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CONSULTANTS CHECKLIST 

WHAT SHOULD HAVE BEEN RECEIEVED BEFORE THE VISIT:
· Background material on the project (annual report, proposals, recent tour report)

· Background material on the partner(s)

· Terms of reference

· Contract

· Extract from strategy documents for the region/country

· Consultants briefing pack

· Tearfund Mission, Vision and Values document

· Invitation to a briefing with the client

· Tickets/finance (if Tearfund organising)

· Insurance card

· Any other relevant information

CONSULTANTS’ GUIDELINES

The Role of Tearfund Consultants

Tearfund consultants are expected to:

· be familiar with 

· the general aims of Tearfund 

· the strategy related to the region/country of operation.

· objectives and progress to date of the project/partner

· Tearfund’ child protection policy

· be in sympathy with the Tearfund Basis of Faith

· conduct themselves with integrity

· conduct themselves professionally

· respect the confidentiality of information

· avoid offence to any organisation or their representatives

Tearfund consultants do not:

· have any responsibility to resolve differences of view or conflict between Tearfund and its partners (though they can alert the Client to any perceived conflict).

· make or imply commitments or promises to any party relating to Tearfund’s resources.

· take any decision, which is the role of Tearfund management.

· give work time to other areas of need unrelated to their brief, even if requested to do so by the partner, without agreement between Tearfund and the partner.

If the consultant becomes uncertain about the limits of their remit at any time during the course of a consultancy, they should check with Tearfund before proceeding.

Development and Capacity Building
Tearfund believes that development is a process of realising the full potential of human life as God intended it to be, and that spiritual change is essential to sustain changed lifestyles.

Tearfund aims to take a developmental approach to all its work, including, as far as possible, in disaster situations.  Tearfund consultants are expected to respect Tearfund’s approach to capacity building, which applies to all aspects of consultancy work, not just to areas that clearly fall into this category such as training.

Tearfund’s approach is to work in partnership with Christian organisations and churches to promote development and increase the capacity of churches, Christian organisations and communities. This will help to build confidence, initiate and achieve change and to increase their freedom to make choices.

For the consultant, this means:

· respecting the views of the partner and the community

· making sure that control is not taken out of the partner’s hands

· focusing on priorities as perceived by the partner

· helping people and communities to grow at their own pace

· seeing people development holistically: spiritually, physically, emotionally intellectually, and socially.

Consultant’s relationship with Tearfund

Consultants are valued by Tearfund for their independence.  They are not a part of the organisation and have no say in the running of the organisation.  Tearfund, in engaging consultants is committed to provide:

· proper briefing and de-briefing

· support during the assignment

· prompt payment on satisfactory completion of work

The consultant needs to make sure that they are clear in their own mind over both the background and specific objectives to the assignment under consideration, including:

· why is Tearfund bringing in a consultant?

· what is the strategic thinking behind Tearfund’s assistance to the partner(s)?

· what is the partner expecting from this visit?

· what does Tearfund aim to achieve?

· clarity on the specifics: when, how long, with whom?

· reporting requirements

· terms and conditions

Contractually, Tearfund’s relationship with the consultant stops with the specifics of the assignment.  Consultants should not anticipate being brought into consultation or decision making outside their Terms Of Reference (TOR).

From time to time, Tearfund may send additional information to regular consultants and invite them to briefings, to keep them up to date with developments in the organisation, and so that they will be better informed should they undertake further assignments.

Local Norms
Tearfund works with evangelical Christian partner organisations. Consultants are expected to conduct themselves at all times in a way that accords with biblical Christian values.  This includes taking care to avoid any sort of offence by falling foul of culturally determined norms. Drinking alcohol, for example, is considered totally inappropriate by some church communities and the consultant should be sensitive to such norms at all times,  whether they consider themselves to be on or off duty and whether or not they themselves subscribe to those norms.

Relief Consultants

Consultants contracted to work on relief consultancies should be aware of and committed to the Humanitarian Charter and Minimum Standards in Disaster Response ("SPHERE standards"), People in Aid Code and the Red Cross Code of Conduct. 

Independence and Neutrality

In order to fulfil its mission, Tearfund must be, and must be seen to be, non-aligned to governments and political parties.  It is essential that its UK-based and international staff and consultants have no formal or informal links or relationships through which influence or information could be passed either from or to Tearfund.   Examples of people likely to have such links or relationships may be former key or senior members of the military, the civil service or political parties.

As a consultant, you must not communicate with any source in any way that could be construed by others as you or Tearfund having links with the military, civil service or political parties (e.g. reporting troop movements as part of any written or verbal communication).  Such communications could make Tearfund, its staff and you subject to harmful accusation and even life-threatening activity.   




TEARFUND’S OPERATING PRINCIPLES 

ADAPTED FOR THOSE INVOLVED IN CONSULTANCIES

· We will try and treat those with whom we work with love and respect without distinction

· We want to show the character and godliness of Christ

· We recognise the danger of imposing our cultural value on others

· We acknowledge that the gospel challenges and transforms all cultures including our own

· We believe sustainability is a continuing process of individual and community change, not simply financial independence or the endurance of the physical products of development.

· We are committed to advocacy - speaking up on behalf of the powerless and enabling the poor to speak up for themselves

· During the consultancy we will strive to:

· Develop good relationships - this requires mutual accountability, trust and transparency

· Act as leaders with humility and a commitment to the needs of others above our own

· Enable people to make choices and become agents of change

· Include in the process the marginalised and excluded - women, children, older people and people with disabilities, valuing their contribution.

· Co-operate and work within the community whilst not forgetting linkages with all other groups

CONTRACT CONDITIONS

Expenses

Start up costs for Tearfund consultancy work are usually minimal, so there is normally no need for a start up fee.  Air tickets and visas should normally be purchased by Tearfund on the consultant’s behalf, in advance. 

The project partner may agree to pay for the consultant’s accommodation and then reclaim these from Tearfund.

Reimbursement of reasonable expenses will be made only against clearly set out and justified expenditure supported by vouchers, with Sterling equivalent costs.  It is recognised that receipts will not be available in every circumstance for small expenditures, e.g. taxis.  Tearfund does not refund the cost of any alcoholic beverages.

Tearfund will cover all travel expenses directly related to the assignment.  This includes:

· travel to and from airports in the UK (or other country of origin) 

· all work related travel expenses in other countries

· travel costs to and from interview and briefings by a Tearfund representative.  

If frequent long distance travel is required, for example to Tearfund UK offices as part of the assignment, Tearfund will negotiate in advance reduced rates for reimbursement of travel costs.

Where a consultant has paid relevant expenses on behalf of others, for example, taking a business contact to lunch, this can be claimed but must be explained with the claims submission.

Cash advances

It is the consultant’s responsibility to ensure that they have enough currency (cash, travellers cheques, Visa etc.) to cover their expenses during their trip.  At their discretion, Tearfund may advance cash to the consultant to cover expenses.

Equipment

The consultant is expected to supply all standard equipment for the assignment, such as laptops.  In the case of non-standard equipment being required for an assignment, such as in a relief situation, then, where possible, Tearfund will supply the consultant with non-standard equipment e.g. sat phones, for the duration of the visit.  Any substantial equipment required for the assignment should be purchased by Tearfund and will then remain Tearfund property.  Consultants should not charge for any equipment purchased for the assignment unless it is specifically agreed with Tearfund beforehand.  Consultants are expected to take due care with any Tearfund equipment.

Accommodation

Consultants should use reasonably priced accommodation. This does not include international standard hotels, unless there is no suitable alternative.  The consultant should have accommodation which is reasonably clean, quiet, with cooling fans or air conditioning for hot or humid weather, reliable water supply, and easy access to a telephone for international calls, though this need not necessarily be in their room.

Where possible, Tearfund may assist by making in-country hotel and travel bookings etc. in advance.

Insurance and Sickness

Insurance

Tearfund provide personal travel and accident insurance (Category B) for consultants who are working for Tearfund. The details of cover are included in this pack. This cover does not include consultants contracted on behalf of an organisation other than Tearfund.

In the event of a medical emergency, Tearfund consultants must contact the insurer and follow their advice. Details of the procedure to be followed are included in this pack.

Sickness

In the event of the consultants falling ill on assignment, Tearfund reserves the right to terminate the contract immediately. The consultant is expected to provide their own medical insurance for the assignment to cover any medical costs that may be incurred as a result of sickness.  Consultants are not eligible for Tearfund or Statutory Sick Pay.

GUIDELINES FOR REPORT WRITING

Tearfund expects the following of a good report:

INPUT FROM OTHERS
The draft findings of the report are shared with the partner before the consultant leaves the field.  
Where visits were made by a team, all team members have the opportunity to comment on the draft.
TIMELY

The report is submitted on time, usually within two weeks of completion of the visit, as agreed with the Tearfund Desk Officer.

STRUCTURE AND CONTENTS

Title page

The title page gives the title of the assignment, dates of visit and author of the report.

Contents page
The contents page lists, in sequence, all the sections of the report with page references.

Glossary
The glossary gives, in full, all abbreviations used in the report.

Executive summary
The executive summary is a maximum of four pages long, two pages is better.  It gives a brief summary of the full contents of the body of the report including the recommendations.  Each paragraph is numbered with cross-reference to sections in the main body of the report.  It is not an introduction, but a précis of the whole document.  It therefore summarise the ToR, the methodology, the findings, the conclusions and includes all the recommendations, 

Introduction
The introduction leads the reader into the report explaining: the authorising person requesting the report, the background to the study, the methodology followed during the assignment and the general arrangement of data in the findings. The methodology followed specifically refers to the extent of participation in the assignment by the partner and beneficiaries.  It is the place to state the Terms of Reference (TOR).

Findings
The findings specifically address the requirements of the TOR.  They make a balanced assessment of the current situation and take account of the views of local partners and community representatives.

Conclusions
Conclusions should be well supported by evidence in the findings. There should be nothing new stated. ( See Review of Evaluation Reports, 1999-2000).

Recommendations
Recommendations should be realistic and clearly set out. Each recommendation should be cross-referenced to the relevant section within the main body of the text.

Appendices
The appendices mainly serve as a place for supplementary data, items which clarify the report but are not directly relevant to the main body, for example, questionnaires, maps etc. The full ToR are included here, as well as a list of contact/sources of information and itineraries. It is also helpful to include as an appendix a brief summary of the credential of the authors of the report. The report, however, should be complete without any appendices.

Confidential material
The report is written in a way that is as transparent as possible and information is only treated as confidential when absolutely necessary.  Any confidential material is placed in a separate document, not appended to the main report.

LAYOUT

Page numbering
Each page of the report should be numbered.

STYLE
The report is concisely and clearly written with a maximum length of 25 sides, excluding the summary and appendix.  Font size ‘12’ is used for the main writing.  Sub-headings are useful for making longer pieces of narrative more readable.  The report is written so as to enable the partner(s) to make best use of its findings. Acronyms and jargon are kept to a minimum.

‘The function of the report is to communicate, use English which effectively gets the point across. There is no such thing as ‘report’ English, ‘commercial‘ English, ‘business’ English, or any other. There is only good English, which is measured by the success with which it carries out its particular function, to communicate’. (Communication Skills Guides- Report Writing)
SUBMISSION OF REPORT

The submission of the final report to Tearfund should be by both electronic copy in Microsoft word format and a hard copy.

Name of Tearfund

Please note that Tearfund is now known as the one word in small letters – Tearfund. It is not TEAR Fund, TEARFUND, nor The Evangelical Alliance Relief Fund.

PROJECT DOCUMENT REVIEW (PDR)

The purpose of a Document Review is to provide Tearfund with technical advice on the strengths and weaknesses of a programme plan, where Tearfund is already content that it broadly falls within its criteria and strategy. The review may take place when the initial request is received from the partner, and/or at different stages of the project such as when additional funds are sought.  

Tearfund expects to receive the review within two weeks of the consultant receiving the documentation. We would prefer if the review was not on headed paper, and that you remain anonymous. The review will be seen both by Tearfund staff and by the partner/applicant. If you have comments that you would prefer to be kept to Tearfund only, please include these on a covering letter. If you have questions you need to be answered before you can comment on the documentation please provide these to Tearfund as soon as possible. 

Based on the documentation received from Tearfund and using the information in appendix A below, please assess the project proposal using the criteria stated and adding any additional insights you have gained from your own expertise.  The expected format of a Review is described in Appendix B below; depending on the proposal received, the ideal length of a document review is five, to six pages.

Appendix A (PDR’s)

Tearfund has recently produced updated guidelines for proposals and checklists for proposals. These are used to appraise the project proposals to see if they address the required Tearfund criteria. 

The guidelines for appraising proposals are as follows:

Projects should:

1. Demonstrate the characteristics of Christian development
(Please see Operating Principles)

2. Contribute to the achievement of Tearfund’s Regional and Country Strategies/ the International Disaster Management Strategy and Country Programme Framework 

(see appropriate strategy)

3. Demonstrate Project Cycle Management concepts and techniques, including the Logical Framework method of analysis

(see Roots PCM guide and Checklist for appraising proposals)

4. Be financially cost-effective 

(see Checklist for appraising project budgets)

5. Adhere to the principles of the Red Cross Code of Conduct and follow other appropriate good practice guidelines or standards which have been developed by agencies or from personal experience. For relief projects the SPHERE Humanitarian Charter and Minimum Standards should be used unless there is clear justification as to why the minimum standards are not appropriate.  

6. Be informed by and contribute to ongoing learning and support the transfer of knowledge/ sharing of key lessons 

(see www.tilz.info/interactivelearning)

See Checklist for appraising proposals below. This should be used as a basis for appraising the proposal and comments should be made on the omissions from this checklist, lack of information provided in the proposal along with the innovative concepts and ideas. 

Proposal Checklist 

A. Basic information

· Name of organisation

· Contact details

· Contact person

· Name of project

· Names of implementing or supporting partner organisations

· Start date and duration

· Total budget and request from Tearfund 

B. Project Location

· Knowledge of location

· Map
· Understanding of causes of poverty in the area

·  Analysis of population and local spiritual, economic, social, political and physical conditions

· Environmental assessment

· Knowledge of other projects and organisations in the area

C. Problem statement

· Specific problem identified

· Attacks root causes of poverty

· Needs and vulnerability assessment results

· Comparison with local and national capacities

· Defined target beneficiary groups

· Outlines beneficiary identification criteria and process 

· Targets the economically poor/ most vulnerable

· Includes the marginalised and excluded e.g. women, children, elderly, minority groups, displaced, HIV-affected

· Community/ stakeholder involvement in:

· Analysis 

· Design

· Implementation 

· M&E

· Assistance proportional to priority needs 

· Justification for project/ clear need and niche for project 

· Baseline survey results (linked to M&E indicators)

· Linkages with government and other NGOs 

· Knowledge of other work in the area

· Knowledge of laws and government policies

· Application of lessons learnt

· Environmental impact assessment

D. Project structure

· Clear wider goal

· SMART
 and QQTP
 purpose – a specific change which contributes to the goal

· SMART and QQTP Outputs: products and services which contribute to the purpose

· Activities linked to outputs and outline what, who, where and when

· Identifies linkages between preventative and curative actions

E. Project management

· Leadership/ management identified

· Lines of decision making and accountability identified

· Resourced by management personnel with the necessary training, competencies, experience and capacity 

· Training of staff and beneficiaries given priority

· Training plan 

· SMART indicators for goal, purpose and outputs established

· Beneficiary focused M&E plan 

· Monitoring/ assessment built into project

· Formal system established to collect, record and analyse information about project progress

· Person responsible for M&E

F. Relationship with stakeholders

· Stakeholder analysis including each stakeholder’s importance and influence

Integrated and Participatory: 

· Uses participatory approaches to mobilise stakeholders

· Outlines circumstances that might prevent project beneficiaries from participating 
· Involvement of:

· Church (leadership and congregation)

· Local community 

· Government 

· Increases the influence and actions by the church to uphold and protect the rights and entitlements of the poorest

· Integration within community

· Local contribution

· Financial

· In-kind

· Labour 

· Informed by inter-government and non-governmental coordination and policy setting mechanisms

· Coordination with other projects and organisations

· Inclusive of government structures

· Advocates for improved institutional pro-poor policies and practices to mitigate the root causes of vulnerability

Culturally sensitive:

· Tailored to locality through local design and management

· Builds on local traditions/ ways of coping

· Builds on local knowledge and skills

· Uses local resources

· Technically, environmentally and socially appropriate

Empowering: 

· Strengthens local community capacity to respond to and cope with current and potential (disaster) situations

G. Risk assessment and management

· Risks identified 

· Vulnerability to natural or man-made disasters considered as a risk
· Security level assessed 
· Risk probability and impact assessed

· Harm/benefit analysis 
· Risk reduction/ elimination plan 
H. Sustainability

· Empowering rather than service delivery

· Plan to reduce reliance on external assistance

· Financial sustainability plan

· Prepare community members to fill positions

· ?
Clear exit strategy outlining how project outcomes/benefits can be sustained (become self-sustaining) beyond the project implementation period

· ?
Sustainable at programme management, field and beneficiary level


Appendix B (PDR’s)

The expected format of a Review is described here

INTRODUCTION

· Project number, title, partner, and document review number

· State documentation provided by Tearfund (e.g. proposal, 3 letters etc.)

· Date

FINDINGS

· Needs
- have these been adequately described?




- has the partner made an adequate assessment in an appropriate manner? 

· Objectives
- are these adequately and clearly described?




- are these an appropriate response to the described needs?




- are theses objectives realistic and achievable?




- has the partner taken into account what other groups may be doing to respond to the needs?

· Activities
- are these adequately described?




- are they the most appropriate method of achieving the objectives?

· Results
- if the project is on-going, have previous objectives been achieved?




- what indicators are used to assess the results?

· Context
- does the programme take account of the context (such as culture, gender issues, child 

  

- issues, environment, power structures)?

· Spiritual
- how does the programme integrate response to spiritual needs into overall activities?

· Budget
- is it reasonable/realistic?

CONCLUSIONS

Summarise your conclusions. If you were implementing or designing this programme is there anything you would do differently and why? Is the programme as described appropriate and achievable? How fare does the proposal fulfil the guidelines and checklist criteria?

RECOMMENDATIONS

Should follow on from the conclusions e.g. 'because I concluded x I recommend y as to the best course of action for Tearfund, for the partners. (Try to use positive language - advise, urge, suggest, recommend).

N.B. Tearfund is the standard spelling now, not Tear Fund or TEAR Fund etc.

	This is Tearfund’s Visual Images Policy.  We have included this for your information.  If you are taking photos as part of your assignment, we would be grateful if you would adhere to these guidelines


TEARFUND’S VISUAL IMAGES POLICY

Code of Conduct
Tearfund are signatories to the Code of Conduct for the International Red Cross and Red Crescent Movement and Non-Governmental Organisations in Disaster Relief, which commits us to the following:-

In our information, publicity and advertising activities, shall recognise disaster victims as dignified human beings, not objects of pity
Respect for the disaster victim as an equal partner in action should never be lost.  In our public information shall portray an objective image of the disaster situation where capacities and aspirations of disaster victims are highlighted, and not just their vulnerabilities and fears.

While Tearfund will co-operate with the media in order to enhance public response, we will not allow external or internal demands for publicity to take precedence over the principle of maximising overall relief assistance.

Tearfund will avoid competing with other disaster response agencies for media coverage in situations where such coverage may be to the detriment of the service provided to the beneficiaries or to the security of our staff or the beneficiaries.

Policy
In the use of visual images Tearfund adheres to the following principles:-

1.
Respect the dignity of the subject

· Gather and use images which reflect the dignity, self worth and resourcefulness of the subject

· Where possible, give the name of the photographed subject in a caption

· When taking photographic or video shots of individuals, where practically possible ask their permission first

· Wherever possible, explain to the subject the likely use of the images

· Do not take pictures of people who say they don't want to be photographed

2.
Do not exploit the subject

· Do not manipulate the subject in a way which distorts the reality of the situation


(e.g. do not ask them to cry for the camera)

3.
Aim to provide a balanced portrayal of reality in the Third World & the UK

· Avoid stereotypes (e.g. paternalistic images of 'white doctor', 'white aid worker tends helpless victim', etc.)

· Show indigenous people helping, and working for, themselves, not as pathetic victims

4.
Use images truthfully

· Where possible, use a balance of images (e.g. positive and negative, hope as well as suffering) to reflect the reality of a situation

· Do not use an image of one thing and describe it as, or imply it is, an image of another (e.g. don't use an image of one project to illustrate the work of another)

· If you use an image in a general way (e.g. illustrating a project similar to the one being described) make this clear in the caption

· Do not use an image in a way which deliberately misrepresents the true situation 

· If an image represents an exceptional situation, do not use it in a way which suggests it is generally true

· Aim to be confident that, to the best of our knowledge, the subject would regard the image and its use as truthful if he or she saw it 

5.
 Maintain standards of taste and decency consistent with our values and those of our supporters

· Do not use images which are erotic, pornographic or obscene

· Do not as a rule use images of dead or naked bodies

· Do not make gratuitous use of images of extreme suffering

6.
Respect the view of our local partners

· Be sensitive to the wishes, concerns and advice of our local partners and hosts overseas and in the UK in our gathering and use of visual material

7.
Maintain high technical standards

· Use only high-quality images

· Tearfund will use digital manipulation of images for creative or iconic effect (e.g. in a youth video), but not in a way which deliberately and misleadingly distorts the reality of the situation depicted

· Avoid tinting of black and white images

· Do not crop an image in a way which misleadingly distorts the reality of the situation

· In video editing, do not misleadingly distort the meaning of an interviewee’s statement

HOW TEARFUND WILL REVIEW EVALUATION/CONSULTANCY REPORTS

Tearfund places a high value on the potential of evaluations and consultancies to enable partner organisations and Tearfund to better understand and strengthen their capacity.  The final output of an evaluation or consultancy is the written report.  The review of a report cannot assess the actual visit (partner forms help to feedback on this) but the report can be assessed against given criteria.

The objective of a system of review is therefore to strengthen Tearfund’s understanding of the quality of reports in order to maintain good practice in the process of consultancies and evaluations.  By promoting clear, concise and usable reports, consultancies and evaluations will become more influential and effective.

Tearfund aims to be clear about the expectations we place on consultants.  Listed below are the questions Tearfund will be using to monitor reports from consultants.

Layout

Is it less than 25 sides in length (excluding summary and annexes)?

Is the executive summary less than 4 sides?

Are the pages numbered?

Format

Does it follow the format as outlined in guidelines for report writing (title page, contents page, summary, TOR, etc.)?

Does it include the relevant appendices?

Does it separate confidential material into a different document (not appended)?

Style
Comment whether it is clear and readable. 

Comment whether it is clearly laid out, and it is possible to find relevant sections without reading the whole report.

Content/analysis


Does the executive summary adequately summarise the report, so that a reader can find out the crucial information without reading the whole report?

How well does the report address itself specifically to the requirements of the Terms of Reference?

If the report does add extra information other than that required by the Terms of Reference, how crucial is this added information?

Does the evidence support the conclusions?

How realistic and clearly set out are the recommendations?

How well are the recommendations supported by current good practice?

Are there other recommendations you think should have been suggested? 

How well does the analysis take into account the views of different stakeholders?

Was there sufficient technical understanding displayed in the report?

	
	


TRAVEL INSURANCE AND EMERGENCY MEDICAL SERVICES
for Tearfund Travellers

provided by ACE
All Categories

Tearfund has a Group Personal Accident and Business Travel Insurance Policy with ACE, arranged through Marsh Ltd.

The cover provided by this policy is adapted to the needs of the various categories of Tearfund travellers and the attached sheets summarises the benefits relating to your particular category.

Within the Policy, provision is made for Emergency Assistance, including medical repatriation, in the event of problems arising during the course of an overseas visit.  This service is operated by “SOS” whose telephone number is on a plastic card given to you with your airline tickets.

It should be noted that the telephone number is a central point for incoming calls for all types of assistance where initial details will be taken and passed on to the relevant service. 

The direct number for the medical emergency service is given below and should be kept with you at all times.  This will be given to you in the form of an ACE Businessclass assistance traveller card.
ACE Businessclass assistance

Injury & Travel helpline: +44 (0) 20 7173 7796
Tearfund

Tel: + 44 (0) 208 977 9144

Fax: +44 (0) 208 943 3594
ACE Businessclass assistance traveller card:
[image: image1.png]ACE businessclass assistaa

Travel Helpine:

+44 (0)20 7173 7796

Country information:

www.ace.internationalsos.con

* Security AICE?

hw.ace-red24.com



 [image: image2.png]THIS CARD IS VALID WHILST YOUR COMPANY INJURY INSURANCE IS PLACED WITH
ACE. IT SHOULD THEREFORE BE KEPT IN A SAFE PLACE.

THE PASSWORD FOR THE TWO WEBSITES IS THE LAST FOUR DIGITS OF THE
TELEPHONE NUMBER SHOWN OVERLEAF.

Please remember 10 contact ACE businessclass assistance before incuing any substantial
medical or additional trave costs.

We regret that the helpiine sevice cannot answer queries regarding detals of cover in
force. Such nformation shoukd be provided by your company or Insurance ltermediary.





TEARFUND TRAVEL INSURANCE
	Category B – Expatriate staff and their accompanying family & Tearfund Consultants

	Expatriate staff and their accompanying family; Tearfund consultants (including non UK national consultants).


The following Personal Accident and Business Travel Insurance cover has been arranged by our Insurance Brokers, Marsh Ltd, through ACE for the ultimate benefit of Tearfund’s expatriate staff, their spouses and children.  

1. PERSONAL ACCIDENT

Death, loss of, or loss of use of one or more limbs/eyes and permanent total or temporary disablement from usual occupation arising from accidental causes whilst in the employ of Tearfund 24 hours a day cover anywhere in the world.

Basis of cover — Death or permanent disablement benefit of £100,000 for expatriate staff and their spouses, but Death Benefit limited to £7.500 for their children under 16 years of age.  Please note the above is capped at £5,000,000 in respect of any one aircraft incident/event.

2.
OVERSEAS MEDICAL AND TRAVEL EXPENSES

Whilst travelling on the business of Tearfund, on project site and on holidays during assignment period overseas but not in home country.

a) Travel, accommodation and repatriation expenses incurred in respect of an Insured Person and up to two relatives or friends or business associate or colleague of an insured person who on the advice of a registered qualified medical practitioner is required to travel with or remain with or escort the insured person.

b) In the case of death either expenses incurred in respect of burial or cremation of an Insured Person outside his/her country or the reasonable expenses incurred in transporting an insured person’s body or ashes to his normal place of residence. 

c) Medical, emergency dental and optical care are covered only whilst overseas.  It does not cover those periods in home country.

This cover includes the service of Europ Assistance who provide a worldwide emergency medical rescue scheme offering advice, screened blood if required and travel arrangements for repatriation.

3.
LEGAL EXPENSES

If the Insured Person sustains bodily injury, Insurers will pay up to £25,000 to cover legal fees and expenses incurred by the Insured Person in pursuing a third party for damages.

4.
BAGGAGE

Insurance cover whilst in transit and at a Tearfund overseas project base, sum insured £1,000.

Exclusion — Any loss that is not reported to the appropriate police authority or transport carrier within 24 hours of discovery or, if the Insured Person is in a Third World Country, within 5 days of discovery.

5.
MONEY

Insurance cover whilst in transit and at a Tearfund overseas project base, sum insured £1,000.

Exclusion: Any loss that is not reported to the appropriate police authority or transport carrier within 24 hours of discovery or, if the Insured Person is in a Third World Country, within 5 days of discovery.

6.
PERSONAL LIABILITY

Cover in force whilst engaged on business of Tearfund is £2,000,000 subject to limitations set out within the Policy.

7.
TRAVEL DELAY, CANCELLATION OR CURTAILMENT, DELAYED BAGGAGE AND PASSPORT INDEMNITY

The Policy also includes benefits payable in respect of the above eventualities.

Exclusions to Policy
The policy is subject to fewer than normal exclusions but there are some, the principal ones being accident arising from or aggravated by pregnancy or childbirth, taking part in Civil Commotion and the like, suicide or attempted threat, military service, winter sports, time trials, pot-holing, parachuting, abseiling, bungee jumping and other “air” activities, racing other than by foot and flying other than as a passenger in licensed passenger carrying aircraft.

limited war exclusion:  War whether declared or not, a) between any of the Major powers; b) in Europe in which one or more of the Major Powers or their armed forces are engaged; c) in Europe involving forces acting for any international authority.  Major Powers are defined as UK, USA, France, China and the former constituents of the USSR.
Please note that death or permanent total disablement benefit is not payable where these are due to illness or what may be termed ‘natural causes’.  Travellers should be aware that they would need to take out their own insurance to cover such eventualities
Insured

These insurance arrangements are in the name of Tearfund for the benefit of expatriate staff but always subject to the discretion of the Directors of Tearfund.

Claims

Any incident likely to give rise to a claim under any of the above mentioned sections must be reported to Tearfund Travel Unit without delay so as not to prejudice rights and responsibilities to Insurers.
Policy Conditions

Whilst the above is a general description of our Personal Accident and Travel insurance arrangements, they are, of course, subject to the terms, conditions, limitations and exclusions of the insurance company’s policy, a copy of which is available for perusal upon application to Tearfund Travel Administrator.
	Category B - 

Summary of Cover
	Expatriate staff and their accompanying family, Tearfund consultants

	
	Period of cover
	24 hour cover whilst in Tearfund employment 

	
	Death
	£100,000 

(£7,500 for children under the age of 16)

	A.
	Permanent total and partial disability
	£100,000



	
	Temporary total and partial disability
	£200/week payable for 104 weeks, subject to it not being more than 100% of the weekly wage.  Subject to a 14 day excess. Not applicable to children.

	B.
	Medical & Travel Expenses 

including:

· Emergency dental and optical care

· Emergency evacuation

· Screened blood if required
	£500,000 

24 hr Emergency Assistance provided through ACE. SOS deal with medical emergencies and who will obtain screened blood if not available

	C.
	Legal expenses
	£25,000

	D.
	Baggage/personal effects
	£1,000

	E.
	Money
	£1,000

	F.
	Personal liability
	£2,000,000

	
	Hijack
	£250 per day (maximum £15,000)

£1,000 (£25 excess)

£15,000

£20 for the first 4 hours and then £10 for each full hour thereafter (maximum £200)

£750 (subject to a 4 hour excess)



	
	Emergency Passport Replacement
	

	
	Travel expenses (including funeral expenses)
	

	
	Travel delays 


	

	
	Delayed baggage – Emergency replacement expenses of clothing or toilet requisites
	

	
	Cancellation and Curtailment
	£7,500


HIV/AIDS - There is no HIV exclusion.  The only complication may be on the medical expenses section where a person with HIV may require special medical attention following an accident.  This however is not a problem.

HIJACK - The benefit is given to Tearfund as an organisation to use in the best way it sees fit.  This could be for the cost of negotiation.  There is no cover for kidnap.

POSSESSIONS LEFT BEHIND AFTER EVACUATION - Would not automatically be covered.  ACE may look sympathetically at any such loss depending on circumstances.

SICKNESS - Personal Accident does NOT include sickness cover.  The insurance will cover the medical costs following an accident in the country of service and if necessary repatriation to the UK or your country of domicile.  However it does not cover any medical costs in your country of domicile.
MANAGING MEDICAL EMERGENCY: LINKING WITH THE UK

In the event of a medical emergency, the following procedure should be followed:
	Stage
	Contact
	Details required by
	Action
	Expectation
	Misc Notes

	1
	Individual insured, or colleague contact ACE direct +44 207173 7796
	ACE: Tearfund

· Patient’s name and d.o.b

· Details of accident and injuries sustained

· Name and contact details for medical contact on site

· Arrangements made to date

· Name and contact details for patient, if applicable, or person handling link overseas. (ACE like to deal direct with patient and medic)

· Any information regarding on site problems eg security restrictions to travel, exit visa requirements, poor medical links, transportation difficulties (patient’s leg in splint so large vehicle required to transfer etc)
· Home address (this links to need for most hospitals to accept people within post code access)
	Obtain Case Reference number from ACE and quote in all contact as required.
Establish who will make next contact call and when.

Keep record of calls made and received and key points discussed or agreed.
	ACE should advise on action to be taken and liaise directly with medic on site regarding current treatment and possible need for transfer to another location for treatment or transfer home.
They can book and pay for flights, medical costs, hotels, transportation etc.
(in some cases payments may need to be made on site and later recouped from insurers, they will advise what they can cover directly if they have a rep in geographic area.)

If patient is to be transferred to another location for better medical care, UK or other home country, and a medical accompaniment is required, ACE can also agree fees and set up required arrangements
	Be aware that ACE work on shift patterns and file may be handed on to another contact person, who may at first seem unfamiliar with case details. This can be off putting but they do catch on quick!
At some stage ACE will pass the link on to SOS who will deal with most medical detail, you will then be given a different contact number, and this will be the link until the end of procedures.

Where medical transfers are to be via commercial airlines medical clearance forms need to be submitted to airlines. Europe Assist can do this, usually minimum of 48 hours needed to clear.

	2
	Tearfund Line Management and,
Pastoral Advisor

H 0208 980 0171

W 0208 943 7732

M 07748156908
	Tearfund:
· Details as above

· Details as to emotional impact on patient and team

· Full details of accident or illness

· Thoughts and insights re possible scenarios i.e. initial indications are need for medical to UK or home country

· Any difficulties perceived in doing so, security, visas, patient wished
· Ascertain if patient happy for next of kin to be advised, in what order, any points to note, ill health of parents, divorced, etc

· Medical accompanier may be required and possible options as to who
	Incident form to be completed and sent to line manager a.s.a.p. Accident Book completed.
	
	


REVIEW OF TEARFUND EVALUATION REPORTS 

SEPT 1999-JAN 2000

1 Introduction

This report is a review of the strengths and weaknesses of a set of nine evaluation reports produced by Tearfund Consultants between September 1999 and January 2000. The goal of the review was “to improve the understanding of the Technical Response Team about the quality of evaluation reports at Tearfund and give insight as to what can be done to improve the overall quality of the reports”.

It was assumed in this review that the potential readership of Tearfund Evaluation Reports includes not only the Team itself, the Partner, and Tearfund , but also other Tearfund staff and Consultants, Board and Regional Board Committee members, project co-Funders, and other interested individuals such as academic or media researchers of financial contributors to Tearfund.  The potential readership includes both those well-acquainted with, and those unfamiliar with, the country, partner, project and technical sector dealt with in the report. Maintaining the quality of these reports is therefore of considerable importance.

Issues which this review is unable to adequately address, are the quality of the evaluations themselves, and the value placed on the evaluations by the Partners.  Some conclusions are drawn as to the apparent degree of participation I the evaluations by Partners, but the sources of these inferences are the reports themselves.

2 Reports Reviewed

Nine reports were reviewed. These varied in length from 13 to 30 sides of A4, excluding Executive Summaries and Appendices.  Text format varied from font size 10, single-spaced, to font 12 with double line spacing, meaning that the number of pages is not necessarily a good guide to the actual report length. Certainly there is a very wide range of length, with several reports exceeding the Tearfund guideline of 25 sides of A4 (font and line spacing unspecified).

The evaluations on which the reports were based varied from 8 to 17 days duration.  Three were carried out by individual Consultants, and six by Teams of up to six persons. 

3 Report Strengths

The greatest strength of the reports, taken as a whole, is the quality of their authors.  Even in those cases where poor quality of written communication is evident, the expertise, insight, knowledge, professionalism, and care of the Evaluators shines through.  This is of very great value.

The overall quality of the reports is high.  Out of the nine reports reviewed, I have rated only one as unsatisfactory, while four are excellent.  The remainder are all adequate or better.

4 Report Weaknesses

The nine reports reveal a range of weaknesses.

Four of the reports either omitted or inadequately summarised the terms of reference of the study, and five omitted the full TOR from the appendices.  It should be the norm to include a clear summary TOR in the main text (and in the executive summary), and the full TOR in an appendix. Tearfund staff should also make clear in the TOR who the intended readership of the report is in order that the consultant is clear about whom they are communicating too.

Three of the reports described no systematic methodology for their investigations.  Given the brevity of the visits (one to two weeks, typically), the approach taken to the evaluation process is crucial.  In particular the degree to which selective (‘snapshot’) field visits are taken as representative, or simply exemplary, of the wider realities, is fundamental.  The degree of participation by the Partner is very important (see below).  Many reports listed sources of information, and some contained itineraries and/or contact lists.  These are helpful.  However: five of the reports failed to provide visit itineraries and lists of contacts.
Three of the reports gave little or none of the evidence on which the conclusions were based.  It should be possible for the reader, at least to some extent, to draw his or her own conclusions based on the evidence given.  In the worst cases, the reader can be wholly dependent on the expressed opinion of the author, with that author’s (unstated) credentials as the only basis for the “findings”.

Five of the reports had executive summaries, which failed to fully represent their content.  The writing of an accurate and concise summary is not an easy task.  There is often a tendency to write an introduction, rather than a précis, requiring the reader to search the entire document in order to locate key findings and recommendations.  Given the fact that some key users of the reports will only read the executive summaries, it is extremely important that these adequately précis the TOR, the methodology, the evidence, the conclusions, and the recommendations.

There was a tendency in several of the reports to use too many acronyms and too much jargon.  Notwithstanding the fact that all the reports reviewed had glossaries, it is poor communication practice to overdo the use of acronyms and technical jargon.  Some key readers of these reports may be unfamiliar with the context of the evaluation or the technical sector involved.  This is a particular characteristic of reports in the health/medical sector.

Many, if not most, of the reports suffered from shortcomings in style, grammar, and/or spelling, or were over length.  In some cases this was simply distracting, while in one or two extreme cases it made comprehension very difficult.  One report had two pages missing, another had an appendix missing, and a third included three pages of confidential email correspondence, which was unrelated to the evaluation.  All of this reflects on the adequacy of quality assurance, either by the Consultant, or the Client, or both.

The final weakness, if there is agreement that it is a weakness, is rather more fundamental, and potentially the most important.  As a finding of this review, it is also most open to criticism, since it is based on inference, not firm evidence.  Only one of the reports included one or more representatives of the Partner in the list of authors.  The majority of the studies were carried out as external reviews of the Partner’s project(s), with communication of the findings to the Partner in a final debriefing..  In my view and practice, it is essential that evaluations (especially those which are of short duration) are carried out with the full participation of the Partner.  This view is partly based on pragmatism – without a high level of trust and communication between the Evaluator and the Partner, there is enormous potential for an outsider to miss important issues – and partly on the principle of Partnership.  If projects are expressions of a partnership involving the pooling of expertise, resources, and shared values, then evaluation of those projects should be a joint activity in which both partners participate fully, and in which the performance of both is evaluated.

A sample of consultancy reports are reviewed each year.  Below is an example of review of one of the evaluation reports.

Report Review-Example

	Layout
	
	Comment

	Is it no more than 25 sides in length (excluding summary and annexes)?


	Yes/ No
	22 pages

	Is the executive summary no more than 4 sides?


	Yes/ No
	2 pages

	Are the pages numbered?


	Yes/ No
	Slightly confusingly!

	Format
	Low/High
	Comment

	Does it follow the format as outlined in guidelines for report writing (for instance: title page, contents page, summary)?


	1  2  3  4  5
	Yes, a logical structure.

	Does it include the relevant appendices?


	Yes/ No
	Some headings would aid reader in distinguishing one from the next.

	Is it clearly laid out, and is it possible to find relevant sections?

         
	1  2  3  4  5
	Reasonably clear structure.  Yes

	
	
	

	Style
	Low/High
	Comment

	Is the writing style clear and readable? 


	1  2  3  4  5
	Very dense at times.  Almost in note form.  Not always as clear as desirable.


	Content/analysis
	Low/High
	Comment

	Does the executive summary adequately summarise the report, so that a reader can find out the most important information without reading the whole report?


	1  2  3  4  5
	Good summary in part. The recommendations / actions become very terse and difficult to interpret.

	How well does the report follow the ToR?


	1  2  3  4  5
	TOR only partially summarised on p8.  Partially fulfilled.

	If the report does add more information than is asked in the ToR, how important is this additional information?
	1  2  3  4  5
	Some additional information is provided – all relevant.

	Does the evidence support the conclusions?


	1  2  3  4  5
	Report emphasises findings / conclusions almost to the exclusion of methodology and evidence.  Consequently hard to answer this.

	How realistic and clearly set out are the recommendations?


	1  2  3  4  5
	Clearly stated, more than once.  Action clearly identified.

	How well are the recommendations supported by current good practice?
	1  2  3  4  5
	Recommendations are sound.

	Are there other recommendations you think should have been suggested? 
	1  2  3  4  5
	No

	How well does the analysis take into account the views of different stakeholders?


	1  2  3  4  5
	Difficult to judge.  Wide range of stakeholders have been consulted, but report statements have already been “filtered” strongly by consultant by the time they reach the page.

	Was there adequate technical understanding displayed in the report?
	1  2  3  4  5
	Yes. Report comes over as authoritative and well-informed.


	Other Comments:

Parts of the text are almost in note form.  Some acronyms are missing from glossary.  Text is dense and rather difficult for an outsider to penetrate.  All this is unfortunate given the undoubted authority and knowledge of the authors.


LESSONS FROM THE REVIEW OF CONSULTANCY REPORTS 
2000 & 2001

1. Consultants should be required to submit reports to the standard format, and free of typographical errors.

2. Consultants should fully address the TOR in the report. 

3. Executive Summaries should be comprehensive, coherent, and clearly identifiable and contain the key findings and recommendations of the evaluation/assignment with relevant cross-referencing. They should not contain idiosyncratic language or irrelevant observations.

4. Consultants should describe their methodology and the content of meetings, discussions and training fully. Consultants should describe in sufficient detail the techniques used in carrying out the assignment and why that technique was selected for the assignment. The consultants should not assume that the reader has full knowledge of the methodologies and techniques used.

5. Consultants should avoid making unsubstantiated assertions. Evidence, in the form of eyewitness observation, discussion or interview, or documents, should be cited.

6. Consultants should avoid making general or subjective statements

7. Recommendations made should be justifiable, specific and in an order of priority, detailing how the recommendation could be implemented and the Partner’s view of the recommendation.

8. Reports should make clear the degree and manner to which all stakeholders have been consulted. Partners should be given the right of reply on the report and their views considered.

9. The consultant should, where applicable, include views from beneficiaries, local or national governments and other NGO’s in the area, in the report.

10. Consultants should include comprehensive appendices, which explain the outcome of different meetings and workshops. Itineraries should also be included in all report appendices

11. Tearfund should consider making evaluations longer than a week in order for consultants to undertake stakeholder analysis and secondly to meet and document the views of these different stakeholders.  

12. Tearfund should consider for future evaluations whether the TOR should offer guidance on the extent to which consultants should consider financial aspects of the relationship between Tearfund and its partners. 

13. Tearfund should ensure that TOR’s are specific, realistic and achievable and also be very clear on what is expected from the assignment. 

Tearfund should be clear on who is leading the assignment and who is responsible for the production of the report. This should be the same person. 

CONSULTANT FEEDBACK FORMS

FOR USE AFTER AN ASSIGNMENT

Your feedback is very important to us.  Please complete this form and return it to .............................  by ............................ at 100 Church Road, Teddington, TW11 8QE, Fax 0208 943 3594.  It will enable us to review, and where necessary, improve the effectiveness of future assignments.

	Name:


	Title of Assignment:

Date of Assignment:

	Place of assignment: 


	Partner Name:





      low


high






	Clarity of ToR 
	
	
	
	
	

	Clarity of Tearfund briefing
	
	
	
	
	

	Administration of the visit
	
	
	
	
	

	Preparation by the partner for the visit
	
	
	
	
	

	Support by the partner whilst on the visit
	
	
	
	
	

	Usefulness of the de-briefing
	
	
	
	
	

	Promptness of payment
	
	
	
	
	


	1. What would you recommend was repeated about this assignment?



	2. What would you recommend was done differently for the next assignment?



	3. Any Other Comments




Signature.......................................

Date...............................................

CONSULTANT  EXPENSE CLAIM

	Name……………………………………………….
	Month…………………………………………….

	Currency used……………………………………

……………………………………………………….
	


EXPENSES
	DATE:
	DETAILS AND PURPOSE OF EXPENDITURE

	CLAIM

in currency used
	CURRENCY

EXCHANGE
	CLAIM

£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	                                                                                                                                                                    TOTAL EXPENSES     

   
	

	                                                                                                                                                                      AMOUNT PAYABLE        


	


Signed .....................................................................   

Date…………………

CONSULTANT  EXPENSE CLAIM
	DATE:
	DETAILS AND PURPOSE OF EXPENDITURE

	CLAIM

in currency used
	CURRENCY

EXCHANGE
	CLAIM

£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	                                                                                                                                                                    TOTAL EXPENSES     

   
	

	                                                                                                                                                                      AMOUNT PAYABLE        


	


CONSULTANT  EXPENSE CLAIM
	DATE:
	DETAILS AND PURPOSE OF EXPENDITURE

	CLAIM

in currency used
	CURRENCY

EXCHANGE
	CLAIM

£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	                                                                                                                                                                    TOTAL EXPENSES     

   
	

	                                                                                                                                                                      AMOUNT PAYABLE        


	


For more information:


	Steps in organising an assessment


	Introducing evaluation 


	Roots: Project Cycle Management


	PILLARS guide: Building the capacity of local groups


	Footsteps, especially: 


	No.13: Vision 


	No.15: Monitoring


	No.43: Motivating Change


	No.50: Increasing our impact


	No.53: Holistic Development




















� Monitoring & Evaluation


� Specific Measurable Achievable Relevant Timely





� Quality Quantity Time Place
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