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1. Introduction

This checklist is based on the Children's Bill Working Group Disability Sub-group success story and other Working Group methodologies that have proven successful.  For more details on the activities of the Disability sub-group please see their full report.  For more details on the Working Group methodologies, please see the Full Evaluation Report (Available in April 2006).

2. Organisation and activities

2.1 Sub-group Composition 

Each sub-group should include: 

· Co-ordinator

· Policy expert (s)
· Practitioner (s)
· People with personal experience

Individuals can play more than one role, each group should have a minimum of four members and a maximum of seven.

Where possible you should ensure geographic spread.

2.2 Planning

· Write an advocacy plan with clear responsibilities and deadlines
· Share responsibility for work

· Get a mandate to represent the umbreall organisations in the relevant sector e.g. National Alliance for Street Children, South African Congress for Early Childhood Development
2.3 Funding 

Write a budget to cover:
· Co-ordinator salary

· Sub-group communication (tel, fax, e-mail)
· General operational expenses (stationary, photocopying)
· Travel costs (flights to meetings, flights to Parliament)
· Staff replacement costs where necessary (if co-ordinator has a full-time day job, their office will need compensation)
Fundraise for budget (approximately R200 000 per year based on the Disability sub-group model).
2.4 Communication and Consultation

· Regular internal communication: speak to each other once a week

· Build a constituency

· Identify organisations in the sector that are key stakeholders, and people to keep contact with.
· Create an e-mail distribution list

· Constant consultation: send all proposals to stakeholders

· Public dialogue: send a topic spokesperson list to the media, brief national and local media on your activities, and maximise all dialogue opportunities 

2.5 Documentation

· Write short technical submissions to make legal points, using evidence, from research and case studies

· Combine this with short individual stories/ case study submissions to contextualise and illustrate the legal points (eg case study of a children’s home struggling to access government funding)
· Demonstrate support for your position by showing endorsements and sector support
· Have clear well-targeted messages that are linked to provisions in the Bill
· Propose redrafts

2.6 Decision-maker contact

· Identify champions – decide which politicians and members of the executive the sub-group will target

· Establish credibility

· Write a brief document describing who you represent

· Introduce yourselves to politicians, drafters and research staff

· Public hearings

· After making oral presentations, follow-up with phone calls and letters to targeted decision-makers

· Develop relationships

· Meetings with MPs

· Constituency visits

· Meetings with drafters

· Phone calls

· Email support and thanks

· Tracking the debate

· Develop pro-active argument fact-sheets

· Reactive phone calls, respond to issues as they arise

· Develop advocacy pack for your sector
· Timetable of law reform process
· Contact details of MPs, and Exec members

· Fact sheet how to set up and structure a meeting with an MP

· Contact details of Working Group specialists

· Argument sheets
· Case study documents to leave with MP (hand over at the end of the meeting)

2.7 Adapting arguments

· Track the debate

· Produce argument sheets and counter arguments put forward during deliberations. 

· Promote the sub-group message

· Write a second submission 

· Listen to the decision-maker’s constraints and negotiate with the decision-makers (be flexible with your recommendations while sticking to your principles)

3. Roles and Responsibilities

3.1 Roles and Responsibilities of Sub-group Co-ordinators 
Sector advocacy strategy co-ordination:

· Prepare an advocacy strategy

· Maintain contact lists, email and telephone

· Organise a content workshop for the sector to discuss and formulate a position in relation to the Bill

· Document evidence and case studies

· Co-ordinate the preparation of documentation

· Co-ordinate submissions from organisations in the sub-group for parliamentary hearings at a national and provincial level (both written and oral)

· Represent the sub-group in discussions on the Children's Bill at provincial and national level

· Disseminate information from the Children's Bill Working Group to organisations in the sub-sector
· Ensure that Working Group member organisations are represented on MP study tours 

· Arrange constituency visits for MPs and MPLs

· Liaise with the Provincial Legislature 
· Ensure that all members write reports on advocacy activities

3.2 Roles and Responsibilities of Children's Bill sub-group members

· Represent national networks in discussions on the Children's Bill at provincial and national level

· Help prepare and deliver presentations at provincial hearings (both written and oral)

· Help write submission, including gathering evidence and case studies

· Keep in touch with sub-group members
· Report on advocacy activities to Working Group and sector networks

· Share information about the Children's Bill in your own organizations and other sectoral forums

· Contact decision-makers

3.3 Support from Children's Institute 
Parliamentary liaison, advocacy and lobbying support:

· Maintain a presence at National Parliament weekly meetings and provide feedback and updates to sub-sector co-ordinators

· Compile and distribute profiles of Members of Parliament to enable NGOs and children to know their MPs and engage with them

· Provide technical assistance on how to prepare discussion documents for consultations, to write submissions and factsheets

· Provide legal research and advice

· Facilitate content workshops to identify challenges and formulate positions

· Co-ordinate the Parliamentary Hearings at a national level

· Lobbying guidance
· Provide emotional support - being part of something bigger

� The Children’s Bill Working Group is made up of several sub-groups which represent the different sub-sectors, eg disability, street children, early childhood development. These sub-groups run mini law reform campaigns that are focussed on their sub-sector’s areas of concern. This document captures the main structure and methodology used in the sub-groups. The document is used to set up new sub-groups and train sub-group members on the methodology that is being used.
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