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Terms of Reference between the CSC and CSC Alumni Associations
All CSC Alumni Association leaders are asked to agree to the Terms of Reference outlined below. 
1. Introduction
This Terms of Reference (TOR) outlines the framework for collaboration between the Commonwealth Scholarship Commission in the UK (CSC), CSC Secretariat and CSC Alumni Associations. It sets out the shared vision, responsibilities and expectations of all parties to foster a mutually beneficial relationship.
2. Purpose
The purpose of this TOR is to:
· Define the roles and responsibilities of both the CSC, CSC Secretariat and CSC Alumni Associations
· Promote effective communication and coordination
· Strengthen alumni engagement in support of the CSC’s overarching mission and objectives
3. Scope
This TOR covers:
· Alumni relations and engagement
· Communication and information sharing
· Governance and institutional representation
4. Guiding principles
All parties agree to uphold the following principles:
· Mutual respect and recognition of each party’s autonomy
· Transparency and accountability in operations and financial matters
· Collaboration and shared purpose in advancing alumni and CSC interests
· Inclusivity and diversity in alumni participation and representation
5. Roles and responsibilities
5.1 The CSC and CSC Secretariat shall:
· Recognise the alumni association as the national representative of Commonwealth Alumni in the home country.
· Promote the alumni association to Commonwealth Scholars and Alumni to support its growth and engagement.
· Provide logistical, administrative and advisory support as appropriate (for example communications, promotion and training on alumni engagement).
· Include a nominated representative from each alumni association’s leadership group on the CSC Alumni Advisory Panel to represent the association and its national members and provide strategic input on areas of the CSC’s delivery.
5.2 The CSC Alumni Association shall:
· Foster national level engagement for UK-based Commonwealth Scholars, home country-based Distance Learning Scholars and Commonwealth Alumni.
· Act as a liaison between its members and the CSC.
· Organise at least one alumni event or activity per year and an Annual
· General Meeting (AGM).
· Nominate one member of the alumni association’s leadership group to the
· CSC Alumni Advisory Panel to represent the association and its national members and provide strategic input on areas of the CSC’s delivery.
· Maintain a member database following the CSC’s Data Protection Best Practice guidance.
· Promote the work and impact of Commonwealth Scholarships at the national level to advance the CSC’s mission and objectives and help recruit the next generation of Commonwealth Scholars.
6. Governance and Communication
All parties shall designate official points of contact.
· Major announcements and general updates from the CSC will be communicated via the newsletter, Alumni Association Quarterly, and email communications.
· Confidentiality will be maintained on sensitive institutional and alumni matters.
· Alumni association leaders will engage in training and development opportunities delivered by the CSC to support associations in their role and to foster collaboration between alumni associations.
· Alumni association leaders will follow the guidance outlined in the CSC Alumni Association Toolkit to ensure best practice and that association activities support the CSC’s objectives for associations.
7. Financial management
· Any financial contributions or fundraising must be governed by transparent accounting practices. Alumni associations must declare to the CSC where they are in receipt of financial contributions for their activities.
· Funds raised for specific projects, events or activities shall be used solely for their intended purposes.
· The CSC may provide financial support, subject to availability and budget.
8. Use of CSC brand
· Alumni associations may not use the CSC logo in their branding and activities unless permission is granted by the CSC.
· Alumni associations must acknowledge the CSC and its work in their events and activities.
· Use of the CSC brand in commercial or external partnership contexts must receive prior written approval.
9. Dispute resolution
· Disputes or disagreements shall be addressed by the Alumni Team in the first instance.
· If unresolved, the matter may be escalated to the CSC’s Chief Executive Officer (CEO) and the alumni association’s Chairperson/leader for final resolution.
10. Duration and review
· This ToR shall remain in effect for a period of 2 years, subject to annual review.
· New alumni association leaders must agree to the TOR in writing on taking up their position.
11. Termination
Either party may terminate this agreement with three (3) months’ written notice, provided all obligations are settled and any ongoing initiatives are responsibly concluded or transferred.
Terminating the TOR will result in the alumni association no longer receiving support from the CSC as outlined in section 5.1 and the association will be disbanded until new leadership is appointed.
12. Signatures
For CSC/CSC Secretariat:
Name:
Title:
Date:
For [CSC Alumni Association]:
Name:
Title:
Date:
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