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FOREWORD 
The development of this Internal Reform Committee (IRC) Manual demonstrates my Ministry’s 
determination and renewed commitment to implementing desirable reforms consistent with the wishes 
and vision of the Government of Liberia (GoL) as set out in the Civil Service Reform Strategy. As a 
Ministry the desire is to improve the quality of service delivery through strengthened institutional 
capacity and a decentralization process with clear roles and responsibilities delineated between the 
central and decentralized structures and participation of various stakeholders within the agriculture 
sector. The IRC is, therefore, expected to perform a key role in facilitating and coordinating the 
implementation of reform activities. In this regard, the document outlines roles and responsibilities of 
the IRC and key stakeholders involved in the coordination and implementation of reform initiatives 
and general implementation of programme activities. Overall, the IRC Manual aims at:  

 Assisting the IRC comply with government’s mandate as an agent of change. 

 Promoting uniform understanding in the application of policy guidelines for implementing civil 
service reforms in the agriculture sector in Liberia.  

 Providing a basis for orientation and teaching members of the IRC and its Secretariat as well as 
other senior leaders. 

 Providing a basis for monitoring and evaluating the performance of the IRC and its Secretariat in 
facilitating the implementation of reforms. 

The benefits arising from successful application of the provisions outlined in the documents shall 
include the following: 

 Reinforcement of the Ministry’s commitment to implementation of planned reforms  

 Promotion of a positive image of the Ministry as a change agent institution 

 Clarification of the roles of different structures involved in the implementation of reforms   

 Provision of information to all MoA employees on expected level of performance of IRC 
members and members of other relevant structures. 

It is, therefore, my wish and prayer that the IRC members will find the manual quite useful and handy 
in guiding their operations. I would also like to thank USAID, Tetra Tech ARD and the entire team at 
TASMOA for supporting the Ministry in developing the Manual. It is also my desire and prayer that 
the relevant organs of government, namely, the Civil Service Agency (CSA) and the Governance 
Commission (GC) will continue to guide the Ministry and indeed the IRC in our efforts to initiate and 
implement reforms aimed at contributing to the realization of the Poverty Reduction Strategy 
objectives within the agriculture sector.    

 

Dr. Florence Chenoweth 

Minister of Agriculture 
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1.0 GENERAL OVERVIEW 

1.1 INTRODUCTION 
The Ministry of Agriculture (MoA) has established the Internal Reform Committee (IRC) and its 
Secretariat consistent with the policy guidelines issued by the Governance Commission of the 
Government of Liberia (GoL) which is mandated to design and coordinate the implementation of 
public sector reforms including civil service and decentralization reforms. This manual will facilitate 
effective management of reforms within the MoA. It outlines the basic guidelines and procedures as 
minimum standards for the effective operations of the IRC as it coordinates institutional development 
and the implementation of decentralization reform activities. 

The document is divided into six main parts: 

 Part One:  General Overview 

 Part Two:  Overview of the Civil Service Reforms 

 Part Three:  Overview of the MoA and Agriculture Sector 

 Part Four:  Functional Roles of the IRC and other Structures 

 Part Five:  Functional Guidelines of the IRC 

 Part Six: Annexes 

The first three parts provide the context to the functional responsibilities of the IRC as outlined in 
parts four and five. Though distinct and separate, the parts are interrelated and interdependent. 

1.2 BACKGROUND TO IRC OPERATIONS MANUAL DEVELOPMENT 
The GoL has, since 2006, embarked on a comprehensive and ambitious public sector reform 
programme which is intended to improve and transform the organizational performance of the public 
service institutions at all levels. The goal is to improve the quality of life of the Liberian people 
through improved delivery of public services and implementation of socio-economic development 
programme activities. In this context, the GoL has developed a policy framework premised on the 
Poverty Reduction Strategy (PRS), Civil Service Reform Strategy (CSRS) and Millennium 
Development Goals (MDGs) on the basis of which government Ministries and Departments design, 
implement and monitor sector specific and cross-cutting reform initiatives and programme activities.  

In compliance with the GoL public sector reform policy guidelines, the MoA has developed 
institutional development and decentralization reforms to revitalize the agriculture sector on which 
over 75% of the Liberian people, especially those in the rural areas, depend for their livelihood. This 
includes the drafting of the Liberia Agriculture Sector Investment Programme (LASIP) which is a 
major step towards revolutionizing the agriculture sector’s productive capacity and efficient delivery 
of administrative and technical services. Overall, institutional development reforms are aimed at 
enhancing and consolidating the functional ability both at central and county/district levels to be able 
to deliver services and implement programme activities within the agricultural sector. On the other 
hand, decentralization reform is intended to promote organizational and sector wide efficiency in the 
mobilization, allocation and utilization of resources both at central and country level and to clearly 
define roles, functions and responsibilities between the central and county offices.   

While overall institutional responsibility for managing the reform process lies with the Minister, the 
establishment of the IRC and its Secretariat provides the Ministry with technical capacity to 
competently engage the reform agenda from an informed perspective. This means that the 
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management responsibility of transforming the Ministry and the entire agriculture sector is with the 
IRC under the leadership of the Minister.  Hence, this Operations Manual will help to promote and 
institutionalize good governance practice in implementing the adopted and future reforms.  

1.3 RATIONALE FOR THE MANUAL 
The Operational Manual has been prepared as a guide and reference tool in carrying out the work of 
the IRC, thereby facilitating implementation and monitoring institutional and decentralization reforms 
and improving the quality of service delivery within the Ministry and the entire agriculture sector. It is 
intended to achieve the following objectives: 

 To assist the IRC comply with government’s mandate as an agent of change. 

 To promote uniform understanding in the application of policy guidelines for implementing civil 
service reforms in the agriculture sector in Liberia.  

 To provide a basis for orientation and teaching members of the IRC and its Secretariat as well as 
other senior leaders. 

 To provide a basis for monitoring and evaluating the performance of the IRC and its Secretariat in 
facilitating the implementation of reforms. 

1.4 BENEFITS OF THE MANUAL 
The following are potential benefits to be derived from the application of the Operations Manual: 

 Reinforcement of the Ministry’s commitment to implementation of planned reforms  

 Promotion of a positive image of the Ministry as a change agent institution 

 Clarification of roles of different structures involved with implementation of reforms   

 Provision of information to all MoA employees on expected level of performance of the IRC and 
members of other relevant structures. 

1.5 SCOPE OF APPLICATION 
The manual guidelines shall be applicable to all IRC operations aimed at implementing the civil 
service reform strategy through the MoA and enhancing organizational effectiveness in programme 
and service delivery of the Ministry and the entire agricultural sector. 

1.6 AMENDMENTS TO THE MANUAL 
This manual is subject to amendments intended to enrich its relevance in guiding the operations of the 
IRC as deemed necessary from time to time. Amendments may also be necessitated by changes in the 
guidelines issued by the Governance Commission and the Civil Service Agency who oversee the 
implementation of national reforms across the Civil Service in Liberia. 
  



IRC OPERATIONAL MANUAL      3 

2.0 OVERVIEW OF CIVIL 
SERVICE REFORMS 

2.1 BACKGROUND 
The Government of Liberia (GoL) has developed, adopted and launched a Civil Service Reforms 
Strategy (CSRS) to reform the Civil Service. This is against the background of fourteen years of civil 
war that left the Civil Service destroyed and ineffective to develop and implement government 
programmes or satisfactorily deliver public services to the Liberian people. In particular, the Civil 
Service was incapacitated in all dimensions including human resources, institutional structures, 
policies and systems and operating infrastructure. The development and implementation of the CSRS 
presents the GoL with a great opportunity to rebuild the capacity of the Civil Service as the main 
instrument for facilitating the socio-economic transformation of Liberia and improving the quality of 
service delivery in all the sectors. In this regard, the ultimate goal of the CSRS is to create a smaller 
government that provides better services to the people. This will be realized through a dedicated, 
competent, professional and motivated Civil Service. 

2.2 COMPONENTS OF THE CSRS 
The CSRS stipulates a clear roadmap for transforming the Civil Service functional capacity so that it 
is able to effectively deliver on its mandate. In this respect, the CSRS has outlined six main areas of 
focus as briefly elaborated below. 

2.2.1 Restructuring and Right-Sizing 

This entails establishing a lean, effective and efficient Central Government bureaucracy primarily 
dedicated to policy making, regulation, monitoring and evaluation while decentralizing 
implementation to sub-national levels and outsourcing a number of services to non-state actors 
through strengthened public-private partnerships. 

2.2.2 Pay and Pension Reforms 

This involves putting into place a compensation regime of policies, remuneration and incentives that 
attract, retain, and contribute to the motivation of civil servants to diligently perform their roles and 
responsibilities. It also involves implanting a pension scheme that ensures that retired civil servants 
have decent post-service benefits.  

2.2.3 Enhancing Service Delivery 

The focus of this reform component is on improving service delivery by valuing the public as 
customers and focusing on their needs. This further entails strengthening the quality of services and 
expanding access to all segments of the population. 

2.2.4 Human Resources Management 

The focus is on managing government workforce through fair and consistent application of 
modernized Civil Service laws, policies, regulations for recruitment, development and utilization of 
civil servants for effective and efficient implementation of the functions of ministries, agencies, and 
autonomous commissions. The intention is to strengthen human resources management function 
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through the establishment of a state-of-art Human Resource Management Information System 
(HRMIS) based on biometric technology. 

2.2.5 Leadership Development 

The aim is to develop executive managerial and technical leadership capacity in the Civil Service to 
lead change and implement government’s reconstruction and reform agenda.  

2.2.6 Gender Equity 

The focus with regards to gender equity is on instituting measures in the Civil Service institutions that 
increase involvement of women, at all levels, in decision-making. 

2.3 IMPLEMENTATION ARRANGEMENTS FOR CSRS 
The CSRS recognizes that the major challenge to achieving desired outputs and outcomes of the 
reform initiatives in question is implementation. It is further recognized that successful 
implementation will depend, among other factors, on key governance and management arrangements. 
In particular, the strategy underscores the importance of indulgence and involvement of all 
stakeholders in their individual and collaborative roles and responsibilities. The following actors and 
entities are of strategic importance to the reform implementation process. 

2.3.1 The President 

The President provides overall strategic leadership in the implementation of the reforms through 
interactions with the Inter-Ministerial Committees, donors and other stakeholders. 

2.3.2 CSR Inter-Ministerial Committee 

This is an overall decision-making body overseeing the implementation of reforms. Its specific roles 
and function include: 

 Provide guidance and technical leadership in design and implementation of reforms 

 Coordinate and harmonize cross-cutting reform components 

 Consider necessary implementation actions 

 Monitor and evaluate implementation progress 

 Foster a conducive environment for reform implementation 

 Resolve implementation challenges and broker agreements 

 Oversee the work of the Civil Service Reform Directorate 

 Provide periodic briefings for the Cabinet and the President 

2.3.3 Governance Commission 

The GC performs the following roles: 

 Work with the CSRD in providing advice to the IRCs 

 Ensure the principles of higher level strategies such as the CSRS and Public Sector Reform 
Strategy are being adhered to. 
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 Analyze and make recommendations to the Cabinet on wider strategic public sector issues arising 
from the reform 

 Provide comments on the draft MFR reports and provide written recommendations to the 
GC/CSA evaluation panel where MFRs do not pass the reviewing, examination and testing 
process (RET) 

 Responsibility for communicating CSR and MFR activities to the public, media, civil society and 
the donors. 

2.3.4 Civil Service Agency 

The CSA is the central agency for the entire reform effort. It is responsible for facilitating the 
mainstreaming of the CSR and helping in minimizing the risks associated with implementation of the 
reform initiatives. Specifically, the CSA performs the following functions: 

 Providing facilitation, advice and support to Ministries, Agencies and Commissions (MACs) 

 Defining clearly the role of the various MACs involved in the reform 

 Carrying out relevant research and preparing supporting papers and policy documents for 
approval 

 Identifying, anticipating and managing risks to implementation progress 

 Agreeing on targets and associated timelines for reform implementation 

 Holding Ministries and bodies accountable for implementation of agreed actions and targets 

 Organizing meetings and reviews 

 Developing and carrying out surveys of clients of Ministries, etc. 

 Managing consultative processes 

 Serving as a secretariat of the Inter-Ministerial Committee on the CSR; and  

 Submitting periodic reports on progress of the reforms 

2.3.5 Ministries, Agencies and Commissions (MACs) 

The main responsibility of the MACs is to lead the change in behaviour and attitudes and 
improvements in structures, processes and procedures that ultimately produce the desired results. In 
order to realize this role the MACs have been mandated to establish structures called Internal Reform 
Committees which operate under guidelines established by the Steering Committee. 

2.3.6 Stakeholders’ and Donors’ Forums 

The two forums provide consultative mechanisms for the national stakeholders and donors to 
participate in the reform agenda and make contributions towards the attainment of desired outcomes. 
These also operate in accordance with guidelines as set out by the Steering Committee. 

2.4 KEY FACTORS FOR SUCCESSFUL IMPLEMENTATION 
Successful implementation of the CSR will, by and large, depend on the following factors: 

 Training programmes and attendant capacity improvements in structures, systems, processes and 
incentives. These must be institutionalized in the planned reforms 
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 Sustainability in capacity building programmes for Liberians 

 Adequate gender considerations 

 Fundamental, foundational and comprehensive design of reforms 

 Reform impact in bringing changes in perceptions, attitudes, cultures and institutional structures 
and arrangements 

 Committed political and managerial leadership in driving the reform agenda 

 Reforms should be based on informed understanding of the historical problems of political 
interference associated with the Civil Service Management 

 Reforms must be aimed at addressing Liberia’s fundamental weaknesses and not external interests 
associated with donor conditionality for development assistance or diplomatic support 
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3.0 OVERVIEW OF THE 
MOA AND 
AGRICULTURE SECTOR 

3.1 STATEMENT OF COMMITMENT TO CIVIL SERVICE REFORMS  
The MoA is the lead institution for agricultural development in Liberia. Therefore, the Ministry 
wholly subscribes to the objectives of the Civil Service Reform Strategy (CSRS), Poverty Reduction 
Strategy (PRS) and the Millennium Development Goals being pursued by the GoL in order to 
improve delivery of services and realize socio-economic development goals for the attainment of 
improved quality of life of the Liberian people. The Ministry shall, therefore, endeavor to create an 
enabling environment and provide leadership to support the implementation of institutional and 
decentralization reform initiatives and interventions within the sector.  The establishment of the IRC 
and the development of this manual is a clear demonstration of the Ministry’s commitment to 
implementing national and sector reforms in collaboration with relevant government ministries and 
agencies as well as various actors operating within the agriculture sector. The Ministry shall, 
therefore, apply the provisions of this manual in order to promote and achieve best practices in service 
delivery and managing reform programme activities. 

3.2 THE MANDATE OF THE MoA          
Organizations exist for a purpose. The MoA exists to promote agricultural development, food security 
and growth in Liberia. In order to achieve the goal, the Ministry is responsible for the following: 

 Provision of the agricultural policy framework 

 Giving direction on agricultural related investments,  

 Provision of support services necessary to make agriculture and agro-based enterprises profitable 
and sustainable; and 

 Helping spread the benefits of development to the poor, thereby enabling the country and its 
people to prosper.  

3.3 VISION  
A self-reliant, revitalized, decentralized, and sustainable agriculture sector by the year 2020 

3.4 MISSION 
To create an enabling environment for a more dynamic and vibrant agricultural sector to ensure 
sustainable food security and employment for all Liberians  

3.5 CORE VALUES 
The operations of the Ministry and various coordinating institutional arrangements including the IRC 
shall primarily be guided by the following core values: 

 Excellence and professionalism 
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 Commitment 

 Gender equity 

 Diligence and courtesy 

 Integrity 

 Partnership building 

 Accountability and transparency 

 Efficiency and responsiveness 

Annex 1 is an elaboration of these core values. 

3.6 OVERALL OBJECTIVE 
The main objective of the Ministry is to make the agriculture sector the primary contributor 
contributing to the realization of socio-economic development goals of the Government of Liberia 
(GoL) especially in the context of the Poverty Reduction Strategy. Hence, the Ministry’s intention is 
to transform non-farmers and ordinary (subsistence) farmers into self-reliant and successful 
commercial farmers throughout Liberia. 

3.7 SPECIFIC OBJECTIVES 
The MoA is charged with responsibility for the implementation of eight broad objectives as follows: 

 Increasing food crop yields by adopting new techniques and technologies  

 Improving access to seeds, fertilizers, and other inputs and strengthening linkages to output 
markets, primarily by building farm to market roads. 

 Restoring value chains and increasing community and MSME participation in supply and value 
chains 

 Providing food assistance to vulnerable groups that are  severely food insecure 

 Strengthening key agricultural institutions that were destroyed during the conflict 

 Slowing the extent of illegal fishing and increasing the value added from the catches 

 Slowing deforestation, slash and burn cultivation, and tree cutting for firewood and charcoal, 
which degrade habitats and deplete natural resources; and  

 Providing greater opportunities for women and youth in agriculture, especially in the informal 
sector. 

3.8 CORE FUNCTIONS 
The MoA performs the following core functions in pursuance of its institutional and sector mandate 
objectives.  

 Formulation and development of policies, plans, programmes and projects in agriculture, 
livestock, fishery, poultry, natural resources such as water and irrigation management, soil and 
land use, credit facilitation and microfinance, postharvest facilities, agricultural extension, rural 
sector development including small farm holders, commercial farming and agriculture-based 
marketing and private investment 
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 Increase agriculture, fishery, livestock and poultry production and profitability in order to achieve 
food security, increase farmers’ income and employment opportunities for sustainable 
development of the agriculture sector and support the national economic policies and programmes 

 Promotion and maintenance of networks and linkages with bilateral, multilateral, and other 
international bodies to foster technical cooperation and coordination in the agriculture sector to 
ensure global partnership for enhanced agricultural production and productivity 

 Promotion, development and implementation of measures for increased affordability of 
consumers of all agriculture and fishery products including environmental management to ensure 
and safeguard the sustainable development of the agriculture sector 

 Ensure continuous improvement of the quality of the agriculture, livestock, and fishery products 
by setting/developing, implementing, monitoring and enforcing measures, regulations, standards 
and guidelines covering: 

a. The establishment, licensing and accreditation of individuals, public and private agencies, 
commercial endeavours and other groups or organizations engaged in agriculture 
activities; and  

b. Quality control of food products including seeds, fertilizers, pesticides and other agro-
chemical products, quarantine and other measures to protect the welfare of consumers and 
producers 

3.9 AGRICULTURE SECTOR INSTITUTIONAL FRAMEWORK 

The implementation of the Ministry’s reform initiatives shall involve collaborative efforts of central 
government agencies, the Ministry structures, and relevant stakeholders within the agriculture sector. 
These include: at central level - the Governance Commission (GC), and the Civil Service Agency 
(CSA) and at sector level – the MoA functional structures namely; the Internal Reform Committee, 
Departments, the Programme Management Unit, (PMU) including decentralized arrangements at 
county level, and relevant stakeholders outside the Ministry. The existing institutional arrangements 
both at centre and sector level shall continue to be supported by relevant coordinating mechanisms 
and networks. In this connection, at central level the Ministry shall participate on a number of forums 
along with the Governance Commission, Civil Service Agency and other government ministries and 
agencies. At sector level the Agricultural Coordinating Committee (ACC) shall continue to be a 
platform on which all key stakeholders including the private sector are represented. Below this 
committee are sub-sector Technical Working Groups which meet and report to the Ministry through 
the ACC at least once a month. The overall objective is to ensure well coordinated and effective 
institutional arrangements for the implementation and delivery of reform programme activities. 

3.10 MANAGEMENT OF MoA REFORMS 
The MoA shall exercise overall oversight in implementing all institutional development and 
decentralization reforms under the leadership of the Minister of Agriculture through the IRC and 
Heads of Departments as well as County Coordinators at the decentralized level. Besides providing 
strategic leadership and policy direction the MoA provides technical backstopping services to all 
actors within the sector and plays an advisory role to the GoL on its operations and sector activities. 
Overall, the organization and effective management of the Ministry and the entire sector shall largely 
depend on the performance of the various stakeholders. This means the assignment of clearly defined 
roles and responsibilities. Additionally, the performance of the various actors will depend on existing 
capacity levels in translating reform initiatives into outcomes that will transform the sector and 
improve service delivery. This is important to ensure strong and effective coordination linkages 
between the different functional structures and promoting a shared common goal in managing the 
reform agenda of the GoL and that of the MoA.   
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4.0 FUNCTIONAL ROLES OF 
THE IRC AND OTHER 
MECHANISMS  

4.1 CHANGE MANAGEMENT ROLE 
While all management structures in the Ministry shall perform change management roles in 
implementing reform and programme activities, the IRC shall be the lead facilitator within the change 
management structure. The IRC shall ensure clarity, communication, consistency, commitment and 
capability for successful change management practice within the Ministry and the entire agriculture 
sector. It shall seek to engage the strategic planning process for the MoA. This is a process that will 
further help to clearly define the MoA’s vision, mission and strategic objectives and promote its 
image and linkages with different stakeholders. Therefore, in accordance with CSR guidelines the 
IRC in MoA shall champion the organizational and agricultural sector efforts in implementing the 
ongoing MoA institutional and decentralization reforms.  

Notwithstanding the strategic role of the IRC, the success of implementing the reforms shall largely 
depend on internal and external collaborative efforts of the different structures and stakeholders based 
on clearly defined roles and responsibilities. Hence, the earlier parts of this document have outlined 
the roles and responsibilities of central agencies involved in implementing and coordinating the civil 
service reforms initiatives. The sections below briefly elaborate the roles and responsibilities of the 
IRC, the Secretariat, Departments, the Agriculture Coordinating Committee (ACC) and County 
Coordinators in implementing the institutional development and decentralization reforms. 

4.2 DESIGNATED MANDATE OF THE IRC  
In general, the IRC is a transitional (interim) coordinating body that implements reforms in all 
ministries and government agencies and commissions. The general functions and responsibilities of 
IRCs are, therefore, as provided in the CSRS guidelines. It is on the basis of these general provisions 
that the MoA IRC will operate and is expected to deliver results. However, apart from outlining the 
general functions, roles and responsibilities as well as expected deliverables, the Manual also spells 
out the specific functions the MoA IRC shall undertake to facilitate the implementation of the 
Ministry’s reform initiatives and the results that are expected 

4.2.1 General Functions, Responsibilities and Deliverables of IRCs  

a. General Functions 

 Provide guidance and leadership in the design and implementation of reforms; 

 Liaise and coordinate reform activities with the CSRD in the CSA; 

 Foster a conducive environment for reforms implementation; 

 Resolve implementation challenges and broker internal agreements; 

 Coordinate and harmonize cross-cutting reform issues and components; 

 Monitor and evaluate implementation progresses, particularly milestones and timelines;  and 
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 Provide periodic briefings and reports to the CSRD, the Governance Commission, the Inter-
Ministerial Steering Committee and other forums. 

b. Specific Roles and Responsibilities 

The overall role of the IRC in all Ministries is planning, designing and organizing reform activities 
within the MoA and agencies, including: mandates and functions, organization designs, establishment 
posts, rightsizing, pay and grading, and a sequenced de-concentration of functions to counties and 
districts. Specific roles and responsibilities are as follows: 

 Conducting an in-depth Management and Functional Review (MFR) of the ministry or 
agency according to the standard methodology and format laid out by the GC and CSA and 
working with external technical assistance where available;  

 Leading implementation of recommendations according to the prescribed timetable in the 
approved MFR;  

 Liaising with the CSRD of the CSA on reform programming, directions and guidance; 

 Facilitating reforms in ministries and agencies, ensuring the successful implementation of all 
reform programs; 

 Collecting information on civil servants to be centrally managed by a Human Resource 
Management Information System (HRMIS); 

 Developing and implementing a sequenced plan to be approved by the CSA for transparent, 
merit-based appointment to positions under the approved structure; 

 Reclassifying and grading of all positions under the approved structure in line with new, 
approved pay and grading policies and implementation plans; 

 Ensuring that reform frameworks including guidelines, milestones and timelines are 
respected; 

 Ensuring complete documentation of the reform processes unfolding within ministries and 
agencies; 

 Facilitating the work of consultants and technical assistance teams that may be assigned to 
work with ministries and agencies; 

 Reallocating funds in the current budget for Civil Service Reforms and ensuring that reform 
activities are budgeted for on an annual basis in the budgets of ministries and agencies; 

 Ensuring that all members of the organization participate and contribute to reforms in 
ministries and agencies; 

 Preparing and implementing a communications plan that ensures that all employees 
understand the transformation processes, take ownership of processes and outcomes of the 
changes being undertaken; 

 Ensuring a dedicated team of between 2 – 3 professionals serve as Secretariat of the Internal 
Reform Committee on a semi-full time basis to ensure momentum and continuity of 
institutional reforms; 

 Preparing periodic (quarterly reports) progress reports are submitted to the IMSC on civil 
service reforms including progress made, implementation problems encountered, mitigation 
measures, and status achieved against monitoring indicators; 
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 Ensuring the work of the committee is facilitated by adequate office space, computers and 
accessories, materials and supplies, reproduction facilities, communication and transportation 
equipments; and 

 Undertaking all duties as may be directed by the Minister or Director-General from time to 
time consistent with the needs and demands of reforms within ministries and agencies. 

c. Expected Deliverables of IRCs 

The main short-term output of the IRC will be an in-depth MFR, with recommendations approved by 
the Inter-Ministerial Committee on Civil Service Reform, which will be the basis for other essential 
reforms. The MFR will define: 

 Strategic orientations: mission, vision, mandates, core values, core  functions, strategic 
goals for the next five years 

 Revised organizational structures: new structures; departmental work descriptions; job 
descriptions and specifications; quantified establishment posts with skills and competencies 
requirements;  

 The right-size for the ministry/agency: an establishment post configuration put into place 
involving the right quantum of people with the appropriate mix of skills and competencies; 

Other reform deliverables and outputs will include: 

 Applied pay and grading schemes: Application of a new pay and grading scheme, pension 
scheme;   

 Adopted human resources management policies: transparent and merit-based appointment, 
promotion and transfer procedures based on guidelines prescribed by CSA;  overtime pay 
policy; contractual employment policies; human resources planning processes; human 
resources management information system; training and development framework; and 
performance management framework; 

 Enhanced service delivery framework: simplified and rationalized work processes; central 
and sub-national links;  

 A gender sensitive ministry/agency: gender mainstreaming in policy decision making and 
management at all levels of management; 

 A framework for the capacity development of common functions: financial management; 
human resources management; research, planning, and policy; procurement; general 
administration; and 

 Monitoring and evaluation framework: monitoring and evaluation indicators; 
communication plan; reporting requirements. 

4.2.2 MoA’s IRC Sector Specific Key Functions and Expected Results 

In order to translate the above general functions, roles and responsibilities into the Ministries specific 
functional reform deliverables, the MoA IRC shall perform, among other aspects, the following key 
functions and responsibilities. 

a. Key Functions 

1. Organizational Restructuring of the Ministry 

This will include the following: 
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 Review and development of MoA’s institutional development and decentralization reform 
programme including the mandate, vision, mission, strategy and goals.  

 Review and development of the organizational structure of the entire Ministry focusing 
on the central, county and the district structures as well as all attached agencies. This 
should result in clearly defined functions, roles and responsibilities with clear job 
descriptions in line with MOA core functions, while eliminating all redundant and 
duplicate functions. 

 Development of baseline information on MoA current performance as well as the general 
and individual efficiency improvements that are to be achieved through changes in 
processes as well as staffing, with an explanation of how such efficiency improvements 
should result in improved service delivery. 

 Preparation of implementation plan of pay and grading reform in cooperation and 
collaboration with the CSA and MoF.  

 Identification of operational systems, processes and procedures that need to be simplified 
(for example, work processes, operating procedures, service delivery procedures, 
accountability procedures, reporting procedures etc) and planning on how they should be 
streamlined to support the implementation of ongoing reforms. 

i. Strengthening Human Resource Management  

 Establishment of a HR Division in line with the structure developed by the CSA. 

 Implementation of merit-based appointments of staff to positions under the approved 
Ministry’s organizational structure. 

 Support capacity development of the HR Division to be able to implement approved 
HR policies, regulations, procedures and guidelines as provided for under the Civil 
Service Law on merit based appointments for administrative and professional 
positions, performance management, selection and other areas. 

 Development and management of a simplified Human Resource Management 
Information System (HRMIS) for the entire Ministry 

 Review and adoption of the grading system in line with new CS pay and grading 
provisions  

ii. Capacity Development 

 Development and management of prioritized and cost-effective staff training and 
development programmes.  

 Formulation and implementation of a holistic capacity development strategy and plan 
focusing on human resources, finance, procurement, administration, policy 
development, communication etc. 

iii. Planning, Programming, Monitoring and Reporting 

 Facilitation of the development and implementation of annual, quarterly, and monthly 
plans at Ministry and departmental level 

 Facilitation of the development of the Ministry’s Strategic Plan linked to the broader 
socio-economic development strategy of the Government of Liberia 

 Resource mobilization and budgeting for implementation of reforms 
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 Monitoring of administrative and civil service reform indicators that may be 
developed and or is under consideration by the CSA. 

 Monitoring of simple service delivery indicators developed with MoA line 
departments to measure/demonstrate progress towards improved organizational 
efficiency and improved service delivery. 

 Preparation of monthly, quarterly and annual progress reports. 

 Development and implementation of advocacy and communications strategy and plan 
in order to build MoA awareness, understanding, ownership and commitment of 
reform initiatives, processes and outcomes 

 Coordination of resource mobilization efforts for the financing and implementation of 
the Ministry’s reforms 

iv. Collaboration, Coordination and Networking 

 Establishment, strengthening and maintenance of effective coordination and 
collaborative linkages with intergovernmental organizations and external stakeholders 
such as development partners, civil society, non-governmental and faith based 
organizations. 

 Organization and holding of stakeholder consultative and networking forums  

2. Expected Results/Deliverables 

On the basis of performing the above roles, responsibilities and functions the IRC shall be 
expected to deliver, among other aspects, the following results: 

 Improved efficiency and effectiveness in the operations of the MoA. This will be 
reflected in terms of quality service delivery, cost-effectiveness in the delivery of services 
and activity implementation, timeliness etc. in line with or exceeding performance 
indicators or parameters adopted by the Ministry. 

 Clearly articulated and understood MoA mission, vision, and goals aligned to the GoL 
Poverty Reduction Plan and other development strategies and policies; 

 A new organizational structure (central, county and district) with clear job descriptions 
aligned to the Ministry’s core functions in the spirit of decentralizing (through de-
concentration) implementation responsibilities and functions to counties and district units; 

 Implementation of new organizational structure, new pay and grading structures for all 
ministry positions adopted and appointments of staff to new graded positions made in line 
with approved Pay and Grading Regulation; 

 A vibrant HR division in place and effectively contributing to the overall organizational 
objectives of the MoA through responsive HR policies, strategies, systems, guidelines and 
procedures as per CSA guidelines;  

 Simplified systems and service processes resulting in more efficient service delivery, 
greater transparency, more streamlined work processes etc; 

 Regular or periodic (annual, quarterly and monthly) monitoring and reporting practice 
institutionalized on implementation of all general and sector specific agriculture reforms; 

 Timely communication of results with all different stakeholders within and outside the 
agriculture sector on implementation progress of all reform initiatives and interventions 
by the Ministry; 
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 Strengthened and improved coordination, collaboration and networking mechanisms with 
different government institutions and other stakeholders (development partners, private 
sector, civil society and others) in place and functional.  

 Development and implementation of knowledge transfer and sharing strategy and or 
mechanisms between members of staff within the Ministry on one hand and between 
consultants and counterpart personnel within the Ministry on the other hand. 

4.3 THE IRC SECRETARIAT 
The IRC Secretariat shall be responsible for coordinating the work of the IRC Committee and provide 
the necessary technical support in implementing the reform initiatives. Through its Coordinator the 
IRC Secretariat shall be responsible for the following roles and functions: 

 Coordination and supervision of all activities of the IRC in liaison with relevant stakeholders and 
parties involved with reform initiatives under initiation and implementation 

 Organization and facilitation of the IRC meetings 

 Gathering, analysis and provision of information or data as might be required by competent 
authorities including the IRC 

 Working closely with the Programme Management Unit on implementation of various projects 
under the Ministry 

 Planning, programming, and budgeting for IRC activities  

 Preparation and submission of periodic and ad hoc reports of the IRC activities and all reform 
initiatives 

 Participation in reform related forums organized by other government agencies and ministries and 
or development partners as well as other stakeholders within the agriculture sector. 

 Coordination, collaboration and networking with all key stakeholders within and outside the 
agriculture sector on all matters of reform and programme implementation 

 Working closely with all the departments within the Ministry and provision of technical support 
services as deemed necessary. 

 Organization of consultative and information sharing forums or meeting for members of staff and 
other stakeholders 

 Submission of periodic progress reports on implementation of various reforms and programme 
activities the Minister, Civil Service Agency, Governance Commission etc 

 Undertake any other roles and responsibilities as may be assigned from time to time. 

4.4 THE DEPARTMENTS 
The Heads of Departments (Deputy Ministers and or designates) shall be responsible for the 
coordination, implementation, monitoring and review as well as reporting of the institutional and 
decentralization reform activities within their respective functional responsibilities. Specifically they 
shall perform the following roles and responsibilities: 

 To take the management of general and specific reform activities within the Ministry and their 
respective departments as an integral part of their leadership and management responsibility. 

 To ensure staff in their respective departments are aware of the reform activities being 
implemented by the Ministry and/or by their departments including explaining the expected 
benefits to the Ministry in general and to expected beneficiaries. 
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 To ensure reform activities are implemented within agreed timelines in line with relevant 
guidelines and procedures. 

 To monitor and report implementation progress on reform activities  

 To proactively identify training and development needs of their staff for effective implementation 
of reform activities. 

 To provide coaching and mentoring support to staff with direct responsibility of implementing 
reforms activities. 

4.5 THE AGRICULTURE COORDINATING COMMITTEE (ACC) 
This is a coordinating mechanism on which most key stakeholders at sub-sector level in the 
agriculture sector are represented and actively participate. In terms of IRC activities, the main role of 
this mechanism shall be to provide a platform for sharing information on the implementation of 
various reforms and programme activities being undertaken by the MoA. It shall also provide a 
platform for consultations and advocacy on reform initiatives and interventions, especially those 
geared at improving service delivery and increasing agriculture production and outputs. 

4.6 THE COUNTIES AND DISTRICTS 
The counties and districts through the County Agriculture Coordinators and District Agriculture 
Officers shall be the agents of implementation of decentralization reforms and shall regularly report 
progress on implementation. These shall be the focal points for grassroots involvement and 
participation in the reform activities, and also in providing feedback. 

4.7 DEVELOPMENT PARTNERS 
Development Partners have a key role to play in the implementation of the decentralization and 
institutional development reforms. In this respect, all Development Partners shall be expected not only 
to provide financial support to the ministry but also assist with capacity building of the IRC and its 
Secretariat so that they can play a more effective role. This shall include providing support for 
orientation, coaching and study tour arrangements for members of the IRC and the Secretariat on best 
practices. 

4.8 PROGRAMME MANAGEMENT UNIT (PMU) 
Essentially the PMU shall support the IRC in the preparation of project proposals for resource 
mobilization. From time to time the IRC through its Secretariat shall call upon the technical services 
of the PMU to ensure reform activities realize desired outcomes. 
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5.0 IRC FUNCTIONAL 
GUIDELINES & 
PROCEDURES 

5.1 OVERVIEW  
The IRC is a counterpart organizational arrangement of the Civil Service Reform Directorate (CSRD). 
According to the CSRS guidelines, the MoA IRC is an interim mechanism to coordinate and monitor 
implementation of reforms the Ministry is implementing. The IRC operates under the overall 
leadership and guidance of the Minister of Agriculture or as may be designated in his or her absence. 
The rationale is to give the IRC the visibility and status required to exert its strategic role in 
coordinating and monitoring the implementation of the institutional and decentralization reforms the 
Ministry has embarked on.  

5.2 COMPOSITION OF THE IRC 
According to the CSRS guidelines, the IRC shall consists of up to seven members appointed from the 
different departmental units of the Ministry. The aim is to ensure balance in representation and 
promote broad ownership of and commitment to reform processes and outcomes. The main criterion 
for appointment is possession of institutional knowledge, professional capacity, positive attitude and 
commitment to change.  

5.3 IRC SECRETARIAT 
The day to day operations of the IRC shall be coordinated and monitored by the IRC Secretariat. This 
is a functional mechanism or body with the main responsibility of providing technical support to the 
IRC in its operations. The IRC Secretariat shall consist of a Coordinator and two to three members 
drawn from within the Ministry. The Coordinator and the members shall combine the responsibilities 
of the IRC Secretariat with their departmental responsibilities. Therefore, those appointed should have 
a high level of demonstrated programme management knowledge and skills to enable them effectively 
respond to the challenging responsibilities of their work (it is recommended that the members of the 
Secretariat should be from the Department of Planning and Programme Management Unit).   

5.4 GUIDELINES AND PROCEDURES 
The guidelines and procedures detailed below cover matters of procedure including appointments, 
management of meetings and specific functional responsibilities with respect to managing reforms 
such as planning, budgeting, advocacy and publicity, coordination management and collaboration. 
Unless otherwise determined or reviewed, the guidelines outlined below shall provide the basis for the 
operations of the IRC and its Secretariat. However, it should be noted that the guidelines as outlined 
are not exhaustive but relate to the functional roles and responsibilities of the IRC.  

5.4.1 Appointment of Members of IRC 

Purpose: to ensure the IRC has capable persons to inspire other members of staff and diligently and 
collectively discharge its responsibilities. 
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Guidelines: the following shall apply: 

a. Appointment Authority 

The power to appoint members of IRC shall rest with the Minister of Agriculture or as may be 
designated in his or her absence 

b. Appointment Procedure 

The appointment of IRC members shall be in accordance with the guidelines as provided for 
in the CSRS 

c. Criteria for Selection 

Besides considering the selection criteria outlined in 5.1.above, the Minister shall invite 
voluntary nominations of persons to be appointed. The nominations shall come from the 
respective departments or divisions. Those nominated shall be required to submit to the 
Minister a one page write up on their vision for reforms and how they intend to contribute 
towards the overall organizational reforms. This is to ensure the identification and selection of 
members of staff with positive mindsets and passion towards change and the reform activities 
the MoA is implementing.  

Exceptions to nominations shall be with regard to automatic representatives on the IRC drawn 
from the Divisions of Finance and Human Resource in the Ministry. However, these too shall 
be required to write their vision of the reform agenda. 

5.4.2 Letter of Appointment 

Purpose: to inform persons selected of their appointment. 

Guidelines: the following shall apply: 

a. Notification of Appointment 

Those selected for appointment shall be informed by letter of appointment to which shall be 
attached the terms of reference based on the roles and responsibilities outlined in this manual. 
The letter of appointment shall be issued within 48 hours of Ministerial approval. 

b. Acceptance of Appointment 

Within 48 hours of receiving the letter of appointment, the appointees shall accept the 
appointment by signing part B of the letter. A sample of the letter is in Annex 2. 

5.4.3 Orientation and Introduction of IRC Members 

Purpose: to ensure members of the IRC are adequately prepared and to inform all members of staff 
within the Ministry and other key stakeholders of the appointments. 

Guidelines: the following shall apply: 

a. Orientation 

Upon appointment, members of the IRC shall be oriented in their roles and responsibilities. 
This is to ensure that members understand what is expected of them in an informed way. This 
will also help them to identify areas requiring competence development needs which could be 
fulfilled through coaching, exchange of experiences or instructional training. 

Orientation of the members shall also include, among other things, how to manage meetings, 
relevant national and sector policies and strategies, the CSR guidelines on managing public 
sector reforms and or principles for change management. 
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b. Introduction of Members of the IRC  

Besides being oriented the Office of the Minister or designated office shall introduce the IRC 
members to all members of staff in the Ministry including county coordinators through 
circular, bulletins and staff meetings.  

The Ministry shall also inform or advise the CSRD and Governance Commission of the 
appointed people. These bodies might arrange additional orientations including on best 
practices in managing reforms within Liberia, Africa and elsewhere. 

5.4.4 Individual and Collective Responsibility 

Purpose: to ensure that members of the IRC shall perform their roles and functions responsibly and 
professionally. 

Guidelines: the following shall apply: 

a. Discipline and Integrity of IRC Members 

As individuals and as a team, members of the IRC shall ensure to commit themselves to the 
highest level of professional discipline and integrity. In this respect, a code of ethics shall be 
developed as and when deemed necessary by the Ministry. 

b. Collective Accountability for Deliverables 

The IRC members shall collectively be responsible and accountable for deliverables of their 
work programme activities.  

5.4.5 Documentation of Reforms, Consultancies and Policies  

Purpose: to develop an up-to-date comprehensive reform inventory or register within the agriculture 
sector for effective coordination and monitoring 

Guidelines: the following shall apply: 

a. Preparation of Inventory of Reforms and Documentation 

The IRC with technical support from the IRC Secretariat shall within the first month (or as 
may be determined) of its operations prepare a consolidated list of the reform activities the 
Ministry is implementing through the various departments. 

The inventory shall also indicate the status of each reform activity. This will help the IRC to 
determine reform activities which it will give priority focus and importance. 

Facilitate the development of an inventory of all consultancy reports and other policy and 
strategy documents developed on reforms and programme activities 

Regularly update inventory of documents within the sector.  

b. Establishment of a Resource Centre (Library) 

Facilitate the establishment of an internal library or resource centre in the Ministry and 
develop ground rules for the management of the learning resource centre. 

Facilitate the development of resource mobilization and procurement strategies to support the 
operations of the resource centre.  
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Facilitate the establishment of linkages and networks for the resource centre with national and 
international institutions operating within the agriculture sector. This shall entail conducting a 
stakeholder analysis. 

5.4.6 IRC Programme of Work 

Purpose: to ensure a coordinated operational plan for the IRC 

Guidelines: the following guidelines shall apply: 

a. Development of a Programme of Work (Work Plan) 

The IRC shall within a month of its appointment develop a work programme for the first three 
months after which it shall develop a programme for the entire year taking into account the 
initial three months. 

b. Scope of the Programme of Work 

The programme of work shall reflect all reform activities of the IRC.   

5.4.7 Operations Budget of the IRC 

Purpose: to ensure IRC activities are funded and implemented as scheduled. 

Guidelines: the following shall apply: 

a. Financing of IRC Activities 

The MoA shall fund the activities of the IRC within resources from its budgetary allocations. 
The Ministry shall also continue to source funding from development partners within the 
agriculture sector and those interested in the reform initiatives being implemented. 

The IRC shall also work closely with the Department of Planning and Development as well as 
the Programme Management Unit within the Ministry in order to explore ways and means for 
achieving sustainability in implementing reforms. This shall include the preparation of project 
proposals on reform initiatives or activities. 

b. Budget Preparation 

To ensure consistent funding, the IRC through its Secretariat shall prepare annual budgets 
based on regular activities and special reform initiatives. The IRC activities shall include 
advocacy and publicity meetings or seminars, competence building interventions; support for 
policy, systems, and strategy development.  

The budget will be prepared in line with budget guidelines of the GoL and shall be a 
component of activities under the Ministry’s annual budget. 

5.4.8 Planning for Reform Programme and Departmental Activities 

Purpose: to ensure that different departments in the Ministry develop work plans for various reform 
activities under their control 

Guidelines: the following shall apply: 

a. Preparation of Departmental Work Plans 

Facilitate and coordinate the development and review of work planning at Ministry and 
county level 
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Consolidate departmental work plans and provide implementation support to respective 
departments as deemed necessary 

b. Development of Planning and Review Mechanisms 

Facilitate the review and development of planning systems, processes, guidelines and 
procedures for effective programme and service delivery at all levels of the Ministry and the 
agriculture sector. 

Facilitate the development of performance monitoring and reporting indicators for 
departmental activities and planned reform activities. This shall involve the undertaking of 
surveys and other consultative arrangements. 

c. Determination of Implementation Arrangements of Reform Initiatives 

Follow up on the status of Ministry reform submissions to the Governance Commission and 
Civil Service Reform Directorate. 

Coordination of the development of the implementation programmes and plans for the 
institutional and decentralization reforms including proposals for the revised structure and 
establishment of the Ministry. 

5.4.9 Effective Coordination Management and Collaboration 

Purpose: to ensure effective coordination and collaboration in the implementation processes of the 
MoA reforms. 

Guidelines: the following shall apply: 

a. Up-to-date Register of Stakeholders 

Maintain an up-to-date register of all key stakeholders within and outside the sector detailing 
the MoA’s and stakeholders interests. 

Regularly review existing coordination, collaboration and networking mechanisms with key 
government institutions and other stakeholders involved in the implementation of reforms 
within the agriculture sector. 

b. Establishment and Review of Collaboration and Coordination Mechanisms 

Facilitate the establishment and strengthening of institutional arrangements for coordinating, 
collaborating and networking arrangements, systems and processes for effective 
implementation of reform activities and delivery of services within the agriculture sector as 
well as other relevant sectors. 

5.4.10 Development of Functional Systems and Guidelines 

Purpose: to ensure all functional departments have put in place relevant operational guidelines and 
procedures in areas such as extension services, Information and Communication Technology (ICT), 
planning, project management, human resources, financial management, procurement, administration 
etc. 

Guidelines: the following shall apply: 

a. Review and Development of Functional Guidelines/Procedures 

Undertake regular situational assessments to establish whether or not departments have in 
place relevant functional guidelines for their operations and work processes. This shall 
include administrative (HR, finance, procurement etc) and technical (extension services) 
functions. 
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Facilitate the development and updating of functional guidelines and procedures to support 
effective implementation of departmental activities and delivery of services.  

b. Responsibility for Development 

The ultimate responsibility for the development of guidelines and procedures shall rest with 
respective heads of departments except in areas of new reforms where the IRC shall provide 
the lead in liaison with relevant departments and or other stakeholders working within the 
sector. 

c. External Support 

Liaise with the Civil Service Reform Directorate and the Governance Commission on review 
and development of functional guidelines and procedures to ensure consistency with national 
requirements. Additionally technical assistance shall be secured through qualified and 
experienced consultants. 

5.4.11 Advocacy and Publicity of MoA’s Reform Activities 

Purpose: to ensure the IRC increases the awareness and ownership of reforms the Ministry is 
implementing. 

Guidelines: the following shall apply: 

a. Advocacy and Awareness Strategy 

The IRC in liaison with departments shall review the existing practice for advocacy and 
publicity to establish areas for improvement and strengthening through the development of 
appropriate strategy and plan. 

The IRC shall develop advocacy and awareness strategy and plan that will help to promote 
the visibility of reforms being implemented and improve the image of the Ministry and the 
entire agriculture sector as well as promote broad ownership of the reforms. 

b. Periodic Reviews 

Review advocacy and public awareness practices or efforts by the respective departments and 
provide technical support. 

5.4.12 Capacity Building  

Purpose: to ensure the MoA has sustainable capacity to effectively implement its regular 
programmes, reform initiatives and deliver quality services. 

Guidelines: the following shall apply: 

a. Capacity Assessments 

The IRC shall facilitate and coordinate holistic capacity assessments on regular basis in order 
to determine capacity strengthens and weaknesses of the Ministry. This will be done on 
regular basis in liaison with respective departments within the Ministry based on an agreed 
framework. 

b. Capacity Development Strategy and Plan 

The IRC shall facilitate the development of a capacity development strategy and plan that is 
holistic in its scope and approach. Efforts shall be made to learn from previous capacity 
development interventions and make necessary adjustments. 



IRC OPERATIONAL MANUAL      23 

5.4.13 Implementation Reporting 

Purpose: to account for progress being made in implementing approved reform activities within the 
Ministry. 

Guidelines: the following shall apply: 

a. Preparation of Periodic Reports 

The IRC through the Secretariat shall prepare regular monthly, quarterly and annual reports 
on implementation of agreed reform activities within the Ministry.  

The reports shall highlight progress being made based on agreed performance indicators for 
the activities in question and where possible in comparison with previous reports. 

In preparing the reports, the IRC shall as much as possible seek inputs from the respective 
departments within the Ministry. In this regard, the IRC shall also develop templates for 
reporting purposes for internal and external use including adopting or learning from other 
IRCs. 

b. Outline of Reports 

The reports shall also draw and document lessons learned from implementing the different 
reform activities. Documentation of lessons learned is one of the important features of a 
learning organization especially in the context of implementing reforms. 

c. Sharing of Reports with Internal and External Stakeholders 

The reports shall be shared with senior management within the Ministry at regular or 
specially organized meetings to enlist ownership and inspiration as well as seek contributions 
to challenges being faced in the implementation of the reform activities 

Reports shall also be shared with other stakeholders within the sector as deemed necessary 
such as development partners supporting particular reform initiatives, and those within the 
Agricultural Coordinating Committee (ACC). 

d. Submission of Reports  

The reports prepared shall be submitted to the competent authorities such as the Civil Service 
Reform Directorate and the Governance Commission 

5.4.14 Monitoring and Evaluation 

Purpose: To ensure relevance and the impact of reform activities.  

Guidelines: The following shall apply: 

a. General Application 

The monitoring and evaluation of reform activities are important and indispensable 
management tools to ensure the responsiveness and sustainability of the reforms in question. 
The results of monitoring and evaluation will, among other considerations, provide evidence 
which will enable managers and various stakeholders working with the MoA to: 

 know whether or not they are moving according to plan,  

 identify problems and bottlenecks confronting them  

 implement evidence based measures at appropriate times 

 learn from experience 
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 understand not only the outcome of reform interventions but also its impact 

 adjust and align the programme to changed realities 

b. Objectives  

The overall objective of promoting systematic monitoring and evaluation practice is to 
reinforce evidence based planning and decision making. This will help to use monitoring and 
evaluation as a tool for making reform initiatives in the Ministry demand driven in response 
to expectations of the beneficiaries and other stakeholders affected by the reforms. The 
promotion of M & E practice by the IRC on reform activities will specifically contribute 
towards several desired outcomes including the following:  

 enforcing transparency, 

 accountability   

 good governance,  

 enforcing a learning culture among all partners involved in the implementation of reform 
process 

c. Institutional Framework for M&E 

The proposed M&E system for implementing reforms in the Ministry shall build on what is 
already in place, particularly taking into account the National M&E Framework of the GoL 
coordinated by the Ministry of Planning and Economic Affairs. This is important because it 
will link the MoA’s reforms with the overall goals of the Poverty Reduction Strategy (PRS) 
which provides the overall socio-economic national development strategy. In view of the 
different project activities being implemented by the Ministry it is important to ensure that the 
system is acceptable and credible to partners supporting the Ministry’s activities and reform 
agenda. 

d. Establishment of M & E Data Bank 

The M&E system shall, as much as possible, be fairly robust and interactive. It will be a 
portal which will allow various players to interact on line. To achieve this, it will be important 
to develop a computerized data base. Key features of the database should include the 
following: 

 compliance with the guidelines and definitions prescribed by the national M&E 
framework 

 standard data applications in order to facilitate exchange of data 

 built-in mechanism for checking data for consistency and completeness 

 flexible reporting by various users 

The Planning and Development Department through the Monitoring and Evaluation Unit shall 
champion and coordinate the development of this data bank as the reform programme is 
evolving. 

e. The Main Parameters or Components of M&E 

It is important for the IRC to ensure that the various aspects that determine success of 
programme and reform activities are assessed.  

In this respect, the main components for the M&E system will include: inputs, process, 
outputs, outcomes and impact assessments in terms of changes achieved in quality and access 
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to agriculture services, responding to public expenditures for value, satisfaction and relevance 
of services among the different beneficiaries and stakeholders including the farmers. 

f. Levels of Monitoring and Evaluation 

M & E shall be done at two levels. First the IRC through the M&E unit shall monitor actual 
expenditure on various initiatives against the budget, timeliness, delivery of outputs as 
scheduled on the work plan. This level of monitoring will generate reports for review by 
within the MoA, by the CSRD, Governance Commission and other interested stakeholders at 
national and sector levels.  

Through the M&E Unit in the Ministry the IRC shall facilitate the development of standard 
forms for this purpose which will be part of the standard operating manual on M&E. 

The second level of M&E will be higher. This will focus on performance against strategic 
objectives and key performance indicators specified in the Ministry’s reform programme 
activities. This shall involve implementation of base line surveys.  

The main purpose of this level of M&E shall be to ascertain if and how much the Ministry’s 
reforms impact on the status quo and the results of this effort will provide a basis for reporting 
progress against policy actions and predetermined outputs of the reform agenda within the 
agriculture sector and or the overall civil service and public sector reform programme. 

g. Frequency of Monitoring and Evaluation Activities  

For the Ministry and the entire agriculture sector to benefit most from its experience when 
implementing well coordinated and planned reforms through the IRC, it is important that for 
the initial institutional and decentralization reforms to be monitored and evaluated as 
frequently as possible.  

In terms of monitoring, the IRC shall endeavour to reinforce and institutionalize coordinated 
monthly, quarterly, bi-annually and annual efforts. 

Evaluation shall initially be on annual basis, thereafter half way through the reform 
programme and thereafter at the end of the reform period. In this context, the IRC through the 
MoA leadership shall develop a phased implementation programme of institutional and 
decentralization reforms bearing in mind the national guidelines provided by the Governance 
Commission and the Civil Service Agency on behalf of the GoL. 

5.4.15 Management of Meetings 

Purpose: To ensure meetings of the IRC and its Secretariat are effective and productive. 

Guidelines: The following guidelines shall apply: 

a. General Application 

The management of IRC meetings including the Secretariat shall be guided by the provisions 
of the Ministry’s handbook on Management of Meetings. It is, therefore, important that every 
member of the IRC and the Secretariat including the chairperson and the coordinator read the 
booklet which is available in the Resources Centre (Library) of the Ministry. However, the 
following are some of the important aspects to apply to the management of the meetings of 
the IRC and its Secretariat. 

b. Conduct of meetings 

The IRC shall consider and agree on how they shall conduct their meetings in addition to the 
guidelines as set in this sub-section. 

c. Frequency of Meetings 
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The IRC shall hold meetings as may be determined from time to time but at least once a 
month; on Wednesday of the last week 

d. Chairing of the meetings 

The meetings shall be chaired by the Minister or his or her designated official or any member 
of the IRC in the absence of the Minister. 

e. Agenda and invitation letters for the meetings 

The proceedings of the meetings shall be guided by an agenda which shall be prepared by the 
Coordinator of the IRC Secretariat in consultation with the Chair. 

Letters of invitation and the agenda shall be sent to members at least seven days prior to the 
meetings in question by electronic mail and hard copy. In as much as possible the Secretary in 
consultation with the Chairperson and or persons originating items for the meeting shall 
allocate expected time for deliberation for each item on the agenda. 

f. Members’ availability for the meetings 

Members shall confirm their availability or non-availability for the meeting at least three days 
before the day of the meeting. 

g. Co-opted membership to meetings  

Depending on the nature of the agenda items, the IRC Secretary in consultation with the 
Chairman shall invite persons with expected special contributions to the meeting from time to 
time when deemed necessary. 

h. Time Management 

Meetings shall start and end as per agreed time except as members shall agree to extend in 
order to conclude standing business items. Otherwise, members may agree to finish remaining 
items during the next ordinary or extraordinary meetings. 

Meetings shall normally be held in the morning and shall not exceed the duration of three 
hours unless otherwise agreed by consensus. 

i. Decision-making 

Decisions at all IRC meetings shall be by consensus and not by vote 

j. Recording and circulation of minutes 

All meetings of the IRC shall be recorded by the Coordinator of the IRC Secretariat who shall 
serve as its Secretary. The minutes shall reflect decisions made on items deliberated and or 
follow up actions. The IRC members shall, however, agree on the format of recording 
minutes and decisions made. 

The minutes shall be circulated to members at least 48 hours from the date of the minutes. 

k. Storage of agenda and minutes 

Copies of the agenda and minutes shall be kept in two separate files both in electronic and 
hard copy formats. 

l. Specific Roles and responsibilities of the Chairperson, Secretary and Members 

Provisions as detailed in the Ministry’s Handbook on the Management of Meetings shall 
apply. Notwithstanding this, the Committee shall decide to adopt any other rules and 
regulations deemed necessary to improve the quality of the process and outcomes of the 
meetings from time to time. 
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5.5 CONCLUSION 
Successful application of this Manual by the Ministry is intended to result in orderly and effective 
performance of the IRC in particular, and the respective departments in general. In regard to the IRC, 
it shall be able to effectively discharge its mandate in coordinating the implementation of the 
institutional development and decentralization reforms and monitoring the outputs and outcomes of 
the interventions in question. With regard to the departments, they shall be able to report programme 
and reform activities and manage the resulting outcomes of change. By and large the realization of 
these expectations or results shall depend upon the following factors, among others: 

 Strong, supportive and committed political and management leadership. 

 Adequacy and sustainability of financial, human, material and system resources. 

 Adequacy of institutional capacity and responsive arrangements. 

 Effectiveness of the monitoring and evaluation mechanisms. 

 Collaboration and partnership within and outside the Ministry. 

 Consistent application of innovation, flexibility and accountability. 
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6.0 ANNEXES 
Annex 1: Core Ministry Values Applicable to the IRC 

Annex 2: Sample Letter of Appointment to the IRC 

Annex 3: List of Existing Guidelines and Procedures 

Annex 5: List of Documents Reviewed 
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ANNEX 1: CORE MINISTRY 
VALUES APPLICABLE TO 
THE IRC 
Excellence and professionalism: The IRC will pro-actively provide the highest standards in service 
delivery and ensure that performance management in support of this service delivery culture will be 
integrated into all MOA operations. 

Commitment: The IRC is committed to carrying out its role as the key agent of MOA transformation. 

Gender Equity: Given the key role of women in agricultural production and marketing, the IRC will 
promote gender sensitive practices and culture within the MOA in particular and among agricultural 
stakeholders in general. 

Common Courtesy: The IRC will treat all A staff and colleagues with courtesy. 

Integrity: The IRC will uphold high moral integrity in carrying out IRC duties.  

Partnership-Building: The IRC will promote and embrace partnerships and participatory processes 
in MOA policy formulation and activity implementation.  

Accountability and Transparency: The IRC will be accountable and transparent to the GOL and to 
all MOA stakeholders and clients. 
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ANNEX 2: SAMPLE LETTER 
OF APPOINTMENT TO IRC 
…………………………………………………………………………….. 

…………………………………………………………………………….. 

…………………………………………………………………………….. 

 

Dear……………. 

APPOINTMENT AS A MEMBER OF THE MoA IRC 

I am pleased to inform you that you have been appointed as a member of the MoA Internal Reform 
Committee with effect from……… The appointment is for a duration of…..years subject to review of 
your performance on the IRC obligations. 

As you are aware the role of the IRC is to coordinate the implementation of institutional development 
and decentralization reforms in the Ministry consistent with the Civil Service Reform Strategy of the 
Government of Liberia which aims to improve the quality of service delivery and implementation of 
programme activities in order to effectively contribute towards the realization of the goal of Poverty 
Reduction Strategy. This entails the need for you to understand not only policies and strategies at 
Ministry level but also key and relevant policies and strategies of the GoL. 

In addition you are advised that the operations of the IRC demand that members work together as a 
team with a common vision and mission. This means that the manner in which the team members 
perform their roles and responsibilities will determine the way the IRC will function and realize the 
reform objectives. Therefore, as a member you are expected to diligently discharge your 
responsibilities as a reliable team member. Failure to perform to the expected minimum standards is 
likely to lead to the termination of your membership on the IRC. Attached hereto is a copy of the IRC 
Manual for your familiarization on the role and functions of the IRC and the operational guidelines. A 
formal orientation on your roles and responsibilities will be arranged by the IRC Secretariat 
Coordinator at a date you will be advised soon.  

Finally, I would like to take this opportunity to congratulate you on your appointment as a member of 
the IRC notification of which will be made to members of staff in the Ministry by way of memo to be 
placed on the notice board and announcement at departmental/section meetings. 

 

Yours sincerely 

 

 

Minister of Agriculture  
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ANNEX 3: LIST OF 
EXISTING GUIDELINES AND 
PROCEDURES 
1. Operational Manual for the Programme Management Unit 

2. Management of Meetings 

3. Staff Recruitment and Selection 

4. Staff Induction, Deployment and Exit 

5. Staff Training and Development 
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ANNEX 4: LIST OF 
DOCUMENTS REVIEWED 
1. Draft IRC Manual by Waldo, April, 2010 

2. Communications Strategy for the Ministry of Agriculture, july, 2010 

3. Institutional and Decentralization Reform Report, Ministry of Agriculture, September, 2009 

4. Civil Service Reform Strategy, Civil Service Agency, Government of Liberia, June, 2008 

5. Mandate and Functional Review Process Framework Guidelines, Governance Commission & 
Civil Service Agency, GoL, April, 2009
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