
  
 

Developed: October 2024  9
 

 

APPENDIX A 

Community Associate Roles & Responsibilities 

Roles: 
A. Provide lived and living experience, expertise and perspectives on TtZ initiatives and 

processes.  
B. Actively contribute to discussions and planning at various points of engagement and 

requiring a wide range of time commitments (including as members, participants or Co-
Chairs of the Ambassador Table, Action Teams, Task Groups, and Advisory Circles).  

C. Participate in a manner consistent with TtZ guiding principles and aligned with their 
individual capacities  

D. Assist the TtZ initiative to understand how its policies and activities will impact people 
living with HIV and populations at greater risk.   

E. Provide advice on approaches to enhance the transparency of the TtZ initiative 
activities.   

F. Monitor changes in community needs and trends relevant to the TtZ plan. 
G. Re-engage with lived experience communities and use available TtZ and sector 

structures to communicate relevant information and encourage those communities to 
meaningfully engage in TtZ activities (e.g. support an annual community Town Hall). 
 

Responsibilities: 
H. Review materials and utilize resources to support meaningful engagement during 

meetings.  
I. Participate in TtZ Community Associate debriefing, networking and any supervisory 

opportunities. 
J. Communicate meeting regrets and other situations impacting engagement with the 

OHTN staff or a Co-Chair of the relevant TtZ group.  
i) An appropriate TtZ lead will connect with a Community Associate if two meetings 

are missed without having received regrets, to discuss any support needs or context 
and the capacity for current engagement in their role.  

K. Adhere to confidentiality expectations as outlined in the TtZ terms of reference. 
L. Carefully consider the possibility of implied disclosure and related personal choice, 

comfort and capacity. 
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APPENDIX B 
TtZ Initiative Community Engagement Commitments & Supports 

1. Recruitment & selection 
A. OHTN staff will coordinate the development of a role description for Community 

Associates that identifies the key requirements and expectations (e.g. lived experience, 
role and accountabilities, competencies, capacity building opportunities), and update it 
annually or as required.  

B. OHTN staff will develop related recruitment promotional materials and distribute them 
through existing communication mechanisms within the HIV sector and partner 
organizations serving priority populations.  

C. Community members will communicate their interest in an accessible format (e.g. 
email, phone call, in-person conversation).   

D. The Community Associate in the Coordinating Committee Co-Chair role (or an Action 
Team Co-Chair delegate if required) will work with OHTN staff to review and meet with 
interested individuals. 

E. Selection of successful candidates will be informed by: 
i) Role description requirements, recognizing the multiple skills, knowledge and 

experience that will contribute to TtZ activities, and available Community Associate 
roles (which will be impacted by budget considerations). 

ii) Demonstrated ability to translate lived experience into lived expertise (i.e. able to 
use personal lived experience to provide a strong voice during broader planning 
discussions). 

iii) Meaningful involvement and collaboration in community-based initiatives with 
multiple stakeholders.  

iv) Ability to apply the TtZ guiding principles.    
v) Knowledge of and experience applying an anti-racist and anti-oppressive framework. 

F. TtZ will provide compensation for Community Associates’ contributions to ongoing TtZ 
initiatives including Action Team, Task Group, and advisory circle roles. This will follow 
the OHTN Honouraria policy, calculated at an hourly rate, including some meeting 
preparation time. 

G. TtZ will clearly define communication pathways for Community Associates to provide 
feedback on ongoing TtZ initiatives.  

H. Conflict of interest policies of the OHTN and initiative partners will inform specific 
Community Associate roles but should not restrict access to required supports and 
services within the sector.   
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I. TtZ will identify a designated staff role responsible for community engagement and the 
required infrastructure supports including supporting the capacity building and 
personal development activities noted in Appendix C. 

J. TtZ will provide orientation and training including working within the TtZ initiative and 
sector value frameworks (e.g. Anti-Black and Anti-Indigenous racism, harm reduction).   

K. The OHTN will facilitate an annual discussion with Community Associates and the 
broader TtZ initiative about the community engagement guidelines to identify 
successes and areas requiring shifts or changes. 
 

2. Terms & Resignations 
A. Terms of Community Associate roles vary between one-time sessions through to two- or 

three-year terms depending on function and as identified for each role.  
B. If a Community Associate needs to step down from their role, resignations will be 

communicated to the OHTN staff or a Co-Chair of the relevant TtZ group. Depending on 
the reason for stepping down, other opportunities and supports may be discussed. 

C. Gaps and vacancies in Community Associate engagement will be communicated to the 
Coordinating Committee and recruitment needs will be determined and addressed 
accordingly.    
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APPENDIX C 
Community Associate Capacity Building & Personal Development 

 
1. Support ongoing capacity building and personal development for Community Associates by: 

a) Orienting Community Associates to TtZ before engaging them in any specific tasks. 
b) Orienting TtZ partner organizations to the TtZ Community Associate guidelines. 
c) Providing mentoring opportunities for new Community Associates. 
d) Communicating and supporting both internal and external capacity building 

opportunities with Community Associates in the TtZ initiative (e.g. conferences, 
community workshops).  

e) Providing structured debriefing and networking opportunities where Community 
Associates can discuss issues, and support and learn from each other. 

f) Creating flexibility and support for self-care. 
g) Designating a staff person to lead group or individual conversations focused on TtZ and 

the Community Associates’ personal goals, meaningful involvement, role accountability, 
capacity building, and self-care.  

h) Confirming engagement of Community Associates as needed for future opportunities 
through reference calls or letters.  

 




