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Communities of Excellence—Terms of Reference
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	How to use this template
	This template provides a basic structure for the Terms of Reference for your Steering Committee.
This template uses borderless tables – when gridlines have been turned on (appearing as dotted lines) you can easily see where to enter content. However, these gridlines will not be visible when printing or saving as a PDF.
Remove instructions and examples in blue italics and adapt to make fit for purpose for your Community of Excellence (CoE) project.
 To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.



[bookmark: _Hlk17899069]Why create a Terms of Reference?
A Terms of Reference defines the purpose and structure of the Steering Committee, formalising its scope and limitations. It makes the roles and responsibilities of the committee clear for everyone.



CoE Steering Committee
Terms of Reference
	Purpose
	The purpose of the Steering Committee may vary depending on your community and project’s needs, but could include points such as:
· Provide local leadership and direction for the Community of Excellence (CoE) project.
· Provide a platform for local stakeholders to be involved in the CoE project.
· Discuss and guide the strategic direction of activity.
· Ensure the project prioritises the needs of local health providers and consumers.
· Keep track of project progress and where appropriate direct remedial action.
· Assist the CoE Lead to Identify and mitigate risks and issues.
· Work collaboratively with stakeholders (consumers, healthcare providers, other stakeholders) to achieve project outcomes.
· Confirms tolerances with the CoE Lead Organisation Executive and CoE Lead for reporting and escalation.
· Approves project documentation such as project brief, PID, budget, and
· Approves requests for change where outside of the agreed tolerances (schedule, budget, resources).

	Term
	Here is a suggested statement for the Term:
“This Terms of Reference is effective from start date through to planned project end date. These dates may be changed by agreement between all members.”
An alternative to an end date could be ‘ongoing until terminated by agreement from all members.’ If you have a review of the Terms of Reference planned, you may note that here.

	Membership
	Who’s included in the Steering Committee? 
Usually, you need representatives from health professionals and consumers who live or work in the community, and key stakeholder organisations such as the local council, peak bodies, health services, etc.
List out the groups or organisations from which you’ll be drawing members (e.g. the Primary Health Network [PHN]; local pharmacists). Any individuals who have already been identified as members should be listed here with their affiliation.

	Roles and Responsibilities
	What is the Steering Committee responsible or accountable for as a group? E.g. “Ensure the needs of the community are always prioritised.”
What are the individual members accountable for? E.g. “Commit to attending all scheduled meetings or nominate a proxy when required.” 
What can the members expect of the committee as a group? E.g. “Accurate minutes of meetings provided within one week of meeting date.”
State any conflicts of interest.

	Meetings
	What are the rules and guidelines for committee meetings? Things to consider include:
· Who chairs the meetings? Typically, either the clinical or consumer advocate would chair (or co-chair), but the committee may form an alternative agreement.
· Who will take the minutes and distribute them including time frame? 
· What is included in the meeting pack?
· When are papers distributed to members and the deadline for accepting agenda items?
· Is there a meeting quorum?
· How will decisions be made or finalised?
· Who prepares and distributes meeting materials, and when are they provided to members?
· How often will the committee meet and where will meetings be held?
· Do you want to have out of session papers?

	Meeting conduct

	What are the expectations for conduct during Steering Committee meetings? E.g.:
· Be responsible for ensuring progress against and reporting to the CoE on their own action items,
· Comply with all relevant legislative and policy requirements,
· Work collaboratively and respectfully,
· Act in good faith, and 
· Maintain confidentiality.

	Risk Management
	Provide a statement or brief outline of the project’s risk management policy/procedure. This may be taken from the Project Initiation Document. 
· Who is responsible for the risk register?
· What is the process for assessing or reviewing risks?
· Any other information about risk governance. 

	Amendment, Modification, or Variation
	You may wish to include a statement about how any changes to the Terms of Reference will be handled, e.g. with written agreement from all standing committee members.
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