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CoE Steering Committee
Terms of Reference
	Purpose
	The purpose of the Emerald Community of Excellence steering committee (CoESC) is to provide a platform for local stakeholders to be involved in the CoE project to discuss and guide the strategic direction of activity, keep track of project progress, to identify and mitigate risks, and establish collaborative approaches to see the success for the CoE project.
The CoESC sets out to achieve the following outcomes:
1. Ensure open communication between stakeholders involved in the outcomes of the CoE project
2. Identify and drive concrete actions that will steer a strategic direction for the activities of the CoE project
3. Provide opportunities to raise and creatively mitigate any identified risks
4. Work collaboratively to increase the communication and awareness of the CoE project in the Emerald community
5. Work collaboratively to inform all healthcare professionals about the digital health technology capabilities available and provide support to embed the use of these into their current workflows

	Term
	This Terms of Reference is effective from 4 December 2019 and will be ongoing until terminated by agreement by the members. This Terms of Reference is to be evaluated by the CoESC in 4 months (April, 2020).

	Membership
	The CoESC membership will consist of representation of the health professionals and consumers who reside or work in the community of Emerald. The committee will also include key stakeholder organisations involved in the project including:
· Central Queensland, Wide Bay, Sunshine Coast PHN (‘PHN’)
· Emerald Hospital and Health Service (CQHHS)
· Central Highlands Regional Council
· Local general practitioner/s
· Local pharmacist/s
· Local allied health provider/s
· Consumer champions
· Representation of community target groups, i.e. aged care, Aboriginal and/or Torres Strait Islander, CALD, youth

	Roles and Responsibilities
	The members of the CoESC are accountable for:
· Fostering collaboration and building a consensus-driven approach to achieving CoESC objectives
· Maintaining the focus and agreed scope to achieve benefits and outcomes
· Attending scheduled meetings or arranging a well-informed proxy
· Responding to out-of-session activities as agreed by the members to ensure timeframes are met

Members of the CoESC expect:
· PHN will manage and maintain the secretariat of the CoE steering committee
· That each member will be provided with complete, accurate, and meaningful information in a timely manner
· To be given reasonable time to progress matters and make decisions
· Open and honest discussions and the development of trusting relationships

	Meetings
	Meetings will be chaired by a clinical advocate and co-chaired by a consumer representative. A meeting quorum will be 50% of the standing members of the CoESC.
Decisions will be made by consensus, which means members are satisfied with the decision even though it may not be their first choice.
Meeting materials will be provided and distributed by PHN at least one week prior to the upcoming meeting, including:
· Preparing agendas and supporting pre-reading papers
· Preparing meeting notes and information
Meetings will be held via teleconference each month, by default on the first Wednesday of every month. Confirmation of the next meeting will be discussed at each meeting as a standing agenda item.
If required, individual follow-up may be arranged outside of these times at a time convenient to members.

	Meeting Conduct
	The members of the CoESC agree to:
· 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
	The CoESC agree to adhere to the following risk management procedures:
· All risks to the project will be logged within the risk register with a description provided by the person raising the risk. 
· The Program Director will be responsible for the overall maintenance of the risk register, but it will be the Project Manager’s responsibility to log risks and ensure appropriate actions are being taken to escalate or resolve risks, such as assigning an appropriate risk owner. 
· Risk owners will be responsible for ensuring that risks are correctly logged in the risk register, that the risk register is kept up-to-date, and the necessary stakeholders are consulted. 
· Risk assessment reviews will be scheduled with risk owners on a regular basis. 
· Risk workshops will be scheduled on a regular basis; however new risks can be raised when identified.
· Risk audits to determine the effectiveness of treatment plans will be completed on a regular basis.
· Formal risk reviews (updating the risk profile, reviewing all outstanding risk and the brainstorming of new risks) will be conducted between each stage in the Program. 
· Program and project risks that have an inherent risk of HIGH, VERY HIGH or EXTREME that are under Continuous Review or Active Management will be reported in the monthly program status report and escalated through appropriate governance channels as appropriate.

	Amendment, Modification, or Variation
	This Terms of Reference may be amended or varied in writing after consultation and agreement by CoESC members.
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