



Terms of Reference
[PROJECT TITLE]
[INSERT NAME OF GOVERNANCE GROUP]

1. Role
Outline the aim of the project and the group’s role in supporting this work.
This project aims to [INSERT PROJECT AIM]. This group will support delivery of the project’s aim by [INSERT DETAILS OF ROLE].

2. Remit
Outline the specific remit of the group and its functions. See appendix 1 for common functions of different types of governance groups.
This group will:
· [INSERT FUNCTION]

3. Membership
Outline the minimum number of members and detail the range of stakeholders that will be represented in the group. Where the terms of reference identify specific members, ensure that these are updated on a regular basis to reflect any changes.
The group will include at a minimum [INSERT NUMBER OF MEMBERS] members. This will include representatives from the following stakeholder groups/the following individuals:
· [INSERT STAKEHOLDER GROUP/INDIVIDUAL]

4. Member responsibilities
Outline the expectations of group members as part of this group. See appendix 2 for example responsibilities.
As part of this group, members will:
· [INSERT RESPONSIBILITY]

5. Delegated authority
Outline the authority delegated to the group and the decisions and actions they can take. NOTE: usually only formal governance groups (such as steering groups) hold the authority to make formal decisions on the delivery of the programme. Advisory/delivery groups do not usually hold this authority but exist to provide guidance, make recommendations, and ensure stakeholder views are represented.
The group has the following delegated authority:
· [INSERT DELEGATED AUTHORITY]

6. Meeting arrangements
Outline how meetings for the group will be run.
6.1. Chair
Allocate chairing responsibility and identify who should fulfil this role in their absence.
The group will be chaired by [INSERT NAME]. In the Chair’s absence this role will be fulfilled by [INSERT NAME].
6.2. Frequency of meetings
Establish either the minimum number of times the group should meet within a year or what events or circumstances should require a meeting to be called.
The group will meet [INSERT FREQUENCY OF MEETINGS].
6.3. Quorum
Detail the minimum number of attendees and level of experience required for every meeting.
The minimum number of members that must be present is [INSERT NUMBER].
6.4. Administration
Identify the timescales and arrangements for creating and circulating agendas, papers and a record of the meeting.
The following administration arrangements will apply:
· [INSERT ADMINISTRATION ARRANGEMENT]

7. [bookmark: _Hlk216872034]Reporting and communication arrangements
Outline the reporting lines and governance structure that this group sits within. This should include detail on the type and frequency of information reported both to and from this group.
The following reporting and communication arrangements will apply:
· [INSERT REPORTING AND COMMUNICATION ARRANGEMENT]
Appendix 1 – Common functions
There are three main types of governance group:
· Steering groups
· Advisory groups
· Delivery groups
The figure below outlines the main functions of each type of group.
STEERING GROUP
· Approves decisions on the delivery of the project
· Prioritises areas of work and provides strategic direction
· Monitors progress against project aims
ADVISORY GROUP
· Provides subject matter expertise to fill gaps in knowledge
· Represents the views of stakeholders
· Provides advice to help the project meet its aims
· Makes recommendations relating to project delivery
· Does not usually have authority to make decisions on the delivery of the project
DELIVERY GROUP
· Drives forward project delivery
· Responsible for specific actions to help the project meet its aims
· Supports project management (including planning, monitoring of progress, risk management, interdependencies)
· [bookmark: _Hlk216941314]Provides guidance and makes recommendations relating to project delivery
· Does not usually have authority to make decisions on the delivery of the project












Appendix 2 – Example responsibilities
Members will:
· Actively contribute to the work of the group.
· Reflect the views of their organisation or peer group and/or provide expert advice or opinion in their area of expertise.
· Be responsible for ensuring timely communication between their organisation or peer group and the group (where their function on the group is to represent the views of their organisation or peer group).
· Attend the majority of the group’s meetings (attendance by members will be monitored to ensure stakeholder representation is fair and maintained).
· Identify a nominated deputy to attend meetings which they are unable to attend, ensuring representation from their organisation or peer group.
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