Terms of Reference (Template)
1. Committee Details
Committee Name

Committee Type

Parent Committee

Establishment
Include date of establishment, delegate who approved establishment, and any relevant legislation, or policy document.
2. Purpose
Why does this Committee exist?
3. Functions 
Provide detailed functions of the Committee. This may include oversight, policy development, monitoring, assurance, review, endorsement, decision-making, advisory, compliance, or recommendation responsibilities. 

4. Scope
Clarify the types of issues the committee may deal with and any that may sit outside it’s functions.

5. Delegated Authority
Document any delegated authorities approved, or subject to approval, or matters that the Committee may be required to endorse or provide recommendation on as a requirement of delegations of authority.

6. Reporting
Reporting Line

Reporting Requirements
The Committee must provide (cycle) reports to the (Responsible Executive / Parent Committee (Name)), which details:
a. actions taken to achieve the committee’s assigned functions;
b. barriers to achieving assigned functions; and
c. any recommendations for improvement.

7. Membership
Membership Principles

Ex Officio Members

Appointed Members

Student / External Members 

All members are required to comply with the University’s relevant code of conduct, including the Staff Code of Conduct and Student Code of Conduct.
In attendance
Eg. Secretariat, subject matter experts, observers etc.

Chair and Deputy Chair
Include appointment method, responsibilities, acting arrangements.

Membership Terms
Include length of appointment, re-appointment provisions, vacancy management, resignation, removal (if necessary).
8. Meetings
Frequency

Special Meetings

Agenda and Papers

Attendance Expectations

Meeting Modality
9. Quorum
Specify numerical requirement or percentage of membership.

10. Decision-Making
Detail how decisions will be made by the committee.
11. Secretariat Support
Meeting Scheduling, record keeping, agenda’s, minutes, action tracking, governance advice.
The Committee will maintain records of meetings in a manner consistent with the Committee’s Governance Policy.
12. Conflict of Interest
Detail the declaration process and recording of disclosure requirements.
All members must comply with the Disclosure of Interest Policy and associated Procedure.
The Chair is responsible for the management of all disclosed conflicts of interest.
13. Sub-Committees and Working Groups
Detail any authority to establish subsidiary bodies, the approval process and any requirements for terms of reference.
14. Issue Escalation and Breach Reporting
The Committee must:
a. ensure that where members become aware of or discuss significant changes to requirements placed on the University this information must be forwarded to Legal and Governance Services.
	b. escalate any knowledge of compliance breaches in accordance with the Compliance Management Framework.
All committee members are individual responsible for escalating issues within the University’s operating environment where it is perceived that such issues may place the University at risk.

15. Review and Amendment of Terms of Reference
An annual (or other) review of the Committee’s function will be conducted by the Chair in accordance with the Committee’s Governance Policy.
These Terms of Reference may be amended at any time, subject to approval by an authorised delegate. Proposed amendments must be undertaken in accordance with the requirements of the Committee’s Governance Policy.
This Committee may be renamed or disestablished at any time, subject to approval by an authorised delegate.
