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TERMS OF REFERENCE TEMPLATE	Comment by Colliyea Lewis:  For Marketing:
- include the WSPS copyright statement and logo
- branding
	Terms of Reference (TOR) is a strategy-level document that defines the tasks and duties required of steering committee members, highlights project background and objectives at a high level. 	Comment by Danielle Stewart: All fields should be fillable or changeable, this text is sample text the company can opt to remove or edit
The purpose of TOR is to specify the amount and type of work to be accomplished by the committee. It is a governance document that establishes and determines the relationships between all project stakeholders. Terms of Reference are developed once a team has been identified and defined.
Definitions
Key Performance Indicator (KPI): A measurement tool used to evaluate the success of a project focusing on productivity, quality, cost, delivery, safety and/or moral.
Mental Health: A state of well-being in which the individual realizes his or her own abilities, can cope with the normal stresses of life, can work productively and fruitfully, and is able to contribute to his or her community
Psychologically Healthy and Safe Workplace: The absence of harm and/or threat of harm to 
mental well-being that a worker might experience.
Psychological Safety: The absence of harm and/or threat of harm to 
mental well-being that a worker might experience.
Worker: A person employed by an organization, whether paid or unpaid, including employees, supervisors, managers, leaders, contractors, service providers, volunteers, students, or other stakeholders actively engaged in undertaking activities for benefit to the organization.
Workplace Factor: Hazards including elements of the work environment, management practices, and/or organizational dimensions that increase the risk to health.


	Name: (official name of committee or working group)

	Members: (names, contact info, roles/responsibilities)
Team Members
· Be committed to and engaged in the success of the steering committee
· Be prepared and actively participate in team meetings and designated activities; including the development, execution and maintenance of team plans
· Research and stay informed of matters affecting team business
· Communicate/promote team business and solicit feedback from peers
· Provide assistance to other members in fulfilling their responsibilities
Team Lead
· Act as a Team Member
· Coordinate team meetings, prepare agendas and coordinate professional development events.
· Facilitate team business, including the development, execution and maintenance of team plans (such as Action Plans, Master Plan)
· Present Action Plans and solicit approval 
· Monitor and keep stakeholders apprised of progress in the implementation of Action Plans
· Provide opportunities for events regarding updates to Team business
· Support full engagement of the team and follow-up when team members who are not able to achieve agreed upon participation
· Ensure regular recognition of Steering Committee contributions
 Subject Matter Expert (SME)
· Act as an advisor to all Team Members and is not part of the decision-making process
· Provide guidance and details where needed 
· Provide education opportunities where appropriate


	Goals:	Comment by Danielle Stewart [2]: facilitate implementation of strategy /standard



	Deliverables: (specific outputs requested from the committee)




	Scope: (what are the bounds of responsibility and authority of this sub-group? What do they need to address and what is outside their area of concern (scope)? What can they decide on and what needs organization/board input?)
Brantford plant- contractors, temps
Workplace focus with respect to prevention primary focus


	Team Sponsor: 
Guidance from Lead Group: (initial direction and suggestions from the board and/or larger group)
· How do we anticipate getting support form leadership
· Are they looking for updates? 
· Stay committed meet goals and objectives 
· Weekly update at governance meetings/ updates at regional level? 
· Consider other representatives/ stakeholders that would need to be informed

	Resources and Budget (equipment, materials, rooms, funds available to the committee)




	Governance (decision-making technique e.g. consensus, 2/3 majority vote or chair’s authority etc., relationship of authority within the group and with the greater organization, nomination processes, length of services and process for replacement, TOR revision process)

Quorum
A quorum of 60% of the membership in attendance, which shall include the Team Lead or Deputy Lead, is required to adopt and advance the following through consensus:
· Selection of priority issues
· Finalize set objectives and actions plans to address priority issues
· Amendments to this Terms of Reference
Decision Making
Decision making will be determined through reasonable consensus practices, meaning unanimous consensus not required but all members must be agreeable to live with a decision and support it to external stakeholders. In cases where decisions may not be achievable to this point, further action will be at the discretion of the team leader.
Communication
A campaign for regular communication among team members, and throughout the organization as a whole, shall be maintained to keep stakeholders informed of team business and successes.  Means of communication may include:
· Standing agenda item 
· Providing updates at departmental meetings (e.g. regional meetings, Development Days, etc.)
· One-on-one interactions
· Email campaigns to staff

Confidentiality Statement

Team Meetings
Team members are expected to make every effort possible to attend meetings at least monthly for the first four months. 	Comment by Danielle Stewart: this would be fillable, as would the grey highlight below. 
Status updates will be determined by the Team Lead to direct members to review Steering Committee changes. Regular face to face meetings will be scheduled quarterly to review future plans.
Agenda will be issued prior to each meeting, with minutes prepared following the meeting. Minutes will be taken on a rotational basis by designated members at each meeting.  Prior to posting the minutes, the Team Lead will review.  All members are expected to review the posted minutes prior to the start of the next meeting and provide feedback as necessary to the Team Lead.

	Additional Notes:
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