
Terms of Reference – Template
This document outlines how a community group will set out its working arrangements.  
It includes information such as its purpose, chair and membership, meeting schedule and ways to 
resolve dispute. 

Community Group Name: _______________________________________________

Role/Purpose

Describe the role of your governance group and the strategic direction and leadership needed to 
achieve your vision statement. 

Term

This is the date that the document is effective from (insert date) and continues until (insert date). 
Include a date that the document will be reviewed.

Membership

The governance group will comprise of (name, title and organisation).

Roles and responsibilities

What is the governance group accountable for? For example- fostering collaboration with the 
community, improving social cohesion, establishing strong partnerships 
Include a list of the roles appointed to members and what they will be doing – what are their 
responsibilities? 

Meeting agenda minutes will be prepared by (insert name).

All meetings will be chaired by (insert name). 

Meetings

A meeting quorum will be (insert number) members of the governance group. 
Outline how frequently meetings will take place within a year.

Amendment, modification or variation 

A terms of reference may be amended or modified in writing after consultation and agreement  
by the governance group.
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