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Terms of Reference

Version {X} {Date}
{Remove this section once complete}

The following template is a starting point for you to create a Health and Wellbeing Working Group Terms of Reference. It can be changed as needed to suit the specific needs of your workplace.
Included in each section are prompts to {insert} information. Simply replace the bracketed words with the information requested. Some sections also give prompts to {adjust/delete if not applicable}. 

After you have developed your Terms of Reference, it is a good idea to circulate it to group members for comment. Once finalised, members should receive a copy. The Terms of Reference should also be included in any orientation material that is given to new group members.

1. Background/Context

{This section may include:
· background information on the scope and benefits of workplace health and wellbeing programs (see these examples of useful background material)
· Workplaces are now recognised as a key setting to promote good health behaviours.  Most people spend a significant amount of time at work. Not only does this make the workplace an important place to promote health, but it also allows for a large number of people from one location to be involved.
· There is significant evidence that healthy employees provide social and economic benefits to businesses and the community, such as reduced absenteeism from illness and injury, greater productivity whilst at work, reduced staff turnover, reduced health care costs and a more satisfied workforce.

· Workplace health and wellbeing programs have the potential to improve general health and wellbeing by reducing risk factors for chronic disease to create a more productive and economically viable workforce.
· a brief discussion on the history of health and wellbeing programs in your organisation

· a brief discussion on the key driver(s) for program development and implementation i.e. recent changes, budget allocations, increased management focus, etc
· any other information that may be of use to steering committee members}.
2. Roles and functions of the {insert organisation name} Health and Wellbeing Working Group
The {insert organisation name} Health and Wellbeing Working Group will: {delete as appropriate}
· provide strategic leadership in the development, implementation and sustainability of health and wellbeing programs and strategies
· provide advice, support and assistance in the implementation of the program

· assist in the promotion of a culture of health and wellbeing in {insert organisation name}
· monitor identified and emerging risks and advise on their prevention, mitigation and management
· recognise barriers and enablers to healthy lifestyles within the workplace, and assist in developing initiatives to address these

· identify health and wellbeing needs

· monitor trends in the health and wellbeing of employees at {insert organisation name}
· monitor the program budget and expenditure
· {insert any additional roles/functions as necessary}.
3. Role of individual group members

The role of the individual members of the {insert organisation name} Health and Wellbeing Working Group includes: {delete as appropriate}
· attending regular meetings as required ({x} per year) and actively participating in the group’s work

· representing the interests of all {insert organisation name} employees, as appropriate
· a genuine interest in the initiatives and the outcomes being pursued in the program
· being an advocate for the program’s outcomes
· being committed to, and actively involved in, pursuing the program’s outcomes
· {insert any additional roles as necessary}.
4. General

4.1. Membership

The {insert organisation name} Health and Wellbeing Working Group shall be comprised of:

· {list names of group members, including their titles, if necessary}
Other members may be included in the group as required.

4.2. Chair/Convenor
The group will be chaired by {insert name/title of Group Chair}. Meetings will be convened by the Chair and supported by the Coordinator {insert name/title of Group Coordinator}. 

4.3. Agenda items

All agenda items will be forwarded to the Coordinator by close of business ten working days {adjust as appropriate} prior to the next scheduled meeting.

The agenda, with attached meeting papers, will be distributed at least five working days {adjust as appropriate} prior to the next scheduled meeting.

4.4. Minutes and meeting papers

The minutes of each {insert organisation name} Health and Wellbeing Working Group meeting will be prepared by {insert name here}.

Full copies of the minutes, including attachments, will be provided to all {insert organisation name} Health and Wellbeing Working Group members no later than five working days {adjust as appropriate} following each meeting.

By agreement of the group, out-of-session decisions will be deemed acceptable. Where agreed, all out-of-session decisions will be recorded in the minutes of the next scheduled meeting {delete or adjust as appropriate}.
4.5. Frequency of meetings

The {insert organisation name} Health and Wellbeing Working Group will meet {insert agreed frequency}.
4.6. Proxies to meetings

{Delete statements as appropriate}

Members of the {insert organisation name} Health and Wellbeing Working Group will nominate a proxy to attend a meeting if the member is unable to attend.

The Chair will be informed of the substitution at least five working days {adjust as appropriate} prior to the scheduled nominated meeting.

The nominated proxy will provide relevant comments/feedback about the attended meeting to the {insert organisation name} Health and Wellbeing Working Group member they are representing.

4.7. Quorum requirements

A quorum will be half the regular membership plus one {adjust as necessary}.

4.8. Review

The effectiveness and membership of the {insert organisation name} Health and Wellbeing Working Group will be reviewed after {x} months.

