Terms of Reference 

OHT Committee 
The Sample Terms of Reference below provide examples of content under each heading.  This content should be created by each Committee to ensure it reflects the unique nature of each OHT and each committee.
What makes an effective Terms of Reference?

· It clearly describes the committee’s purpose, structure and operating rules. 

· It defines roles and accountabilities for the committee, senior leaders and support staff.

· It is collaboratively developed, and it is approved by the whole committee.

· It is easy to read and understand.
· It can change as the nature of the work of the committee evolves.

Scope:
Consider: what is the broad purpose or role of the group.  Example:

This Sample Ontario Health Team Committee is responsible for the development and implementation of  XXXX related directly to the goals and the objectives of the OHT.
Guiding Principles:  
To be developed by the group to describe “how” you will do the work.  Example:

As we work together we will:

· Always consider community impact while focusing on the future

· Respect and celebrate the unique culture of each individual community

· Be respectful in our discussions and our actions

· Create opportunities for staff to succeed in any new model

· Make the process a priority and with every decision ask ourselves: how does this fit with OHT?

· Commit to the process with courage and conviction

· Strive for consensus while respecting all voices

· Take a bias inventory and challenge ourselves
· Actively listen, learn and communicate openly, honestly and with full transparency

Accountability:
Consider: Who does the group report to?  Do individuals have accountability (e.g. to report back to their organizations or sectors) or is it only group accountability?  Example:
As a sub-committee reporting to the OHT Oversight Committee, the OHT Operating committee will provide a written briefing after each meeting summarizing their work to be provided to the OHT Oversight Committee.
Decision Making Guidelines:
Consider:  What decision-making authority will the committee have (i.e. make and implement decisions, or make recommendations to final decision-makers, and how the committee will make decisions.

· Provide recommendations to the Oversight Committee. 

· The OHT Committee may elect to consult with their respective sector colleagues before making recommendations to the Boards
· The OHT Committee will function by consensus and will only require a recorded vote if an impasse with respect to a decision is reached and efforts have been made to create consensus
Consensus Based Decision-Making

The simplest and most basic definition of consensus is, ‘general agreement about something’. (Soanes, C. and Hawker, S., ed., The Compact Oxford English Dictionary of Current English. 3rd ed. Oxford University Press, 2005)

In this approach, people are not simply for or against a decision, but have the option to situate themselves on a scale that lets them express their individual opinion more clearly. This model is usually used with a round, so that everyone in the meeting is given the opportunity to state where they are according to the following six levels:

· Full support

· Acceptable

· Support with reservations

· I am not thrilled with it, but I can live with it and will not block it

· Need more information or more discussion

· Cannot support it and cannot accept it

If everyone is at level #4 or above (3, 2, or 1), then by definition, consensus has been reached.

If someone is at level 2, 3 or 4, they have the option of explaining their reservations. These can be addressed by the meeting, if the group wishes to. This is not absolutely necessary for achieving consensus if everyone is already at 4 or higher, but it usually improves the recommendation or suggestions being discussed.

If someone is at level 5, they have the obligation to explain what information or discussion they require from the group. If someone is at level 6, it is important for them to try and offer a solution that can accommodate their needs and the needs of the rest of the group.

In addressing someone’s reservation, it is important to:

· ask everyone for possible solutions (the person expressing the concern and the rest of the group have the responsibility to find solutions)

· ask people to suggest improvements as alternatives that meet the objectives of the entire group.

IDENTIFYING CONSENSUS

Consensus is a relative term. There are varying levels of agreement with decisions, as indicated in the table below. Levels 1 through 5 all constitute consensus. Only Level 6 lacks consensus.
	Level
	Position
	Feelings and Behaviour

	1
	Agree strongly
	“I really like it!”
	“I’ll advocate for it publicly whether or not it’s adopted”
	“I’ll actively support its implementation”

	2
	Agree
	“I like it”
	“I’ll advocate for it publicly”
	“I’ll support its implementation”

	3
	Agree with some reservations
	“I can live with it”
	“I’ll support it publicly and privately even with my reservations”
	“I’ll participate in its implementation”

	4
	Disagree, but willing to go along with majority
	“I don’t like it. I’m willing to go along with it, but I want my disagreement acknowledged”
	“I’ll support it publicly and privately when asked”
	“I won’t work against its implementation”

	5
	Disagree, and won’t be involved in implementation
	“I really don’t like it, but I’m willing to go along with it because I don’t want to stop others”
	“I’ll not oppose it publicly or privately”
	“I will not be involved in its implementation, but won’t sabotage it”

	6
	Opposed, and will work to block
	“I hate it and will work to block it!”
	“I’ll advocate against it publicly if adopted”
	“I’ll work to sabotage it”


Quorum:

Determine how many members need to be at a meeting for the committee to proceed with decision-making.  Example:

Quorum is a simple majority (50% plus 1) of the committee membership.  Without quorum decisions cannot be made.  
Current Responsibilities:
	Tasks – Summary 

	Description of Task
	Deadline
	Measurement

	Broad, overarching tasks that are the responsibility of the committee?
	When does the task need to be completed (consider any dependencies for other tasks from this or other committees)?
	How will you know when the task is completed effectively?


Length of Commitment:  (Date)
This will depend on the committee and tasks needed to be completed.  Consider if the membership will be the same for the entire length of committee or if there will be “terms” of membership
Meeting frequency and location: 
Based on tasks and timelines – how often do you need to meet to get the tasks completed by deadline? Will there be a single location for meetings or will you rotate through a series of locations?
As required – approximately 1/month (virtual meetings will be used as appropriate)
Membership:   
Consider: How will membership be decided?  Will the Oversight Committee populate the working committees?  Will volunteers or appointees be sought from each partner organization?  Is there a maximum/minimum number?  Are patient/public members involved?
Are the meetings closed (members only), or will you have the ability to invite guests (and under what circumstances)?
Chair:

Consider:  How will the chair be selected, election by committee members, appointment by oversight committee?  Should there be co-chairs?  Should the chair change on a set schedule (e.g. term of chair is for one year?)

Include responsibilities of chairs/co-chairs such as agenda development and circulation, meeting management, circulating time and location of meetings, reporting back to Oversight Committee on behalf of working committee.

Secretariat: 
Consider: Who will provide secretariat services?  How will meeting notes and resources by circulated (is there an opportunity for an online forum?)

Conflict through the Process:
Determine in advance how you will deal with conflict.  Example:
We will endeavour to work in a spirit of mutuality, honesty and respect realizing that healthy conflict can lead to creativity and better solutions.  When conflict escalates, we commit to:

· At OHT Committee, addressing conflict with the person(s) directly; if no solution is found we will:

· Seek the support and guidance of the Chair; if no solution is found we will

· Involve the Oversight Committee
Date Approved:  





Approved By:

(date)







OHT Committee
� Taken from HQO Creating an Effective Terms of Reference http://www.hqontario.ca/Portals/0/documents/pe/terms-reference-en.pdf
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