SAMPLE TERMS OF REFERENCE FOR 
VBOM SUB-GROUPS
1.
COMPOSITION OF …………………. SUB-GROUP:


The ……………….. will  comprise of:

· No more than …. members from the VBOM all of whom are Directors of the Company;
· The …………Sub Group will have a designated link person that the Co-ordinator can get in touch with in case of emergencies or deal with issues that require a quick response;
· The Project Co-ordinator (PLEASE NOTE: The Project Co-ordinator will not attend meetings where there are clear conflicts of interest).

· The current  membership is……………

· The Designated Link Person is ………….

2.  
CRITERIA FOR MEMBERSHIP:


The criteria for membership of the …………. will be as follows:

· Ability to build good working relationship and act in co-operation;
· Willingness to act as team, no one member should act on their own unless it is agreed by the Sub-Group;
· Agreement to act within the policies, procedures and principles established within the organisation;
· Ability to attend regular meetings and carry out the work of the …….;
· All members of the  ………………shall declare potential conflicts of interest in matters relating to…………...
3.  
CHANGE OF MEMBERSHIP:


Membership of the group will be as follows:

· Membership of the of the ………….. is based on a 2 year term with a maximum length of time comprising of no more that 2 terms;  

· If a member of the ………….. is unable  to continue they should notify the group and the VBOM in writing;
· In the case of a member of the group not attending three consecutive meetings without prior notification or just cause, such membership will be deemed as lapsed and a replacement sought. The member in question shall be notified of their lapse of membership in writing.
4.  
NUMBER OF MEETINGS / CONVENING OF MEETINGS:


The Sub-group will delegate the role of convening the meetings to the 


……………. who will ensure that:

· Meetings will be held on a …………. or when an emergency situation arises;
· Meetings will be set for the year in advance;
· Agendas are prepared;
· Minutes are kept of decisions only;
· The …………….. can make decisions based on a minimum of two volunteers and the Project Manager present.
5.
 ACCOUNTABILITY TO THE VBOM:

Reports will be  agreed and made to the VBOM by a voluntary member on a …………...basis. 

6.   
CONFIDENTIALITY:


Maintaining confidentiality of the ………………. is important. It is 
therefore important that the ……………,  whilst informing and being 
accountable 
to the 
VBOM for work undertaken, are sensitive as to what 
is fed back at a full 
meeting. 

7.  
REMIT AND ROLE IN DECISION MAKING OF  ……………..:  

7.1

7.2  

7.3

7.4

7.5
