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[bookmark: _Toc84927113]Introduction
[bookmark: _Toc84927114]1. Purpose
1.1 These Terms of Reference:
[bookmark: _Toc84927115]outline the roles, responsibilities, structure and operation of the Committee; and
provide guidance on the Committee’s purpose, functions, membership, and governance during the transition to establish a community-led Neighbourhood House model for the OGNH.
1.2 The Committee will:
· Provide community-informed input into the future direction of OGNH;
· Support the development of governance structures and practices;
· Promote community participation, inclusion and representation; and
· Assist in aligning the OGNH with the NHCP.
1.3	Council is establishing the Committee as a precursor to a formal, ongoing Committee of Management for OGNH, with the intention that its members will transition into the Committee of Management once governance readiness, training, and an appropriate governance model are in place.

2. Authority
The Committee operates as an establishment committee of management, with the intention that it will become the formal Committee of Management.
2.2	During the establishment phase:
· the Committee will contribute to governance development, strategic direction and decision-making; and
· the City will retains legal and financial responsibility.
2.3 Subject to governance readiness and formal approval:
· governance responsibility may be progressively transferred to the Committee; and
the Committee will transition into the formal committee of management for the OGNH.
2.4 The Committee:
· does not have delegated authority from the City during the establishment phase; and
· may establish informal working groups as required.
[bookmark: _Toc84927116]3. Objectives and functions
3.1 The Committee will:
Contribute to the development of governance systems, policies and processes, and participate in training and capacity-building to support transition to a formal Committee of Management
· Provide input into the vision, priorities and strategic direction of OGNH; 
· Support the development of community-led programs and activities; 
· Promote inclusive participation and access for all community members; 
· Contribute to the development of governance systems, policies and processes; 
· Support financial sustainability awareness and good governance practices; and 
· Represent community perspectives and maintain connection to local needs.

[bookmark: _Toc84927117]Definitions

Chairperson means the chair of the Committee appointed by the Members.
City means the Greater Geelong City Council (ABN 18 374 210 672) of 137-149 Mercer Street, Geelong VIC 3220.
Committee means the Establishment Committee of Management for the OGNH.
DFFH means the Victorian Department of Families, Fairness and Housing.
Expression of Interest means the expression of interest from community members to be Members of the Committee. 
Meeting means a meeting of the Committee.
Members means community members on the Committee appointed through the Expression of Interest process.
NHCP means the Neighbourhood House Coordination Program.
OGNH means the Ocean Grove Neighbourhood House.
Secretary means the secretary of the Committee appointed by the Members.


[bookmark: _Toc84927118]Terms of Reference
[bookmark: _Toc84927119]Committee term
[bookmark: _Toc84927120]Term starts
1. The Committee will commence following completion of the Expression of Interest process and member induction.
[bookmark: _Toc84927121]Term ends
Members will be appointed for a two-year term, including an establishment phase under Council followed by transition to a formal Committee of Management, subject to governance readiness and approval.
[bookmark: _Toc84927122]Membership
[bookmark: _Toc84927123]Make-up of the Committee
The Committee will consist of 8-12 community Members.
1. Membership will aim to:
· Reflect the diversity of the Ocean Grove community;
· Include a balance of skills, experience and perspectives; and
· Support strong community representation.
1. A City officer will attend Committee meetings in a support and guidance capacity only.
[bookmark: _Toc84927124]Features of Effective Members
1. The features of an effective Committee member include:
· Show good judgement and balanced decision-making;
· Understand the role and responsibilities of governance;
· Bring relevant knowledge, experience or community perspective;
· Work collaboratively and respectfully with others;
· Demonstrate a commitment to the community;
· Communicate effectively and build positive relationships; and
· Devote sufficient time to Committee responsibilities.
[bookmark: _Toc84927125]Roles and Responsibilities of Members
1. Members are expected to perform the following roles:
· Act in the best interests of the OGNH and the broader community;
· Participate actively in meetings and discussions;
· Prepare for meetings and review materials in advance;
Contribute to decision-making and planning processes;
Participate in training and development activities and actively contribute to the Committee’s readiness to transition to a formal Committee of Management;
· Maintain confidentiality where required; and
· [bookmark: _Toc84927126]Declare and manage conflicts of interest.

Nomination of Members
1. Members will be recruited through an Expression of Interest process, based on:
· community connection; 
· skills and experience; and
diversity and representation.
[bookmark: _Toc84927127]Appointment of Members
1. Appointments will be made by the City following a panelled interview process.
1. Members are appointed for a two-year term.
[bookmark: _Toc84927129]Filling Casual Vacancies
1. Vacancies may be filled through a subsequent Expression of Interest process if required.
[bookmark: _Toc84927130][bookmark: _Hlk231458157]Chairperson
[bookmark: _Toc84927131]Appointment of the Chairperson
The Chairperson will be selected by the Committee from among its members.
[bookmark: _Toc84927132]Roles and Responsibilities of the Chairperson
The Chairperson is expected to perform the following roles:
8. Facilitate meetings;
8. Support effective and inclusive participation;
8. Ensure Meetings align with these Terms of Reference; 
8. Work with City officers to prepare agendas; and
8. Facilitate the election of office bearers into the specific roles of Deputy Chair, Treasurer and Secretary.
[bookmark: _Toc84927133]DEPUTY Chairperson
Appointment of the Deputy Chairperson
1. The Deputy Chairperson will be selected by the Committee from among its members.
Roles and Responsibilities of the Deputy Chairperson
The Deputy Chairperson will:
9. Support the Chairperson in carrying out their responsibilities;
9. Chair meetings in the absence of the Chairperson;
9. Assist in maintaining effective governance and communication within the Committee; and
9. Undertake other duties as agreed by the Committee.
TREASURER
Appointment of the Treasurer
The Treasurer will be selected by the Committee from among its members.
Roles and Responsibilities of the Treasurer
The Treasurer will:
9. Support the Committee in maintaining oversight of the financial sustainability of the Neighbourhood House;
9. Review and provide advice on financial reports, budgets and financial planning;
9. Promote sound financial management and accountability practices; 
9. Assist the Committee in understanding financial obligations and responsibilities; and
9. Work collaboratively with Council officers and, in the future, the Committee of Management on financial governance matters.
SECRETARY
Appointment of the Secretary
The Secretary will be selected by the Committee from among its members.
Roles and Responsibilities of the Secretary
The Secretary will:
9. Support the Chairperson and Committee in the effective administration of meetings;
9. Ensure meeting records and key governance documents are maintained;
9. Assist in monitoring Committee membership, terms and governance obligations; 
9. Support communication between Committee members; and
9. Promote good governance and record-keeping practices.
Meeting visitors
1. Any person may be invited to attend Meetings to give a presentation or provide information related to the Committee’s business.
1. Meeting visitors will be made aware of their responsibilities and obligations about conflicts of interest and use and disclosure of information.
[bookmark: _Toc84927134]Meetings
[bookmark: _Toc84927135]Frequency of Meetings
1. The Committee will meet monthly, and additional Meetings may be convened if required.
[bookmark: _Toc84927136]Minimum Meeting Attendees (Quorum)
1. A quorum at a Meeting will be a simple majority of Members.
[bookmark: _Toc84927137]Conflicts of Interest
1. If a Member has a conflict of interest in relation to an agenda item, this must be declared and the Member must refrain from participating in the decision-making process.
[bookmark: _Toc84927138]Misuse of Information
1. All information received by Members in the course of their work as Members is confidential and must not be shared with any party outside the Committee. 
[bookmark: _Toc84927139] Reporting
1. Meeting notes will be recorded and shared with all Members.
1. Key updates may be reported internally within the City.
1. The Committee may contribute to periodic updates on OGNH progress.
[bookmark: _Toc84927140]Secretariat
The City officer and Secretary elected to the role will provide secretariat services for the Committee during the term of transition , with these functions to be transferred to the Committee of Management upon formal transition:
The City Life Department of the City accepts responsibility for directly supporting the Committee during the term of transition. This involves convening meetings, providing all documentation, recording meeting notes and publishing the annual report to the City and the community.
[bookmark: _Hlk228802077]support and capacity building
1. Committee Members will be supported through:
· Induction and governance training;
· Ongoing guidance from the City; and
· Access to sector expertise and resources.
This support is designed to build the Committee’s capability to assume an independent governance role as the formal Committee of Management.
TRANSITION ARRANGEMENTS
1. The Committee is intended to become the future governing body of the OGNH. During the transition period:
· Committee Members will receive governance training and support;
Governance systems, policies and structures will be established; and
· Readiness for transition will be assessed in partnership with the City and DFFH.
1. The transition to a formal committee of management will occur subject to:
Demonstrated governance capability and readiness of the Committee;
· Compliance with NHCP requirements; and
· Agreement from the City and DFFH.
[bookmark: _Toc84927141][bookmark: _Hlk228802098]Review
1. These Terms of Reference will be reviewed within 6–12 months to ensure they remain appropriate to the Committee’s role and the transition progress.
[bookmark: _Toc84927142]Records
Records shall be retained for at least the periods shown below. 
Table 1: Record retention and disposal schedule
	Record
	Retention / Disposal Authority
	Retention Period
	Location

	Records relating to arranging and facilitating committee meetings.
Records of general administrative nature relating to management of committee meetings, including the preparation and circulation of minutes, use of premises where the meetings take place and travel arrangements for attendees.
	PROS 09/05 VAR 1
Retention and Disposal Authority for Records of Local Government Functions
	Temporary
	Destroy after administrative use has concluded.



—
CITY OF GREATER GEELONG
PO Box 104
Geelong VIC 3220
P: 03 5272 5272
E: contactus@geelongcity.vic.gov.au
www.geelongaustralia.com.au
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