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SECTION 1 - INTRODUCTION
PURPOSE

The purpose of this document is to set out the terms of reference, composition and operating arrangements of the <Name of Committee.

<If the committee was previously known under another name, provide a brief description of the change and when the change occurred.  For example “The committee was previously known as the Degree and Diploma Review Committee. At its meeting on 2 August 2000, the Academic Board agreed that the committee be renamed the Course Performance Review Committee.  At its meeting of 28 November 2001, Academic Board agreed that the committee be renamed the Academic Programs Quality Committee.”>

DEFINITIONS

<OPTIONAL – include an explanation of terms and abbreviations used within the policy and procedure.  Some words are already defined within the University – check the Glossary of Terms for Policies and Procedures – those definitions should be used here.>
	Word/Term
	Definition

	XXXXXXXXX
	XXXXXXXXX


GOVERNING BODY
<MANDATORY – insert the Swinburne body that this Committee reports to>

<This committee is a standing committee of Council/an advisory group to the Vice-Chancellor>

SECTION 2 - PROCEDURE
1. RESPONSIBILITY

<MANDATORY – Provide a brief summary of the responsibilities, purpose and powers of the committee, followed by any further detail (under numbered headings) that is needed>.

The <Name of Committee> (“the Committee”) has been established to <eg. provide advice and recommendations to the Vice Chancellor for policy development and management in respect of the management of University-wide resources particularly to the executive management, academic affairs and significant issues of the University>. 
2. COMPOSITION

2.1 Membership

<MANDATORY - List of members.  Indicate if they are elected or appointed or ex officio.  If elected, indicate the eligibility of members and how voting will be conducted.  Terms of office should be clearly stated.>

	Name
	Type of Appointment
	Term of Office

	
	
	


2.2 Chair

<MANDATORY - State how the Chair will be appointed (eg, election, appointment, ex officio).  If elected, indicate the eligibility for election as Chair and who is eligible to vote for the Chair and how voting will be conducted.  Include a statement of expected duties to be performed by the Chair, together with term of office.>
2.2.1 Duties 

XXXXXXXXXX

2.2.2 Term of Office


XXXXXXXXXX

2.2.3 Method of Appointment


XXXXXXXXXX

2.3 Secretary 

< Delete this section if not applicable.  If applicable, state how the Secretary will be appointed (eg, election, appointment, ex officio).  If elected, indicate the eligibility for election as Secretary and who is eligible to vote for the Secretary and how voting will be conducted.  Include a statement of expected duties to be performed by the Secretary, together with term of office.>

2.3.1 Duties 

XXXXXXXXXX

2.3.2 Term of Office


XXXXXXXXXX

2.3.3 Method of Appointment


XXXXXXXXXX

3. OPERATING PROCEDURES

3.1 Quorum

<Indicate the number of members required for decision-making.>
XXXXXXXXXXXXXXXXX
3.2 Meetings

The Committee will meet <timing and frequency of meetings>.  

<Amend as appropriate>

Where practicable, the agenda together with reports and documents that relate to the Committee will be forwarded to members in sufficient time to enable consideration prior to meetings.

<Amend as appropriate>

Accurate minutes will be kept of each meeting of the Committee.  The minutes of a meeting shall be submitted to committee members for ratification at the next subsequent meeting of the Committee.  

3.3 Reports

<If appropriate, indicate the nature and timing of reports the Committee is to receive and provide.  If none, state ‘None’.>
XXXXXXXXXXXXXXXXX
3.4 Evaluation and Review

<Describe the process for annual evaluation of the performance of the Committee.>

<Describe the process for reviewing the committee terms of reference at the end of the review period.>
4. RELATED MATERIAL
<OPTIONAL – insert details of related material such as Statutes, Regulations, Policies or Procedures that directly relate to this Committee’s composition or operations>
	Name
	Location
	Document Type

	XXXXXXXXXX
	
	


SECTION 3 - GOVERNANCE
RESPONSIBILITY

	Policy Owner
	<The person with overarching responsibility for ensuring the Terms of Reference is implemented, progress is monitored and reviewed>

XXXXXXXXXX


VERSION CONTROL AND CHANGE HISTORY

	Version Number
	Approval Date
	Approved by
	Amendment

	XXXX
	XXXXXXXXXX
	XXXXXXXXXX
	<Enter a statement summarising any revisions to the previous version including any Terms of Reference, policies or procedures rescinded or replaced by this version>
XXXXXXXXXX
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Please Note:  Printing this document may make it obsolete.

For the latest version of this policy always check the Policy
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