
Terms of Reference (Template)
The Terms of Reference should be completed by the co-production group once it is in place.  It will contain important information about the group, such as its purpose, different roles, how often you will meet, and how you will work through any differences. It is worth spending time on this because what you agree at the outset will help you to stay on track.  
Try to use simple and clear language.
1. Name of the group:
[Insert name of the group]
2. Why does this group exist?
[insert reasons]

For example: “to bring together partners, parent carers, young people, and services to co-design improvements to……....”
3. What our group wants to achieve (aims)
[insert the overall purpose and specific aims of the group]
For example:
· To co-produce the….
· To ensure lived experience shapes…
· To improve the…….
· To identify areas of improvement…
4. How long this agreement lasts
[Insert the agreed timeframe] 
For example:
· “This agreement starts on: [insert date]
· “It will end on: [insert date]
Or
It will carry on until the group decides to end it. 
5. Group agreement
Worcestershire follows the four cornerstones approach. As a group we will agree to try to implement these where possible.   
Welcome and Care
· Lived experience is heard, respected and valued
· Environments feel emotionally and physically safe and secure for all participants
· Expectations are communicated early and with clarity
· Projects begin with an open mind
Value and Include
· Inclusive methods are used so everyone can take part
· Recognition and appreciate of everyone’s involvement
· Creative and flexible
· Developing skills and confidence
Communication
· Communication is inclusive
· Communication is accessible 
· Feedback mechanisms are actively used e.g. you said, we did
· Mutual Understanding 
Working in Partnership
· Decisions are made collectively
· Reasonable notice is provided for all commitments 
· Support, learning and training
· Accountability
6. Who is in the Group:
[Insert the details of members of the group and who they represent] 
The group should include a mix of people where appropriate, for example:
· Parent carers
· Young people
· Local authority
· Health partners
· Education settings
· Voluntary and community sector
· Specialist groups (as relevant)
	Name
	Organisation
	Contact details 
	Skills/ Strengths

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




7. What can the group decide?
The group can make decisions about:
[insert what the group can decide]
8. Meetings 
Who leads the meetings:
All meetings will be chaired and organised by [insert name and role] and [insert name and role] (can be one chair or co-chaired as decided by group. Different stakeholders?)
Decision Making:
· We try to agree as a group
· If we cannot all agree, the chair will help make the final decision
Who takes notes:
Notes and agendas will be written by [insert name and role] including, 
· Sharing agendas and supporting papers
· Preparing and sharing meeting notes/minutes
When and where we meet:
Meetings will take place:
· We meet: [insert frequency, e.g. monthly]
· Meetings last: [Insert typical duration]
· Meetings happen: [Insert location or online platform]
Contributions to project
If some people are not able to join or share ideas in meetings, we will find another way for them to take part (e.g. share their views by message or online call)
· Contribution routes: [write in how contributions will be collected and how they will be included in decision making etc]
Meeting papers will be shared [insert number of days] before the meeting, in accessible formats.
9. Visitors 
Sometimes other people with different expertise or experience may come to the meeting if the group agrees. 
10.  Changing this agreement
Everyone in the group will get a copy of this document. We can change it if the group agrees.
11. Checking our impact
All participants in the group will be given a tool at the start of the project to map the co-production effectiveness throughout the project. 
We will score the quality of co-production by [write in how the participants want to score the project, for example a scoring checklist for each meeting OR discuss each cornerstone at the end of the meeting OR use the Participants log]
We will use the [write in the chosen framework that participants want to use]
This will help shape and improve future co-production projects and provide evidence of how co-production has informed, influenced and shaped services and plans.  
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