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Terms of Reference


	Name of ERG
	· Name selected for Employee Resource Group

	




	Purpose
	· What it will do
· Set clear goals of committee – primary, secondary
· What are the desired outcomes from the group

	




	Background
	· Why is there a need for this group?
· Reason for creation
· Who is the sponsor/champion

	




	Team Composition
	· Number of members and their roles and responsibilities
· How will members be appointed? (position/representation/specialization) and by whom?
· Identification of ERG chair (rotation, set or by vote of group members)
· How will committee members be replaced (vacant positions/removal of members)

	




	Structure
	· Who does the group report to?
· Where do decisions/recommendations go?
· What are the related committees and working groups?
· What are the relationships between the ERG and other working groups?
· Map organizational structure and reporting relationships (if appropriate)

	




	Term of Membership
	· How long is the term for each member?
· How are term renewals handled?

	




	Decision-Making
	· What is the decision-making authority (who decides, recommends, approves decisions)
· Is quorum needed to make a decision?
· What is the mechanism for conflict resolution (consensus, majority, chair)?

	




	Responsibilities
	· What kind of information sharing is required?
· What information is given, at what time, to whom, and in what manner?
· What type of consultation is required with others you represent?
· Are there any confidentiality issues to be addressed?
· Who will prepare the agenda for meetings, including soliciting agenda items and how far in advance will this be done?
· Who will prepare meeting notes?
· What is the expectation for follow-up on action items?

	




	Meeting Frequency/Attendance
	· How often will the group meet?
· What are the expectations for attendance?
· Are there virtual/teleconference options for participation?
· How will the cancellation or modification of meetings be handled?
· What is the required notice of non-attendance?
· Are there expectations for a delegate to attend if a member is absent?

	




	Communication
	· When will meeting notes be circulated?
· How will the ERG provide updates between meetings?
· How will the ERG communicate milestones?

	




	Working Groups/Sub-Committees
	· Are working/sub groups required?
· How will working groups be formed to complete specific tasks?
· How will the working group report to the ERG?

	




	Terms of Reference Approval
	

__________________________       ________________
Chair (or Co-Chairs)                        Date
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