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<DOCUMENT REFERENCE>

<NAME OF COMMITTEE>

<ACADEMIC YEAR>
1. Summary of Purpose
1.1. .

2. Frequency of Meetings

2.1. .

3. Duties and Responsibilities

3.1. ;

3.2. ;

3.3. ;

3.4. ;

a) ;

b) ;

c) ;

3.5. ;

3.6. ;.

4. Authority

4.1. .
5. Quoracy

5.1. .

6. Membership
	
	Category
	Name
	Status

	1
	Chair: <job title>
	<name>
	ex-officio

	
	
	
	

	
	
	
	

	2
	<job title>
	<name>
	ex-officio

	
	
	
	

	3
	<job title>
	<name>
	ex-officio

	
	
	
	

	
	
	<name>
	ex-officio

	
	
	
	

	
	
	<name>
	ex-officio

	
	
	
	

	
	
	<name>
	ex-officio

	
	
	
	

	4
	<x number of members elected from and by the YYY group of staff>
	<name>

<name>

<name>


	<x number of years term until DD.MM.YY>

<x number of years term until DD.MM.YY>

<x number of years term until DD.MM.YY>

	
	
	
	

	5
	<x number of job titles/group of staff nominated by the committee>
	<name>
	<x number of years term until DD.MM.YY>

	
	
	
	

	6
	Student representative
	<name>
	<one-year term until DD.MM.YY>

	
	
	
	

	7
	The <job title> for <particular> area of business or function>
	<name>
	Co-opted

	
	
	
	

	8
	Secretary: <job title>
	<name>
	In attendance


Approved: <DATE OF MEETING AT WHICH APPROVED>

Updated: <DATE OF MEETING AT WHICH UPDATES APPROVED>

� Terms of reference and membership should be received and confirmed by the committee (and subsequently by the parent committee, if applicable) at the start of each academic year. 


� Section 4 should indicate the committee/board to which this committee/group is accountable, and how it reports to the parent committee (e.g. through the submission of minutes, an annual report, etc).  If the committee has any sub-committees reporting to it, these should also be listed in section 4. 





1 of 2
2 of 2

