


Attraction and Retention Committee
TERMS OF REFERENCE TEMPLATE

Purpose 
Craft a concise statement of the committee's primary purpose and objectives.

Accountability
Identify who the Committee is accountable to, whether they are decision making or advisory in nature, and reporting requirements.

Partnership Pentagram Plus Representation
The committee shall include representation from all five key stakeholder groups of the Partnership Pentagram Plus framework. Ensure you specify the number of representatives, who they represent and expected qualifications and roles.

· Health Professionals (Physicians, nurses and allied health professionals)
· Policy Makers (Local government, MLA, or MP)
· Health Managers (Local health centre/hospital manager or designate)
· Academic Institutions (School district, college or university representatives)
· Community Members (Members-at-large or community group representatives)
· Linked Sectors: (Representatives from business, industry and not-for-profit organizations)

Governance
Identify key governance positions for your Committee including the selection process and responsibilities. Add or combine positions as needed but ensure you have a sufficient level of accountability (e.g., one persona cannot be Chair, Vice Chair, Secretary, etc.).
· Chair: convenes and facilitates Committee meetings
· Vice-Chair: convenes and facilitates meetings when Chair is absent
· Secretary: manages agenda, meeting schedule, documents and minutes

Terms of Appointment
Include the duration of appointments, the renewal or nomination process and whether you want staggered terms to enable overlap of incoming nad outgoing members. 

Meetings
· Frequency and Schedule: specify how often the Committee meetings and whether it follows a set schedule.
· Decision-Making Process: decide whether you will make decisions by majority vote or consensus. 
· Consensus: If the Committee prefers a consensus-based decision-making process, ensure that all members participate equally with the aim of achieving overall agreement on the course of action to be followed. Consensus means that Committee members may not necessarily agree with the action taken but can live with it. If a Committee fails to achieve consensus it may choose to defer the decision to another meeting or to consider other options that may lead to consensus.
· Voting: A Committee may choose to adopt more formalized voting on decisions. Generally voting is conducted by simple majority (50% +1) or it may choose to require larger majorities for specific issues. Voting requires a quorum.
· Quorum: Committees choosing to use voting will need establish the minimum number of members required to reach quorum. Typically this will include the Chair, Vice Chair and 50% of the remaining Partnership Pentagram Plus partners.


INCLUSION AND EQUITY PRINCIPLES
Identify specific approaches the Committee will take to ensure diverse voices are heard, how to ensure all Committee members have a chance to speak at meetings, alternative meeting formats (e.g., respect people with differences) and how you will promote cultural safety and Indigenous reconciliation.

COMMUNICATION
· Internal Communication: state how and when will meeting and other Committee documents and communications be distributed. State expectations for meeting preparation.
· External Communication: establish ground rules for communicating the Committee’s work to external stakeholders, government and media including who will speak for the Committee.

RESOURCES AND SUPPORT
Identify the administrative support required to support the Committee, and allocate a budget, if applicable. 

11. EVALUATION AND REVIEW
Decide how often the terms of reference will be reviewed and the process for evaluating Committee effectiveness. Consider potential metrics for evaluating inclusive practices.

12. CONFIDENTIALITY AND CONFLICT OF INTEREST
State your expectations for confidentiality and conflict of interest disclosures.

APPROVAL
· Approved by: (Chair)
· Date: [Date of approval] 
· Next review date: [Date]

APPENDICES
List any relevant appendices, such as code of conduct, relevant policies, etc.
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