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Terms of reference template

[Insert service name]
[Insert meeting name, e.g. Food focus group meeting]
The group was established on [insert date]

Purpose of the group
[insert information]
For example:
The food focus group supports residents to have input into the menus and their dining experience. It helps give residents more choice about the food they receive. The group discusses food and dining at the service. It creates a way for older people to give the service advice, guidance and make recommendations. 

Membership
[insert information on the membership of the group, for example, number of members, who can join, who are the voting and non-voting members]

For example, 
· Membership is open to all residents who want to join.
· Membership is renewed each year.
· The group has [insert number] members, which represents [number]% of the residents.
· The membership of the group includes:
· Chair: [insert name]
· Minute-taker: [insert name]
· Members: [insert name].

Responsibilities and key activities
Responsibilities of the group include:
· [insert responsibilities, for example:
· one month before a menu review the chef brings new meals for residents to try and to consider in their menu review
· hospitality manager and chef bring menu review options to a meeting to discuss with residents 4 times a year. This happens after they have discussed the options with the service’s dietitian]. 

Key activities of the group include:
· [insert key activities, for example: 
· review menu and give recommendations
· taste new menu items
· organise special events
· look at feedback and complaints from residents and work together to find solutions
· develop resident food surveys]

Key principles and meeting rules
[insert information]
For example: 
· Every person has the right to take part.
· Every person has the right to be heard.
· Everyone can contribute directly or through another process (for example through a representative or feedback form).
· The group represents the diversity of the residents.
· We include residents with communication difficulties or cognitive impairment and have strategies to include them specific to their needs.
· Everyone can share feedback, ideas and concerns in a safe environment.
· Communication between group members will be clear, open and respectful.
· We record and action feedback, ideas and concerns and we report these back to the group and the wider resident community.

Meetings
[insert relevant information, for example, the location of meetings, frequency of meetings]

Recommendations and making decisions
[insert information on the process, for example, voting process, communicating recommendations to key decision-makers, who are the key decision-makers]
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