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 (insert name of network or group) EARLY YEARS NETWORK

TERMS OF REFERENCE

This template is designed to support an Early Years Network develop a Terms of Reference. The suggested headings and content are not intended to be prescriptive but are proposed as a guide.
(insert name) Early Years Network 
Terms of Reference 
1. Vision
Our children have a bright future with positive life outcomes. 
2. Purpose
The (insert name) Early Years Network (the Network) is established to optimise and   improve outcomes for families with children aged from pre-birth to eight years of age living within (insert community name). 

2.1 This Terms of Reference guides the roles and responsibilities of the (insert name) Early     
       Years Network.
3. Communication
The following communication strategies will be utilised to support the Network achieving its priorities. (add or remove those appropriate to your Network)
3.1 Internal communication strategies
· Promotional material from services is sent to the Secretariat for distribution amongst Network members
· Organisational flyers promoting programs and events to support children and families will be distributed to the Network by the Secretariat 

· Minutes are concise with follow up actions
· Network meetings provide opportunity for reciprocal information sharing
· Work plans will be developed to support timely delivery of projects and initiatives 
· A (insert name) Early Years Network email address will be used for communications
3.2   External communication strategies (add or remove those appropriate to your Network)
· Organisational flyers promoting programs and events to support children and families will be distributed to stakeholders by Network members 

· Distribute the Early Years Edit to individual members
· Community surveys

· Local newspaper/ radio as required
· School newsletters
· Local Government Authority website

· Community events
· Public displays – i.e. community notice boards, Community Resource Centres
· Social media
· Early Years Network email

· Forum presentations

4. Chair (OPTION: Chair to be a fixed appointment or on a meeting rotational basis)
A representative from (insert organisation) Chairs the (insert name) Early                                      
       Years Network. OR
The group is chaired on a rotating basis by a regular attendee of the Early Years Network. Support will be provided to those persons with little experience of a chairing position. The Chair for the next meeting will be selected at the end of the current meeting. Should a person chosen to Chair the group subsequently prove unable to attend a meeting it will be their responsibility to arrange a replacement from the group.
5.   Membership
5.1 Members
 Community services sector

 Local Government Authority
       Department of Education 
       Department of Health

       Department of Communities
 Early Education and Care 
 Representatives from Aboriginal and CaLD communities
 
Community members, parents or carers of children      

5.2 Proxy representatives

 Members may nominate a proxy to attend a meeting if the member’s representative is        unable to attend.

The Chair is to be informed of the substitution prior to the to the meeting. Proxies are   bound by this Terms of Reference.
5.3. Term (OPTION: Chair and Secretariat to be fixed or on a meeting rotational basis, if rotational, delete this clause)
a) The Chair and Secretariat positions will be appointed for a minimum of 12 months with a maximum of two years. After such time the Network will appoint a new Chair and Secretariat. 
b) Member representatives may be changed by the organisation during the life of the (insert name) Early Years Network.
5.4 Additional members

If the Early Years Network decides to expand its membership, the Chair will invite the additional member/s to join.

Note; members represented should be on the basis that the skills and interests compliment the outcomes of the Networks purpose.
5.5 Working Groups
From time to time the Early Years Network may form a Working Group to focus on specific projects with an agreed timeframe, to take place outside of the Early Years Network meetings, such as the development of documentation, event planning or a collective impact project. Early Years Network members may volunteer to join the Working Group and organise an additional meeting where appropriate. The project will then be presented to the group, as an agenda item, with opportunity for feedback and approval.
6. Shared Principles and Practices

Members of the Early Years Network will act in accordance with the Shared Principles and Practices detailed in Appendix 1. (You may like to use these as a guide to develop your Networks own shared principles)
7. Meetings 

 7.1 Frequency and Duration

      Meetings will be held (insert how often), but more frequently if required.
7.2 Venue

       Early Years Network meetings to be held at a location determined by the Network.
7.3 Agendas

Agenda items should be presented via the Chairperson at least five (5) days prior to the meeting. Agendas will be distributed to members three (3) days prior to each meeting. The Chair will prepare the agenda for the meeting.
7.4 Secretariat
The Secretariat is responsible for recording and distributing the Minutes of meetings and supporting the operations of the Network.
Draft minutes are to be distributed to members at least 5 days prior to the next meeting.
A file is created to store and retain all documents of the Network including Minutes, agendas, membership contact details, Terms of Reference and Strategic/Action Plans. 

7.5 Minutes

Meeting minutes of key issues and agreed actions will be kept by meeting attendees.
Minute edits are to be tabled at the next Network meeting.
8. Decision Making
Decision making will focus on consensus building. The Network does not have binding control of member’s activities or funding, but members are encouraged to utilise the coordinating environment provided by the Network to achieve outcomes in collaboration.

9. Adoption and amendment of the Terms of Reference
           The Terms of Reference shall be altered only with the approval of the (insert name) Early Years Network. The (insert name) Early Years Network endorsed these Terms of Reference on (insert date). The Terms of Reference should be reviewed annually to remain consistent with the priorities of the Network.
Subsequent revision dates: Circumstances can change over time and it is necessary to review the Terms of Reference. It is best practice to schedule a review at least once a year to make sure you are still on track (e.g. add this to the Agenda of the first meeting of each year)
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Appendix 1 Shared Principles and Practices

Principles

· A commitment to improving early years outcomes and AEDC vulnerabilities for children living in (insert the name of the community) by being pro-active and action driven.
· Respect for the contribution of families and the local community in improving early years outcomes.

· Community engagement and circumstances shape our actions. 
· Priorities of the Network align and support the local priorities of the District Leadership Group (name relevant community plans/strategies relating to children and families here).
· A commitment to collaborate and co-ordinate service delivery to improve effectiveness of being responsive to the needs of children and families living within (insert the name of the community).
· An Early Years Network based on mutual respect and trust, with openness and transparency to better respond to the needs of children and families.

Practices 

· Focus on reducing developmental vulnerabilities in children in the early years reflective of the 2021 Australian Early Development Census (AEDC) results.

· Undertake community consultation to inform the work we do.
· Provide accessible and responsive support services to children and families where and when they need them.
· Analyse who is delivering what service, where and how to avoid duplication and identify gaps.

· Collaborate and work in partnership.
· Share information and knowledge, resources and program material.

· Combine professional development opportunities where possible and appropriate. 

Appendix 2 (insert name) Early Years Network Background
· Early Years Networks (EYN’s) have existed in Western Australia since 2003. The first Early Years Networks were established as part of the Western Australian government’s Early Years Strategy that supported better outcomes for families with children aged from birth to eight years. 

· EYN’s are place based and play an important role in connecting community by working collaboratively to develop and implement initiatives and activities aimed at improving outcomes for young children and families. 

· EYN’s provide a strong platform to build collaborative practices between communities, government and non-government agencies to respond to evidence-based information about children living in local communities using tools, such as the Australian Early Development Census (AEDC).

Appendix 3 (insert community) 2021 Australian Early Development Census Results (insert AEDC infographic below)
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