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TERMS OF REFERENCE Example 2
XXX Early Years Network 
1. VISION

The XXX Early Years Network envisions a community that works together to benefit the life outcomes of children through the following guiding principles: 
· Prioritising child development in the early years. 
· Fostering the development of all children (0-8 years) through promotion and engagement in early years’ strategies, with 0-5 year olds being a priority target. 
· Supporting parents and carers to raise their children through: 

· Open communication channels and collaboration between agencies, community groups and individual community members.

· The provision of accessible and appropriate services, facilities and environments. 

· Engagement of all parents in services and activities which will promote optimal child development, particularly from high risk groups.

· Ongoing support provided to existing programs and development of new programs which promote the development of children.  

· Existence of a representative body to advocate for issues which affect Early Years in XXX.

2. PURPOSE

The purpose of this Network is to operate a sustainable, collaborative model which works to build the capacity of all families in XXX to achieve optimal development outcomes for young children (0-5 years) - according to the AEDC domains (physical health and wellbeing; social competence; emotional maturity; language and cognitive skills; and communication skills and general knowledge). This will be done through: 

· The sharing of information and knowledge relating to early years programs and ideas between agencies, community groups and individual community members.
· Enabling the sharing of key contacts, resources and program material.

· Developing working relationships through regular meetings and implementation of a XXX Early Years Network action plan.

· Facilitating a coordinated approach to Child Development in XXX.
· Combining professional development opportunities where possible and appropriate. 

3. COMMUNICATION STRATEGIES OF THE XXX EARLY YEARS NETWORK
3.1
Internal communication strategies

Provide appropriate methods of communication between the XXX Early Years Network members including:

· Bi-monthly meetings. 

· Distribution of XXXEYN minutes via email.

· Providing an opportunity for all XXXEYN participants to table issues and/or ideas regarding the early years.

· Development of an email network.
· Other incidental communication – email, telephone calls, meetings to implement strategies of the XXXEYN Action Plan.

3.2 External communication (marketing/promotion) strategies
Provide appropriate methods for XXX Early Years Network to communicate with the community including:

· Newspaper/ Radio as required.
· Public displays – i.e. community notice boards.
· Other marketing strategies as deemed appropriate.
· Social media. 
4. OPERATIONAL GUIDELINES

4.1
Chair
Staff members from XXXX will Chair for the XXXX year and then review. OR
Members will rotate the responsibility for chairing the meetings, with the Chair for the next meeting chosen at the conclusion of the current meeting.
4.2 Members

Invited membership of the XXXEYN will include:

· Community representatives
· Consumers

· Schools 

· XXX Primary School

· XXX Primary School
· XXX Child Care

· Department of Communities
· XXX Primary Health Service Child Development Team

· Shire of XXX
· XXX Mental Health Service

· XXX Network

· Community Resource Centre 

· Other relevant representatives or experts to join the group in accordance with meeting plans and agendas.


As this is a network rather than a committee, no fixed quorum is required.
4.3 Meetings 

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.
Minutes

The minutes of the meeting are circulated within two (2) weeks after the meeting to all XXXEYN members. The role of taking the minutes will be shared by members of the network according to an annual roster using the minute template.
Frequency and Duration

The XXXEYN will meet bi-monthly. Meetings will be held in the XXX Conference Room and telephone / video teleconference facilities will be available.
            Cancellation or additional meeting
Cancellation:
Members will be given appropriate notice if a meeting is cancelled or postponed by other members.

Additional meetings can be called by members as business dictates - members must be given appropriate notice of additional meetings.

Proxies

Members are able to choose a proxy if they are unable to attend.
4. EVALUATION

The XXXEYN will conduct an annual review of its performance. Subsequent AEDC (Australian Early Development Census) results, action plan reporting and other appropriate evaluation methods may be utilised to deem network progress.
5. ADOPTION AND AMENDMENT OF TERMS OF REFERENCE

The Terms of Reference shall be altered only with the approval of the XXX Early Years Network. The XXX Early Years Network endorsed these Terms of Reference on XX/XX/XXXX. Terms of Reference will be reviewed in XXXX.
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