Research Impact and Innovation Committee:
[Sub-committee/Short life working group]: [topic area]

Terms of reference

This document must be co-written, and co-owned, by the Chair and the Academic Lead of the entity. 

All efforts should be made to make the document as succinct as possible, whilst following the guidance provided in italics. 

The document should use language that is accessible, and presumes no specialist knowledge.

	Remit and purpose of entity

Describe the need for the entity, and its remit.

Describe what value is added by the existence of this specific entity with this specific remit, noting:
· any other entities operating in a similar area, and/or 
· any other entities with which this entity will interact, and 
· what the nature of those interactions will be

By default, decisions will be made by reaching consensus, and if that fails, by majority vote.

In undertaking its activities, the entity must proactively give due regard to wider dimensions of the issues within its remit and engage relevant staff/reps as required. 


	


	Reserved powers

Describe the specific elements of its remit for which this entity is the decision maker, i.e. as opposed to formulating proposals that are presented to other entities or persons which then act as decision-maker.

Consider explicitly noting what is not a reserved power, if there are any foreseeable misunderstandings.


	


	Category

· Sub-committee (3 year)
· Short life working group (1 year)
Indicate which of these two categories the entity would fall into.


	


	Name of entity

Provide a name that is as short as possible, whilst giving a clear sense of the remit of the entity.
The category should be included in the name, e.g. Sub-committee on X.


	






	Name and Job Title of Chair

This individual must be selected/approved by the Director of the Professional Services Unit that leads on the operational area most closely related to the remit of the entity. This person must be content to discharge the responsibilities detailed in the Chair Role Description.


	



	Name and Job Title of Academic Lead

This individual would normally be a member of Research, Impact and Innovation Committee. This person must be content to discharge the responsibilities detailed in the Academic Lead Role Description.


	Short (1 paragraph) statement from Academic Lead stating their suitability for this position (e.g. their experience/expertise/passion/interest in matters related to the remit of the entity):




	Meeting frequency
The Chair and the Academic Lead can decide when meetings are required, in response to business demands and available resources, rather than being bound to a fixed meeting frequency, and are encouraged to be as flexible, and thus efficient, as possible in the use of their, and members’, time. The format of meetings (in-person, online or hybrid) should aim for flexibility and efficiency.   

Select one of the following:
· Ad hoc
· Fixed
· Quasi-fixed


	If fixed or quasi-fixed, please provide the rationale for this choice:




	Core membership

This should list the minimum number and nature (disciplines, career stages and any other characteristics will need to be represented) of academic representatives, and the minimal set/number of ex officio Professional Services role holders needed to discharge the remit and reserved powers: avoiding overburden on individuals with key roles or characteristics who may be asked to participate in numerous entities. The rationale for the membership must be thus explained. The Chair and Academic Lead are always core members.


	
· Chair
· Academic Lead
· 












	Process used for recruiting representative members, and periods of office for those members

Members whose membership is not a requirement of their role, (i.e. members who are not ‘ex officio’) must be recruited using a process informed by high-level discussions with the EDI team. The maximum period of office is 3 years for a sub-committee, and 1 year for a short life working group: this is because the entity may disband at this point, or continue, at which point the membership can be extended or refreshed, as agreed by RIIC.

Whilst the process must be ‘open’ (i.e. advertised publicly), it is acceptable, and even expected, that the recruitment process will require applicants to demonstrate interest/experience/expertise in the relevant topic, and an appropriate degree of commitment to the work of the group, to be assessed by the Chair and Academic Lead.

Phased demitting of members, and brief periods of overlapping handover between outgoing and incoming members, are strongly encouraged. 


	
Please describe the recruitment process



Please note the period of office for representative members








Chair role description

This role description should be the same for all entities underneath RIIC, and should only be adjusted for a specific entity in exceptional circumstances, following discussion with the VPRCI.

· [bookmark: _Hlk158194073]Is a member of Professional Services staff, selected and/or approved by the Director of the Professional Services Unit that leads on the area within the Remit.
· Responsible for ensuring that:
· An Academic Lead is recruited, ideally someone who is a member of, or attends, RIIC
· The following are written, with co-development and ownership by the Academic Lead:
· Terms of Reference, including deciding on reserved powers, meeting frequency, core membership, and member recruitment process.
· Member Role Descriptor.
· Member Advert.
· Pro-active horizon scanning is undertaken from within their Professional Services unit on matters relating to the remit and purpose, ensuring the input of others outwith the Unit as required.
· The production of papers, reports and action plans is undertaken, led and/or coordinated from within their Professional Services Unit, ensuring the input of others outwith the Unit as required.
· The action plan is updated and presented to each meeting of RIIC
· Ongoing secretariat function is provided from within their Professional Services unit, including organising meetings in line with the terms of reference and joint decisions of the Chair and Academic Lead, and operating the member recruitment process as and when required.
· The continued existence and Terms of Reference of the entity is reviewed, at the very least in line with the approval from RIIC (i.e. after 1 or 3 years of operation), but also on an ongoing basis: entities are strongly encouraged to emerge, disband, merge or split as and when needs change, irrespective of the next formal review point with RIIC.
· With the Academic Lead, co-opts members beyond the core membership - whether permanently or for a certain amount of meetings.
· Attends and chairs meetings, ensuring that decisions are reached in line with the process described in the Terms of Reference.
· Attends meetings (most notably RIIC) to which proposals of the group are being presented, and co-presents (and co-owns) those proposals with the Academic Lead.
· Attends meetings, and is an active member, of the Sub Committee on Research Culture Coordination.
· Co-ordinates completion of actions detailed in the action plan, and in doing so, ensures completion of relevant statutory processes (e.g. EIAs, DPIAs etc): to ensure this, Chairs are encouraged to meet with institutional leads on these areas, e.g. on EDI. 



Academic lead role description

This role description should be the same for all entities underneath RIIC, and should only be adjusted for a specific entity in exceptional circumstances, following discussion with the VPRCI.

· Takes decisions on the following with the Chair, and co-owns those decisions:
· Terms of Reference, including deciding on reserved powers, meeting frequency, core membership, and member recruitment process.
· Member Role Descriptor.
· Member Advert.
· Reviewing the continued existence and Terms of Reference of the entity, at the very least in line with the approval from RIIC (i.e. after 1 or 3 years of operation), but also on an ongoing basis: entities are strongly encouraged to emerge, disband, merge or split as and when needs change, irrespective of the next formal review point with RIIC.
· Involved in the operation of the member recruitment process as required, for example assisting in the advertising of roles, and any decision-making required within the process.
· With the Chair, co-opts members beyond the core membership - whether permanently or for a certain amount of meetings.
· Actively participates in the production of proposals, reports and action plans.
· Attends meetings.
· Chairs meetings when the Chair is unable due to absence or a conflict of interest, ensuring that decisions are reached in line with the process described in the Terms of Reference.
· Attends meetings (most notably RIIC) to which proposals of the group are being presented, and co-presents (and co-owns) those proposals with the Chair.
· Attends meetings, and is an active member, of the Sub Committee on Research Culture Coordination.




Representative member role descriptor

This role description should be co-developed between the Chair and Academic Lead. 
The content below is the bare minimum and should not be adjusted or removed, but can be added to.

· Demonstrates clear interest and enthusiasm regarding, and experience of, the matters in the remit and purpose section of the Terms of Reference.
· Attends, and actively contributes to, meetings, including actively engaging with the papers circulated ahead of meetings.
· Actively participates in decision-making in relation to exercising the ‘reserved powers’ defined in the Terms of Reference, and the development of proposals produced for presentation elsewhere.
· Actively participates in the production of proposals, reports and action plans, as required, including consulting with peers whom they represent.




Member advert 

The text of the advert should be included below. It should 
· indicate the channels of communication that will be used to circulate it
· link to or append the Remit of the entity, and the member role description. 
· be in the names of the Chair and Academic Lead
· outline the application process and deadlines/timelines 






Action plan template
The entity must create and maintain an Action Plan that clearly relates to its remit, an updated version of which must be presented to each meeting of RIIC by both the Chair and Academic Lead. The following template will be created in Excel.

	Action
	Priority
(Low-Medium-High)
	RAG status
	Status
(Short narrative description)

	Owner
(Role/Name)
	Delivery vehicle
(BAU/project/Unit or School plan)
	Timescale
	Dependencies 
(e.g. resources, other processes or activities)
	Relation to other strategies/action plans
	Equality Impact

	
Over-arching theme (‘objective’)


	Specific actions
	
	
	
	
	
	
	
	
	

	
Over-arching theme (‘objective’)


	Specific actions
	
	
	
	
	
	
	
	
	

	
Over-arching theme (‘objective’)


	Specific actions
	
	
	
	
	
	
	
	
	







