Terms of Reference


East Midlands Regional Infrastructure Consortium

TERMS OF REFERENCE

1. Context

The East Midlands Regional Infrastructure Consortium exists to bring together regional third sector infrastructure bodies to collaborate in order to advance regional infrastructure for the benefit of diverse frontline organisations.

The East Midlands Regional Infrastructure Consortium (EMRIC) is one element of a developing third sector regional structure; creating a vehicle for effective communication and influence within the East Midlands and at national level.

The body which is charged with facilitating and supporting this structure is One East Midlands (One EM) and this organisation acts as the channel through which information flows and is managed.

One East Midlands is also a member of East Midlands Regional Infrastructure Consortium.

Within the structure and alongside One EM, sit three independent but linked fora, which all provide an arena for different elements of the third sector to engage in policy debate and development.  Those three bodies are –

· The Partnership – an assembly of front-line third sector organisations, infrastructure organisations, policy makers and funders

· East Midlands Infrastructure Steering Group – a forum for sub-regional infrastructure representatives and funders

· East Midlands Regional Infrastructure Consortium – a forum for regional infrastructure organisations

These terms of reference provide the framework for the effective operation of EMRIC.

2. Vision

Through good co-ordination and collaboration, EMRIC aims to create effective regional infrastructure support for the ultimate benefit of front-line third sector organisations across the region. 

3. Purpose 

Drawing on knowledge of their individual organisations’ members/constituencies, EMRIC members will work collaboratively to identify opportunities to influence and develop policy and services for the benefit of front-line organisations across the region. 

4. Aims

1. To enable and facilitate regional infrastructure collaboration and communication

2. To add value at local, sub-regional, regional and national level

3. To co-ordinate and support effective infrastructure delivery at regional level 

5.   Examples of Activity

· Sharing information and good practice

· Rolling out activities at a regional level

· Working collaboratively to deliver efficiencies and develop plans and activities for the benefit of the region

· Identifying issues with a regional impact

· Providing regional steer on local issues

· Strategic engagement with the public sector/investors

6.
Structure

EMRIC is an independent non-constituted partnership.  Its Accountable Body is One EM  

7.
Membership 

The consortium is open to any regional third sector infrastructure organisation or

formal region-wide network, working throughout the East Midlands with a regional infrastructure remit and to any national organisation working with a regional remit. 

There is no limit set on numbers of members.  

The membership majority is drawn from the VCS and Social Enterprise Sector, who perform an infrastructure role with a clear responsibility and route to front line organisations. 

The consortium will actively seek membership from the diversity of third sector infrastructure organisations in the region. 

Nominated deputies are permitted to attend meetings.

Regional funders, other public sector partners, and sub-regional infrastructure consortia can be invited by EMRIC to attend meetings as participating observers in relation to specific issues of shared concern. 
A Chair can either be elected by Consortium members from within the group or they may decide to appoint an independent Chair.  See election/appointment process at Appendix E.  
8.  Meetings

Meetings will take place at a minimum every 8 weeks.   The location and timings of the meetings are to be reviewed on an ongoing basis to meet the needs of the membership.  Dates for meetings are agreed in advance.  

The meetings will be serviced by One EM or by an individual or organisation commissioned by One EM.

9.  Quorum

The quorum for meetings is one third of the membership or 6 organisations, whichever is the smaller.

10.  Decision making

Decision-making is by consensus.  Where agreement cannot be reached, a vote may take place.  Each member organisation or network is allocated one vote. Decisions taken by vote must always be supported by a minimum of 6 members.

For lesser decisions (which will be identified by the Chair as ‘lesser decisions’) ratification will be sought by email with a response requested within 48 hours/2 working days.  

11.   Conflicts of interest

Any member of EMRIC whose organisation has a financial interest in a matter under discussion should declare the nature of his/her interest and withdraw from the room.  

If a member has any interest in a matter under discussion that may create a real danger of bias (i.e. the outcome of the recommendation affects him/her more than the generality), s/he should declare the nature of the interest and withdraw from the room when final decisions are made.

If a member has any other interest which does not create a real danger of bias but which might reasonably cause others to think that it could influence their recommendation, s/he should declare the nature of the interest but may remain in the room, participate in the discussion and vote.

Conflicts of interest will be a standard agenda item on every meeting.  

12. Conflict Resolution

It is anticipated that most conflicts or disputes will be resolved between the members concerned.  However, if a formal procedure is necessary the Chair will oversee the procedure at Appendix C

13. Commissioning Process

If it is necessary for EMRIC to become involved in commissioning work the procedure at Appendix F will be followed

14. Financial Management and Reporting

. 
EMRIC is not an organisation in it’s own right and therefore requires another constituted organisation to act as accountable body for any monies received.  At present this is One EM, but this arrangement will be reviewed regularly.

EMRIC recognises the joint liability of all members for funding received by the accountable body on behalf of EMRIC.

A clearly agreed audit trail is essential to the transparency of EMRIC’s working arrangements for managing its funds.

     Appendix G – Financial Management and Reporting Procedure

15 Review
The terms of reference will be reviewed annually. This process will involve the Chair of EMRIC and should include a review of the relationship with the Accountable Body.

Appendices 

Appendix A - Diversity Statement

As the body which aims to improve the quality of regional infrastructure provision across the East Midlands, EMRIC members are committed to promoting equality, valuing diversity and combating unfair treatment. Equality of opportunity and freedom from discrimination is a fundamental right and EMRIC members will demonstrate leadership and commitment in promoting this right in strategy, policy, projects and membership. 

Appendix B - Description of operational approaches
Member Application Process

Assuming the organisation that wishes to join EMRIC has made contact with the Consortium coordinator, the main stages of the application process are:

1. Acknowledge – Send the membership form that collects the appropriate information on the potential organisation and information on the membership process. 

2. Check – Ensure the criteria for membership is met and all supporting information is submitted i.e. completed membership form and copies of the organisation’s Memorandum and Articles of Association. 

3. Decision – Completed membership applications are submitted to a full EMRIC meeting for acceptance of organisation to the Consortium. 

4. Agreement – The decision is sent to the organisation requesting formal acceptance of role and responsibilities. 

5. Add Member – Send supporting information on EMRIC business, previous meeting minutes, meeting dates and schedule induction. Add contact details of new member onto the mailing lists and any email lists. 

Roles and Responsibilities of Members

Members of EMRIC shall agree to undertake the following roles and responsibilities: 

1. To have completed a membership form. 

2. To represent the interests of his/her organisation or network.

3. To participate pro-actively in the group. 

4. To work to improve third sector infrastructure at regional level.

5. To communicate regular EMRIC information to their members/constituencies through newsletters, emails or holding events.
Presence at full EMRIC meetings will not be paid, unless the organisation has no paid staff, in which case an attendance allowance of £15 per hour plus travel expenses can be claimed
.  All cheques will be written out to the organisation
Role and Responsibilities of the Accountable Body 

One EM will act as the Accountable Body for EMRIC, although this role will be reviewed regularly.  The Accountable Body will take responsibility for - 

1. Driving through action agreed at meetings.

2. Representing the views of EMRIC when requested to do so.

3. Organising and administering regular meetings.

4. Developing budgets and managing the financial resources of EMRIC – this to be a standing item for discussion with EMRIC members at every meeting 

5. Monitoring and reporting to Capacity Builders information on financial management and progress of delivery.

6. Working with EMRIC members to develop and implement a performance management framework for the Consortium.

7. Ensuring regular and effective communication between members and between EMRIC and other key regional networks and fora.

8. From time to time requesting evidence of feedback being communicated by members to their constituency. 

The above services will be paid from Consortium Development Grant funding, funded by Capacitybuilders. 

Role and Responsibilities of Sub-groups

EMRIC may set up task groups to progress areas of work more efficiently between meetings.  

Task groups will have between 4-6 consortium members.  Their role is to progress their area of work and make formal recommendations to full EMRIC meetings for approval.  The quorum for task groups is 3.

Members will be remunerated at £35 per hour plus expenses for participation on sub-groups established to take work forward
. All cheques will be written out to the organisation.

Relationship with East Midlands Infrastructure Steering Group 

Two members from EMRIC will be nominated to represent the Regional Consortium’s interests on the East Midlands Infrastructure Steering Group. 

 This will be reviewed annually. 

Members will be remunerated at £35 per hour plus travel expenses for representing the consortium at meetings. All cheques will be written out to the organisation
.

Relationship with One EM 

Four members of One EM’s regional college will be nominated to represent regional interests on the One-EM Board.  The election nomination process and feedback from elected representatives will be coordinated through EMRIC.
This will be reviewed annually.

Members of EMRIC will not be remunerated for representation onto the One EM Board at this stage. 
Appendix C - Conflict Resolution

Informal

Stage 1

Differences between members are resolved by first raising the issue directly with the other member(s) concerned. 

Stage 2

If protagonists cannot resolve the problem between themselves either party or other members aware of the conflict may invite the Chair to seek to reconcile them.  Members must comply with a request to meet with the Chair in this way and are encouraged to accept the guidance of the Chair.  

If this does not deliver a solution the Chair will offer the parties the opportunity to use formal procedures.

Formal

Stage 3

The purpose of this stage is to resolve the issues between the parties concerned.

The member who believes the dispute has not been resolved informally, puts their reasons in writing to the Chair with a request for a formal meeting.

The Chair will convene a Review Panel of 3 members, not involved in the dispute, within 15 working days.  Witnesses may be invited to provide evidence to the panel meeting in writing or in person, by either party or the chair. One Panel member will keep notes of the hearing and a list of the panel’s recommendations.

After taking account of all the evidence the Review Panel will offer a reconciliation formula to the aggrieved parties.

The panel will allow debate between each party and the panel separately, around this formula but if agreement cannot be brokered, the panel will adjudicate and make its recommendations binding on the parties.

It is hoped that both parties will accept this arbitrated solution but if either party does not they may be asked to resign from EMRIC.  

Appendix D - Role description for EMRIC Chair

Leadership

The Chair is expected to provide leadership, but without dominating meetings or blocking contributions by other members.

Representation/liaison

The Chair acts and works as a liaison and representative for EMRIC, when necessary. This may include attending high level meetings with key stakeholders, partners and One EM.  The Chair should ensure that a consistent agreed message is delivered to a range of audiences.

Ensuring the effective operation of EMRIC

The Chair makes sure the Consortium has an active, diverse membership, with suitable skills and experience amongst its members and must know the rules for the conduct of meetings, as set down in the Terms of Reference.

The Chair acts as the contact point for EMRIC between meetings and ensures that decisions on urgent matters can be made between meetings.

The Chair understands and oversees the vision and purpose of EMRIC and ensures that plans to deliver EMRIC’s aims are carried through to agreed principles and within a performance management framework.

The Chair should be able to spend at least two days a month carrying out required duties.

_______________________________________________________________

Person specification

The Chair of EMRIC requires certain skills and personal qualities including

· Wide experience of working in and an understanding of the third sector in its broadest sense and across the region
· Understanding of and commitment to the role of infrastructure, particularly at regional level
· Leadership skills

· The ability to put vision into practice

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​______________________________________________________________ 

Role of the Chair at meetings

· Chair Consortium meetings to time and agenda

· Explain the agenda and set the objectives for the meeting 

· See that members take responsibility for things they agreed to do at the meeting

The Chair, or his/her organisation, will be remunerated at £35 per hour plus expenses when carrying out consortium duties.    

Appendix E - Appointment/Election/Removal of Chair
The role of Chair may be held by any person who can satisfy the requirements of the role description and the person specification.  A Chair can therefore be drawn either from within the EMRIC membership or externally. Administration of either process will be by the Accountable Body..  The term of office for the Chair will be 2 years after which a further appointment will be made.  The maximum length of office for any Chair will be 4 years/2 terms.

Appointing a Chair

The post should be widely advertised within the region for a period of 3 weeks.  Candidates who wish to put themselves forward will be asked to submit a short resume (2 pages maximum) outlining their skills, experience, and commitment to the vision and work of EMRIC.  A selection panel of EMRIC members will be set up to interview and appoint the Chair within a further 2 weeks (or as soon as possible thereafter) from the closing date.  The outcome of the appointment process will be communicated to the Accountable Body and all members by email within 2 working days of the candidate’s acceptance.
Removal of Chair

In the case of dissatisfaction with the performance of the Chair, members of the Consortium may convene a meeting (which must be quorate) to discuss the issues and put their concerns to the Chair, who will be given a chance to respond.  An Action plan will then be drawn up by the members detailing the improvements required, with a clear timescale.  If  there is no improvement within the timescale given, the Chair may be asked to resign.

Appendix F - Commissioning/Procurement Arrangements
Context


EMRIC is committed to ensuring that any work it undertakes is based on best practice and expert knowledge, which in turn adds value to the effectiveness of the wider third sector, especially at local level.

EMRIC members will agree a regional business plan and priorities for

region wide infrastructure services, allocate resources and feed into strategic

regional structures. In order to work effectively as a consortium, pieces of work, research and projects with a value over £5,000 will be commissioned widely. The following guidance will ensure that the process of allocating resources is open and transparent and that EMRIC is accountable in this process.

Since EMRIC is not a legally constituted organisation its Accountable Body will oversee the commissioning process and will provide the contract to the chosen applicant.  

Commissioning principles

· For commissioned work, open tendering will be the normal practice unless the value of the work is less than £5,000
· No organisation with an interest in bidding for commissioned work may take part in the commissioning process, regardless of whether they ultimately submit a bid

· Commissioned work will be open to any applicant and be publicised
using appropriate and widely accessible mechanisms.

· A commissioning sub group formed from the wider EMRIC membership will report back to EMRIC and the Accountable Body who will review the process undertaken.

· EMRIC can direct that individual experts should be involved in the commissioning process if there are insufficient parties to form a selection panel (due to an interest by a large number of members)

Process

1  Sub groups will be established from EMRIC membership to manage each

    commissioning process. These will consist of a minimum of 3 and a maximum of 
    5 members selected from a pool of volunteers from the full EMRIC membership

2. Tender Briefs and Criteria will be prepared by either the accountable body or

     a member of EMRIC (nominated by other members) and circulated to the 
     commissioning sub group and the accountable body for endorsement 

3. The criteria will reflect the values of the ChangeUp funding

    programme and expressions of interest will be welcome from

    organisations that focus on capacity growth and support to frontline

    groups throughout the region, to meet their own potential and to fully

    contribute to social, environmental and economic development of the 

    region.

    Applicants will be expected to uphold Equality and Diversity principles and

    where possible to mainstream equality within the delivery outline.

4. Tender opportunities will be circulated to all EMRIC members and to sub-

     regional and local organisations across the region.  A range of formats will  

     be available on request.

5. Where possible a minimum of 3 weeks notice will be given on all advertised

    tenders.

6. The commissioning sub group will assess applications using criteria agreed in

    advance. 

7. A decision will be made within an agreed timeframe which will allow for

    negotiation with potential deliverers. Unsuccessful candidates will be

    informed in writing within one week of the final decision and feedback will be 

    available from a pre-agreed member(s) of the  commissioning sub group for up to 

    two weeks after decisions are notified.

8. A decision summary sheet will be presented to the full EMRIC membership and

    stored for future reference for an agreed period of time

9. The approved provider/recipient will receive notification in writing from the Accountable Body on behalf of EMRIC, with a contract, which will detail expectations and payment details. They will be offered telephone support and meetings as appropriate, with nominated representatives of EMRIC.

9. Commissioned organisations will report back to EMRIC and the Accountable   Body on delivery and impact assessment.

Appendix G – Project Delivery Protocols

Projects valued at £5,000 or less

Where the project value is £5,000 or under, a decision made, if necessary by majority vote, will agree the most appropriate organisation to undertake the project delivery/management. 
The organisation delivering the project will report to each meeting of EMRIC, on progress.

Projects valued at more than £5,000

All projects or activities with a budget or more than £5,000 will be subject to the commissioning process described above.

These projects will also be overseen by a Steering Group of at least three people, two of whom will be drawn from within EMRIC membership
Appendix H - Financial Management and Reporting

Financial management and reporting for EMRIC will be undertaken by the Accountable Body.

The Accountable Body shall produce an annual budget, linked to work-plan priorities, for EMRIC to be submitted for approval by consortium members at the meeting before the start of the new financial year.

At that meeting the Accountable Body shall also submit details of adequate financial control procedures for review and comment by consortium members.

All expenditure against the EMRIC budget shall be made in line with the agreed financial management procedures and appropriate records maintained for audit purposes in-line with funder requirements.

The Accountable Body shall provide a regular budget update to the consortium on a quarterly basis or at any other consortium meeting at the request of consortium members.  Any amendments to the budget must be approved at these budget review meetings and minuted.

The Accountable Body shall ensure that financial reporting and evidence of spend is provided to relevant funding bodies at the appropriate times and in the agreed format.

The Accountable Body shall meet with the Funder(s) at regular intervals (at least twice per year) to review contractual arrangements and progress.

� The definition for the term ‘infrastructure organisations’ has been taken from Capacitybuilders “support providers’ and support services, people and activities that help build the capacity of frontline organisations. As part of a move toward more accessible language, Capacitybuilders use these terms – where possible and appropriate – as an alternative to infrastructure. We want to focus on what they do, not what they are.” – 
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