APPROVED VERSION

EVOC OLDER PEOPLE’S SERVICES FORUM

TERMS OF REFERENCE


Name

1
The name of the Forum is the EVOC Older People’s Services Forum (and in this paper it is referred to as ‘the Forum’)


Membership

2
Membership of the Forum is open to all voluntary, community and non-profit organisations based or active within the City of Edinburgh area that provide or have an interest in the provision of services to older (50+) people and/or their carers, particularly but not exclusively health and social care services.
3
Edinburgh Voluntary Organisations’ Council (EVOC) shall keep a register of organisations in membership and shall add, remove or amend details of each member as requested by that member.


Purpose

4
The purpose of the Forum is to bring member organisations together in order:

· to share information, debate and generally keep abreast of developments in legislation, regulation, national and local policy, funding and other relevant matters that impact upon their work;
· to build constructive relationships with partners in the local authority and other statutory bodies and facilitate joint working with them
· where appropriate, to agree collective representations and responses to consultation, to lobby, campaign or otherwise seek to influence planners and policy-makers


· to appoint, authorise and brief Forum representatives to relevant planning structures and to receive reports from them

· to encourage cooperation and, where appropriate, formal collaboration, resource sharing and the development of joint services between members


Forum meetings
5
Members may agree to meet as and when necessary and may set up sub-groups as they think fit but they shall aim to ensure there are a minimum of four full Forum meetings in each year.

6
Each member may authorise any person of its choosing to attend Forum meetings on its behalf and may, within reason, be represented by more than one person at the same meeting.
7
The Forum may from time to time agree to appoint one of its members as a Chairperson to preside over meetings of the Forum. Any Chairperson so appointed may similarly be removed and replaced by the Forum.  In the absence of the Chairperson the members present at any Forum meeting may agree among themselves who shall preside over the meeting.
8
All Forum members shall be encouraged to submit or suggest items for the agenda of Forum meetings by notification to EVOC, subject to the agenda being agreed between EVOC and the Chairperson.
9
Where a decision is required at a Forum meeting it shall normally reached by consensus but where a vote is requested each member organisation shall have one vote and the matter shall be resolved by a simple majority of the votes cast.

10
Members of the Forum may agree to invite any person or representative of any organisation or body as a guest to any of their meetings, to observe, give information, reports or advice or for the purpose of consultation.

Forum administration and support
11
EVOC shall act as Secretary and provide administrative support to the Forum. This shall include:

· maintaining a register of members of the Forum and circulating information to them either electronically or in hard copy as required


· recording meetings of the Forum and of any events organised by the Forum and circulating these to members


· in collaboration with the Chairperson, preparing an agenda for each Forum meeting and circulating this in advance of each meeting


· managing correspondence and contact with other organisations or bodies on behalf of the Forum as agreed

· providing administrative support to any person appointed as a representative of the Forum including the dissemination of information, reports and papers to other Forum members

· generally keeping Forum members informed of relevant events, activities and developments

Forum representation
12
Forum members may from time to time appoint and authorise from among themselves any person(s) to represent them at any event, committee, working group or similar to which the Forum has been invited or at which the Forum seeks representation.  Any representative appointed in this way may similarly be removed and replaced by the Forum.
13
Any person representing the Forum is expected to report or provide information to other Forum members in fulfilment of her/his role either at a Forum meeting or through EVOC.

14
Any publication produced by the Forum, any joint response to consultation and any collective correspondence from the Forum shall bear the name and address of EVOC and shall make clear that such publication or other material is issued for and on behalf of the Forum.

Forum finances and expenses

15
The costs of convening and servicing regular meetings of the Forum shall be met by EVOC. In the case of other events or activities organised by or on behalf of the Forum the bearing of any connected costs (direct or indirect) shall be the subject of separate agreement on each occasion and shall be subject to available resources.

16
Applications for funding may be made in the name of any member of the Forum with the prior agreement of the Forum and of EVOC. Any funds held on behalf of the Forum shall be held by EVOC and shall be subject to EVOC’s normal rules and procedures with regard to financial controls, record keeping and accounting. EVOC shall provide Forum members with reports on any expenditure and the balance of any funds held by it on behalf of the Forum.
17
No member of the Forum shall commit EVOC to any expenditure on behalf of the Forum without the authorisation of the Forum and the agreement of EVOC which shall be subject to appropriate funds being available.
18
In the case of any funds held for meeting the expenses of Forum representatives the procedure for claiming such expenses and for making payment shall be agreed between Forum members and EVOC.


Alterations

19
Members of the Forum may alter, remove or add to any of the terms contained in this document as they think fit, provided that any alteration that makes reference to EVOC may only be effected with the agreement of EVOC and provided also that any alteration shall not be subject to further alteration until a period of at least six months has elapsed.
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