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A JOINT COMMONWEALTH AND STATE/TERRITORY PROGRAM
PROVIDING FUNDING AND ASSISTANCE FOR AUSTRALIANS IN NEED




April 2006

Amended - September 2006, May 2008

Background

___________________________________________________________
The metropolitan Collaborative Projects were established in 1999 and are funded by the Department of Children and Families through the Office for the Ageing - Home and Community Care (HACC) program.  They are funded in a number of regions and include projects in the North, East, West and Adelaide Hills areas.  The Southern Services Reform Group (SSRG) encompasses the Local Government areas of Onkaparinga, Mitcham, Holdfast Bay and Marion.  

Collaborative projects are funded to develop and support a formal mechanism for facilitating initiatives to improve service cooperation and coordination at a regional level.  It is expected that such improvement impacts positively on the HACC target group.  The project engages with services that affect the HACC target group.  These services may or may not be funded through HACC.  
It is anticipated that collaboration between programs, services and sectors will lead to improved quality of life outcomes for the HACC target group, including independence and increased participation in their communities.

Project Goals

___________________________________________________________

Southern Services Reform Group (SSRG) project goals.
· Increase understanding amongst service providers of the value of addressing issue which impact on the HACC target group within a broad human services context.
· Facilitating joint approaches to planning and coordinating services at the local level to address the needs and preferences of the HACC target group.
· To identify and promote opportunities for service reform.
· Provide opportunities for consumers and carers to participate in the development and reform of services.
· Developing creative and innovative ways of providing services.
· Increasing networks and the breadth of partnerships.
· Encouraging efficient and effective use of resources.
· To provide a particular focus on improving the access for, and meeting the needs of, diverse and marginalised groups.
· Identify service gaps and encourage partnerships and strategies to respond to the needs of the HACC target group.
· Promote and facilitate opportunities for information exchange between services.
· To encourage service innovation and better practice through sharing information, knowledge and training opportunities including the Better Practice Project’s modules.
Project Management

___________________________________________________________

The project is managed as prescribed in the Service Agreement made by application to the Minister through the Department for Families and Communities, Office for the Ageing (OFTA). 






Auspice

Auspicing body responsibilities.
· Being the signatory to the Service Agreement and being solely and directly responsible for complying with all reporting and administrative requirements as described in the Agreement.
· Administering project funding in line with the Service Agreement and direction provided by the Executive and Steering Committee.
· Providing OFTA with Annual Plans and Reports as approved by the Steering Committee within the agreed timelines.
· The employment of project staff and all associated industrial requirements.
· Providing day to day supervision and support for the Project Officer.
· Ensuring the availability of appropriate office accommodation.
· Ensuring the Project is operating within budget and taking corrective action where necessary.
· Providing quarterly Financial Reports to the Executive and Steering Committee.
· Ensuring a senior staff member participates in the Executive or Steering Committee.
· Ensure the project officer develops a plan and implements it in collaboration with the Executive Committee, Steering Committee and its various working groups.
Steering Committee

Roles and responsibilities

The Executive Committee and a Steering Committee will coexist and divide the following roles as considered appropriate.  Members will take responsibility to support project staff and reduce administrative tasks at Steering Group level.

Executive and Steering Committee responsibilities.
· Facilitating a coordinated regional approach which contributes to the planning and delivery of community care services, at the local level, for the HACC target group, including:
· Identifying service gaps, directions and priorities for service reform through regional forums; and
· Facilitating the development, implementation and evaluation of specific local service delivery strategies.
· Ensuring the committee is representative of relevant service providers in the region.
· Facilitating collaboration through cooperation, coordination and integration.
· Reviewing, facilitating and promoting opportunities for the HACC target group to participate in the development and reform of services.
· Focussing on improving access for diverse and marginalised groups within the HACC target population.  These identified populations include Aboriginal people, people from CALD backgrounds, people with dementia, financially disadvantaged people, people who are living alone and those who are isolated.
· Identifying local issues emerging from the interface between ageing, disability, mental health and other relevant sectors.
· Referring issues identified as beyond the scope of the HACC program to the most appropriate sector/agency (who may be external to the Project) to take the lead role in progressing the issues.
· Ensuring the Project meets its objectives as stated in the Agreed Annual Project Plan including:
· Managing and monitoring the development, implementation and evaluation of the Project’s specific strategies;
· Establishing workgroups as required; and
· Monitoring workgroup progress against agreed work plans to ensure annual goals are met.
· Overseeing the budget by receiving and monitoring quarterly Financial Reports from the auspice.
· Receiving operational reports from the Collaborative Project Officer;

· Enhancing the Project’s capacity and function through members’ contributions of resources.
· Committing to the ongoing success, growth and sustainability of the Project through collaboration.
· Promoting on-going support for the Project within their own organisation and with organisations not represented on the Executive Committee and the Steering Committee.
· Ensuring Steering Committee members engage with their respective Executive Committee and keep them informed of the Project’s outcomes.
· Provide feedback to OFTA regarding key issues and identified priorities.
· Providing direction and support to the Collaborative Project Officer.
· Work with representatives of the Commonwealth Government and SA Department for Families and Communities to meet the strategic directions of a range of relevant policies.
· Develop opportunities for consumer participation, to contribute to the identification of key issues and feedback, including the effectiveness of the SSRG’s strategies.
· Conduct regional forums regarding key issues (local, regional, cross-regional, systemic) impacting on the HACC target group, to identify direction and priorities for future service reform.
Composition of the Committee

The committee will comprise of a minimum of 12 members (plus ex-officio members).  Members will be sought to develop a committee with a wide breadth of skills, expertise, opinions and experience.  It should be representative of the key service providers and agencies in the region.  When nominating, members identify an area appropriate to their skills and/or position and participate and/or provide leadership to the appropriate Workgroup.  Members may nominate in more than one area.

· Aged care provider 

· Disability provider

· Health representative

· Community services representative

· Local government representative

· Dementia/mental health representative

· Consumer representative
· Aboriginal and Torres Strait Islander representative
· Culturally and Linguistically Diverse (CALD) Services 
representative

· Carer support agency representative

· For profit agency representative
Appointment of the Committee

The nomination process will be conducted in an open and transparent manner with every effort made to ensure that equal opportunity is offered across the sector and that selection criteria is strategic and inclusive.

· Nominations to the committee will be sought from across the sector during the month of May every second year in line with the establishment of the Terms of Reference in 2006.
· Executive Committee to identify desirable criteria prior to the recruitment of a new committee.
· The committee will be elected for a 2 year term with an option to serve an additional term, in their current roles, without re-election.
· Members are eligible for renomination.
· The committee will elect its Chairperson and Vice Chairperson at the first meeting of the new committee.
· In the case of there being more than one nomination for the positions of Chairperson and Vice-Chairperson there will be a secret ballot vote overseen by the Collaborative Project Officer.

· The term for the Chairperson will be for a 2 year term with a maximum of two terms being served.
· Members to nominate a proxy unless otherwise agreed.
Ex-officio members 

· The Project Officer;
· SA Department for Families and Communities, Office for the Ageing representative; and
· The auspice body.
Participation

Meetings are held at least bi-monthly with additional attendance required for forums, workshops, consultations, training and other activities as appropriate.
It is expected that members possess appropriate skills, resources and commitment to the Project, to assist with meeting the roles and responsibilities of the Steering Committee.
· Members are to participate in at least one workgroup and/or the Executive Committee.
· Each agency as represented on the Steering Committee is to encourage and support the participation of a client of their service (representative or carer of a client) on the Consumer Reference Group.
· Participate in forums and consultations.
· Participate in information sharing and promoting the Project and its work through their organisations.
The attendance of a proxy at meetings will assist to maximise consistency at meetings and facilitate the decision making process.  The CPO is to be advised of the nominated proxy at the commencement of the term.  The proxy will possess similar skills knowledge and decision making capabilities of the member who they replace and must be authorised by the member.

Governance

· A quorum shall be 50% of the full membership present plus one.
· Members must nominate a proxy member (unless otherwise arranged)
· Expertise will be coopted as required.
· All members will share the responsibility for the functioning and decision making.
· Decision making will be on a consensus basis or by majority vote.
· The auspice body will ensure that a minute taker is available.
· Where a member, and their associated organisation, can no longer participate, the Executive (in consultation with the Steering Committee) may identify and recruit an appropriate replacement.
Executive Committee

The Executive Committee will comprise of the Steering Committee Chairperson, Vice Chairperson, one other Steering Committee member and the Project Officer and/or auspice representative.  

Roles and Responsibilities 

The Executive Committee is to meet bi-monthly, or as required.  Their function is as follows.

· Make decisions on behalf of the Steering Committee, where it is not practical to delay the decision making until the next committee meeting or where it has been deemed appropriate by and in consultation with the Steering Committee.
· Represent the Steering Committee and the SSRG as required.
· Report back to the Steering Committee on Executive actions and discussions and seek support and clarification from the wider group.
· To provide advice and support to the Project Officer in respect to budgets, planning and reporting.
Appointment of Executive Committee

The Executive Committee is to be elected at the first meeting of the Steering Committee.  Elections are to be conducted through an open nomination process with an open or secret ballot vote, as deemed appropriate by the committee.  Where there is a hung vote for the position of Chairperson then the Project Officer shall have the deciding vote.  Where there is a hung vote for any remaining positions the Chairperson is to cast the deciding vote.

Project Officer (PO)
Roles and Responsibilities 

Under the direction of the Steering Committee, the PO is responsible for the following.
· Supporting the Executive/Management Committee and the Steering Committee.
· Supporting active workgroups to establish work plans and encouraging their use of the work plan template.
· Meeting with other regional PO’s to identify and discuss cross-regional issues.
· Informing the Steering Committee of emerging issues in a timely manner.
· Act as a spokesperson for the Project.
· Annual Project Plan

· Preparing a draft Annual Project Plan, in the agreed template, to OFTA, by an agreed date allow for feedback.
· Providing the final Plan to OFTA by an agreed date each year.

· Annual Project Report

· Preparing a draft Annual Project Report for the Steering Committee for their endorsement.
· Providing the endorsed Annual Project Report, in the agreed template, to OFTA, by the agreed date.
· Disseminating relevant project related information to service providers in the region.
· Communicating regularly with relevant OFTA staff to exchange information and feedback, particularly relating to key issues and priorities.
· Seeking advice and support from relevant OFTA staff on implementation of regional Project Plans.
As an employee of the auspicing agency, the PO must abide by the delegations, policies, protocols and procedures of the auspicing agency, including promotion and public relations procedures.

Workgroups 

Roles and Responsibilities

Workgroups are comprised of agencies and service providers who provide services to the HACC target group.  It is expected that members possess the appropriate skills, resources and commitment to the Project, relative to the aims and goals of the workgroup.  

Workgroups will vary in function and purpose, relative to availability of resources and needs of the sector.  They are required to outline their aims and objectives pertaining to the group and comply with the following guidelines.
· Meet with a clear vision and objectives as outlined in the Annual Plan.
· Meet at least every three months.
· Support the Steering Committee to meet its roles and responsibilities

· Participate in forums and consultations.
· Participate in information sharing and promoting the Project and its work through their organisations.
Terms of Reference Reviews and Updates

The Terms of Reference should be reviewed periodically, as deemed necessary and/or as outlined in the Service Agreement.  

Amendments

· September 2006

· May 2008
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