This is intended as an example only. It can be adapted and placed on your HHS / service template. Ensure that any documentation is in accordance with your HHS comm / design team and / or relevant policy and procedure.  

Example Terms of Reference 
AOD Client Advisory Group
1. Role/Purpose 
The purpose of the AOD Client Advisory Group (CAG) is to support client rights to a positive, safe, quality and stigma-free healthcare experience within Queensland public health AOD Services (QPHADS).  

2. Values 

The CAG believes all people who use drugs, families and carers have the right to positive and high quality healthcare experiences. We value inclusiveness, person-centred care, self-determination and empowerment for people who use drugs.  

3. Objectives 
1. To provide leadership and representation of people who currently use QPHADS for the betterment of their care and support
2. To provide input, feedback and advice into the direction, planning, service delivery and evaluation of QPHADS. 

3. To advise on matters relating to client engagement, consultation and participation within QPHADS. 

4. To advise on matters relating to client workforce development within QPHADS. 

5. To maintain an informed perspective on the broader issues affecting clients through relationships with other local, state and regional client networks. 

6. To identify and respond to client issues through liaison with QPHADS, and to progress matters beyond the QPHADS if and when required. 

7. To consult with the diversity of voices and perspectives of clients who are involved with QPHADS. 

4. Principles 
Integrity: Staying true to the CAG purpose, values and principles. Being accountable to the clients, families and carers we represent, and acting with honesty. 

Supportiveness: Treating all involved with respect, courtesy and care for their wellbeing.
Teamwork: Working together to achieve more, making an active contribution, and valuing the contributions of others.
5. Membership 
1. Number of members: The CAG will have between 4 and 11 members. 

2. Eligibility: To be a member, members must have lived experience of, or have provided care to someone e alcohol and / or other drugs use. This may include but is not limited to: 

· Having previously accessed, or tried to access, QPHADS services, or 

· Are current Clients of QPHADS services. 

3. Accessibility: The CAG provides information about its activities and options for membership to clients of QPHADS. 

4. Membership Roles: The CAG comprises of General Members and the following Office Bearing roles: Chair, Secretary, and Treasurer. Staff of QPHADS who attend the CAG are not members and do not have voting rights. 

6. Member and Staff Responsibilities 
All Members
· Attend bi-monthly meetings and a minimum of 4 meetings per year. 

· Actively contribute to meetings. 

· Work within the Terms of Reference of the CAG and within its Principles. 

Chair 
· Provide leadership and support to the CAG in support of its objectives 

· Act as the official contact and spokesperson for the CAG with QPHADS and other stakeholders 

· Chair meetings 
Secretary 
· Maintain up to date and accurate records of CAG meetings and communication 

· Minute Taking
· Vice-Chair duties (acts as Chair in the Chair’s absence) 

Treasurer 
· Keep up to date and accurate financial records of the CAG 

· Oversee and regularly report on AOD CAG’s financial activities and situation
Staff (Manager) 
· Provide leadership and support regarding QPHADS activities and developments 

· Champion and progress CAG advice and feedback as required 

· Offer a main point of accountability to clients of the service, progressing matters of interest and concern as required. 

Staff (Liaison Officer) 
· Provide advice the CAG in the administrative and policy aspects of the service relevant to the CAG functioning 

· Champion and progress CAG advice and feedback as required 

· Provide administrative support if required 

· Facilitate relationships and linkages that support the CAG’s purpose, within QPHADS and local community. 

7. Reporting

Reporting of the CAG activities will be included in the service manager’s monthly report to the Director of Alcohol and Other Drugs Services, the Service Improvement Group, and the Safety and Quality team. 
8. Confidentiality 
Generally the proceedings and records of proceedings are not confidential. Where confidential matters arise, these must be identified in the course of the meeting and appropriately minuted. Conflicts of interest must be declared and responded to in applying for CAG membership and in all CAG proceedings. 

9. Quorum 
A quorum constitutes 50% of membership (excluding those on leave of absence). When a quorum is not achieved, the business of the meeting must be postponed until a quorum is achieved. 

10. Agenda and Minutes 
Proposed agenda items and associated papers should be submitted to the Chairperson at least 7 days before the meeting is held. Minutes will be circulated to all CAG members within two weeks of the meeting held.  
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