Upper Yarra Local Development Strategy Leadership Group Terms of Reference
1. Purpose
The purpose of the Local Development Strategy Leadership Group is to provide support and advice to the LDS Innovation Working Groups and to evaluate their proposals for quality, feasibility and their alignment with the vision and objectives of the Upper Yarra Local Development Strategy.
This Terms of Reference establishes the operating parameters for the Local Development Strategy Leadership Group to ensure that the forum is an effective mechanism and that meetings are held in a professional, productive, and timely manner. 
This document will be updated as required to reflect changes agreed to between DEECA and the Local Development Strategy host agency.
2. Role
The role of the Local Development Strategy Leadership Group is to support Innovation Working Groups by:
· Providing advice and support to Innovation Working Groups on the development of business cases, plans and roadmaps for identified opportunity areas and projects.
· Monitoring the work of the IWGs in accordance with their Terms of Reference, including the outcomes expected, the proposed timeframes, the flexibility to co-opt members, and the recruitment of outside expertise and support.
· Assisting in addressing any barriers or pursuing additional opportunities that have emerged in the IWGs’ work; and
· Endorsing the final report of the Local Development Strategy and any business proposition arising from each IWG and recommending on the appropriate steps to implementation of initiatives.
· Supporting and publicizing the work of the Local Development Strategy and its outputs, within their own organizations and the community
· Endorse applications to the Victorian Forestry Plan Community Development Fund.
The following activities are not in scope:
· Project Management for the Local Development Strategy
· Management of Local Development Strategy grant funds
3. Membership
Membership will include people with specific interest and expertise in innovating for regional growth and will come from:
· Local businesses and industry partners
· Local and regional education & research organisations
· Local community or worker organisations and representatives
· Local, regional, and state government representatives 
Members will:
· Hold senior positions within their organizations; or
· Have experience or interest in community and economic development; and
· Commit to supporting this work beyond the lifetime of the funded LDS grant project.
Meeting facilitation, administration and support will be provided by the Upper Yarra Local Development Project Team, including the Project Manager, Local Development Strategy Academic Project Team and representatives from the Victorian Forestry Plan Transition Team.
Initial membership will be by invitation from the LDS Project Control Group. Subsequent additions or replacement of existing members will be by nomination from within the existing Leadership Group and will be confirmed by the membership.
4. Meeting functionality
· Meetings will be Chaired by the Project Manager.
· Meetings will be held quarterly or as otherwise agreed.
· Unless otherwise agreed by all members, notice of meetings and supporting documentation will be dispatched a minimum of two (2) days prior to the meeting date.
· If required additional/ad hoc meetings will be arranged outside of these times at a time convenient to working group.
· Transparent and open communication is essential for the Leadership Group to operate effectively and achieve outcomes. 
· There will be formal communication within the group through emails, meeting minutes and related documents. Informal communication is also encouraged to build partnerships and effectively implement actions. 
· All communication between members should reflect a clear commitment to working in collaboration. 
· Refer to the Local Development Strategy Code of Conduct for further guidance to constructive participation in meetings.

5. Administration 
Templates
Templates for an agenda and minutes can be found in Section 4.8 of the Local Development Strategy Governance Handbook. 
Agenda and accompanying reports
At least one week prior to an upcoming Leadership Group meeting, the Chair will ensure information is published relating to the Local Development Strategy and ensuring previous relevant correspondence to the Leadership Group is available through a shared Dropbox. The Chair will issue a request for items for discussion in line with the Leadership Group Terms of Reference. 
At least two days prior to the Leadership Group meeting, the Chair will issue a draft agenda and accompanying reports in the prescribed format as per Section 5.5, to the Leadership Group for review and subsequent feedback.
By no later than one day prior to the Leadership Group meeting, the Chair will issue the final agenda.
In exceptional circumstances, the Chair may allow accompanying reports that are not able to be sent out prior to a Leadership Group meeting to be reviewed at the Leadership Group meeting. 




Meeting minutes 
Drafted meeting minutes should be prescribed in the format as per Section 4.5 of the Local Development Strategy Governance Handbook, including issues discussed, key discussion points and action items.
The Chair is responsible for the recording of minutes but may arrange for someone to take meeting minutes on their behalf.
Draft meeting minutes are to be circulated by the Chair by no later than three days after the convened Leadership Group meeting for review and subsequent feedback.
Feedback from the Leadership Group is to be provided via email correspondence to the Chair by no later than a week after the draft meeting minutes have been circulated. 
The Chair is to collate and review feedback from the Leadership Group and finalise meeting minutes to be issued for the record.
Presentation slides shown during a Leadership Group meeting are to be circulated with the finalised meeting minutes to the Leadership Group.


Local Development Strategy Meeting Agenda
	Date:
	

	Time:
	

	Venue:
	

	Attendees: 
	Name: 
John Smith
	Position: 
Community Representative



Purpose
To discuss the development of the Local Development Strategy, including reviewing progress reports and providing support to project participants.

Agenda 
1. Welcome 
a. Attendance check and Purpose of meeting
b. Ground rules and Terms of Reference 
c. Members of the community and media
d. Minutes and recording of meeting
2. Confirm minutes from previous meeting
3. Progress updates
a. Project Manager
b. Community Transition Officer
c. Chair
d. Invited participants from previous meetings
4. Disclosure of enforcement activities
5. Issues for discussion consistent with the role of the [insert group title here]:
a. XXXX
6. Proposed further meetings schedule 
7. Proposed information dissemination plan 
8. Review of key commitments and action items for next meeting 
a. XXXX



Local Development Strategy Meeting Minutes
	Date:
	

	Time:
	

	Venue:
	

	Attendees: 
	Name: 
Jane Smith
	Position:
Community Representative



	Agenda item
	Key discussion points
	Action
	Who
	Due date

	1.
	· 
	· 
	· 
	xx/xx/xxxx

	2.
	· 
	· 
	· 
	xx/xx/xxxx

	3.
	· 
	· 
	· 
	xx/xx/xxxx




