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If you plan to develop an operational group as part of work on the MEAM Approach you may find the following headings and associated text helpful for developing your own document:
Operational groups – outline terms of reference
1. Description
Insert description of the partnership and the intended coordinated intervention

2. Overall role of the Operational Group: 

To meet regularly and agree a joint support plan for each client; to enable flexible responses from local agencies, swift access to appropriate services and to overcome any barriers to service provision.
3. Responsibilities of the Operational Group and its members:

Operational Group members collectively agree:

· Meetings: To meet regularly to discuss the needs and situations of clients
· Support plans: To agree a multi-agency support plan for each client
· Flexible responses: To ensure that all local services provide flexible responses for adults facing multiple needs and exclusions
· Removing barriers: To overcome any barriers to the provision of the services needed by the client

· Service change: To help ensure longer-term changes in the way that services are provided for this group in the local area 

· Board: To refer any barriers that cannot be easily overcome to the Board for their consideration; and to support subsequent changes
· Accountability: To be accountable to the board and provide updates at each board meeting or as requested.  The Chairs will lead on reporting to the Board and disseminating relevant information vice versa.

· Vision: To promote a shared vision and objectives to all stakeholders

· Data and reporting: To support the Board in the collection and corroboration of evaluation data as required by the partnership and ensure its accurate and timely return

· Plus others as appropriate.  

4. Information sharing

To fulfil its responsibilities the Operational Group relies on an open and honest sharing of information from all agencies present.

Operational Group members commit to sharing this information under the terms of [X information sharing protocol]
5. Membership:

The following are named members of the Operational Group.  All have an individual knowledge of clients and an appropriate delegation of authority to make decisions in Operational Group meetings:
· List

Other agencies may attend by invitation.  Any individuals involved in the coordination of services and their line manger(s) will also attend
6. Joint chairs:

The Operational Group will be jointly chaired by X (from statutory agency) and X (from voluntary agency)

7. Meetings:

The Operational Group will meet at least once every calendar month. 

Before each meeting the joint chairs will agree the agenda and the clients for discussion.  These will be prioritised to ensure that the most urgent and complex cases are discussed.  
All members may contribute to the agenda planning by contacting the Chair.
The following items will be tabled at each meeting:
· Client discussions: Clients’ needs and situations will be discussed on a case-by-case basis.  

· Actions: A joint action plan will be agreed for each client.  Any barriers to service provision will be discussed and agreement reached on how to overcome these.
· Updates: Updates on cases previously discussed and actions previously agreed will be considered

· Barriers for the Board: Identified barriers that cannot be easily solved by the Operational Group will be highlighted and referred to the Board
In addition:

· Strategic action: There may be discussion and agreement of any further actions to be taken by the Operational group to ensure longer-term changes in the way services are provided for this group in the local area. 

· Data: There may be discussion about evaluation data as and when required
The Operational Group will be serviced by staff from: X  

A central record of minutes will be kept.

8. Decision making:

The Chairs will seek agreement to individual actions from agencies present at the meetings.  Consensus or majority agreement will be sought where needed.
