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	Terms of Reference

	1. Board / Group / Committee name:

	·   [Committee Name] Steering Committee

	2. Group type

	· The Steering Committee is responsible for providing overall direction and management to the [Project Name] project and making key decisions in collaboration with the Project Sponsor.

	3. Authority: Under what authority has this Board/Group/Committee been established?

	· The model for operating the PMO, including governance structure of projects which fall within its remit, was approved by the Board of Management (BoM) on [Approval date], as per the PMO Establishment pack presented by the Project Sponsor
· The Steering Committee functions under the authority of the Project Sponsor
· The Project Management Office (PMO) is the working arm of the Project Sponsor and has delegated authority to act on behalf of the Project Sponsor for day-to-day project level decisions.
· Relationship between   Steering Committee and Project Management Office (PMO)
· The Steering Committee collaborates with the PMO for delivery of key project deliverables for the project.
· The Steering Committee and PMO work together to ensure successful implementation, lasting change, and adherence to best practices.
· PMO provides guidance and support to   Steering Committee on project management matters to ensure the project operates within constraints.
·  The Steering Committee utilises PMO's project management approach for rapid delivery.
· The SteerCo members provide specialist knowledge and resources from their respective business areas to support project activity.
· Steering Committee is governed by the following frameworks and policies:
· [Portfolio management policy]
· [Security and compliance policy]
· [Organisational governance policy]

	4. Purpose: 
a. What is the overarching purpose of this Board/Group/Committee?

	· The purpose of the Steering Committee is to ensure the successful development, implementation and adoption of the project approved deliverables and outcomes. 
· It provides leadership, direction, and governance to the project, ensuring alignment with organisational objectives and adherence to project management best practices. 
· The Steering Committee is accountable to the Project Sponsor for the project's success.

	5. Guiding principles:
a.  Guiding principles describe the foundational human, relational, and behavioural elements that will be embedded within the group and underpin its actions and decisions.

	· The Steering Committee members must:
· Demonstrate active participation and commitment to the project's success.
· Adhere to project management best practices and organisational policies.
· Foster a collaborative and inclusive environment for open communication and shared decision-making.
· Maintain a customer-centric focus, prioritising quality and risk management.
· Regularly review project progress, risks, and issues, and take timely corrective actions as necessary.
· Ensure alignment of the [Project Name] with organisational goals and cyber security guidelines — security risks are captured and tracked via the standard RAID process (see the Risk & Assurance Approach Guide).

	6. Scope: What is the scope or functions of this Board/Group/Committee?

	· Approving project plans, milestones, and deliverables.
· Providing guidance and support to the Project Manager and project team.
· Ensuring the [Project Name] aligns with customer needs and organisational strategies.
· Overseeing project progress, risks, and issues, and taking necessary corrective actions.
· Monitoring adherence to project timelines, budget, and quality standards.
· Reviewing and approving changes to project scope and objectives.
· Ensuring the integration of relevant compliance and risk controls throughout the [Project Name] development.
· Facilitating stakeholder engagement and communication.
· Reviewing and endorsing project documentation, including business requirements and technical specifications.

	7. Project Key Deliverables. 
a. The Steering Committee will guide and support the delivery of the [Project Name] key project deliverables, as approved by the Project Sponsor.

	· List key deliverables

	Membership

	8. How are position holders, members, and observers appointed?

	· The Steering Committee members are nominated by impacted business areas or executive and appointed by the Project Sponsor based on their relevant expertise, roles, and responsibilities within the [Project Name] project. 
· Membership includes representatives from key stakeholders, such as IT, the impacted business area, and senior management.

	9. Position holders (Voting) Include Project Title – Organisation: Role on Project

	The Steering Committee consists of the following positions:
· Project Sponsor (Chair): Overall accountability for the project's success and ensuring alignment with organisational goals. The Project Sponsor may delegate Steering Committee decision and voting authority to the Head of PMO.
· The Head of PMO: Responsible for driving and overseeing the successful implementation of key strategic projects and initiatives, promoting lasting change and transformation within the organisation.
· Senior User(s): Represents the interests of users and ensures the [Project Name] meets their requirements.
· Senior Supplier(s): Represents the technical aspects of the project, ensuring the project's technical integrity.

	10. Standing members (Non-voting) Include Project Title – Organisation: Role on Project

	· Project Manager (PM): Responsible for day-to-day project management and delivery of the project approved deliverables and outcomes.
· IT liaison:  Responsible for the day-to-day technical aspects of delivery of the project. Support the PM to deliver approved deliverables and outcomes.
· Business liaison/SME: Responsible for the day-today business/user aspects of the delivery. Supports the PM to deliver approved deliverables and outcomes.

	11. Observers

	· The Steering Committee, at its discretion, may invite observers as required to provide expertise or insights. Observers do not have voting rights but may contribute to discussions and provide advice.
· The Position / Organisation of an observer must be communicated to the Steering Committee before the meeting and their attendance must be captured in the meeting minutes.

	Meetings

	12. Frequency & duration

	· The Steering Committee will meet at regular intervals, preferably monthly, or as deemed necessary based on project needs and milestones. The duration of meetings will be determined based on the agenda and discussion requirements.

	13. Quorum

	· A majority of voting Steering Committee members (or their nominated proxies) must be present at a meeting for proceedings to be valid. Non-voting standing members do not count toward quorum.

	14. Format

	· Meetings will be conducted in-person or virtually, using suitable communication and collaboration tools, as agreed upon by the committee members. The format may include presentations, reports, and discussions based on the agenda.

	15. Urgent out-of-session matters

	· Out-of-session matters requiring urgent attention will be managed through electronic communication or ad-hoc meetings, ensuring timely decision-making and resolution.

	16. Secretariat

	· The Project Manager or a designated individual will be responsible for documenting minutes, decisions, and actions of the Steering Committee meetings. They will also coordinate and distribute meeting papers and relevant project documents to the committee members at least 12 hours before the session.

	17. Meeting papers

	· Agendas, minutes, actions, and other meeting papers will be distributed to committee members prior to the scheduled meeting, allowing sufficient time for review and preparation.

	Terms of Reference Reviews

	18. Terms of Reference Reviews

	· The Steering Committee's Terms of Reference will be reviewed by the Head of PMO, periodically, at least annually, or earlier on the recommendation of the Steering Committee members.
· Any updates or revisions to the Terms of Reference will be approved by the Project Sponsor

	19. Approvals

	· These Terms of Reference have been approved by the Project Sponsor and accepted by all committee members, indicating their commitment to fulfilling the roles and responsibilities outlined in the document.
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