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Terms of Reference
[INSERT SPECIAL INTEREST GROUP NAME]
Background
[Any information that the SIG feels it is relevant to highlight can be added here, e.g. when the SIG was formed, founding members, why they formed etc.]
The Australian Association of Gerontology (AAG) [INSERT SIG NAME] has been approved by the AAG Board.  Special Interest Groups (SIGs) are subject to the AAG Constitution and By-laws; Clause 12 of the AAG By-laws relates to Special Interest Groups.
Purpose
AAG’s overarching purpose and principles
AAG’s purpose is to improve the experience of ageing through connecting research, policy and practice.
Its principles are to evidence informed, multi-disciplinary and holistic, independent, collaborative and fair.
AAG’s membershipSince 1964, AAG has been Australia’s peak national body linking individuals and organisations with expertise in ageing.  AAG has over 1,400 members across every State and Territory in Australia representing the full breadth of aged care experts.


Purpose of the AAG [INSERT SIG NAME]
[bookmark: _Hlk493846703]The purpose of the AAG [INSERT SIG NAME] is to:
· [3-4 purpose statements developed by the SIG that are in line with AAG’s overarching purpose.  These statements will define and shape the work of the SIG.  Feedback and/or support from AAG staff may be sought in developing these statements.]

Links to AAG’s Strategic Priorities 2020-2023
The abovementioned purpose of the AAG [INSERT SIG NAME] ties in with the following AAG Strategic Priorities for 2020-2023:
· [relevant AAG Strategic Priorities, to be developed by the SIG in discussion with AAG staff]
Membership
The AAG [INSERT SIG NAME]:
· is open and free to all AAG members 
· must maintain a minimum of 10 members including the Convenor(s) to continue to function.
Convenor(s) will be selected by the SIG members.  Each SIG can determine its own process for selecting Convenor(s).  There can be a maximum of two Convenors.
Members may elect to leave a SIG at any time, without stating a reason and without it affecting their AAG membership or future interactions with AAG, its SIGs or Divisions.
Responsibilities
All members of the AAG [INSERT SIG NAME] will be responsible for:
· To the extent possible, participating AAG [INSERT SIG NAME] meetings, including reading all material prior to meetings.
· Providing apologies, verbally or in writing, to the Convenor(s) prior to the meeting.
· To the extent possible, providing feedback in a timely manner, when requested to do so.
· Adhering to professional and respectful behaviour.
· Respecting the role of the Convenor(s).
Responsibilities of Convenor(s)
The Convenor(s) of the AAG [INSERT SIG NAME] will be responsible for:
· Attending and facilitating all AAG [INSERT SIG NAME] meetings.  Or, if unable to attend, ensuring that as much notice as possible is given to enable an alternative meeting time to be arranged.
· Calling [INSERT SIG NAME] meetings, with the support of AAG contact person if needed.
· Encouraging and leading appropriate and respectful discussion amongst SIG members.
· If request to do so by AAG’s CEO, representing AAG in public forums of relevance to the SIG.
· Facilitating the development of the annual activity schedule.
· Communicating with AAG to ensure the effective functioning of the SIG.
· Maintaining a membership list and communicating with members through the AAG National Office.
· Developing the written annual report to the AAG Board.
Activity schedule
Each year, the AAG [INSERT SIG NAME] will develop an activity schedule together with relevant AAG staff to be approved by the AAG Board.  This activity schedule will take into account, among other things, the following factors:
· The AAG Strategic Priorities 2020-2023.
· Other previous, current and planned AAG initiatives/activities.
· AAG’s previous, current and planned policy work, including any AAG position papers or submissions.
· Available resources, including support staff.
In consultation with key AAG staff, the AAG CEO will provide feedback on the feasibility of the proposed activity schedule, including any financial considerations, before it is submitted to the AAG Board for approval.
Examples of the types of activities related to the interests and expertise of SIGs that may be appropriate are:
· Organising webinars.
· Writing an opinion piece/article to be published in a magazine such as Australian .
· Nominating appropriate experts to represent AAG in external forums, when requested to do so by AAG CEO.
· Contributing to, and providing feedback on, submissions to Government inquiries developed by the AAG Research and Policy team.
· Contributing to, and providing feedback on, position statements developed by the AAG Research and Policy team.
Resources
Support from AAG staff
The primary point of contact for AAG Special Interest Group activities is AAG’s Marketing and Membership Manager Michael Tan (mtan@aag.asn.au).  Michael and his team are also responsible for providing support for any meetings, webinars or other activities the Special Interest Group plans.
In addition, each Special Interest Group is assigned a point of contact from within AAG’s Policy and Research team.  The AAG [INSERT SIG NAME] policy contact is/contacts are [CHOOSE ONE] [INSERT POLICY TEAM MEMBER NAME AND EMAIL.  This policy contact can, for example, provide support in the form of feedback regarding the policy implications of proposed activity schedules and support in framing and developing any policy-related activities identified in the activity schedule.
Financial support
All financial matters relating to the AAG [INSERT SIG NAME] will be managed by the AAG National Office and with the approval of the AAG CEO.
The AAG [INSERT SIG NAME] should identify any expected activities that they expect may result in expenses and/or income when they submit their draft annual Activity Schedule to the AAG CEO for feedback.  Special Interest Groups may recommend external funding sources for activities from outside the AAG.  These external funding sources would be applied for by the AAG National Office after approval by the AAG CEO.
In consultation with other key AAG staff, the AAG CEO will then provide advice and feedback on the financial feasibility of the proposed activities.  If necessary, the AAG CEO may provide advice on how the activities could be modified to ensure they fit within AAG’s budget.
Communication with AAG
All AAG [INSERT SIG NAME] communications should preferably be directed to AAG via the Convenor(s).
The CEO of AAG will be the point of contact between the special interest group and the AAG Board of Directors.
The primary point of contact for AAG Special Interest Group activities is AAG’s Marketing and Membership Manager Michael Tan (mtan@aag.asn.au).
Reporting requirements
The Convenor(s) will submit a written annual report to the CEO of AAG for forwarding to the AAG Board at least one month ahead of the Annual General Meeting (held at the AAG National Conference).  This annual report will be included in the President’s Report presented at the Annual General Meeting.   The annual report will provide a brief analysis of the key issues or themes related to the SIGs focus, the activities and outcomes of the AAG [INSERT SIG NAME] for the past year and activities planned for the following year.
Accountability
The Convenors will be accountable to the AAG Board of Directors.  SIGs progress is approved subject to a sustained level of activity.
External communications and marketing
All external communications must occur via the AAG National Office according to AAG style guidelines and with the approval of the AAG CEO.  At the AAG CEO’s discretion, approval from the AAG Board may also be sought for external communications.  External communications include, but are not limited to, marketing of activities, communication with AAG members outside the AAG [INSERT SIG NAME], submissions to Government inquiries, letters to key stakeholders, and any other documents made available to people outside the AAG [INSERT SIG NAME].
Like all AAG members, AAG SIG members are expected to abide by AAG’s policies and guidelines.  This includes, but is not limited to the guidelines for:
· Use of social media by members and staff
· Public comments made on behalf of AAG
· Representing AAG in various forums
· AAG communication channels and how they are used policy
Primary Sectors of AAG Membership


Research and Education	Aged Care	Health (inc. geriatricians, nurses 	&	 allied health)	Other (inc. policy-makers 	&	 consumer advocates)	45	24	17	14	
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