Insert all logos here

[Project name] Joint Working Terms of Reference (ToR)
This document seeks to outline the key terms of joint working between between [NHS] and [Company or companies] in the planning, delivery and evaluation of the project: [Project name].  
This document will be developed in parallel to the Project Initiation Document (PID), both of which will be signed off by all parties.
Vision, objectives and outcomes of the project

NOTE: Please delete notes in blue as you proceed through the project – these are just here to suggest things you may wish to include. Many projects are different so include anything else which is specific to your project. The specific detail should be included within the PID, which is more of a technical document. This ToR is the key definition on which the project is built.
Include:

· The vision statement – the problem and what you’re trying to achieve – i.e. why are you doing this and what is the need?
· The specific project definition (as a response to the need) – what the project is actually doing, the specific objectives of the project – what does success look like within this project?
· Key outcomes – what are the tangible key outcomes from the project?
Deliverables and key success factors

Include:

· What are the main products or deliverables that this project will produce – keep these as specific as possible (if you can’t define it, then how can you monitor and measure it?)

· To what extent do the key deliverables need to be delivered? For example, if your project is addressing an ‘at risk’ group, what proportion/uptake is required for this project to be successful?
Timelines and milestones

Include:

· The overall time period of the project – e.g. 12 months

· What are the major milestones/delivery stages within this project (e.g. Identify, Adopt/Adapt, Diffuse & Spread are commonly used). Keep it simple – you’re outlining the scenes in the story, not the whole story itself.

Accountabilities, roles and responsibilities

Include:

· Organisational

· What is each organisation specifically responsible for within this project?
· Are tasks divided up within the project to deliver outcomes? Or is it more integrated?
· If there are more than one partners, are certain partners doing certain areas or localities?

· Group

· What is the accountability of any different groups involved within this? Is there a Steering Group? An Internal Review Committee? 

· What are the individual purposes, characteristics, roles and differences between these groups? Is one operational & one governance? What does each have the power to do?

· What is the named membership of these groups?
· Individual

· Define specific roles within delivery – Chair, Project Manager, Secretary etc. Name the individuals responsible.
· Define the Authorised Officers or senior responsible officers (SROs) responsible for signing off these documents.

· What will the accountability for individuals within this (high level such as conflict of interest)?
Governance arrangements

This may be integrated into the above section, depending on complexity of the project. Include:

· How will you govern the work that is being done, and make key decisions or deal with key issues?
· Is the governance representative? How?
· What will you do if there is significantly differing views (achieving quorate)?
· How often will this governance be required: frequently, at the end of key stages or as and when required?
· How will reporting and key performance indicators (KPIs) feed into this?

Arrangement for monitoring and evaluation

Include:

· How will the project be monitored – frequency; to whom (if not covered in governance); what will the format of this be?

· How will performance be measured? e.g. red amber green (RAG) rating; specific KPIs.

Exit strategy

Include:

· What events could constitute an exit or cessation of the project?

· What would the notice period be?

· How and to whom would notice need to be served?
· Are there specific stages where continuation would be reviewed for this purpose? e.g. in between pilot and full rollout.
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