SOUTH EAST COAST AMBULANCE SERVICE NHS FOUNDATION TRUST
Inclusion Working Group
Terms of Reference
1. Constitution
1.1. The Board hereby resolves to establish a Working Group of the Workforce
Development Committee to be known as the Inclusion Working Group, referred to
in this document as ‘The Group’.
2. Purpose
2.1. The purpose of the Group is to decide and report to the Workforce
Development Committee about the Inclusion Agenda for staff and patient issues. It
will provide support, advice, assurance and governance to demonstrate that the
organisation is committed to:


Meeting its duties and responsibilities under Equality, Diversity & Human
rights legislation and codes of practice including NHS, Department of Health
and Equality and Human Rights Commission standards.



To promote, recognise and value the diverse nature of our communities,
stakeholders and staff, and removing or minimising inequalities of access
and discrimination, to enable the Trust to meet the needs of patients

3. Membership
3.1. The Group shall not have less than 10 members, appointed by the Board from
amongst the senior managers of the Trust. One of the members will be appointed
Chair of the Group by the Workforce Development Committee.
3.2. The membership comprises of:








Director of Commercial Services (Chair)
Heads of Departments
Chairs of Staff Equality Networks
Staff side representative
Inclusion Manager
Patient representative (appointed from appropriate Trust PPI mechanism
tbc)
Public representative (appointed from appropriate Trust PPI mechanism tbc)
See appendix 1 for detailed list

4. Quorum
4.1. The quorum necessary for formal transaction of business by the Group shall be
5 members, inclusive of the Chair or Deputy Chair and the Inclusion Manager.

5. Attendance

5.1. Other organisational managers and officers, internal and external may be
invited to attend meetings for specific agenda items or when issues relevant to their
area of responsibility are to be discussed.
5.2. The Workforce Support Officer and Directorate Assistant to Commercial
Services Directorate will provide secretarial duties to the Group and shall attend to
take minutes of the meeting and provide appropriate support to the Chair and
Group members.
5.3. Members and officers unable to attend a meeting are required to send a fully
briefed deputy or provide a written update to the Group members at least two
working days beforehand. Members and officers are required to attend 75% of
these Group meetings.
5.4. The Chair of the Group will follow up any issues related to the unexplained non
attendance of members. Should non attendance jeopardise the functioning of the
Group the Chair will discuss the matter with the members and if necessary seek a
substitute or replacement.
5.5. Attendance at Group meetings will be disclosed in the Group’s Annual Report
to the Workforce Development Committee.
6. Frequency
6.1. Meetings of the Group will be held bi-monthly and in advance of the next
Workforce Development Committee meeting to ensure timely reporting. Meeting
dates will be diarised on a yearly basis and extraordinary meetings may be called
between regular meetings to discuss and resolve any critical issues arising. The
venue for the meetings will rotate around SECAmb to provide visibility and
Leadership.
7. Authority
7.1. The Group has no executive powers.
7.2. The Group is authorised by the Board to investigate any action within its Terms
of Reference. It is authorised to seek any information it requires from any
employee and all employees are directed to cooperate with any request made by
the Group.
7.3. The Group is authorised by the Board to request outside legal or other
independent professional advice via the relevant senior Committee, and to secure
the attendance of outsiders with relevant experience and expertise if it considers
necessary.
8. Duties
8.1. The subject matter for meetings will be wide-ranging and varied but in
particular it will cover the following:

8.1.1. Provide a forum to support the development and implementation of an
inclusion framework that meets the requirements of the NHS and
Department of Health standards, national and local initiatives and targets,
UK and EU legislation
8.1.2. Engender a culture of partnership working within the organisation, with
other NHS organisations and outside agencies and to enable each to
share good practice and reduce unnecessary duplication in its inclusion
activities.
8.1.3. Promote, recognise and value the diverse nature of communities,
individuals and staff groups, ensuring equality of opportunity for all.
8.1.4. Identify and engage with stakeholders and local and voluntary and
community groups as appropriate to ensure the group are aware of the
diversity issues in relation to employment and service delivery within the
region.
8.1.5. Provide support and guidance to Heads of Departments to deliver their
responsibilities to embed equality and diversity in their work and areas of
management responsibility.
8.1.6. Recommend a Trust wide approach to migrate from Single Equality
Scheme and action plans to the Equality Delivery System and action
plans
8.1.7. Regularly monitor Trust performance against the SES/EDS action plans
and ensure the trust progresses towards its aim of effortless inclusion
and to advise the Executive Management Team and Board accordingly.
8.1.8. Review and recommend policies and strategies related to the Inclusion
Agenda, for Executive Team or for Board approval as appropriate.
8.1.9. Ensure mechanisms are in place to support and guide staff to undertake
effective equality impact appraisals and action plans and record evidence
appropriately
8.1.10. Identify and prioritise key issues affection the Trust in relation to
equalities or inequalities
9. Reporting
9.1. The Group shall be directly accountable to the Workforce Development
Committee. The Chair of the Group shall report a summary of the proceedings of
each meeting at the next meeting of the Workforce Development Committee and
draw to the attention of the Committee any significant issues that require disclosure.
10. Support
10.1. The Group shall be supported by the Inclusion Manager and duties shall
include:
10.1.1. Agreement of the meeting agendas with the Chair of the Group;
10.1.2. Providing timely notice of meetings and forwarding details including the
agenda and supporting papers to members and attendees in advance of the
meetings;
10.1.3. Enforcing a disciplined timeframe for agenda items and papers, as
below:
i. At least twelve working days prior to each meeting, agenda items will be
due from Group members;

ii. At least seven working days before each meeting, papers will be due from
Group members;
iii. At least five working days prior to each meeting, papers will be issued to
all Group members and any invited Directors, managers and officers.
10.1.4. Recording formal minutes of meetings and keeping a record of matters
arising and issues to be carried forward, circulating approved draft minutes
within five working days from the date of the last meeting;
10.1.5. Advising the Chair and the Group about fulfilment of the Group’s Terms
of Reference and related governance matters.
11. Review
11.1. The Group will undertake a self-assessment at the end of each meeting to
review its effectiveness in discharging its responsibilities as set out in these Terms
of Reference.
11.2. The Group shall review its own performance and Terms of Reference at least
once a year to ensure it is operating at maximum effectiveness. Any proposed
changes shall be submitted to the Workforce Development Committee for approval.
11.3. These Terms of Reference shall be approved by the Workforce Development
Committee and formally reviewed at intervals not exceeding two years.
Review Date: June 2013
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Appendix 1
Detailed list of attendees August 2010
Name

Role

Andy Cashman
Angela Rayner
Anna Williams
Anouska Adamson-Parks
Bill Chilcott
Blessing Enakimio
Chris Stamp
Darren Reynolds
David Davis
David Hammond
Geoff Catling
Geraint Davies
Greg Timmins
James Pavey
Janine Compton
Jason Tree
Jill Dawson
Jo Byers
John Griffiths
Justin Wand
Liz Langridge
Lorna Stuart
Louise Hutchinson
Mo Reece
Jim Reece
Nicola Brooks
Pam Fricker
Peter Radoux
Rob Mason
Robert Bell
Sally Robinson
Sandie Gibson
Steve Moss
Steve Rose
Sue Skelton
Will Bellamy

Head of Contingency Planning & Resilience
Inclusion Manager
Head of Corporate Services
Head of External Service Development
Head of Compliance
Representative of ASPIRE
Senior Operations Manager
Head of Voluntary Services
Representative of Making Diversity Happen
Acting Head of Management Accounting
Programme Director Estates
Director of Commercial Services
Head of Operational Finance & Resource
Senior Operations Manager
Acting Head of Communications
Head of IT
Administration support to IWG (shared)
Operational Business Development Lead
Clinical Operations Transitional Lead
Head of Fleet
Head of HR Services
Senior Operations Manager
Patient & Public Involvement &Experience Lead
Patient/Carer Involvement Representative
Public Involvement Representative
Head of Medical Services
Head of Learning and Development
Senior Operations Manager
High Performance Project Manager
Head of Commercial Services
Administration support to IWG (shared)
Head of HR Strategy
Head of Financial Accounts
Senior Operations Manager
Head of Distribution
Representative PRIDE in SECAmb

