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1. TERMS OF REFERENCE 

The <insert> technical advisory group (TAG) is being formed to provide specialist advice and 

make recommendations to the <insert> Industry Reference Committee (IRC) into the review 

of the <insert> components of the <insert> Training Package.   

Specifically, the terms of reference for the TAG is to provide expert guidance on the update of 

the structure and composition of: 

• <insert> qualifications: 

o <insert>  

o <insert> 

• <insert> units of competency: 

o <insert>  

The TAG’s role includes providing advice in relation to the Case for Endorsement for these 

components and the associated Companion Volume Implementation Guide. 

These terms of reference are subject to the scope and timelines of activity order XX as follows: 

• <insert scope clause from activity order>. 

• The Case for Endorsement for these components and the associated Companion Volume 

Implementation Guide are to be submitted to the Department of Education and Training 

on or before <insert>. 

Other information of use: 

• Draft Project Scope and Management Plan. 

 

2. ROLES AND RESPONSIBILITIES OF THE TECHNICAL ADVISORY GROUP 

The TAG will:  

• provide advice to support the development and implementation of the Project Scope 

and Management Plan 

• contribute to identifying and validating the current and future industry training needs  

• provide advice to support the development of unit content and the approach to the 

structure of qualifications and skill sets  

• provide advice on articulation, pathways, specialist tools, equipment and software and 

industry conditions to help inform the Companion Volume Implementation Guide 

• facilitate broader consultation and engagement with industry stakeholders  

• monitor identified and emerging risks and advise on their prevention, mitigation and 

management 

• assist in promoting the final products and their take-up by industry and other 

stakeholders.  
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3. DECISION MAKING 

The TAG does not have any decision-making role. 

4. ROLE OF INDIVIDUAL GROUP MEMBERS 

The role of the individual members of the TAG is to commit to: 

• participating in regular meetings 

• actively contributing to the TAG’s work both during and between meetings 

• nominating a proxy and advising Artibus Innovation if unable to attend a meeting  

• facilitating access to additional and specialised industry expertise 

• demonstrating a genuine interest in the initiatives and advocating for the project’s 

outcomes 

• acting in the public good. 

 

5. INDEPENDENT CHAIR 

The TAG will be chaired by an Independent Chair, which will be:  

• the IRC Chair, or a nominee from the IRC; or 

• a nominee determined by the IRC.  

The Independent Chair is responsible for facilitating the TAG to achieve its terms of reference, 

including: 

• Approving meeting agenda; 

• Ensuring the TAG develops and conforms to a project plan when progressing its terms of 

reference; 

• Facilitate meetings to achieve consensus wherever possible, where consensus means 

encouraging TAG members to develop, and agree to support, a position on advice to the 

IRC in the best interest of the project outcomes. 

• Ensuring communication with all TAG members; 

• Facilitating the formulation of TAG advice to the IRC, along with supporting evidence, in 

accordance with its terms of reference and its project plan; 

• Communicating the views of the TAG to the IRC. 

• Manage disagreements in accordance with the process contained in Attachment A. 

In undertaking their role, the Independent Chair will: 

• Ensure that the time in meetings is used effectively and that discussion on agenda items 

in TAG meetings is focussed, succinct and evidence-based; 



 

Technical Advisory Group Terms of Reference – Version 2.3    Page 4 

 

 

 

• Facilitate open and constructive communications amongst TAG members and encourage 

their contribution to TAG deliberations (in or out of session); and 

• Guide and summarise TAG discussions, rather than participate in the detail of those 

discussions. 

 

6. SECRETARIAT SUPPORT 

Artibus Innovation will, subject to budgetary constraints, provide the TAG with reasonable 

secretariat support in terms of: 

• liaising with the Independent Chair on the preparation of meeting agenda; 

• preparing and distributing meeting agenda papers; 

• arranging meeting venues and associated logistics; 

• recording meeting outcomes; and  

• assisting the TAG to prepare its advice to the relevant Industry Reference Committee(s). 

 

7. MEMBERSHIP  

In addition to the Independent Chair, the TAG shall be comprised of: 

• one representative of the training system; 

• one representative of a National Regulatory Forum; 

• one employee representative; 

• five representatives of industry; and 

• a minimum of one representative from each IRC where the scope of work covers both the 

CPC Construction, Plumbing and Services and CPP Property Services Training Packages. 

Other members may be included in the group as required. 

Process for selecting TAG Members: 

• Members will be chosen through a public nomination process managed by the SSO.  The 

SSO will provide the TAG Independent Chair with a criteria assessment of applications. 

• All applicants will be notified of their standing once nominees have been reviewed by the 

Independent Chair in conjunction with the SSO.  

• The Independent Chair will recommend the makeup of the TAG to the IRC which will 

validate the membership.  Any subsequent changes to the TAG require further validation 

by the IRC. 

• Due consideration will also be given to the requirements of States and Territories, 

particularly in terms of geographic coverage if, and when required.  
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8. MEETINGS 

Meeting Agenda 

All meetings will be conducted according to an agenda approved by the Independent Chair. 

Artibus Innovation will forward a proposed agenda and accompanying agenda items to the 

Independent Chair at least seven working days prior to a scheduled meeting. 

TAG members may request that items relevant to the TAG’s terms of reference be placed on 

the agenda.  Such requests must be forwarded to Secretariat at least ten working days prior 

to a scheduled TAG meeting using the template at Attachment A. 

The Independent Chair shall approve the agenda at least five working days prior to a scheduled 

meeting. 

The decision of the Independent Chair on the agenda will be final. 

 

9. CONDUCT OF MEETINGS  

Meetings will be facilitated by the Independent Chair. 

A quorum will be half the regular membership plus one. 

Artibus Innovation will:   

• distribute the agenda approved by the Independent Chair and associated meeting 

papers to the TAG members at least five working days prior to the scheduled meeting; 

• inform the Independent Chair of any proxies;  

• provide minutes and action items to TAG members no later than five working days after 

the meeting; and 

• provide a summary of the meeting outcomes to the IRC, to enable informed decision 

making. 
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10. TRAVEL SUPPORT 

Artibus Innovation will support one face to face meeting of each TAG, in accordance with 

Artibus Innovation travel policy at a location agreed by the Independent Chair and Artibus 

Innovation. 

11. WORKING GROUPS 

The TAG may agree to establish a limited purpose working group of its members to assist in 

efficiently and effectively progressing specific issues relevant to the TAG’s Terms of Reference 

and approved project plan.  A Working Group does not have any decision-making role. 

Artibus Innovation may agree to provide Secretarial support to a Working Group subject to its 

funding agreement with the Department. 

If the TAG establishes a working group, it must determine: 

• a Terms of Reference and specific project plan for its operations; and 

• the membership of the working group (which must include at least one member of the 

TAG). 

Working Groups must report to the TAG in accordance with their Terms of Reference and 

approved project plan.  The timelines in the approved project plan for a Working Group must 

enable the TAG to achieve its approved TAG project plan. 

Working Groups must: 

• be convened by the TAG Independent Chair; 

• operate according to an agenda approved by the TAG Independent Chair; and 

• operate on the basis of consensus wherever possible, where consensus means Working 

Group members develop, and agree to support, a position on advice to the TAG in the 

best interest of the project outcomes. 

If, in the opinion of the Independent Chair, a Working Group is not operating within or unable 

to complete its Terms of Reference or Project Plan, the Independent Chair may disband the 

Working Group.  In such cases, the Terms of Reference for the Working Group revert back to 

the TAG. 

 



 

 

 

Attachment A  Disagreements Resolution 

12. Objective 

The objective of this policy is to ensure that disagreements on issues relevant to the TAG Terms 

of Reference are handled consistently, efficiently and fairly and that, where possible, consensus 

is achieved. 

A1 Principles 

Each TAG may need to contend with situations where members have material disagreements 

on matters relevant to its Terms of Reference. 

In seeking to resolve such disagreements the Independent Chair will apply the principles of 

fairness and impartiality, having specific regard to the following: 

1. all TAG members involved shall be afforded fair treatment in the process of resolving the 

disagreement; 

2. the disagreements will be handled fairly and in good faith; 

3. all TAG members involved in the disagreement will have the opportunity to state their 

view and the underlying evidence that supports that view; and 

4. Resolution of disagreements will be via an open and structured process that encourages 

consensus and which is in line with the Artibus Innovation’s requirements under the SSO 

Funding Agreement. 

A2 Information required 

To resolve a disagreement, the Independent Chair will rely on information provided by the 

relevant TAG members about the disagreement and information Artibus Innovation may 

already hold.  

To help the Independent Chair resolve a disagreement quickly and efficiently, the relevant TAG 

members will be requested to provide information on their view on the issue in question and 

the underlying evidence that supports that view.  

A3 Resolving Disagreements 

Broadly, the disagreements management process involves the following steps: 

Table 1. Steps in disagreements management process 

Acknowledge Acknowledge to the relevant TAG members that a material disagreement exists 

in relation to an issue that requires some resolution.  

Develop 

Discussion 

Paper  

The Independent Chair will liaise with each of the relevant parties to clearly 

document their views on the issue and the evidence that supports that view.   

The Independent Chair will review the different views and develop and 

document feasible options for resolving the disagreement. 



 

 

 

 

The Independent Chair will then develop a brief Discussion Paper on the issue 

and distribute to the parties. 

Discuss and 

resolution 

The Independent Chair will convene discussions on the issue between the 

relevant TAG members, with the discussion to be informed by the Discussion 

Paper.   

The Independent Chair will use its best endeavours to help the relevant TAG 

members achieve a consensus resolution on the issue within 10 business days of 

the initial discussion.   

Where a consensus resolution is not able to be achieve within 10 business days, 

the Independent Chair will either: 

• Conclude that resolution of the disagreement is not possible and put a 

statement on the issue in the TAG’s advice to the IRC.  The statement will 

clearly set out the nature of the disagreement, the relevant TAG member 

views and supporting evidence, the options put to the TAG member and the 

outcome of the disagreement resolution process; or 

• Specify a date when the discussion and resolution period must be 

concluded. 

Record The Company will record the outcome on the disagreement in the Issues 

Register.  



 

 

 

Attachment B   

TAG AGENDA ITEM OUTLINE 

Meeting Date  

Agenda Item  #XX 

 

Subject:  

Description:  

Background:  

Key Issues for 

Discussion: 

 

Risks & Other 

implications: 

 

Recommendation:  

Attachments:  
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