
Terms of Reference rubric
	
	4 Excellent
	3 Good
	2 Poor
	1 Unacceptable

	Format
	Follows specified format exactly.
	All sections are in order and complete.
	Many items out of order and sections missing.
	Author used own format.

	Structure
	No errors in grammar or spelling.
	NA

	1 or more errors in grammar or spelling.

	Authority (generic for all TORs)
	Must have the following format with the necessary details completed:

The (full name of committee) operates through the authority of and reports to the President. Recommendations from the committee are submitted through the (fully list who the committee reports through to the president) for approval by the President.

Example: The Curriculum and Assessment Committee operates through the authority of and reports to the President. Recommendations from the committee are submitted through the Director of Academic programs (DAP) and/or Director of Vocational, Community and Continuing Education (DVCCE) to the Vice President for Instructional Affairs (VPIA) for approval by the President.



	Purpose
	Must have the following format with the necessary details completed:

The (full name of committee) makes recommendations to the president through the (list the communications route of the committee) on matters relating to (list the purpose(s) the committee is responsible for).

For example:

The Curriculum and Assessment Committee makes recommendations to the president through the Director of Academic programs (DAP) and/or Director of Vocational, Community and Continuing Education (DVCCE) to the Vice president for Instructional Affairs (VPIA) on matters relating to curriculum, instructional program review and assessment, instructional course review and assessment, academic policies and procedures.



	Membership (generic for all TORs)
	Must have the following format with the necessary details completed:

The members of the (full name of committee) are selected at the beginning of each academic year and must include:

· List of who the committee must include e.g., all division chairs, all instruction coordinators, all vacation coordinators, faculty representation, staff representation. Should not list people’s names.
The (committee name) will elect members to be chair, vice-chair and secretary. Membership must be kept with a (insert number) number limit.

Responsibilities of the committee members are to:

· Carry out assignments.

· Regularly prepare for an attend committee meetings.

· Actively participate in meetings.

· Share information on committee discussion, recommendation and decisions within the COM-FSM and gather input from their area of representation.

· Add any additional responsibilities relevant to the committee.

	Organization
	The responsibilities of the chairperson, vice chair and secretary are clearly stated.
	NA
	Sections missing or not clearly stated.

	Meetings
	Clearly states the following;

i) Meeting schedule and arrangement details e.g., biweekly/monthly etc.

ii) Quorum rules

iii) Voting system for that committee

	Responsibilities
	Lists the responsibilities of the committee.
	NA
	Sections missing or not clearly stated.

	Communication & distribution of information
	Clearly states the following;

i) Agenda process

ii) Minutes process

iii) Recommendation process

iv) Other details specific to that committee


