Project Reference Group

Terms of Reference

1. BACKGROUND

Service and Creative Skills Australia (SaCSA) is an industry-owned, industry-led Jobs and Skills

Council (JSC), funded by the Department of Employment and Workplace Relations (DEWR). We provide
workforce planning, guidance, solutions and industry stewardship for the Arts, Personal Services, Retail,
Tourism and Hospitality sectors.

Working within a tripartite approach, SaCSA is the critical link between industry stakeholders, government
and unions. We aim to provide a stronger, more strategic voice in ensuring Australia’s Vocational
Education and Training (VET) sector delivers positive outcomes for employers, workers, learners, trainers
and educators.

As the leader in workforce development initiatives for our industries, SaCSA collaborates with industry to
identify and articulate current and future employment trends and develops solutions that best serve
those needs.

2. PURPOSE AND ROLE
2.1. The purpose of the Project Reference Group (the Group) is to provide independent, timely,
expert input and feedback to SaCSA in relation to the specific project (the Project) the
Group is established for.

2.2. The Group shall:
° Understand the key aims, objectives and desired outcomes of the Project and
support achievement of these
° Actively participate in meetings and discussions, including review of minutes,
papers and other relevant materials

° Provide timely feedback on key project outputs throughout the course of the
project

° Review and provide timely feedback on reports and documentation of project
outcomes

Assist SaCSA by identifying complementary activities / research / projects that are
happening within industry or government, key stakeholders, resources and data
that may be relevant and other knowledge transfer activities which may benefit the
Project

3. MEMBERSHIP
3.1. Membership of the Group will be by application to SaCSA via a publicly listed Expression of
Interest

3.2. The Group shall comprise of:
° Individuals with appropriate expertise and experience relevant to the project

° Representatives of relevant organisations, government departments and / or
Unions as appropriate

3.3. SaCSA will consider the following when making selections for the Group:

. Currency of knowledge relevant to the Project

Project Reference Group Terms of Reference_Final_v2.0_ 20260804



https://sacsa.org.au/jobs-and-skills-councils/
https://sacsa.org.au/jobs-and-skills-councils/
https://www.dewr.gov.au/

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

° Role or experience that supports the aims and objectives of the Project

° Balanced representation to support inclusive perspectives and a diversity of
experience / voices

Final composition of the Group and appointment of members shall be decided by SaCSA’s
Executive Leadership Team based on recommendations by the Project Lead assigned to the
project

Current members of SaCSA's Strategic Workforce Advisory Group (SWAG) are welcome to
express interest in participating in the Group, as a subject matter expert. SWAG members
seeking membership must complete the Expression of Interest (EOI) process, including
submission of an application, curriculum vitae, conflict of interest declaration and
attending an interview.

SWAG members may express interest in attending a Project Reference Group as a guest
during the published EOI period. A SWAG member who applies to participate as a subject
matter expert, and is not appointed, may also request to attend as a guest by notifying the
nominated SaCSA PRG representative within five (5) working days of receiving the
outcome of their application. Guest attendees participating in the Group meetings may
contribute to discussions and share relevant expertise. They do not have responsibility for
endorsing advice or recommendations, determining outcomes or participating in the
Groups decision-making processes.

Participation in SWAG does not automatically confer membership of, or attendance at, the
Group. Guest attendance is subject to approval by SaCSA, and SaCSA reserves the right to
limit guest attendance where necessary to support the effective management of the
Group.

The number of Group members will be determined by the Project Team in consultation
with SaCSA’s Executive Leadership Team (ELT)

Where a Group member resigns before the end of the project, the requirement to and
process for replacing that member shall be determined by the Project Team in consultation
with the SaCSA’s Executive Leadership Team (ELT)

3.10. Membership of the Group shall be for the life of the project.

3.11. The Chair will be the SaCSA Project Lead assigned to the Project or other SaCSA

representative and will provide leadership, direction and structure to ensure all meetings
are productive and facilitate the views of all Group members.

Members who are unable to attend a meeting should notify the Chair in advance. SaCSA
may review membership where a member is unable to actively participate in the work of
the Group over the life of the project.

4. MEETINGS, AGENDAS AND MINUTES

4.1.
4.2,

4.3.

4.4.
4.5,

Meetings may be facilitated in-person or virtually

Agendas will be sent to all members of the Group prior to the meeting, ensuring
appropriate time to read and consider any supporting documents

Meetings will be facilitated by the SaCSA Project Lead who is managing the Project and
minutes will be distributed after the meeting.

Minutes will be maintained by SaCSA and recorded as part of the Project Documentation
Meetings may proceed regardless of attendance numbers at the discretion of the Chair.
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5. REIMBURSEMENT OF GROUP MEMBERS

5.1. SaCSA may reimburse a Group member for reasonable expenses (including travelling and
accommodation expenses) incurred by the member to attend Group meetings

5.2. Reimbursement will be at the discretion of SaCSA, the expenditure must be approved in
advance and evidenced via a valid, itemised invoice in respect of the approved expenses.

6. POWERS

6.1. The Group provides advice and recommendations only. Responsibility for all project
decisions, approvals and deliverables remains with SaCSA. The group cannot commit
SaCSA or the Board to any advice/recommendations or other actions.

7. CONFIDENTIALITY AND FIT AND PROPER PERSONS

7.1. Group members must keep all the deliberations, recommendations and advice of the
Group, which are not publicly known, confidential.

7.2. Any confidential information received by a Group member in their position as a member of
the Group must not be disclosed to any third party, unless authorised by SaCSA
management, or required by law.

7.3. Atall times, a Group member must be a fit and proper person to perform their duties and
functions.

7.4. The SaCSA CEO (or their delegate) has the authority to take any action necessary against
any member of the Group who breaches their confidentiality responsibilities and fit and
proper person requirements, including removing the member from the Group.

8. CONFLICTS OF INTEREST

8.1. A conflict of interest may be actual, potential or perceived, and it may be financial or non-
financial:

° An actual conflict of interest is defined as a direct conflict between an individual’s
duties and responsibilities as a member of a The Group and their personal
interests. For example, the individual is in a close personal relationship with an
employee of the organisation that he or she is a Group member of.

° A potential conflict of interest arises in situations where there could be a conflict
between the Group member’s professional duties and responsibilities and their
personal interests. For example, an individual is a director of two organisations
which may both compete for a grant in the future.

° A perceived conflict of interest arises where there may appear to be a conflict
between an individual’s responsibilities as a member of the Group and their
personal interests. For example, an individual is an investor in a company that his
or her board may be perceived to be able to influence.

. Personal interests include direct interests, as well as those of family, friends or
other organisations a person may be involved with or have an interest in.

8.2. Aninterest will be considered material if it is of some substance or significance, and not
merely a slight or low value interest.

8.3. Aninterest or association will be considered to give rise to a ‘material’ conflict if it has a
reasonable possibility of influencing, or as reasonably being seen to influence, the decision
or actions of the relevant individual.

8.4. Itisthe responsibility of a Group member to:

° disclose any material personal interests or material personal associations that
could give rise to an actual, potential or perceived conflicts of interest that they
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9. TERMINOLOGY

have in relation to affairs of the Group to the Chair and other members of the
Group; and

not be present while any matter which relates to their conflict of interest is being
considered at the meeting; unless those Group members, who do not have a
conflict of interest in the matter have passed a resolution that:

= jdentifies the Group member;
= outlines the nature and extent of their conflict of interest; and

states that those Group members are satisfied that the interest should not
disqualify the member from being present.

9.1. For the Purposes of this document the following meanings apply:

Project Lead — the SaCSA representative assigned to deliver core aspects of the
Project

Project Team — SaCSA representatives who work with the Project Lead on
delivering the Project

The Project — an activity being undertaken by SaCSA, following approval of the
Executive Leadership Team to further SaCSA’s remit

10. VERSION CONTROL

VERSION # DESCRIPTION OF CHANGE OWNER/AUTHOR  DATE
Chloé Powell

0.1 Initial draft 10/09/2025
Project Lead
Chloé Powell

0.2 Update of draft 12/11/2025
Project Lead

1.0 Approval of ToR 28/11/2025

i i Christina Tran
11 Addition of Version Control table and update to 20/01/2026
document name and footer PMO Manager
2.0 Change in conditions for SWAG members participating e 04/08/2026

in PRG
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