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Disability and Inclusion Advisory Group – Terms of Reference

Purpose
The Disability and Inclusion Advisory Group provides advice and guidance to Hunter Writers’ Centre in implementing the Disability and Inclusion Action Plan 2024–2026, to improve the accessibility, inclusivity, and safety of its programs. The Advisory Group provides an important avenue for identifying current and future issues and advising Hunter Writers’ Centre on best practice when creating programs and services. 
This Advisory Group does not replace other forms of community engagement used by Hunter Writers’ Centre to consult with and engage the community. Rather, the Advisory Group complements and enhances community engagement, with a core focus on addressing the needs of Storytellers with disability. 
The Disability and Inclusion Advisory Group is a non-constituted committee of Hunter Writers’ Centre, coordinated by the Director of Hunter Writers’ Centre. 

Objectives
The Disability and Inclusion Advisory Group provides advice and offers input to Hunter Writers’ Centre about:
· Ways to build and enhance Hunter Writers’ Centre programs so that the needs of stakeholders and community members with disability are met. 
· Ways to engage, communicate with, and train Hunter Writers’ Centre staff, members, and partners about safety, access, and inclusion for people with disability. 
· Current and emerging access and inclusion needs within the wider community. 
· Models of best practice for supporting the needs of people with disability. 
· The implementation of the Disability and Inclusion Action Plan, including relevant reviews.
· Ways that community benefits and the success of the Disability and Inclusion Action Plan can be enhanced. 
· Ways to measure improvement and success. 

Responsibilities 
Specific responsibilities of the Disability and Inclusion Advisory Group are to:
· Advise Hunter Writers’ Centre on strategic direction in relation to disability (access and inclusion) planning and future direction.
· Consider future program developments to better engage and support Hunter Writers’ Centre members, participants, customers, and stakeholders with disability.
· Provide advice about successes to date, challenges to be addressed, and important issues to be considered in the implementation of the Disability and Inclusion Action Plan 2024–2026.
· Consider and advise Hunter Writers’ Centre about the most effective ways to implement the Disability and Inclusion Action Plan 2024–2026.
· Discuss issues that may impact on the health and wellbeing of people with disability engaged with, or interested in, the programs and projects of Hunter Writers’ Centre. 
Membership
The Disability and Inclusion Advisory Group consists of four members with lived experience of disability who have a passion for creativity, storytelling and the arts, and some knowledge of Hunter Writers’ Centre programs.
Efforts are made in the selection process to appoint representative members of different disability groups.
Membership of the Disability and Inclusion Advisory Group is voluntary, and all members must be over 18 years of age. 

Term of Appointment

Members are appointed for a period of two years. After this period, a re-appointment process is undertaken for all members in accordance with the selection process outlined in these Terms of Reference. Existing members may be invited to extend their appointment for another two years.
Members are free to resign at any time. Should vacancies arise, new members may be selected from a shortlist maintained by the Advisory Group. The term for any member appointed part way through the life of the Advisory Group expires in line with the other members of the Group. 

Remuneration
Each member of the Disability and Inclusion Advisory Group will receive a stipend of $200 per meeting for their time and services to the Group. 
Members will be asked for their bank details at the on-set of their term and will be paid after each meeting on receipt of an invoice. 

Selection Process
Membership is achieved by calling for applications. Advertisements are placed on the Hunter Writers’ Centre’s website, social media platforms, and newsletter, with encouragement to share in a disability community. 
Specific representatives may be invited to apply. 
An application form is completed by interested representatives and all applications are assessed against the Criteria for Membership, as outlined in these Terms of Reference. Shortlisted candidates will be invited to participate in interviews. 
Following interviews, four candidates will be invited to join the Group. Other candidates will remain on a shortlist, to be considered for future vacancies. 

Criteria for Membership 
Applicants for membership of the Advisory Group must be able to demonstrate:
· Knowledge and lived experience of disability.
· A practice in Storytelling, including but not limited to writing.
· Familiarity with Hunter Writers’ Centre programs and projects, including the Lighthouse Arts site at Nobbys-Whibayganba Headland.
· A strong understanding of the Hunter Region community and the local issues that are relevant to access and disability.
· Experience and interest in advocating for self and the community, particularly in the areas of disability services. 
· An ability to work well with others and participate constructively in an advisory capacity.
· An ability to represent a broad range of views that reflect the diversity of the community.
· An ability to look beyond personal interests for the benefit of the community and the Hunter Writers’ Centre.
· A capacity to commit to the Advisory Group for the required duration.
· An ability to commit to attend meetings, online or in-person, three times a year, including for the following set dates: 
· Wednesday 31 July 2024
· Wednesday 30 October 2024

Selection Panel
The selection panel for the Disability and Inclusion Advisory Group includes:
· Director, Hunter Writers' Centre
· Disability advocate and Hunter Writers’ Centre advisor, Kerri Shying
· Disability advocate and Hunter Writers’ Centre member, Andrew Spannenberg 

Meetings 
Frequency, Venue and Duration
Meetings are held three times a year. 
A schedule of meetings is developed by Hunter Writers’ Centre and presented to Group members annually. Where necessary, a meeting may be cancelled or re-scheduled.
Meetings are held online and/or in-person, at an accessible venue selected by Hunter Writers’ Centre. 
Each meeting will last for 90  120 mins. We anticipate the first few meetings will be longer in duration.

Attendance and Agenda
Each member of the Disability and Inclusion Advisory Group commits to attend all three annual meetings, unless circumstances outside the member’s control prevent attendance.
All meetings have an agenda with minutes recording attendees, apologies, decisions, and outcomes. The Director Hunter Writers’ Centre oversees the preparation of the agenda in consultation with Group members. Any member may submit agenda items prior to the finalisation and distribution of the agenda.
Chairperson
The Chairperson is one of the independent Advisory Group members, determined through a vote or consensus among the members. The term of the Chairperson is aligned with the term of the Group.
The appointed Chairperson is responsible for the conduct of meetings, ensuring fair and equitable opportunities for views and opinions to be voiced and discussed by the Advisory Group.

Role of the Director 
The role of the Director of Hunter Writers’ Centre in the Disability and Inclusion Advisory Group is to:
· Coordinate the Advisory Group in an administrative capacity, 
· Take and distribute minutes of meetings,
· Act as a link between Hunter Writers’ Centre and the Advisory Group,
· If needed, act as the deciding vote for decisions.

Quorum and Voting
Decisions require more than half of the membership to be present at meetings.
It is preferable that decisions of the Advisory Group are made by consensus; however, there may be circumstances where a matter is decided by a vote. Each member is entitled to one vote.
In cases where a decision cannot be made, due to votes being split evenly between members, the Director of Hunter Writers’ Centre has the deciding vote. 

Reporting Requirements
A report is submitted to the Group annually on the Centre’s achievements for that year against the objectives and key actions items outlined in the Disability and Inclusion Action Plan. 
This report forms part of Hunter Writers’ Centre’s annual reporting process.

Conflict of Interest
A conflict of interest is defined as applying when a Group member stands to gain financially from any business dealings, programs, or services of Hunter Writers’ Centre.
Members of the Group are to declare any conflicts of interest either at the start of the Group meeting concerned or when a relevant issue arises. The nature of this conflict of interest is entered into the meeting minutes.
Where a conflict of interest is identified, the member leaves the room as soon as that item comes up for discussion. The concerned member shall not vote on that issue, nor initiate or take part in any discussion on that topic, unless expressly invited to do so by unanimous agreement of all other members present. 

Review of Terms
These Terms of Reference are reviewed annually by Hunter Writers’ Centre.
Updates are distributed to Group members by the Director of Hunter Writers’ Centre.


Code of Conduct for Members of the Disability and Inclusion Advisory Group

I agree to:

· Attend Group meetings and provide apologies in advance where attendance is not possible.
· Act in an advisory capacity to Hunter Writers’ Centre by providing insight and advice into broader community needs and perspectives of people with disability.
· Seek at all times to obtain and represent the views of the broader community.
· Respect the ideas and beliefs of all members and provide an atmosphere where all members feel comfortable to participate.
· Contribute in a positive and constructive way to finding solutions to issues and concerns.
· Act in good faith, with honesty and integrity, and apply the skills and expertise I posses with diligence and care.
· Raise any concerns about the decisions made in this Advisory Group to the Director Hunter Writers’ Centre.
· Notify Hunter Writers’ Centre of any potential conflict of interest that may arise with respect to my participation on the Disability and Inclusion Advisory Group. 
· Allow Hunter Writers’ Centre to promote my participation in the Disability and Inclusion Advisory Group on the Centre’s website, social media platforms, and newsletter. 
· Not disseminate confidential information that is discussed at the Disability and Inclusion Advisory Group meetings, as advised by the Director of Hunter Writers’ Centre.
· Not make any media comment on behalf of the Disability and Inclusion Advisory Group or Hunter Writers’ Centre in relation to the project unless approved by the Director of Hunter Writers’ Centre.

Signed:_______________________________________________

Name:________________________________________________

Date:_________________________________________________
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