Core Indicators Sub-Group Terms of Reference

Adopted: November 27, 2008
Purpose

The purpose of the Core Indicators sub-groups is to revise existing indicators and resources and to create new indicators and resources based on direction from the Core Indicators Work Group (CIWG).
Responsibilities of Sub-group Members

Sub-group members perform the following duties:

· Revise indicators by reviewing definitions, calculation methods, and data sources for specified indicators.
· Update information within indicators, including references and web links.

· Create new indicators and resources related to the sub-group’s subject area.

· Attend sub-group meetings on a regular basis.
· Review drafts developed by other members of the sub-group and provide feedback to sub-group lead or Core Indicators Project Manager (if applicable).

· Work with various partners to understand and document indicator definitions currently in use in other jurisdictions, including Statistics Canada, the Rapid Risk Factor Surveillance System (RRFSS) and provincial Ministries. Where possible, Core Indicator definitions should align with those used by these partners or specify and explain differences.
· Work in a team setting and liaise with other members and experts as required.
· Work with the sub-group lead and Core Indicators Project Manager (if applicable) to complete required tasks.
· Review and approve final version of indicators and/or resources.

Responsibilities of Sub-Group Leads

In addition to the above, sub-group leads have the following responsibilities:

· Organize and chair sub-group meetings. 
· Ensure that meeting agendas and minutes are written and distributed in a timely manner.
· Provide direction and expertise to sub-group members and Core Indicators Project Manager (if applicable).
· Liaise with the Core Indicators Project Manager on a regular basis to ensure tasks are being completed and issues resolved.

· Provide updates and bring forth issues for decision and resolution at CIWG meetings.

· Submit a status report to the APHEO membership when required.
· Develop a project plan, outlining tasks, assigned individuals and timelines based on direction from the CIWG.  Also ensure project plan is kept current with assistance from the Core Indicators Project Manager (if applicable).
Membership 

Sub-group members must comprise some members of the Association of Public Health Epidemiologists in Ontario (APHEO) and may include people from Statistics Canada, the Ministry of Health and Long-Term Care, the Ministry of Health Promotion, the Public Health Agency of Canada, the Institute for Clinical Evaluative Sciences (ICES), academic centres and other organizations. Membership is on a volunteer basis.

The lead is designated by the CIWG based on recommendations of the sub-group and becomes a member of the CIWG. 

Meeting Frequency
Members shall meet every 1-3 months. The sub-group lead, in consultation with the sub-group, determines meeting frequency in order to meet deadlines for completing the required indicators and resources. Members shall communicate via email, telephone and through smaller team meetings within a sub-group during the length of membership. Meetings can occur by teleconference. Decisions can also be made through e-mail correspondence. 
Deliverables
Each sub-group must define the deliverables that they intend to achieve and provide an estimated date for achieving these deliverables.
Reporting

Each sub-group reports to the CIWG, which is a sub-committee of APHEO. 

Decision Making
Decisions are made by consensus. If consensus cannot be reached and the point of contention is less significant, then the sub-group lead shall make a decision. If the point of contention is significant, then the issue shall be raised to the CIWG. Significant changes include adding or dropping major content-related or analytical components of an indicator, e.g. a change in the definition or reference population. An example of a less significant change is removing a redundant point on the background information for an indicator under “Indicator Comments.”
Generic Terms of Reference

Sub-group leads may adapt this set of generic terms of reference for their sub-group to provide more specific information such as timelines, meeting schedules, requirements, deliverables, etc.
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