Parent Carer Voice Herefordshire (PCVH) and Steering Committee – Terms of Reference
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1. Purpose
Represent the views and experiences of parent carers of children and young people (0–25) with additional needs in Herefordshire.
Facilitate two-way communication between parent carers and service providers.
Provide constructive feedback on services, challenge where necessary, and contribute to planning and decision-making for future provision.
Promote cooperative work with local service providers to improve outcomes for children and young people with additional needs.
Ensure parent carers have the choice to participate in consultations and projects.
Maintain diversity and inclusion by representing a wide range of views from all backgrounds and communities.
Uphold a positive reputation that reflects PCVH’s aims and values.
2. Equality, Diversity & Inclusion
Ensure equal opportunities for all parent carers regardless of race, ethnicity, gender, disability, religion, sexual orientation, or socio-economic background.
Actively seek representation from underrepresented groups and communities.
Provide accessible information and meeting formats to accommodate different needs.
Challenge discrimination and bias wherever it occurs.
Foster a culture of respect, dignity, and fairness in all interactions.
3. Membership
Membership is open to residents of Herefordshire who are parent carers of a child or young person (aged 0–25) with a disability or additional needs and who use children’s services.
Members agree to support the aims and values of PCVH.
4. Meetings
Frequency: PCVH meetings will be held once per school term.
Agenda Items: Any parent/carer member may submit agenda items by emailing admin@pcvherefordshire.com.
Service Provider Attendance: Relevant service providers may be invited to attend meetings as issues raised.
Accessibility: Information will be shared in multiple formats to ensure broad engagement. Language used will be clear, jargon-free, and inclusive.
Working Groups: Members may be nominated to sit on service provider working groups. Representatives will give feedback to the main forum, sign a Parental Representation Agreement Form, and be entitled to claim remuneration for their time.
5. Steering Committee
Role: The Steering Committee manages PCVH’s business and ensures effective governance.
Membership: Composed of parent carers meeting PCVH membership criteria. Members step down when their child reaches 26 years of age. Ideal size: 6–10 members. Specialist representatives may be nominated by their respective parent groups.
Officers: Chair, Secretary, Treasurer elected annually by Steering Committee members. Officers may resign by writing notices to the Chair.
Attendance: Members missing three consecutive meetings without apologies will be asked to step down.
Responsibilities: Represent wider parental views through networking and information sharing. Submit a personal statement when applying for membership.
6. Meetings and Decision-Making
Frequency: At least every six weeks (term time), with flexibility for urgent matters.
Quorum: Minimum of one-third of members present.
Decision-making: By consensus where possible; otherwise by majority vote. In case of a tie, the Chair has the casting vote.
Expenses: Reasonable travel and childcare expenses reimbursed.
Information Sharing: Meeting papers circulated in advance.
7. Communication and Feedback
PCVH will provide regular newsletters to members, including outcomes of consultations, updates on participation work, and impact on future service provision.
8. Safeguarding & Confidentiality
All members must adhere to safeguarding principles to protect children, young people, and vulnerable adults.
Any concerns about safeguarding must be reported immediately to the appropriate authority.
Confidentiality must be maintained regarding personal information shared within meetings or consultations.
Data protection laws (GDPR) will be followed in all PCVH activities.
9. Code of Conduct
Treat others with respect and dignity.
Act in the best interests of children, young people, and families.
Avoid conflicts of interest and declare any that arise.
Maintain confidentiality and uphold safeguarding responsibilities.
Represent PCVH positively and professionally in all settings.
Engage constructively and avoid discriminatory or offensive behavior.
Breaches of the Code of Conduct may result in removal of the Steering Committee or membership.
10. Contact Information
Email: admin@pcvherefordshire.com
Website: Parent Carer Voice Herefordshire – Engage community, Increase awareness
Postal Address: Parent Carer Voice Herefordshire 
Suite 4, Berrow’s Business Centre, Bath Street,
 Hereford, Herefordshire, HR1 2HE

Social media Facebook
11. Review
Terms of Reference will be reviewed annually.
Next Review Date: 2026-11-10 
Signed: Debbie Hobbs Strategic Coordinator


Signature: ____[image: A signature on a white surface

AI-generated content may be incorrect.]____
Date: ________10/11/2025___
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