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Trustee Officials Committee – Terms of
Reference (ToR)
1. Introduction

1.1 The College of Paramedics’ core aims are to enhance healthcare and save lives through the
advancement of education, training and continuing professional development within the
paramedic profession. These strategic aims are overseen by the Board of Trustees of the College of
Paramedics (the College).
1.2 The Board of Trustees is made up of the Representative Trustees (See Appendix A) and Trustee
Officials (See Section 3 and Appendix B).
1.3 The Board of Trustees is supported by the Executive Team (see Section 3 and Appendix C).

1.4 The Trustees, Executive Team and staff members all contribute to achieving the aims, objectives
and strategy set by the Board in a timely and responsive manner, in the interests of College
members and the paramedic profession.

1.5 This document sets out the terms of reference for the Trustee Officials Committee (TOC) which is
comprised of all Trustee Officials and tiers 1 and 2 of the Executive Team. Members of the
Executive Team are non-voting contributors to this committee.

2. Purpose

2.1 The purpose of the TOC is to focus on the overall agenda set by the Board of Trustees and also to
make recommendations to the Board of Trustees as to what that agenda may comprise and what
the respective course of actions for each issue may be.
2.2 The TOC will, on behalf of the Board of Trustees:


work to the agreed College strategy including the 6-12 month objectives and the five year plan



ensure the College operates within the financial limits set by the Board








monitor delivery of key commitments, objectives and milestones, set by the Board for action by
the Chief Executive
receive information from and/or make recommendations to the Board committees as and when
appropriate
drive forward the Board’s commitment to continuous development and improvement

in order to ensure continuity of business between Board meetings, make recommendations to
the Board either via email, special conference calls, or through full discussion at Board meetings

be transparent in its undertakings notwithstanding the need to deal with sensitive developments
in the College’s work as a professional body
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represent the College with key external stakeholders, giving consideration to issues that may
impact on the reputation of the College, its members and the profession, responding in a way
consistent with the ethos of the College

contribute active leadership within the College and the paramedic profession, within an effective
policy and governance framework
safeguard the College’s resources.

3. Membership

3.1 The TOC consists of all Trustee Officials; the College Chair, two Vice-Chairs, Treasurer and the
Trustee Officials with remits involving Communications, Education and the Professional Practice
(Appendix B). Tiers 1 and 2 of the Executive team; the Chief Executive, the Head of Professional
Development, the National Education Lead and the Head of Research are non-voting members of
the Committee (Appendix C).
3.2 Executive Consultants, Representative Trustees, College members, College employees and others
may be invited to attend for relevant agenda items.

4. Accountability

4.1 The College of Paramedics is a democratic membership organisation. The TOC is accountable to
the Board of Trustees which represents the interests of the membership. All strategic, business
and financial conduct is undertaken in the interests of the membership and the paramedic
profession.

5. Review

5.1 The Annual Trustees Report and the Chief Executive’s ‘year in review’ report delivered at the
Annual General Meeting (AGM), and the distribution of the TOC minutes to the Board of Trustees
will form the basis of the review process.

5.2 These terms of reference should be updated in accordance with the general policy review process.
However, changes can be made at such time as the Board of Trustees deems appropriate.
5.3 It is the role of a Vice-chair to oversee effective self-assessment by the TOC either directly or by
appropriate delegation.

6. Working Methods




The TOC will work, under delegated responsibility from the Board of Trustees, to organise, manage
and execute the business of the College. In order to do this effectively the TOC will:
hold regular monthly meetings

communicate between meetings as the need arises

communicate with the Board by email and at Board meetings
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meet with key stakeholders as representatives of the College and the paramedic profession.

7. TOC Meetings

7.1 TOC monthly meetings will ideally be conducted via video link. Teleconference can be used if video
is impractical at any given meeting, although every effort should be made to meet via video-link, as
a priority. There should be at least one face-to face meeting in each 12-month period.
7.2 A forward 12-month programme of scheduled meetings will be established to facilitate attendance
and will be circulated to TOC members in the first week of January each year. The Board of
Trustees will be informed of the schedule.
7.3 Items for the agenda will be provided by members of the TOC, and the Board of Trustees. Papers
will be circulated via email in the week preceding the scheduled meeting.
7.4 The agenda and papers will be available on request to all members of the Board of Trustees.

7.5 The Quorum for the meetings will be 5 voting members and must include the Chair or a Vice-chair
and attendance by the Chief Executive or his/her delegate.
7.6 Wherever possible the TOC will either make recommendations to the Board for decision or refer
the matter for full discussion. The TOC may need to make some independent decisions, for
example due to time pressures, these decisions should then go to the Board for ratification.
7.7 When making decisions only the Trustee Officials will have a vote.
7.8 Meetings will be chaired by the Chair or a Vice-Chair.

7.9 Meetings will be minuted and approved minutes forwarded to the Board of Trustees.

7.10 Representative Trustees, College members, staff and College appointed consultants may be
invited to TOC meetings on an ad-hoc basis to aid discussion of a particular topic.
7.11 The TOC will ensure it has administrative support.
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Appendix A

Representative Trustees

The Representative Trustees are full members of the College elected by the membership within each
relevant region and sector.
They consist of:


1 Trustee and 1 Alternate Trustee from:
o English regional areas:


East Midland



Great Western











East of England
London

North East

North West

South Central

South East Coast
South West

West Midlands
Yorkshire

o Northern Ireland

o Independent Sector


o Student Membership

1 Trustee and 2 Alternate Trustees from:
o Scotland
o Wales

o Military Sector

Representative Trustees are elected by the College members residing or working within the region or
sector represented.

The election process for Representative Trustees will be followed as laid out in the College’s Articles of
Association and bylaws. Elections will be administered by the Head of Administrative Services and
overseen by an independent scrutineer.
Representative Trustees are elected for a two-year period of tenure and are eligible for re-election for
two further terms of two years.
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Elections for Representative Trustees are staggered in order to maintain continuity of corporate
knowledge and expertise within the Board.
Representative Trustees cannot also be employees of the College.
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Appendix B

Trustee Officials

The succession of Trustee Officials is governed by Bylaws associated with Article 52 of the College
Articles of Association. Each Trustee Official’s position will have a designated responsibility some of
which will also be represented by operational titles. The Trustee positions are set out below with the
corresponding operational titles shown in brackets for each position where applicable:


Chair



Treasurer






Three (3) Vice-chairs (including one Deputy Chair)
Trustee Official – Communications (Director of Communications)
Trustee Official – Education (Director of Education)

Trustee Official – Professional Practice (Director of Professional Practice).

Trustee Officials Descriptions

Chair: leads the Board of Trustees and the College to enable it to fulfil its purpose and acts as a
spokesperson and figurehead as appropriate. Chairs Board meetings, Trustee Officials meetings and
AGMs, ensuring that:


a balance is struck between time-keeping and space for discussions



decisions, actions and deliberations are adequately minuted




business is dealt with and decisions made

the implementation of decisions is clearly assigned and monitored.

The Chair may have to take urgent action (taking account of the delegations set out in the Standing
Financial Instructions) between board meetings when it is not possible or practical to hold a meeting.
Vice-chairs: Vice-chairs act as deputy for the Chair and ensure an effective relationship between the
Board, the College's staff and external stakeholders. They also oversee formal review of the practices
of the Board and the Trustee Officials Committee, such as the Annual Trustee Report, Terms of
Reference, action-logs and appropriate distribution of minutes. They liaise with the Chair and Chief
Executive concerning the items to be included on the agenda of Board meetings. They may be called
upon to deal with any conflicts of interest involving Board members.

When two or more Vice-chairs are in post, the Vice-chair with the longest time in post will be referred
to as Deputy Chair and the others will be Vice-chairs (1st, 2nd etc). The Deputy Chair will be the Chair’s
direct deputy. The distribution of responsibilities and tasks will be decided by the Vice-chairs in
consultation with the Chair and the Chief Executive.
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Treasurer: works in close cooperation with the Chief Executive and contracted Management
Accountant to provide sound financial governance, support and advice to the Board. Part of the role
will be as Chair of the Finance and Audit Committee, a committee of the Board.
Trustee Official for Communications: responsible for planning and responding to media issues and
opportunities to promote the paramedic profession. Part of the role is to manage and support the
Communications Group; Trustees and employees who have undertaken media training in order to
respond to media interest and enquiries. This post is closely supported by the employed Executive
Officer for professional development.

Trustee Official for Education: focuses on the points below and works closely with the Higher
Education Institutions and National Education Lead. These points are not an exhaustive list and will
continue to develop as the profession grows.


Education Advisory Committee



College representative on the Forum for Higher Education in Paramedic Science (FHEPS)





Membership of the Faculty of the College of Paramedics
Scope of Practice

Pre-Registration and Post-Graduate Curriculum Guidance

Trustee Official for Professional Practice: focuses on the points below and works closely with the
regulating and employing bodies as well as developing the research and professional development
agendas.


Professional standards



Relationship with the College's Research and Development Advisory Committee (RDAC)





Continuing Professional Development (CPD)

Relationships with Association of Ambulance Chief Executives (AACE) and Health and Care
Professions Council (HCPC)
Consultant Paramedic Group

These Trustee Officials roles are subject to change and development at the discretion of the Board and
recommendation of the Chief Executive, should the need arise.
The Trustee Officials are registered as Directors of the College at Companies House and have the full
responsibilities of Directors of the organisation.
Trustees Officials should be appointed on the basis of their relevant experience and skills.
Trustee Officials cannot also be employees of the College.

The succession process for Trustee Officials will be followed as laid out in the College’s Articles of
Association and bylaws. Elections will be administered by the Head of Administrative Services and
overseen by an independent scrutineer.
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Trustee Officials are appointed for a two-year period of tenure and will be eligible for two further
terms of two years.

Succession for Trustee Officials is staggered in order to maintain continuity of expertise and corporate
knowledge within the Board and Trustee Officials Committee.
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Appendix C

Executive Team

Comprised of designated senior employees:

Tier 1
Tier 2
Tier 3

Chief Executive
Head of Professional
Development

National Education
Lead

Head of
Administration
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Head of Research

Marketing Manager
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