Communication Focus Group
Terms of Reference
Communication is an essential part of South Essex Homes’ aims and obejctives and underpins everything we aim to deliver.

It has been identified a more focused approach to delivering communication needs to be developed. To this end,   it has been decided a Communication Focus Group would be formed to look specifically at a range of communication tools and practises. 

Statement
South Essex Homes develop and distribute a range of leaflets and publications through the year including the bi-monthly newsletter “Insight.”
This group will meet to develop and promote a shared understanding of excellent communication practises and  to discuss and review the range of communication tools. 

Name

The name of the group will be the Communication Focus Group. 
Objectives
· Raise awareness of South Essex Homes communication tools and practises

· Review and discuss South Essex Homes communication tools this may include the ; 

· Bi-monthly newsletter Insight
· Individual leaflets and publications eg Resident Involvement Compact, Tenants Handbook/ Resident Information Pack and specialised leaflets (fire safety)

· South Essex Homes website

· South Essex Homes media opportunities (Awards and press opportunities) 
· Develop and progress new communication tools 

· Improve the provision of information 

· Encourage a good working relationship between tenants and South Essex Homes and promote a joined up approach.

Membership
Shall be open to all tenants and leaseholders with an interest in the communication and media. 

The group also reserves the right to invite and involve organisations from both the voluntary and statutory sector. 
The group will be facilitated by an officer from the Corporate Services and Resident Involvement Team of South Essex Homes or their nominee.

The minimum number of tenants attending this group to enable decisions to be made will be 6. For reasons of practicality, the maximum number of members will be 30. If a member misses 3 meetings consecutively with no apologies then they will be removed from the membership register.

It reserves the right to formulate a sub-group to operate ad hoc to take forward specific tasks and projects.

Meetings

Meetings shall be held every 2 months.

Agendas for meetings will be decided at each preceding meeting however additional agenda items can also be passed to the Corporate Services and Resident Involvement Team in between meetings.

Administration Support

The Corporate Services and Resident Involvement Team will prepare, collate and issue information on behalf of the group as well as take minutes, book venues and speakers and undertake other duties as deemed necessary  for meetings.
Drafted 

September 2007 

