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Date:




Council’s Roles & Responsibilities
Define what the council is, why was it formed and how it will help accomplish and drive forward the Data Governance Program’s goals, by outlining its roles & responsibilities. Examples:
· approve data standards/ business rules/ procedures/ policies – some councils are formed at a working level and they are tasked with not only approving these, but also creating them, at least for organization/ enterprise-wide data
· approve best practices, tools, resources to be used in order to ensure set deliverables
· oversee the initiatives of the data governance program at a strategic level
· identify data governance projects
· set goals for the data governance program
· oversee progress of the data governance program
· identify data stakeholders and assign data stewards to resolve identified data issues
· provide resolution of organization/ enterprise-level data issues and anything else which is not resolved at the data stewardship working group level
· serve as a communication vehicle towards the organization and their own functional/ business area
· promote the objectives and importance of the governance program
· inform stakeholders of decisions, action items, and scope of work determined by the council (including standards, policies, guidelines, etc.)
· advocate the benefits of the data governance program to create awareness, understanding, and financial support
· create a data centric culture where data is everyone’s responsibility

Organizational Hierarchy
Outline the reporting structure of this group in the context of your organization and the operating model you have opted to use. Ideally this would report to a VP or C level executive in your organization.  



Memberhip 
Membership Appointment
Include the criteria by which the members are chosen to take part in this group. Also outline the maximum number of members to take part. 
If you allow member substitutions, outline those terms. Ex:
· Regular member can only appoint another person to attend X meetings/ year on their behalf 
· Special circumstances such as (vacation, sickness, unpaid/paid leave, etc.)
· Voting privileges of member substitutions 

The membership will be reviewed every X year(s) or as membership spots become vacant.


Membership Composition
Outline the names, titles and roles of the members chosen to be part of this group. Example

	Name
	Title
	Role

	<insert First Middle Last Name here>
	Chief Data Officer
	Moderator, Non-Voting Member

	<insert First Middle Last Name here>
	Finance Director
	Voting Member

	<insert First Middle Last Name here>
	IT Director
	Voting Member

	<insert First Middle Last Name here>
	Marketing & Sales Director
	Voting Member

	<insert First Middle Last Name here>
	Senior Business Analyst, Finance
	Non-Voting Member, Guest Member

	<insert First Middle Last Name here>
	Program Coordinator
	Non-Voting Member, Note Taker




Meeting Expectations
Meeting Frequency & Time commitment 
Provide the expected meeting frequency and time commitment of these meetings. Typically, the meetings can occur as frequent as once every two weeks, especially in the early stages of the Data Governance program, to monthly or quarterly meetings.
It’s also worth noting that additional meetings may be called where there is extra demand for a review of projects, policies, or strategies due to new priorities.
The meeting time commitment is usually between 60-120 minutes, but you should mention that typically another 30-60 minutes is expected to be needed in order for members to prepare for the meetings (i.e. reading the agenda, reviewing the meeting notes from the previous one, delegation and communication of tasks, projects and program status to their own business units)
Agenda 
Provide the expectation on the meeting agenda (i.e. when it will be circulated and if there is or not a requirement to review it before the upcoming meeting), and what each agenda will include. Ex:
· data, time & location
· attendee list
· review of previous meeting decisions
· review of data governance projects – in progress, future, submitted
· review of risks and setting mitigation
· review of priority list and re-prioritization, if needed
· voting on any projects, resources, policies, standards, etc.
· link to TOR document
Consensus & Voting
A quorum should consist of 50% of voting members plus one and should be required for all material decisions affecting project proposals and business cases. Make a note of which ones are the voting members (listed in the membership above), how many votes each member receives (usually 1 per member, but there are cases where a heavier weight is provided to specific parts of the business). 
Here you can also outline the voting procedure and who will conduct it (can be the chair or a program coordinator). Ex of voting procedures:
· Anonymous vs non-anonymous voting
· In-person vs online voting
· By proxy or by elected members only

Appendix - Definitions
[bookmark: _GoBack]If you’ve used any acronyms or terms which you believe would require further context, explanation, or a definition, here is the place where these should be outlined. I recommend defining the Data Governance program, key data governance roles and any technical terms with which the members might not be familiar with.
	Term
	Definition

	Data Governance
	The discipline which provides all data management practices with the necessary foundation, strategy, and structure needed to ensure that data is managed as an asset and transformed into meaningful information.[footnoteRef:1] [1:  https://www.lightsondata.com/what-is-data-governance/] 


	
	

	
	

	
	

	
	

	
	



Sign Off
The undersigned have read and reviewed the contents of this Terms of Reference Document and agree they meet the needs of the organization and the Data Governance program. 
The Terms of Reference will be reviewed every X years to ensure it adheres to the needs of the Data Governance program and of the organization.
	Signature
____________________________________
Data Governance Program Sponsor (VP/ C level executive)
	Click here to enter a date.
____________________________________
Date

	Signature
____________________________________
Data Governance Program Lead (CDO/ Data Governance Lead)
	Click here to enter a date.
____________________________________
Date
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