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A. Background
SHARE Museums East (‘SHARE’) is the Museum Development Programme for the East of England. SHARE is funded by Arts Council England (‘ACE’) and is managed and delivered by Norfolk Museums Service, working in partnership with local museum development officers, University of Cambridge Museums and other stakeholders. SHARE is aligned to ACE’s ten-year mission and strategic framework Great Art and Culture for Everyone (2013) and its five Strategic Goals. These Goals along with ACE’s national Museum Development objectives (final version, November 2017) form the basis of the key deliverable outputs of the SHARE Programme.

The SHARE Advisory Forum has been set up as an advisory panel to the SHARE Programme, to advise and support its implementation and development during 2018-22, and to enable SHARE to consult with a representative body of professionals and volunteers drawn from the museums sector and beyond. The Forum is also an advocatory body, helping to promote the work of the Programme to museums and stakeholders in the region and countrywide.
B. Aims and objectives

The Forum’s aims and objectives are:

1. To provide a forum for consultation on the implementation and development of the SHARE Programme.

2. To be broadly representative of the region’s museum sector workforce and wider population diversity. 
3. To gather and supply evidence on national, regional and local strategies, needs and priorities which could be incorporated into the SHARE Programme, including identifying organisational and workforce skills gaps and development needs.
4. To explore opportunities for collaboration and contributions to the Programme.
5. To provide a forum for advocating and promoting the SHARE Programme to colleagues, partners and the wider museums sector.
C. Membership

1. The SHARE Advisory Forum will comprise a maximum of 12 members drawn from museums and other organisations in the East of England. Membership will be divided equally between appointees and elected members.

2. Appointed members: six members who will be nominated by their organisation, or in the case of the Museums Association and the South & East Museums Federation by virtue of their role:
a. 2 representatives (1 each) of the ACE-funded Band 3 National Portfolio Organisations in the region (Norfolk Museums Service and University of Cambridge Museums). 

b. 1 representative of the regional Museum Development Officers (not the same person who is the representative on the Museums East of England group).

c. 1 representative of either of the Bridge Organisations (Festival or Royal Opera House).

d. 1 representative of the Museums Association (the MA’s Regional Representative).

e. 1 representative of the South & East Museums Federation (the President).
3. Elected members: six members drawn from the following sectors: 
a. 1 representative of local authority museums.
b. 1 representative of staffed independent museums.
c. 1 representative of a volunteer-run museum.
d. 1 representative of a National museum.
e. 2 representatives of different external organisations who are able to bring relevant and suitable skills to the Group, e.g. other regional heritage and arts organisations or tourism bodies.
4. Applications and elections to membership:

a. The initial members of the Forum will be the six appointed members. 

b. The initial members will select the first six elected members from applications received. 

c. After the full Forum is elected, members will vote on new and replacement members using the voting procedure defined in section E below.
d. Application is via a form outlining the skills and experience the nominee will bring to the Forum. Application forms will be sent to the SHARE Regional Museums Development Manager in the first instance.
e. The Forum will select members with a view to securing representation of all five ACE strategic Goals and each of the six counties of the East of England. A member may fulfil more than one representative function on the Forum.
f. When selecting members, the Forum will also take into consideration how its membership reflects the diversity of the region’s museum sector workforce and wider population.
5. Observers: Arts Council England and Heritage Lottery Fund will have a standing invite to send two non-voting observers:
a. Arts Council England’s East of England Relationship Manager, Museums.

b. Heritage Lottery Fund East of England’s Development Manager. 
6. Additional members: additional (non-voting) members may be invited to join the Forum at any time subject to due consideration and a simple majority vote of the Forum.
7. Length of membership: 

a. Membership of the Forum lasts for two years (with the exception of Museum Development Officers who serve one year each).

b. At the end of each two-year term a member may be re-elected for a second term but at the end of the second term must step down from the Forum for at least one year.

c. Any member may resign giving one month’s notice.

8. Role of the SHARE team: the SHARE team is not part of the official membership of the Forum but reports to and consults with it, with individual staff attending meetings as suggested by the agenda. It also provides the administration of the Forum.
D. Forum member roles and responsibilities

1. Members represent their sector and not their individual organisations, with the exception of representatives of membership organisations (Museums Association, SEMFed) who represent their organisation’s members.

2. Forum members are required to attend at least two-thirds of all meetings but may send a suitable substitute if they are unable to attend.
3. Members may be required to lead specific pieces or strands of work and/or represent the Forum.
E. Meetings and decision making
1. The Forum will meet at least three times annually according to an established annual programme of regular meeting dates.
2. Additional or special meetings may be arranged by any Forum or SHARE team member supported by at least one third of other Forum members, at any time giving at least 3 weeks’ notice.

3. The Forum will be serviced and meetings supported by the SHARE Museum Development Programme team. 
4. All papers will be sent out with the agenda no less than 3 working days before each meeting.
5. Minutes of each meeting will be circulated no later than 3 weeks after the meeting. Minutes will be posted on the SHARE website and will be circulated to the Museums East of England group and other relevant stakeholders. 
6. The Forum will be chaired by a Chair elected bi-annually from the Forum members.
7. Each agenda will seek declarations of any conflicts of interest which may arise as a result of the contents of the meeting. Forum members and other attendees or observers will be required to declare any actual or potential conflicts of interest at the beginning of the meeting. This will be recorded in the minutes of the meeting and the member will take no part in decision making for that agenda item. In particularly sensitive cases, they may be asked to leave the meeting whilst the matter is considered.

8. Where a decision is required to be reached by a vote, voting will be managed according to the following process:

a. Each Forum member will have one vote on any decision arising.
b. Voting will be by a show of hands or, between meetings, in writing (including by e-mail).
c. Decisions will be made by a simple majority vote of the members present. In the event of stalemate, the Chair will have a casting vote.
9. The function of the SHARE Advisory Forum is to act as an advisory and consultative group. Norfolk Museums Service, the SHARE Programme and the SHARE staff are not obliged to abide by any decision made by the Forum.

F. Finance

1. The Forum does not have authority to raise or spend any funds.
2. Funding of Forum meetings is provided by the SHARE Museums East Programme.
3. Members are not normally able to claim expenses for attending meetings but consideration will be given by the SHARE Regional Museum Development Manager in individual circumstances.

G. Dissolution of the Forum
1. Unless otherwise agreed, the Group will dissolve when ACE funding for the SHARE Museum Development Programme ceases in March 2022 or sooner if that should be the case, and when all final reports and obligations to ACE have been met.
2. If it becomes necessary to dissolve the Group prior to that date, a special meeting will be called. Normal quorum and voting arrangements will apply to any decision.
These Terms of Reference were agreed by the Forum on [date].
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