
Software Development Forum 
TERMS OF REFERENCE
1. 
Purpose
1.1 
To provide a consultative forum to discuss the operational impact of proposed future changes to data collections and data transfers;
1.2 
To provide a consultative forum to discuss changes to the Common Basic Data Set and the impact of these on suppliers’ management information systems;  
1.3 
To provide a forum to discuss future arrangements for commissioning data collection, including the timetable for requesting changes to existing data items or requests for new data items;
1.4 
To provide a forum for discussion to ensure the appropriate system functionality and guidance is available to support schools and LAs with the successful completion of their statutory data returns and data transfer responsibilities within the agreed timescales;
1.5 
To maximise opportunities for partnerships, networking and information sharing about data requirements.  

2. 
Membership
2.1
The membership of the group will include representatives from the Welsh Government (WG) and MIS software suppliers’ organisations. Invitations to attend these meetings will be extended to other providers of data systems to schools who are welcome to attend and participate in the discussions.
The meeting will be chaired by, and the secretariat function provided by the WG.
2.2
There will be representation from each Management Information Systems (MIS) supplier’s user group.
2.3 
Internal or external persons may be invited to attend meetings at the request of the Chairperson to provide advice and assistance considered necessary to support an agenda item.

3. 
WG Responsibility
3.1
Prepare agendas and issue invitations for meetings, chase up and update action points where necessary.
3.2
Distribute the agenda and any supporting documentation for discussion or comment no later than one week prior to the meeting.
3.3
Take minutes of the meeting, record actions and agreed decisions.  These will be signed off by the Chair and circulated to members within 2 weeks from the date of the meeting along with any additional supporting documentation.
4.
Software Suppliers Responsibility

4.1
To confirm attendance at meetings as requested by the agreed deadline upon prior notice of agenda.
4.2
To provide updates to actions discussed at the meeting, by the agreed deadline;
4.3
To provide any additional items for discussion by the agreed deadline. 

5. 
FUNCTIONS

At each meeting there will be a standard agenda consisting of:

5.1
A brief update on any outstanding actions on the action point log;
5.2
Updates on the appropriate upcoming statutory collection/s including any changes or additions to these requirements; 

5.3
Updates on any new and emerging data collections which may result in new data requirements.

6.
Frequency and Duration of Meetings 

There will be 5 annual meetings which will be held in Cardiff. Scheduled meetings are included on the annual Software Development Cycle; available on the DEWi SDF site.
7.
Review

This Terms of Reference will be reviewed annually at the June meeting.
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