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NATIONAL SURGICAL COMMISSIONING CENTRE
Terms of Reference for [Insert name of guide] Guide Development Group
	Title  
	Commissioning Guidance Development Group for [Insert name of guide]

	Description
	A Guidance Development Group appointed by [Insert name of SSA] to develop Commissioning Guidance on [Insert guide topic] following the Royal College of Surgeons of England and Surgical Specialty Association. Commissioning Guidance Process Manual.

	Functions/

Responsibilities
	1. Receive instruction from the Sponsoring Organisation as to the topic(s) for which Commissioning Guidance is required and timescale.

2. Follow the Royal College of Surgeons of England and Surgical Specialty Association Commissioning Guidance Process Manual for the development of Commissioning Guidance. 

3. Identify key questions and work with library and information specialists in determining search terms for evidence review.  

4. Identify existing evidence and reach recommendations about the optimum delivery of the given care pathway.

5. Record reasons for inclusion or exclusion of evidence collected through literature search.

6. Use the Commissioning Guidance template to create commissioning guidance relevant to the topic including metrics and commissioning levers.

7. Prepare a final draft of the Commissioning Guidance and liaise with the Royal College of Surgeons regarding the peer review process.  

8. Consider comments from the peer review process and incorporate relevant amendments to the Commissioning Guidance,

9. Submit final draft of the Commissioning Guidance to the Sponsoring Organisation. 

10. Report any uncertainties/research questions arising from the guidance development process to the Sponsoring Organisation. 

11. Keep accurate records of key decisions, evidence reviews, etc. and carry out a basic audit of process at the completion of guide

	Meetings per year
	[Insert number and of meetings] during the guidance development process.  Work may also be conducted via email and teleconference. 

	Quorum
	50% of total membership

	Chair
	[Insert name of chair] (appointed by the Sponsoring Organisation)

	Membership
	To include:
· Two Patient Representatives

· At least one GP

· At least one Commissioner
Plus others relevant to the topic under discussion (eg. other surgeons, anaesthetists, doctors, specialist nurses, etc)
Ex officio: President of the Specialty Association

	Reporting to
	Council of the Surgical Specialty Association 

	Date of approval
	[Insert date agreed]


July 2015


