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Terms of Reference 

                                       
COMMUNITY ADVISORY GROUP (CAG) 

Background 

Cohealth collaborates with its community to strengthen local capacity and enhance the 

lives and well-being of individuals facing stigma and marginalisation. We accomplish this 

through advocacy, innovative service delivery, and partnerships with consumers, carers, 

communities, and other stakeholders. Our services are conceived, developed, and delivered 

through co-design processes that involve people who use our services and their carers. Our 

Community Advisory group plays a vital role in these processes and serves as the primary 

channel of communication between cohealth and the community. 

Purpose  
The Community Advisory Group (CAG) collaborates with the Community Engagement 

Manager to provide community and consumer insights for cohealth's planning and quality 

improvement initiatives. The group helps cohealth address the community's local needs, 

fosters strong connections within the community, and enables consumers to offer meaningful 

input into the program and organisational activities. 

CAG offers insights, feedback, and recommendations to cohealth's staff to enhance health 

outcomes and meet community needs. The group collaborates with cohealth staff to 

provide feedback on programs, services, and activities that can benefit community health. It 

also reflects the diverse lived experiences and perspectives of the communities served by 

cohealth. 

CAG can assist cohealth in better understanding the issues and challenges faced by its 

clients and community. It provides advice on how to deliver accessible, inclusive, and 

culturally responsive services, identifies opportunities for cohealth to enhance the quality of 

care and client satisfaction, and supports cohealth's advocacy and prevention initiatives to 

address the social determinants of health. 

 

Membership and Responsibilities: 

 

Cohealth provides services to a diverse community in Melbourne’s north and west. CAG 
membership aims to reflect this diversity and will include representation from: 

• Current and past consumers, carers, and family members of cohealth services 

• Community members residing or working in the region 

• Community members with varied lived and current experiences: 

• LGBTQIA + 

• Carers 

• People with disability 
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• People with mental health conditions 

• People living with more than one health concern. 

• Aboriginal and Torres Strait Islander communities 

• Culturally and Linguistically Diverse (CALD) communities 

• People involved in the Justice system 

 

Members of the Community Advisory Group (CAG) have personal experience with 

cohealth’s services or programs, other health services, or the communities supported by 
cohealth. CAG members are selected through an expression-of-interest process that 

encourages diversity and reflects cohealth’s clients and community groups. The 
responsibilities of CAG members include: 

• Attending and actively participating in CAG meetings 

• Respecting the confidentiality and privacy of cohealth and its clients. 

• Advising staff on how to enhance and encourage community and consumer participation across 

cohealth, while providing lived experience insights to co-workers’ projects, programs, or activities that 
require community feedback for planning and quality improvement. 

• Helping to identify areas and issues that require community or consumer input across 

cohealth. 

• Making recommendations and providing approvals for co-workers' projects, as well 

as offering insights and advice to cohealth staff and CAG members to effectively 

address community needs and improve health outcomes. 

• Adhering to cohealth’ s values and code of conduct 

• Disclosing any potential conflicts of interest that might occur 

• Providing constructive and honest feedback and suggestions 

Meetings 

•  Meetings are held every six weeks either online or at a physical location.  

• Additional meetings can be organised based on interest and topics of discussion.  

• Extra meetings and training sessions may take place during orientation and as 

needed. Meetings with various themes include: 

• Service Design and Delivery 

• Strategy, Advocacy, Experience, and Inclusion 

• Community-led or partnership meetings 

• cohealth team members and community participants often present to the CAG 

• Onsite meetings will feature refreshments and networking opportunities. 

• Issues can be raised for discussion at meetings by contacting the Community 

Engagement Manager. 

• Interpreter and transport services are available when needed for meetings. 

• Regular attendance is encouraged. If a member cannot attend a meeting, they 

should inform the Community Engagement Manager. 

• Community advisors can also take part in different ways, such as consultations, panel 

interviews, focus groups, and other engagement activities.  

 

The Community Engagement Manager coordinates and supports the CAG and is responsible 

for: 

• Preparing and distributing the meeting agenda, minutes, and relevant documents 

• Inviting cohealth staff, external guests, or community advisors to present or consult 

with the CAG on specific topics  

• Sending invitations to staff to deliver presentations and collaborate with CAG. 
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• Booking interpreters and providing briefings where needed. 

• Providing support, guidance, and capacity building to the CAG members as 

needed. 

• Engaging with cohealth's staff and Board about the CAG's feedback and 

recommendations. 

• Ensuring CAG functions effectively 

• organising honorarium for CAG 

• Following up on meetings and closing the loop. 

The CAG meetings are conducted in a respectful, collaborative, safe, and supportive 

environment. The CAG members are encouraged to share their views and opinions while 

respecting and contributing to others' perspectives. 

Recruitment 
• Advertising of available opportunities will mainly be through the Community 

Participation website, referrals from co-workers and CAG members, as well as through 

various events, activities, other networks, and contacts.   

• Interested applicants must submit an Expression of Interest Form via the website or on 

a hard copy through the Participation Register.   

• Applicants will be invited for an interview or asked to meet the criteria in the 

Community Advisory Application form. 

• Once approved, the member will receive a position description and a Welcome 

pack from People Operations along with the compliance process.   

• A CAG member will be invited to an induction session with the Community Program 

Manager. 

• CAG members will attend meetings as specified and receive an honorarium for their 

valuable insights.  

Resignation  

A member can resign at any time by notifying the Community Engagement manager. 

Members who are unable to attend multiple or consecutive meetings should report this 

accordingly. 

Reporting and relationships 

• Members of the CAG may be nominated to the CAC (Community Advisory 

Committee). 

• CAG will deliver reports and meeting outcomes.  

• The CAG will meet with the Board of Directors annually at a Joint Board/CAG Forum, 

where CAG will report its activities and communication to the Board, and the Board 

of Directors will report back to CAG. 

• CAG may identify, table, and receive a CAC or Board response on any matter 

affecting community engagement or consumer participation processes.  

• The above arrangement will be reviewed as necessary.  

Review 

The CAG's activities will be reviewed regularly to evaluate its functions and effectiveness. This 

will include a self-assessment process. The findings will inform recommendations on the CAG's 

future directions and priorities for cohealth to consider.  
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Administration support and honorarium payments 

• Orientation training will be provided to all new members, with ongoing learning 

opportunities available throughout their membership. 

• Members are encouraged to discuss their support needs (such as mobility, language, 

dietary, transport, childcare, respite, training, and availability) with the Community 

Engagement Manager.  

• Honorariums and expense reimbursements will be paid to committee members 

according to the cohealth honorarium policy. Members can choose whether to 

receive the honorarium. 

Management of disagreements and grievances 

• Any disagreement or grievance between advisory group members and a staff 

member or the Board of Directors will be managed according to cohealth’s 
grievance policy and procedure. 

• If there is a disagreement between the CAG and staff, a process should support 

communication, discussion, and escalation where necessary. 

• When a decision contradicts the CAG’s advice, the regional advisory group will be 
informed of the decision and cohealth’s reasoning. 

• In cases where such decisions cannot be resolved satisfactorily through dialogue and 

negotiation, the issues can be referred to the Executives, within a culture of openness 

and transparency.   

The Process: 

o Discuss potential options for 'in-camera' committee discussions with other advisory 

group members, if necessary.   

o Test ideas with relevant advisory group members or staff.   

o Operate collaboratively, rather than as a group of independent individuals.   

Further information 

For further information about the CAG, please get in touch with the Community Engagement 

Manager: bich-hoa.ha@cohealth.org.au, Contact: 0418998469 

APPENDICES 

1. Expression of Interest  

2. Application 

3. Position Description 

4. Welcome Pack from People and Culture 

5. Orientation 

6. Presentation to New Staff 
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