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r   e  

    Foreword 
  

I am very pleased to present this Quality and Safety Committee Guidance and Resources document.  We 
have learned from the experience and feedback from staff using version one, published in 2013.  This has now been 
reviewed and significantly updated, in light of the health services reform programme, to include a step by step 
approach, resources and templates to adapt in the establishment or review of committees. The document is written 
in a general way to be applicable in the many HSE services across hospital groups, community health organisations 
and the national ambulance service.   
 
This guidance forms part of a toolkit to support the application of the Framework for Improving Quality in our Health 
Service published by the HSE in 2016.  One of the aims of this guidance is to build up the capacity of quality and 
safety committees at local, management and board level (where one is in place).  These multidisciplinary committees 
should provide the space to stand back and consider the quality and safety of care provided, monitor this on a routine 
basis, provide respectful challenge and act to improve care.   
 
Some of the key questions for quality and safety committees are: 

ï How do you know what good care is? 
ï How do you know you are getting better? 
ï Do you have the appropriate measures? 
ï Have you confidence in the relevant data?  
ï Do you know where you stand relative to the best? 
ï How do you demonstrate that you are a learning organisation? 
ï How do you keep in touch with the frontline reality of service delivery? 
ï How do you ensure you hear the voices of patients, families, service users and frontline staff? 

 

I would like to thank the many staff and teams across the health system who have used the original document, shared 
their experiences and made suggestions for strengthening the revised document during the consultation processes.  I 
very much appreciate the considerable commitment and support that the Quality Improvement Division teams have 
given in preparing this document.  
 
The guidance and templates are provided ready for adaptation to the specific context of your service be that, acute, 
mental health, primary care, social care, health and wellbeing or the national ambulance service.  We look forward to 
working with you in adapting the guidance for your own context. 

 
 
 
 
 
 

 
 
National Director  
Quality Improvement Division  
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The purpose of the document is to provide guidance and sample terms of reference for services to use and adapt (as relevant to the 
context of individual healthcare organisation) in the establishment or review of Quality and Safety Committees for: 
i) Local Quality and Safety Committee  
ii) Executive Quality and Safety Committee 
iii) Board Quality and Safety Committee 

For services that are in the process of setting up or reviewing their Quality and Safety Committee the following steps could be followed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Step 1 
 
Membership  

- Agree the selection criteria for membership 
- Identify chair with the role, knowledge and skill for 

level of Quality and Safety Committee  

Guidance Quality and Safety 
Committees  
(Section 1.3, 2.3, 3.3)  

Step 2 
 
Terms of 
Reference  

- Create a terms of reference with clear measurable 
objectives approved by the committee and signed off 
by the senior most accountable person for the service 
(for example Manager, CEO or chair of the Board) 

Template Terms of Reference Quality 
and Safety Committee (Resource 1) 
Sample Agenda Prompts  
(Resource 5)  

Step 3 
 
Reporting 
Lines 
Accountability 

- Agree the reporting lines of the committee 

- Create a clear organogram for the committee which 
maps out how the committee fits into the overall 
accountability arrangements of the service 

Committee Report Template  

(Resource 7) 
Sample Annual Schedule for 
Committee Reporting 
(Resource 8)  
 

Step 4 
 
Documentation 

Templates  

- Agree the documentation templates for the committee 
(e.g. agenda, schedule of meetings annually, minutes, 
action log, template for reports coming to and from 
the committee) 

 

Sample Agendas 

Local Committee (Resource 2) 

Executive Committee (Resource 3) 

Board Committee (Resource 4) 

Minutes Template (Resource 6) 
Step 5 
Prioritise  
Agenda 

- Prioritisation of agenda items on a monthly, quarterly, 
annual basis 

Local Committee (Resource 2) 

Executive Committee (Resource 3) 

Board Committee (Resource 4) 
 

Step 6 

QI Measures 

- Identify information sources to plan and assess 
improvements in the quality of care in a measurable 
way: including the prioritised quality of care indicators 
being monitored on a routine basis by the committee 

 

Checklist for Prioritising Measures of 
Quality of Care (Appendix 4) 

 
 

Step 7 
 

Outcomes 

- Identify the pathway for recommendations made by 
the committee and the process for escalating issues of 
concern 

- Circulate/publish minutes and reports of the 
committee 

 Organogram of Committees 

(Appendix 3) 
 

Step 8 
 

Review  

Evaluation 

- Review of the effectiveness of the committee with 
regard to the terms of reference, performance, 
membership and attendance on an annual basis 

 

Terms of Reference Quality and Safety 
Committee / Agenda Prompts 
(Resource 1 and 5) 
Quality and Safety Structures 
(Appendix 1 and 2) 
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Over recent years, the health service has placed an important emphasis on quality, staff and service user safety by developing an 

infrastructure for integrated quality, safety and risk management with the aim of achieving excellence in governance for quality and 

safety. The HIQA National Standards for Safer Better Health Care (2012) Theme 5 Leadership Governance and Management states that 

providers should have clear accountability arrangements to achieve the delivery of high quality, safe and reliable healthcare. The HSE 

recognises the critical importance of leadership, service user and staff engagement in achieving good governance and continually 

enhancing accountability arrangements. In this regard and in the context of the establishment of the Hospital Groups, Community Health 

Organisations and National Ambulance Service the HSE is strengthening its accountability arrangements and has put in place a renewed 

Accountability Framework (National Service Plan, 2016). 

 

The HSE Quality Improvement Division is building on this. Formalised governance for quality arrangements ensure that everyone working 

in the health system have an opportunity to share their experiences and suggestions for improvement, are aware of their responsibilities, 

authority and accountability, and work towards achieving measured improvement in service user outcomes. Effective governance for 

quality and safety recognises the inter-dependencies between corporate and quality governance across services and integrates them to 

deliver high quality, safe and reliable healthcare/social care.  The idea is we are all responsible and together we are creating a safer 

healthcare system.  

 

A Report of the Quality and Safety Clinical Governance Development Initiative: Sharing our Learning published in March 2014 

recommended: 

Á Making local quality and safety data transparent to staff and members of the public 

Á Establishing a Quality and Safety Executive Committee with responsibility for implementing quality and safety  

arrangements on behalf of Executive Management Teams 

Á Establishing a Quality and Safety Committee of the Board or Community Healthcare Organisation with responsibility for 

overseeing and seeking assurance (through clear data analysis), on the quality and safety of services provided. 

 

More recently the Quality Improvement Division has developed a Framework for Improving Quality in Our Health Service (April 2016).  

This provides six drivers for improving quality which are set out below. It is the combined force of drivers working together that creates 

the environment and acceleration for improvement. 

 
Figure 1: HSE Framework for Improving Quality 

 

What is Governance for Quality and Safety? 
Governance for Quality and Safety is the system through which all healthcare staff and teams are accountable for the quality, safety and 

experience of people in the care they deliver.  This means specifying the standards your service is going to deliver and showing everyone 

the measurements used to demonstrate that your service has done what it set out to do.  It is built on the model of the Senior 

Accountable Officer (Chief Executive Officer/Chief Officer/General Manager) or equivalent working in partnership with staff and service 

users.  A key characteristic is a culture and commitment to agreed service levels and quality of care to be provided. 
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Governance for quality and safety involves having the necessary structures, processes, standards and oversight in place to ensure that 

safe, person centred and effective services are delivered. Boards have a key role to play in the governance of an organisation as the 

accountability for the quality of a service rests with the Board. When services do not have Boards the CEO/General Manager and 

Executive Management Team take on this responsibility. Governance also ensures the establishment of learning systems so that all 

experience within a service is shared and used to improve. Good governance for quality supports strong relationships between frontline 

staff, service users, families and senior leaders within any service (HSE Framework for Improving Quality, 2016). 

 

What is the vision for Governance for Quality and Safety? 
Governance for quality and safety is an integral component of management arrangements where: 

Ẍ Each individual, as part of a team, knows the purpose and function of leadership and accountability for good health and care 
Ẍ Each individual, as part of a team, knows their responsibility, level of authority and to whom they are accountable 
Ẍ Each individual, as part of a team, understands how the principles of quality and safety can be applied in their practice (see     

       figure 2) 
Ẍ A culture of trust, openness, respect and caring is evident among managers, staff and service users 
Ẍ Each individual, as part of a team, consistently demonstrates a commitment to the principles of quality and safety in decision-   

       making (see figure 2). Quality and safety is embedded within the overall governance arrangements.  
 

Aim of this Document  
The aim of this document is to provide guidance and resources for all levels of Quality and Safety Committees which includes the 

following: 

Ẍ Committee terms of reference  
Ẍ Committee membership 
Ẍ Committee agendas / agenda prompts / minutes template 
Ẍ Committee reporting templates  
Ẍ !ƴƴǳŀƭ ǎŎƘŜŘǳƭŜ ŦƻǊ ǎǳō ŎƻƳƳƛǘǘŜŜǎΩ ǊŜǇƻǊǘƛƴƎ 
Ẍ hǾŜǊǾƛŜǿ ƻŦ ŎƻƳƳƛǘǘŜŜǎΩ ǎǘǊǳŎǘǳǊŜǎ ƴŀǘƛƻƴŀƭƭȅ 
Ẍ Sample Organogram for quality and safety committee reporting 
Ẍ Selection of Quality and Safety Indicators. 

 

 
Figure 2: Guiding Principles for Quality and Safety 
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Figure 2: HSE Framework for Improving Quality 

 

 

 

The HSE recognises the critical importance of good governance; continually improving quality and providing a level of assurance on the 

quality and safety of services provided. Whilst healthcare organisations are in the process of organisational change through the 

establishment of Community Healthcare Organisations (CHOs) and Hospital Groups, it is however vital that strong governance and 

accountability arrangements are in place at all times, in respect of service user quality and safety.  

 

For effective governance, it is important that there is division of duties between oversight roles, management and implementation 

roles. This is realised through the establishment of separate Local, Executive and Board Committees for Quality and Safety.  The 

number and level of the committee(s) will be informed by the context and size of and nature of the service. Titles for committee(s) 

vary; 'clinical governance' or 'quality safety and risk management' are often used. For consistency 'Quality and Safety' is used 

throughout this document. 

 

The document has been prepared in a generic manner to cater for all healthcare/social care services (e.g Hospital Groups, CHOs and 

National Ambulance Service) across the following three different levels: 

 

i) Local Quality and Safety Committee 

The Local Quality and Safety Committee supports delivery of quality safe services at local or service level. The Local Committee is 

multidisciplinary comprising of staff whose roles are directly concerned with establishing, developing and implementing quality and 

safety systems within the local service. It focuses on driving the implementation of improvements and safeguards in quality and safety. 

For smaller services where there are limited personnel, quality and safety can be incorporated as a standing agenda item of the 

management team meeting thus avoiding the requirement to establish a separate committee. Where in place, the chair of the Local 

Quality and Safety Committee is operationally responsible to the Executive Management Team and reports on progress to the 

Executive Quality and Safety Committee. 

 

ii) Executive Quality and Safety Committee 

The Executive Quality and Safety Committee manages quality and safety on behalf of the Executive Management Team. The Executive 

Quality and Safety Committee is a multidisciplinary team of representative staff whose roles are directly concerned with establishing, 

developing and implementing quality and safety structures, processes, standards and oversight across the service. It focuses on driving 

the implementation of service wide improvements and safeguards in quality and safety. The Executive Quality and Safety Committee is 

accountable to the senior accountable officer and reports on progress to the Executive/Senior Management Team. 

 

iii) Board Quality and Safety Committee 

The Board Quality and Safety Committee oversees management of quality and safety across the service on behalf of the Board. For 

voluntary services of the HSE (and in the future, Trust Boards for groups of hospitals/community services), the governance of quality 

and safety is a function of the Board. A Board Quality and Safety Committee comprising of Non- Executive and Executive members 

would normally be established. The Board Quality and Safety Committee operates on behalf of and reports directly to the Board. 
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To assist Local Quality and Safety Committee(s) in developing a terms of reference, the following is suggested as a guide (see outline 
Terms of Reference in Resource 1). 
 

1.1 Purpose: Local Quality and Safety Committee 
 

Aim: The aim of the local Quality and Safety Committee is to develop, deliver, champion, implement and evaluate a quality and safety 
programme for the service area. 
 

Objectives: Identify a set of goals that the committee plans to achieve. To be most effective, objectives are: achievable; realistic; time 

bound; explicit; measurable; within the scope/remit of the committee. 

 
Examples of objectives that could be used by a Local Quality and Safety Committee are set out below: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Providing a level of assurance that: 

Ẍ known risks are being addressed and 

managed through appropriate risk 

management process and escalated where 

necessary; 

Ẍ processes for incident reporting (including 

serious reportable events) are being adhered 

to; 

Ẍ assessments have been undertaken in a 

manner which facilitates full participation of 

staff and are an accurate reflection of the 

status of that service at the time of 

assessment; 

Ẍ risk assessments (signed off by committee) 

are submitted within the delegated 

timeframes: and the local service is in 

compliance with legislation, national 

standards and regulations. 

Monitoring Quality Improvement Plans (QIPs): 

Ẍ responding to service user and staff 

suggestions for improvement; 

Ẍ the progress of the actions being 

implemented following an incident, case 

ǊŜǾƛŜǿΣ ŎƻǊƻƴŜǊΩǎ ǊŜǇƻǊǘΣ ƳƻǊōƛŘƛǘȅ ŀƴŘ 

mortality meeting, report recommendation or 

complaint; 

Ẍ arising from the risk register; 

Ẍ arising from clinical audits; and 

Ẍ arising from assessments on standards. 

Oversight, reviewing and identifying trends in: 
 

Ẍ feedback from service users and staff on their 

experiences of services (e.g. from surveys, 

forums, compliments and complaints, staff 

turnover, exit interviews, absenteeism, % 

agency staff); 

Ẍ areas for development and improvement 

identified through the application of the six 

drivers of the framework for improving 

quality; 

Ẍ areas of excellence which can support areas in 

need of improvement;  

Ẍ the quality and safety of the service through 

proactive risk management processes to 

include risk assessments, risk registers, 

incident analysis, morbidity and mortality 

meetings, case reviews, and investigation 

reports, etc; 

Ẍ legislation, mandatory standards and quality 

indicators and outcome measures, coroner's 

reports; and the annual plan for clinical audits 

and; 

Ẍ policies, procedures, protocols and guidelines 

(PPPGs) to be developed to support best 

practice and ensure safety is maximised in line 

with national PPPGs. 
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1.2 Role and Responsibilities: Local Quality and Safety Committee 
 

Á Promote and advance the importance and value of staff and service user engagement in improving quality  and the quality and safety risk 
management programme;  

 

Á Develop and deliver an integrated quality safety and risk management programme for the local service  area. This includes (but is not limited 
to) the following: 
ï Engaging service users, members of the public and staff in the quality and safety programme; risk identification, description, 

assessment, mitigation and escalation; 

ï Report, control, learn and disseminate lessons from significant incidents (including serious reportable events and external 

alerts) and complaints; 

ï Policies, procedures, protocols and guidelines are developed/adapted, implemented and evaluated (based on best 

available evidence); 

ï Licensing, regulatory, credentialing and accreditation requirements are met and maintained for the service area; 

ï A structured programme of audit is in place; and 

ï Oversee and monitor staff compliance with education and training and specialist competency programmes. 

Ẍ Access and invite expertise to the local Quality and Safety Committee as required; 

Ẍ Reporting and two-way communication processes are in place between the committee, frontline staff and the 
management team. 

  

1.3 Membership: Local Quality and Safety Committee 
 

When creating a new Quality and Safety Committee, there is an opportunity to ensure there is transparency in respect of selection for 

the committee and selection criteria for membership may include: 

ï Experience of and commitment to quality and safety 

ï Knowledge of quality improvement methods  

ï Ability to challenge status quo in a constructive manner 

ï Availability to attend meetings 

ï Ability to drive change and innovations and influence staff 

ï Experience of committee work 

ï Person centred.  

 

Once the committee is established, a membership list would be created which would include the name, title and role of each member 

and term of membership. It also identifies the roles that are agreed as part of the terms of reference for each member in relation to 

their designated role on the committee, for example, chair, vice chair, admin etc. The committee would ordinarily elect the chair. The 

characteristics of a good chair include:  

- Open and inclusive 
- Facilitative 
- Action focused 
- Actively seeking to maximise time at meetings 
- Strong relationships with all committee members 
- Respectful of individual and organisational views, roles and responsibilities 
- Open and inclusive. 

 

The committee is multidisciplinary. Suggested membership for the Local Quality and Safety Committee might   be as   follows: 

Ẍ Chaired by lead (doctor, nurse/midwife, service manager) 

Ẍ Vice-Chair (from other professional group) 

Ẍ Service user  representative 

Ẍ Appropriate representation as per service requirements (i.e., general practice, care groups, health and social care   

 professionals, pharmacy, and radiology) 

Ẍ Quality/Safety/Risk Manager  
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Ẍ Administration support. 

 
A quorum for a meeting should be agreed and outlined in the terms of reference. This could be for example the chairperson or 

vice-chairperson and 30% of the members of the committee. 

 
1.4    Accountability Reporting Relationships: Local Quality and Safety Committee 
 

The committee is operationally accountable to the local manager and provides reports to the Executive Quality and Safety 

Committee or equivalent. It is important to clearly identify who the committee chair reports to within the service. It is recommended 

that the committee terms of reference document include an organisation chart illustrating where the committee sits within the 

service structure.  

 

1.5 Frequency of Meetings: Local Quality and Safety Committee 
 

In order to facilitate ƳŜƳōŜǊǎΩ ŘƛŀǊƛŜǎ ŀƴŘ ǇǊƻƳƻǘŜ ƳŀȄƛƳǳƳ ŀǘǘŜƴŘŀƴŎŜΣ ƛǘ ƛǎ ǎǳƎƎŜǎǘŜŘ ǘƘŀǘ ǘƘŜ ŦǊŜǉǳŜƴŎȅ ŀƴŘ ŘŀǘŜǎ ƻŦ ƳŜŜǘƛƴƎǎ 

(for a full calendar year) be identified during the development of the terms of reference. Normally the frequency of meetings is 

monthly. Each facility should agree what is appropriate and practical for their service.  In the event of a meeting being cancelled it 

should be reconvened. For smaller services where there are limited personnel, quality and safety can be incorporated as a standing 

agenda item of the management team meeting thus avoiding the requirement to establish a separate committee.  

 

1.6 Reports: Local Quality and Safety Committee 
 

Identify what will be produced from the committee, for example, regular reports to the senior most accountable person to whom the 

committee is accountable or to other groups as required.  

 

1.7 Performance: Local Quality and Safety Committee 
 

Clearly identify the quality indicators and outcomes that will be measured to ensure that the committee is performing effectively. 

Self-evaluation may be undertaken or arranged through another function such as internal audit. Performance measures could 

include: 

- Percentage of attendance at meetings by members 
- Criteria against each of the objectives above with an emphasis on the measurement of reduction in harm and improvement in 

quality 
- Review the process of the group ς How well are they operating? How do they feel they are performing?  How do others feel 

they are performing? 

 

1.8 Administrative Support: Local Quality and Safety Committee 
 

A member of staff who provides administrative support to the committee is identified. This person will circulate the agenda, 

schedules, and papers to be read prior to meetings, document the minutes of each meeting and circulate to members within an 

agreed timeframe of the meeting being held. The minutes are approved and signed off by the chair at the next meeting, stored and 

published as agreed. 

 

1.9 Approval and Review Date: Local Quality and Safety Committee 
 

The terms of reference are prepared by the chair of the local committee in consultation with the members of the committee and 

authorised by the senior management team/officer.  The terms of reference should be reviewed and updated every year or sooner if 

necessary. 
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To assist Executive Quality and Safety Committees in developing their terms of reference, the following is suggested as a guide (see 

outline Terms of Reference in Resource 1). 

 
2.1 Reports: Executive Quality and Safety Committee 
 

Aim: clear statement identifying why the committee is being developed, for example - to develop, deliver, implement and evaluate a 

comprehensive quality and safety programme with associated structures, processes, standards and oversight which are the vehicle for 

improving quality and safety. 
 

 
Objectives: a set of goals that the committee plans to achieve. To be most effective, objectives should be: achievable; realistic; time 

bound; explicit; measurable; within the scope/remit of the committee; linked to health service providers / national service plan objectives 

and aligned to national policy and strategy. 

 
Examples of objectives that could be used by an Executive Quality and Safety Committee are set out below: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Oversight, reviewing and identifying trends in: 
 

Ẍ feedback from service users and staff of their 

experience of the service  (e.g. from surveys, 

forums, compliments and complaints, staff 

turnover, exit interviews, absenteeism, % 

agency staff); 

Ẍ areas for development and improvement 

identified through the application of the six 

drivers of the framework for improving 

quality; 

Ẍ areas of excellence which can support areas in 

need of improvement;  

Ẍ the quality and safety of the service through 

proactive risk management processes to 

include risk assessments, risk registers, incident 

analysis, morbidity and mortality meetings, 

case reviews, and investigation reports, etc; 

Ẍ legislation, mandatory standards and quality 

indicators and outcome measures, coroner's 

reports; and the annual plan for clinical 

audits;and 

Ẍ policies, procedures, protocols and guidelines 

(PPPGs) to be developed to support best 

practice and ensure safety is maximised in line 

with national PPPGs. 

 

Providing a level of assurance, to the 

executive/senior management team that: 

Ẍ known risks are being addressed and managed 

through appropriate risk management process 

and escalated where necessary; 

Ẍ processes for incident reporting (including 

serious reportable events) are being adhered 

to; 

Ẍ assessments have been undertaken in a 

manner which facilitates full participation of 

staff and are an accurate reflection of the 

status of that service at the time of 

assessment; and 

Ẍ assessments (signed off by committee) are sent 

ǘƻ /9hκDaΩǎ ƻŦŦƛŎŜ ǿƛǘƘƛƴ ǘƘŜ ŘŜƭŜƎŀǘŜŘ 

timeframes: and the facility is in compliance 

with legislation, national standards and 

regulations. 

Monitoring Quality Improvement Plans (QIPs): 

Ẍ responding to service user and staff 

suggestions for improvement: 

Ẍ the progress of the actions being implemented 

ŦƻƭƭƻǿƛƴƎ ŀƴ ƛƴŎƛŘŜƴǘΣ ŎŀǎŜ ǊŜǾƛŜǿΣ ŎƻǊƻƴŜǊΩǎ 

report, morbidity and mortality meeting, 

report recommendation or complaint; 

Ẍ arising from the risk register; 

Ẍ arising from clinical audits; and 

Ẍ arising from assessments on standards. 
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2.2     Role and Responsibilities: Executive Quality and Safety Committee 
 

Ẍ Support service wide continuous quality improvements though engagement with staff and service users in improving quality and the 
quality safety and risk management programme 

Ẍ Oversee, support and monitor the implementation of the services Quality Improvement Plan informed by the Framework for 
Improving Quality in our Health Service 

Ẍ Build  improvement knowledge and skills to transform the culture of care  

Ẍ Priortise the implementation of proven solutions to prevent harm and improve care, focusing on reducing variation and  

          reducing variation across care processes  

Ẍ Developing and delivering a service wide integrated quality, safety and risk management programme on behalf of the Executive 
Management Team. This includes (but is not limited to) the following: 
ï Engaging service users, members of the public and frontline staff engaged in the quality and safety programme; risk 

identification, description, assessment, mitigation and escalation; 

ï Report, control, learn and disseminate lessons from significant incidents (including serious reportable events and external alerts) 

and complaints;  

ï Ensure appropriate clinical policies, procedures, protocols and guidelines are developed/adapted, implemented and evaluated 

(based on best available evidence); 

ï Ensure that all mandatory, licensing, regulatory, credentialing and accreditation requirements are met and maintained for the 

facility; 

ï Ensure that a structured programme of clinical audit is in place; and 

ï Oversee and monitor staff compliance with mandatory education and training and specialist competency programmes 

Ẍ Establish subcommittees/groups to lead on specific elements of quality and safety as required 

Ẍ Access and invite expertise to the Executive Quality and Safety Committee as required 

Ẍ Reporting and two-way communication processes are in place between frontline staff, Executive Management Team, the 
Quality and Safety Executive Committee and the Quality and Safety Board Committee (where a Board is in place). 

 
2.3 Membership: Executive Quality and Safety Committee 
 

When creating a new Executive Quality and Safety Committee, senior management should ensure there is transparency in respect of 

selection for the committee and selection criteria for membership may include: 

- Experience of and commitment to quality and safety  

- Knowledge of quality improvement methods 

- Ability to challenge status quo in a constructive manner 

- Availability to attend meetings 

- Ability to drive change and innovations and influence staff 

- Experience of committee work 

- Person centred.  

 

Once the committee is created, a membership list should be created which would include the name, title and role of each member and 

term of membership. It also identifies the roles that are agreed as part of the terms of reference for each member in relation to their 

designated role on the committee, for example, chair, vice chair, admin etc. The committee would ordinarily elect the chair. The 

characteristics of a good chair include:  

- Open and inclusive 

- Facilitative 

- Action focused 

- Actively seeking to maximise time at meetings 

- Strong relationships with all committee members 

- Respectful of individual and organisational views, roles and responsibilities 
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- Open and inclusive. 

The committee is multidisciplinary.   Suggested membership for the Quality and Safety Executive Committee might be as  follows: 

Ẍ Chaired by (Lead Director/Medical Director/Director Quality and Safety/Director of  

 Nursing/Midwifery as appropriate) 

Ẍ Vice-Chair (from other professional group) 

Ẍ Service user  representative  

Ẍ Appropriate representation from general practice, care groups, health and social care professionals, pharmacy, and radiology   

 (where appropriate) 

Ẍ Quality/ Safety/ Risk Manager 

Ẍ Director of Human Resources 

Ẍ Administration support 

Ẍ Where in post representation from the following can be considered (titles will vary): 
- Clinical audit lead 

- Director of Finance 

- Education and Training Coordinator 

- Facilities/Environment Manager 

- Healthcare Records Manager 

- Information systems management 

Ẍ Chairs of relevant quality and safety sub-committees are invited to attend the meeting on a regular basis as per agreed annual 
schedule (see Resource 8) 

Ẍ Consideration may be given to identifying core and standing members of the executive committee. Core members would be 
expected to attend every meeting. Standing members would be welcome to attend all meetings, however they are only 
expected to attend if there are relevant agenda items and/or if requested to attend by the chair 

Ẍ A quorum for a meeting should be agreed and outlined in the terms of reference. This could be for example chairperson or vice 
chairperson and 30% of the core members of the committee. 

 

2.4      Accountability Reporting Relationships: Executive Quality and Safety Committee 
 

The committee is operationally accountable to the Executive Management Team. It is important to clearly identify who the 

committee chair reports to within the service, for example the CEO/General Manager or Head of Service in the community setting. It is 

recommended that the committee terms of reference document include an organisation chart illustrating where the committee sits 

within the service structure.  

 
2.5 Frequency of Meetings: Executive Quality and Safety Committee 
 

In order to facilitate ƳŜƳōŜǊǎΩ diaries and promote maximum attendance, it is suggested that the frequency and dates of 

meetings (for a full calendar year) be identified during the development of the terms of reference. Normally the frequency of 

meetings is monthly. Each facility should agree what is appropriate and practical for their service.  In the event of a meeting being 

cancelled it should be reconvened. 

 

2.6 Reports: Executive Quality and Safety Committee 
 

Identify what will be produced from the committee, for example, regular reports to the senior most accountable person (e.g. CEO/GM) 

to whom the committee is accountable (for example the Board Quality and Safety Committee where one is in place), or to other 

groups. An Annual Report should be prepared by the committee and submitted to the CEO/GM/Service Manager. 

 
2.7 Performance: Executive Quality and Safety Committee 
 

Clearly identify the service wide quality indicators and outcomes that will be measured to ensure that the committee is performing 

effectively. Self-evaluation may be undertaken or arranged through another function such as internal audit.  
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Performance measures could include: 

Ẍ Percentage of attendance at meetings by members 

Ẍ Criteria against each of the objectives with an emphasis on the measurement of reduction in harm 

Ẍ Achievement of improvements in service user experience and outcomes in a measurable way 

Ẍ Review the process of the group ς How well are they operating? How do they feel they are performing? How do others feel they 

are performing? 

 

2.8 Administrative Support: Executive Quality and Safety Committee 
 

A member of staff who provides administrative support to the committee is identified. This person will circulate the agenda, schedules, 

and papers to be read prior to meetings, document the minutes of each meeting and circulate to members within an agreed timeframe 

of the meeting being held. The minutes are approved and signed off by the chair at the next meeting. 

 

2.9 Approval and Review Date: Executive Quality and Safety Committee 
 

The terms of reference are prepared by the chair in consultation with the members of the committee and authorised by the 

Executive Management Team.  The terms of reference should be reviewed and updated every year or sooner if necessary. 
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To assist in the development of terms of reference for a Board Quality and Safety Committee the following general guidance is 
provided. This should be considered within the context of the governance arrangements for the service. In terms of clear roles and 
responsibilities, it is important to distinguish between oversight, management and implementation functions (i.e., generally speaking, 
they should be executed by different personnel). 
 

3.1    Purpose: Board Quality and Safety Committee 
 

The aims of the committee should be clearly articulated. To assist   the   following   might be considered. 
 
Aim:  a  clear  statement  why  the  committee  is  being  developed,  for  example,  to drive quality improvement and provide a level 

of assurance to  the Board that there are appropriate  and  effective  systems  in  place   that  cover  all  aspects  of  quality  and  

safety. 

 

Objectives: a set of goals that the committee plans to achieve. To be most effective, objectives should be: achievable; realistic; time 

bound; explicit; measurable; within the scope/remit of the committee; linked to health service providers / national service plan objectives 

and aligned to national policy and strategy. 

 
3.2    Roles and Responsibilities: Board Quality and Safety Committee 
 

The quality and safety committee is a committee of the Board established to: 
Ẍ Provide a level of assurance to the Board on the appropriate, governance structures, processes, standards and oversight and 

controls 

Ẍ Oversee the development by the Executive Management Team of a quality improvement plan for the service in line with agreed 

Quality Improvement Strategy 

Ẍ Recommend to the Board a quality and safety programme and an Executive Management Team structure, policies and processes 

that clearly articulates responsibility, authority and accountability for safety, risk management and improving quality across the 

service 

Ẍ Secure assurance from the Executive Management Team on the implementation of the quality and safety programme and the 

application of appropriate governance structure and processes (e.g. risk escalation) including monitored outcomes through quality 

indicators and outcome measures 

Ẍ Secure assurance from the Executive Management Team that the service is conforming with all regulatory and legal requirements 

to assure quality safety and risk management 

Ẍ Act as advocates at both Board and Government level for quality and safety issues which cannot be resolved by the Executive 

Management Team 

Ẍ To consider in greater depth matters referred to the committee by the Board and referral of issues to the Board for consideration 

when necessary. 

 

3.3     Membership: Board Quality and Safety Committee 
 

The Board Quality and Safety Committee normally consist of a number of Executive and Non-Executive Directors (drawn from the 

Board) and service user representatives (where appropriate). The committee is normally chaired by a Non-Executive Director 

(member of the Board) who reports on behalf of the committee to the chair of the Board.  

 

Once the committee is created, a membership list should be created which would include the name, title and role of each member and 

term of membership. It also identifies the roles that are agreed as part of the terms of reference for each member in relation to their 

designated role on the committee, for example, chair, vice chair, admin etc. The committee would ordinarily elect the chair. The 

characteristics of a good chair include:  

Ẍ Open and inclusive 

Ẍ Facilitative 
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Ẍ Action focused 

Ẍ Actively seeking to maximise time at meetings 

Ẍ Strong relationships with all committee members 

Ẍ Respectful of individual and organisational views, roles and responsibilities 

Ẍ Open and inclusive. 

 
It is usual for the following executives to be in attendance at the Board Quality and Safety Committee meetings: 

Ẍ Chief Executive Officer/General Manager/Service Manager; 

Ẍ Lead Director/Executive Director/Director Quality and Safety; 

Ẍ Director of Nursing/Midwifery. 
 
!ǘ  ǘƘŜ  ŎƻƳƳƛǘǘŜŜΩǎ  discretion,  other  executives,  personnel  or  external  expertise  may  be  co-opted  onto  the committee or 
attend to address specific topics as they arise, including service user representatives. 

 
A quorum for a meeting is agreed and outlined in the terms of reference. This might be at least three members including at least one 
Non-Executive and one Executive Director. 

 
3.4     Accountability Reporting Relationships: Board Quality and Safety Committee 
 

The Board Quality and Safety Committee are directly accountable to the Board. It is recommended that the committee terms of 

reference document include an organisation chart illustrating where the committee sits within the service structure.  

 

3.5     Frequency of Meetings: Board Quality and Safety Committee 
 

A minimum of four meetings per year is suggested, with additional meetings where necessary. In the event of a meeting being 

cancelled it should be reconvened. 

 

3.6     Reports: Board Quality and Safety Committee 
 

Following each meeting a report is provided to the Board, along with a verbal briefing during the following Board meeting, with 
additional reports as deemed necessary. 

 
3.7     Performance: Board Quality and Safety Committee 
 

Clearly identify performance outcomes that will be measured to ensure that the Board committee is performing effectively. Self-

evaluation may be undertaken or arranged through another function such as internal audit. Performance measures could include: 

Ẍ Percentage of attendance at meetings by members  

Ẍ Achievement of the objectives as set out at in the terms of reference  

Ẍ Achievement of improvements in service user experience and outcomes in a measurable way  

Ẍ Review the processes of the committee: 
- How well is it operating? 

- How do the committee and Board feel about the way they are operating? (e.g. number of reports completed) 

- How do others feel they are performing? 

 

3.8     Administrative Support: Board Quality and Safety Committee 
 

A staff member to provide administrative support to the committee is identified. This person will circulate the agenda, schedules, and 

papers to be read prior to meetings, document the minutes of each meeting and circulate to members within an agreed timeframe of 

the meeting being held. The minutes are approved and signed off by the chair at the next meeting. 

 

3.9    Approval and Review Date: Board Quality and Safety Committee 
 

The terms of reference are prepared by the Board, (including the term of office for members) communicated to and accepted by each 

member of the committee. The terms of reference are reviewed and updated by the Board every year or more frequently if necessary. 
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The following template can be adapted for your particular Quality and Safety Committee. Guidance on completing the terms of 
reference are provided in section 1 (Local Committee) section 2 (Executive Committee) and section 3 (Board Committee) of this 
document. 

 
 

Name of Committee Terms of Reference 
 

1. Purpose 

ü Aim 

ü Objectives 
 
 

2. Role and Responsibilities 
 
 

3. Membership 
 

 
4. Accountability and Reporting Relationships  

 (include organisational chart)  
 

5. Frequency of Meetings 
 
 

6. Reports 
 
 

7. Performance 
 
 

8. Administrative Support 
 
 

9. Approval and Review Date 

 
 

Review Date / Signatures of Committee Members: 

 

Date of Approval: 
 

Names of Committee Members: Date of Review:  

 

Date: 

 
Name of Chair: Date of Review:  
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A sample agenda for a Local Quality and Safety Committee meeting is provided below. This is not intended to be prescriptive and not all 

issues will be covered at each monthly meeting, therefore the chair will prioritise agenda items for each meeting. For smaller services 

where there are limited personnel, quality and safety can be incorporated as a standing agenda item of the management team meeting 

thus avoiding the requirement to establish a separate committee. 

 

The agenda items are linked with the National Standards for Safer Better Healthcare (2012). 

 

 
Item 
Number 

 
Discussion 

HIQA  
Standards 
Alignment 

Frequency  
To be agreed 

 
 
Introduction 

 
Introductions, sign-in and apologies 

           

Minutes of previous meeting and matters arising 

Im
p

ro
vi

n
g

 Q
u

a
lit

y 

1 
 

Service User Experience   Ҧ Person-Centred 
Care and 
Support 

 

2 
 

Staff Experience   Ҧ Workforce  

3 
 

Quality indicators and outcome measures 
Quality Improvement Initiatives/Plans 

  
 
Ҧ 

 
Effective Care 
and Support 

 

4 
 

Audit Reports / Plan  

5 
 

Meeting national standards, guidelines, policies, audit 
and report recommendations 

 

6 
 

Implementation of national and local quality and safety 
initiatives 

  
 
Ҧ 

 
 
Safe Care and 
Support 

 

7 
 

Recent incidents / near misses / risk management 
processes/ risk register 

 

8 
 

Prevention and control of Health Care Acquired 
Infection 
 

 

9 
 

Ongoing better health and wellbeing updates   Ҧ Better health 
and Well Being 

 

C
a

p
a

c
ity

 a
n

d
 C

a
p

a
b

ili
ty 

 

10 Quality and safety reports from committees/specialty 
teams 

  
Ҧ 

 
Leadership 
Governance  
Management 
 

 

11 
 

Correspondence/ circulars re quality & safety  

12 
 

Review of reports of service specific and mandatory 
education and training 

 Ҧ Workforce  

13 Risk assessment of cost containment plans  Ҧ Use of Resource  

14 
 

Healthcare records management  Ҧ Use of 
Information 

 

15 
 

Any other business   

 
  

16 



 

 
 

 
 

This is not intended to be prescriptive and not all issues will be covered at each monthly meeting, therefore the chair will prioritise 

agenda items as appropriate.  

 

The agenda items are linked with the National Standards for Safer Better Healthcare (2012).  

 
 

 
Item 
Number 

 
Discussion 

HIQA  
Standards Alignment 

Frequency*   
*To be agreed  

 
 
Introduction 

 
Introductions, sign-in and apologies 

           

Minutes of previous meeting and matters arising 

Im
p

ro
vi

n
g

 Q
u

a
lit

y  

1 
 

Service User Experience  Ҧ Person Centred 
Care and Support 

 

2 
 

Staff Experience  Ҧ Workforce  

3 
 

Quality indicators and outcome measures   
 
Ҧ 

 
Effective Care and 
Support 

 

4 
 

Audit Plan  

5 
 

Meeting national standards, guidelines, policies, audit 
and report recommendations 

 

6 
 

Implementation of national and service wide  quality and 
safety initiatives 

  
 
Ҧ 

 
 
Safe Care and 
Support 

 

7 
 

Risk management processes / risk register/ incidents and 
{w9Ωǎ  

 

8 
 

Prevention and control of Health Care Acquired Infection  

9 Quality Improvement initiatives/Plans  

10 Better health and wellbeing for staff, service users and 
members of the public 

 Ҧ Better Health and 
Well Being 

 

C
a

p
a

c
ity

 a
n

d
 C

a
p

a
b

ili
ty 

 

11 Quality and safety reports from 
committees/directorates/specialty teams 

  
Ҧ 
 

Leadership 
Governance 
Management 

 

12 Leadership for quality & safety  

11 
 

Review of reports of service specific and mandatory 
education and training 

 Ҧ Workforce  

12 
 

Risk assessment of cost containment plans  Ҧ Use of Resource  

13 
 

Healthcare records management  Ҧ Use of Information  

14 
 

Any other business   

 

 
*See Resource 8 for the development of schedule of committee reports to the Quality and Safety Executive Committee   
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This is not intended to be a prescriptive agenda and not all issues will be covered at each meeting, therefore the chair will prioritise 

agenda items as appropriate.  
 

 
Item 
Number 

 
Discussion 

HIQA  
Standards Alignment 

 Frequency  
To be agreed  

 
 
Introduction 

Introductions, sign-in and apologies 
 
Minutes of previous meeting and matters arising 
Identifications of potential conflicts of interest (when 
relevant) 

           

Im
p

ro
vi

n
g

 Q
u

a
lit

y  

1 
 

Review report from Quality and Safety Executive 
Committee 

 

  
 
Ҧ 

 
Leadership 
Governance  
Management 
 

 

2 
 

Review Board quality of care dashboard of indicators to 
make an assessment and recommendations to  the 
Board for action 

  

3 
 

Service user experience and staff experience e.g. results 
of surveys, patient safety culture, exit interviews etc 
 

  
 
Ҧ 

 
Person Centred 
Care and Suport 

 

4 
 

Updates on serious reportable events / 
investigations/reviews/legal cases / communications 
relating to these situations  

  
 
Ҧ 

 
 
Safe Care and 
Support 

 

5 
 

Review of any high risks added to corporate risk register 
 

  

6 Progress on accreditation / regulatory standards ( HIQA 
standards) and evaluation 

 Ҧ Effective Care 
and Support  

 

C
a

p
a

c
it
y
 a

n
d

 C
a

p
a

b
ili

ty 

 

7 Review status of strategic quality improvement plan 
against annual improvement targets 
 

  
 
Ҧ 
 

Leadership  
Governance  
Management 

 

8 Agree recommendations to the Board on matters 
related to the quality of care, safety, service user 
reported experience and outcomes, and organisational 
safety culture 
 

 

9 
 

Any other business   
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