
 
 
 
 

 
 
 
 
 
 
 
 

Information Governance Forum 
 

Terms of Reference v4.6 
 

 
  



1. Introduction 
1.1 The Information Governance (IG) Forum (the committee) is established as a standing 

committee accountable to the Governance and Audit Committee. 

2. Membership 
2.1 The membership of the committee shall include: 
 

 Senior Information Risk Owner (SIRO) (Chair) 
 Caldicott Guardian 
 Company Secretary 
 Head of Information (Planning and Strategy) 
 Human Resources Manager 
 Assistant Director (Financial Services)  
 ICT Governance and Compliance Manager 
 Assistant Director, Continuing Healthcare 
 AD Commissioning Primary Care 
 Senior Pharmaceutical Advisor (Governance) 
 Head of Programme Office 
 DPO Primary Care 
 Corporate Governance Officer (Secretariat) 

 
2.2 In the event of the Chair of the committee being unable to attend all or part of the 

meeting, the Caldicott Guardian will deputise for that meeting. 
 

3. Quorum 
3.1 Four members of the committee, including either the chair or deputy chair, must be 

present for the quorum to be established. 
 
3.2 No formal business shall be transacted where a quorum is not reached. 
 

4. Frequency of meetings and attendance 
4.1 A minimum of four scheduled meetings shall be held per year. 
 
4.2 Members of the committee should make every effort to attend all meetings of the 

committee.  The Secretary to the committee will monitor attendance and will report on 
this annually.   

 

5. Authority 
5.1 The committee is authorised by the Governing Body to: 
 

 Approve the arrangements for ensuring appropriate and safekeeping and 
confidentiality of records and for the storage, management and transfer of 
information and data. 

 

6. Emergency powers 
6.1 Where an urgent decision needs to be made in between scheduled meetings, 

members of the committee can convene an extra-ordinary meeting to discuss a 
particular issue.  Quorum rules in paragraph 3 still apply. 

 
6.2 If it is not practicable to meet in person, matters can be dealt with through telephone or 

the exchange of emails.  The exercise of such powers shall be reported and minuted 
at the next committee meeting. 

 



7. Duties 
7.1 The duties of the committee can be categorised as follows: 
 

 To develop and implement a framework for IG across the CCG and to reinforce a 
strong ethos of IG;  

  
 To oversee the annual review of compliance against the Data Security and 

Protection (DSP) Toolkit, to identify priority areas, develop and oversee the 
implementation of an action plan to ensure compliance;  

 
 To inform the review of the Organisation’s management and accountability 

arrangements for IG;  
 
 To review and develop the Organisation’s Freedom of Information publication 

scheme and review performance; 
 
 To develop the Organisation’s consolidated IG and Caldicott Guardian work 

programme; 
 
 To monitor that the CCG complies with the General Data Protection Regulations 

(GDPR) and updated Data Protection Act 2018 (DPA). 
 
 To monitor that the CCG complies with the requirements of the National Data 

Guardian for Health and Social Care (NDG), a role placed on a statutory footing 
from 1st April 2019 by the Health and Social Care (National Data Guardian) Act 
2018. 

 
 To ensure that the Organisation’s approach to information handling is 

communicated to all staff and where appropriate made available to the public; 
 
 To co-ordinate the activities of staff given data protection, confidentiality, security, 

information quality, records management and Freedom of Information 
responsibilities; 

 
 To offer support, advice and guidance to the Caldicott Function and Data 

Protection programme within the Organisation; 
 
 To monitor the Organisation’s information handling activities to ensure compliance 

with the law and guidance; 
 
 To consider serious breaches of confidentiality and security and where appropriate 

undertake or recommend remedial action; 
 
 To review and inform IG activity reports as defined by the internal and external 

auditors; 
 
 To ensure training made available by the Organisation is taken up by staff as 

necessary to support their role;  
 
 To provide a focal point for the resolution and/or discussion of IG issues; and  
 
 To oversee the Organisation’s applications to the NHS Digital Data Access 

Request Service (DARS). 
 
 To identify and where appropriate mitigate Information Governance related risks. 



 

8. Reporting arrangements to the Governance and Audit Committee 
8.1 The committee will report to the Governance and Audit Committee as follows:  
 

 Six month report incorporating the annual review – May committee; 
 Six month report – December committee. 

 
8.2 For the six month report the following documents will be presented: 
 

 Minutes of the committee’s meetings; 
 Six month report against the Information Governance Strategy and Management 

Framework and the consolidated IG and Caldicott Guardian work plan. 
 

9. Annual review of the Committee 
9.1 The committee will undertake an annual self-assessment to: 
 

 Review that these Terms of Reference have been complied with and whether they 
remain fit for purpose, such as with new national requirements; 

 Determine whether its planned activities and responsibilities for the previous year 
have been sufficiently discharged; and, 

 Recommend any changes and / or actions it considers necessary, in respect of the 
above. 

 Provide the Governance and Audit Committee with an annual report, which details 
the outcome of the annual review. 

 

10. Committee servicing 
10.1 The committee shall be supported administratively by the Head of Information (or other 

nominated representative), who’s duties in this respect will include: 
 

 Agreement of the Agenda with the Chair and collation of papers in-line with the 
committee’s Annual Cycle of Business; 

 Providing written notice of meetings to committee members, and the papers, not 
less than 5 working days before the meeting; 

 Taking the minutes and keeping a record of matters arising and issues to be 
carried forward; 

 Producing a single document to track the committee’s agreed actions and report 
progress to the committee; 

 Producing draft minutes for approval within 5 working days of the meeting. 
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