	
	
	



Terms of Reference: UPEN Areas of Research Interest Practitioners Community of Practice (ARI Practitioners CoP)
Co-Chairs: Rich Pickford and Clare Stainthorp
Last reviewed: 01/05/2026
Approved by: Laura Bea 18/05/2026. Co-chairs to discuss decision making, quorate and suitable representation with the new CoP within the first 6 months. 
Next review date: 01/05/2027
1. Purpose and Scope
· Peer learning, exchange, resource sharing, and support for those in policy organisations and the academic community to develop and reflect upon ARIs as a mechanism for academic-policy engagement. 
· Sharing information on ARIs being developed and launched at local, regional, and national levels. 
· Discussing challenges, opportunities, and evidence needs around the delivery and sustainability of ARIs, and identifying ways of addressing these. 
· Provide space to explore and showcase leading practice for ARIs across different policy contexts.
· Support the interaction of UPEN with the GO Science ARI Officials Network (ARION) through two-way communication. (CoP members will be able to raise topics for Co-Chairs to take to bimonthly ARION meetings and support disseminating information shared by GO Science about UK Government ARIs.)
· During the UPEN Programmes period (2025-28), the ARI CoP will be a space for building towards resources, including a flexible ARIs toolkit, by gathering experience from the wider sector and UPEN members to better understand needs in a range of contexts. As well as this, we will be sharing work-in-progress resources for feedback and development.

2. Annual plan (from approval date) 
· Online meetings with mixed agenda that cover items outlined in Purpose and Scope.
· In-person workshop in October 2026 (funded by UPEN Programmes ARI budget) – CoP may apply to Participation Fund to support attendance.
· Establishing peer learning and exchange platform.
· Working with the Community of Practice to develop a way of showcasing and sharing ARIs as they are developed and launched. 

3. How CoP links to UPEN objectives
· Facilitate peer learning and knowledge exchange across UPEN member institutions and policy organisations.
· Build capability and capacity across the Membership and policy partners with relevant professional interests and experience.
· Identify shared challenges and co‑develop solutions.
· Produce resources, guidance, and other outputs that support the wider network.
· Strengthen relationships between universities and with policy stakeholders.
· Explore funding opportunities for joint projects, including through UPEN Programme Participation and Innovation Funds.
· During the UPEN Programmes period (2025-28), the CoP will directly contribute to grant deliverables under the UK-wide ARIs workstream.

4. Governance Structure
The co-chairs for 2026-28 have been nominated by the outgoing co-chairs of the ARI Subcommittee and Programme co-leads as part of the delivery of UPEN Programmes work on UK-wide Areas of Research Interest. 
Future co-chairs will be appointed through a call for self-nomination and election by CoP membership.

5. Membership and co-chairs
· The ARI CoP is a UPEN-supported peer-learning network that is run by members to support knowledge sharing and the further development of Areas of Research Interest as an effective policy-engagement mechanism.
· Members are expected to be involved in the development and delivery of, and/or engagement with, ARIs. Members may be affiliated to UPEN member organisations, hold a relevant role within a policy organisation (at local, regional, or national level), or otherwise be actively working in the ARI space.
· ARI CoP group members will be automatically added to the ‘ARI CoP mailing list’. This mailing list will solely be used to communicate with the members of the CoP regarding UPEN ARI updates or wider relevant communication updates and/or changes. To opt out, an email should be sent to the CoP co-chairs.
· The quorum for each ARI CoP meeting is as follows: 
· One of the co-chairs 
· Suitable representation from across the UPEN ARI CoP [to be agreed with CoP members in first 6 months]
· Relevant invited speaker(s) as applicable 
· For significant decisions, at least 51% of the CoP Membership should be present and/or voting.
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The co-chairs for 2026-28 have been nominated by the outgoing co-chairs of the ARI Subcommittee and Programme co-leads as part of the delivery of UPEN Programme work on UK-wide Areas of Research Interest, as approved by the Executive Committee in April 2026.
Term length: 2 years from 01/05/2026 until 31/04/2028

6. Meetings and Ways of Working
· The ARI CoP will meet online three times a year. Meetings will ordinarily be 1 hour in duration, although longer meetings may be scheduled if appropriate.
· The ARI CoP may also host in-person meetings, subject to funding available from UPEN and in-kind support from UPEN member organisations.
· Attendance of in-person meetings may be supported by the UPEN Participation Fund (subject to individual application approval).
· Agendas and relevant papers will be circulated electronically to group members at least 48 hours in advance of the meeting date.
· One of the co-chairs will take notes at each meeting, which will be shared along with any relevant actions with CoP members within 1 week.
· Terms of reference will be reviewed on an annual basis to ensure they are fit-for-purpose and remain aligned with UPEN’s mission and strategic aims. 

7. Data protection 
Co-leads of all UPEN Communities of Practice will be granted access to personal data (names, email addresses, job titles, organisation) that is necessary for administering and facilitating the Communities of Practice, in line with UCL’s data protection principles requiring purpose limitation, data minimisation, and lawful, fair, and transparent processing. 
Personal data will be used solely for managing membership, communication, coordination of activities, and maintaining secure records, and will not be shared, reused, or processed for any purpose incompatible with these functions. All processing will follow UCL’s Data Protection Policy, including requirements for appropriate security, accuracy, and confidentiality of personal data.
The ARI CoP will store all personal data on the private, central Teams Channel. Other documents will be shared via a suitable platform decided by the CoP. 

Terms of Reference and best practice principles for Universities Policy Engagement Network (UPEN) Communities of Practice (CoPs)
1. Purpose and Scope
This document provides a template upon which UPEN communities of practice (CoPs) should formulate a terms of reference (ToR) document
UPEN CoPs bring together members and other policy stakeholders to share knowledge, develop skills, exchange best practice, and collaborate on aligned issues. 
This guidance was finalised in April 2026 and is in operation from this date until April/2027 where it will be reviewed by UPEN Executive Board.

2. Objectives
The shared objectives for UPEN CoPs contribute to UPEN’s strategic aims, by: 
· Supporting networking between members
· Facilitating peer learning and knowledge exchange across institutions.
· Building capability and capacity across the membership
· Identifying shared challenges and co‑developing solutions
· Producing resources, guidance, or outputs that support the wider network.
· Strengthening relationships between universities, and with policy stakeholders.

3. Formation and Governance
3.1 Establishment
Those interesting in setting up a CoP should complete a proposal/EOI form. To be considered, a proposal must:
· Demonstrate how the CoP will add value to UPEN’s offer and the wider sector 
· Provide an indication of likely available capacity and/or resource requirements
· Be clear on suggested membership, and wider audience 
Proposals will be considered by the Head of Membership and Network Development, and further clarifications may be requested. New CoPs will be agreed by the UPEN Executive Board. 
3.2 Membership and Governance
Membership of CoPs is open to:
· Anyone within a UPEN Member institution with a professional interest in the CoP’s area of focus. 
· Anyone within the wider evidence-policy landscape, including partners and collaborators, with a professional interest in the CoP’s area of focus. 
· In line with their agreed purpose, CoPs reserve the right to include reasonable eligibility criteria for the purposes of the group’s focus and its activities.
CoPs will operate under the wider umbrella of UPEN, and report to UPEN Executive Board, although they may be co-sponsored by other organisations. All external communications must reference UPEN alongside the name of the CoP. 
Each CoP co-lead will work closely with the Head of Membership and Network Development, and other relevant colleagues, to provide regular updates through file sharing, meetings, or other means of communication. 
CoPs may build working groups, or task and finish groups, to deliver or focus on specific areas of activity. 
Membership data will be held by the UPEN host institution in line with institutional data protection policies. 
Data protection: Co-leads of UPEN Communities of Practice will be granted access to personal data that is necessary for administering and facilitating the Communities of Practice, in line with UCL’s data protection principles requiring purpose limitation, data minimisation, and lawful, fair, and transparent processing. Personal data will be used solely for managing membership, communication, coordination of activities, and maintaining secure records, and will not be shared, reused, or processed for any purpose incompatible with these functions. All processing will follow UCL’s Data Protection Policy, including requirements for appropriate security, accuracy, and confidentiality of personal data.
3.3 Accountability
CoP co‑leads are accountable to the UPEN Executive Group regarding:
· Any changes in approach, remit or agreed activities 
· Reporting on progress and challenges
· Ensuring inclusive and transparent decision‑making
· Contributing constructively and upholding the values of the network.
Each CoP will be expected to provide a report to the UPEN Executive Board at least once a year outlining: current and planned activity, actual/expected impact/outcomes, resources used or requested, an updated list of Member and partner institutions, and alignment with UPEN’s strategic direction and values.
On a day-to-day basis, CoPs are accountable to the Co-chairs who will ensure collaboration across CoPs and links to relevant development opportunities as they emerge. Co‑leads may be invited to present progress at UPEN meetings or annual conferences.  

4. Roles and Responsibilities
4.1 Co‑leads
Co‑leads will:
· Provide leadership and strategic direction
· Convene and chair meetings
· Coordinate workstreams and outputs
· Act as the primary liaison with the UPEN Steering Group
· Ensure the CoP remains active, inclusive, and aligned with its purpose
· Keep updated lists of members, and be responsible for the recruitment of members
4.2 Appointment or Election of Co‑leads
Co‑leads may be elected by CoP members or appointed by the UPEN Executive Group, depending on the needs of the CoP and wider governance model. As we transition to a new model in 2026, existing subcommittees (transitioning to CoPs) will have co-chairs ratified by the UPEN Executive Board. The UPEN Executive Board also reserves the right to appoint co-chairs of CoPs where there is a strategic need, for instance to meet the needs of external funding.
Henceforth:
· Terms of office are typically 2 years, renewable once.
· Succession planning should be considered to ensure continuity.
· Interim co‑leads may be appointed if vacancies arise mid‑term.
· Member lists must be up to date ahead of any vote
4.3 Members
CoP members are expected to:
· Participate actively in meetings and discussions
· Share relevant expertise, resources, and experience for the benefit of the community 
· Contribute to outputs 
· Respect confidentiality 
· Support a collaborative, inclusive, and constructive environment aligned to UPEN’s values.

5. Meetings and Ways of Working
5.1 Frequency and format
· CoPs will meet at least quarterly, with additional meetings scheduled as needed.
· Meetings may be held online or in person
· All CoPs should ensure meeting notes and actions are captured clearly and uploaded onto the relevant shared space. 
5.2 Decision‑Making
· For a meeting to be quorate 51% of members should be present.
· Decisions will be made by consensus where possible.
· Where consensus cannot be reached, co‑leads may make a final decision based on a majority view, noting challenges to their decision where appropriate in a transparent manner. 

6. Resources and Support
6.1 UPEN Support
UPEN will not provide full administrative support but may provide limited support (e.g. around meeting scheduling) on a case-by-case basis. UPEN will provide: 
· Communications support e.g., newsletter items, and website updates where appropriate.
· Access to digital platforms for collaboration
· Limited support for events or outputs (i.e. subject to approval, on a case-by-case basis). 
· Support for funding applications that are in line with UPEN’s aims and objectives
6.2 Member Contributions
Members will contribute:
· Time and expertise
· Case studies, tools, or institutional resources
· In kind contributions (e.g. hosting of events or workshops)

7. Sustainability
7.1 Long-term planning
To ensure long‑term viability, each CoP will:
· Develop an annual plan
· Rotate leadership roles to avoid over‑reliance on individuals
· Encourage broad participation across institutions
· Actively seek opportunities for collaboration and co‑funding
· Review membership engagement annually, alongside an ongoing recruitment strategy
7.2 Timeframe and Review
· A CoP is established for an initial 12‑month period, after which its status will be reviewed by UPEN Executive Board every two years. 
· There will be an annual light touch review – led by the Head of Membership and Network Development – of each CoP’s ToR to ensure it remains fit for purpose.
· Amendments to the ToR may be proposed by any member and approved by co‑leads in consultation with the Head of Membership and Network Development. Substantial amendments will be ratified by the UPEN Executive Board.
· The UPEN Executive Board has the right to dissolve a CoP, with a CoP being dissolved if:
· It is no longer aligned with UPEN priorities
· Membership engagement falls below sustainable levels
· The UPEN Executive Board determines that the CoP has fulfilled its purpose
· It has broken any of the terms in this agreement such as not acting in line with UPEN values and principles or misuse of funding.
8. Data protection 
Co-leads of all UPEN Communities of Practice will be granted access to personal data (names, email addresses, job titles, organisation) that is necessary for administering and facilitating the Communities of Practice, in line with UCL’s data protection principles requiring purpose limitation, data minimisation, and lawful, fair, and transparent processing. 
Personal data will be used solely for managing membership, communication, coordination of activities, and maintaining secure records, and will not be shared, reused, or processed for any purpose incompatible with these functions. All processing will follow UCL’s Data Protection Policy, including requirements for appropriate security, accuracy, and confidentiality of personal data.





	
	
	



