Terms of Reference
Laboratory Efficiency Action Network (LEAN)

Document Overview
1. This document is intended to define a number of aspects of the functioning of the LEAN group.
Group Remit and Aims
2. The LEAN group exists primarily to facilitate information and best practice sharing between members. The aim is to enhance and promote sustainability practices by reducing negative environmental impacts of laboratory-based research at UK higher education and/or research institutions. 
2.1. In certain circumstances the group may also consider lobbying with a united voice, or 
2.2. Using their collective buying power to influence procurement practices, or
2.3. Production of LEAN approved materials
Group Membership
3. Individuals responsible for sustainable lab practices in research intensive higher education or research institutions across the UK are invited to join. 
4. This could include (but is not limited to):
4.1. dedicated Lab Sustainability managers/coordinators/officers/advisers
4.2. broader environmental, HSE, or sustainability managers/coordinators/officers with indicated responsibilities surrounding laboratories
4.3. lab managers/technicians
5. It is expected that members would spend over 20% of their time on lab sustainability in their ‘day job’, with this supported by a job description provided to LEAN
6. Other related professionals may be invited to attend meetings or to interact in email discussions/forum discussions on an ad hoc basis, with the approval of the current Chair and the meeting host.
7. Members will be added to the LEAN email circulation list and are expected to contribute to lab sustainability discussions. Process for joining or removal: 
7.1. Applicants should be directed to contact a LEAN management email (as managed by the Chair and secretary), or via the google group membership request format. 
7.2. There they will be asked to support their involvement/interest in LEAN. 
8. Members will be given access to the resources held on the LEAN google drive, and are expected to contribute to these resources and/or attend meetings.
9. An ‘active member’ is defined as having attended two meetings within the past 12 months and contributed to email/forum discussions.
Office Holders
10. The group shall have revolving positions for:
10.1. Chair
10.2. Secretary   
11. The duties of the Chair will be to 
11.1. oversee discussions during meetings, 
11.2. arrange for subsequent meetings, and 
11.3. act as a central point of contact within and external to the group. 
11.4. The Chair will manage membership alongside LEAN core founding members.
12. The duties of the Secretary will be to 
12.1. take minutes during meetings and to 
12.2. follow up on outstanding actions with those responsible. 
12.3. The Secretary will also manage the google drive
13. These positions shall revolve on a regular basis. After six months in the role, a vote at the subsequent meeting will determine who is to be new Chair and Secretary. No Chair or Secretary may have the roles twice in a row, but may be elected multiple times. 
14. Volunteers must have attended at least two meetings in the previous year to be considered.
15. If more than one member volunteers for a role the decision should be put to a vote at a meeting as close to 12 months as possible (ideally between 10 and 14 months). 
16. Only meeting attendees can vote, (though absentee votes of active members are permitted when due to travel, sickness, or personal reasons).
Meetings
17. Meetings shall be held at a frequency of 6 months with a minimum of 2 per year. 
18. Meetings shall be hosted by members, unless an outside organisation with aligned interests offers to provide the facilities for the meeting. Any meetings hosted by an outside organisation must be informed that a 30% portion of the meeting is to be reserved for LEAN members only. 
19. A minimum of 5 members must attend for a meeting to proceed.
20. If the Chair or secretary are unable to attend, a suitable replacement should be nominated and communicated to the attendees.
21. Hosts are responsible for: 
21.1. arranging a room and catering, 
21.2. drawing up an agenda for the meeting, in accordance with the chair and secretary to ensure it reflects actions of previous meetings.
22. The agenda will be circulated by the Secretary or Chair at least 14 days in advance of the meeting.
22.1. Members may propose any additional relevant items.
23. The format of meetings is flexible but should contain brief updates from the attending members on sustainable laboratory activities in their institution. Members’ updates will be strictly limited to 10 minutes each, as enforced by the Chair. Specific and recurring topics should be considered for being covered separately from ‘round-the-table’ updates in the interests of time efficiency.
Performance
24. Minutes and action tracker should be circulated two weeks following the meeting. 
25. Actions are to be assigned to a member/members. 
26. Actions should be completed by responsible members through the LEAN google drive or group email; 
27. If unable to attend the following meeting, actions may be emailed to the secretary in advance.
28. Incomplete actions should be justified and a plan of action described which will result in the action being completed
Communication
29. The group should conduct an annual review of its performance noting key achievements. Achievements may be communicated through each member’s institution after approval of the chair.
30. Members are encouraged to promote their involvement in LEAN, and signpost how to contact the chair via the membership email account. 
31. Members may openly promote and discuss LEAN, but any representation of LEANs position must be agreed to within the group prior to discussion. 
32. Organisations contacted on behalf of LEAN should be given a summary of the group’s aim and reach (e.g. members restricted to/does not include pharma companies or organisation for profit).
33. Resources may only be shared outside of the group with approval from the author. Communications within the group are not considered private. While resources are protected, sharing of ideas and concepts should not be considered proprietary. 
34. A group website and logo should be developed within two years of this TOR. ToR on use of the logo should be reviewed upon approval by LEAN (e.g. in use on materials).
Review of TORs
35. The Terms of Reference should be reviewed every 2 years, and organised by the Chair
36. [bookmark: _gjdgxs]More frequent reviews can be requested by a majority vote at a meeting
Agreed by
	The LEAN Group on:
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	Due for review on:
	Sept 2020



