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[bookmark: _yu2zmtels7au]Part I: Definitions and Interpretation
"Consortium" means the community of separate and distinct Organisations that have each entered into Software Consortium Agreements with the Host Institution to act in collaboration for the purpose of facilitating research, innovation, and product development of the Consortium software.

"Consortium Core Team" means the Consortium Core Team, a department within the Host Institution, financially supported by consortium fees and responsible for the development and implementation of the Consortium software at current and future participant Organisations.

"Consortium Participant(s)" means an Organisation that has executed a Software Consortium Agreement.

"Good Standing" means that the applicable Organisation is party to an active Software Consortium Agreement (that is in effect and not terminated).

"Host Institution" means the academic or research institution that holds and manages the Consortium agreements.

"Organisation(s)" means a body corporate, sole proprietorship, partnership, unincorporated association, unincorporated syndicate, unincorporated organisation, or trust.

"Request for Change" or "RFC" means the process by which Substantial Changes to the Consortium software are proposed, reviewed, approved, and monitored for completion by the Product Management Committee.

"Software Consortium Agreement" means an agreement binding the Organisation to the terms of the Consortium Community License.

"Substantial Change(s)" includes but is not necessarily limited to:
1. A new feature or concept in the software.
2. A new technology or library introduced into the software.
3. A feature or enhancement that breaks backward compatibility with an existing feature.
4. Any change that impacts the semantics or structure of the stored data.
5. Any change that may affect the security, usability, or accessibility of the software.
Part II: Mandate and Responsibilities
Mandate and Responsibilities
The Product Management Committee (“PMC”) is an "Advisory Committee" as defined in the Software Consortium Agreement. The PMC is primarily responsible for making recommendations on whether to support the addition or removal of "Substantial Changes" to the Consortium software proposed by Consortium Participants.

The Product Management Committee will:

1. Advise on the development of the Consortium Software Product Feature Roadmap.
2. Advise on the prioritization of backlog items for the Consortium Core Team.
3. Manage the process and associated templates or forms that enable Consortium Participants to efficiently and reliably submit Request for Change proposals to the Product Management Committee.
4. Ensure the decision-making process of the committee is clear and transparent to the community.
5. Manage the process whereby the Consortium community can review and provide feedback on each RFC that is successfully submitted.
· Assign a serial number to each RFC that is successfully submitted.
· Publish each RFC that is successfully submitted within the designated Consortium collaboration platform.
· Announce, or have the RFC submitter announce, each RFC that is successfully submitted at the Consortium bi-weekly community meeting.
· Meet to review, discuss, and make decisions on whether to reject, delay, provisionally accept, or accept each RFC proposal submitted for consideration.
· Document, in appropriate detail, the discussions and decisions related to each RFC proposal in an open and transparent manner.
· Create and monitor project tracking items for each approved RFC proposal.
6. Seek guidance and advice from the Architecture Review Committee (ARC), subject matter experts, or relevant external third parties, as appropriate.
7. Oversee and require that RFC submitters or designated project managers provide appropriate progress updates as needed, which may include project status and a description of the work completed to date (e.g., not yet started, delayed, consultation and design, in progress, in review, paused, completed, abandoned).

The Product Management Committee functions under the direction of the Consortium Advisory Committee, which reports to the designated senior leadership at the Host Institution.
Part III: Leadership and Membership
Leadership
The Product Management Committee is chaired by the Associate Director, Consortium.

Where the Chair is absent, an Acting Chair may be appointed by the Chair or, in their absence, by the members present.
Membership
Representation
The Product Management Committee membership representation will be balanced by:
1. Discipline (e.g., program of study, level of study).
2. Region (e.g., different geographic locations of participating institutions).
3. Role (e.g., faculty, staff, students).
Ex officio Members
1. Chair of the Product Management Committee (PMC).
2. Chair of the Architecture Review Committee (ARC).
3. Consortium Core Team Representatives (2 seats).
4. Director, Host Institution
Non-Voting Members
1. Secretary, Product Management Committee.
Terms
· Ex officio committee members will serve on the Product Management Committee while they hold the described position.
· All other committee members will serve for a 2-year term, optionally renewable for an additional two years at the discretion of the Chair.
Size
· The committee will have a maximum of 10 members, excluding ex officio and non-voting members.
Responsibilities of Members
All members will participate actively in the group by:
· Reviewing all pre-circulated material.
· Attending at least 70% of meetings.
· Communicating the group’s activities and decisions regarding policies as appropriate.
Part IV: Meeting Procedures
Frequency and Duration of Meetings
Meetings will be held bi-weekly. Additional meetings may be held at the call of the Chair.
Quorum
Quorum for the purpose of approving minutes or passing motions will be 50% plus one of all voting members, either present in person or via web conference.

Meetings may be held in the absence of a quorum, but no decisions will be made.
Conflict of Interest
Members must declare a conflict of interest if their real or perceived personal interests might influence their ability to assess any matter before the Product Management Committee objectively. They may do so by personal declaration at a meeting or in writing to the Chair. They will be excused from discussions regarding the matter in question. The declaration and absences will be recorded in the minutes.
Decision-Making
Decisions will be discussed in the context of specific motions, passed by a majority vote, and recorded in the minutes. The Chair will aim to build consensus, if possible (see Appendix A), but final decisions will be made by voting. Votes may be conducted electronically if necessary. 

Where consensus cannot be achieved, matters will be referred to the Host Institution’s leadership for resolution.
Part V: Administrative Support & Communication
Administrative Support
The Secretary will provide administrative support.
Agendas and Minutes
· Agendas and minutes of meetings are to be distributed by the Secretary.
· Minutes are normally distributed electronically to all members.
· All meetings of the committee are recorded.
· Agendas, minutes, and recordings will be stored in the designated Consortium collaboration platform.
Communication
Communication responsibilities include:
· Bi-weekly RFC decision notifications.
· Quarterly Roadmap updates.
· Annual executive report for the Consortium Community and Advisory Committee.
Part VI: Evaluation
These terms of reference will be reviewed by the Product Management Committee on an annual basis or as required.


APPENDIX A
Consensus-Based Decision Making
A consensus requires that everyone involved in the decision must agree on the key points discussed before they become part of the decision. Not every point will meet with everyone’s complete approval, but all ideas should be reviewed thoroughly. The goal is for individuals to understand the relevant data and, if necessary, accept the logic of differing perspectives.

Guidelines for reaching a consensus:
1. Avoid arguing over individual ranking or position. Present a position as lucidly as possible, but consider seriously what the other group members are presenting.  
2. Avoid “win-lose” stalemates. Discard the notion that someone must win and, therefore, someone else must lose. When an impasse occurs, look for the next most acceptable alternative for both parties.
3. Avoid trying to change minds only to avoid conflict and achieve harmony.
4. Withstand the pressure to yield to views that have no basis in logic or the supporting data.
5. Avoid majority voting, averaging, bargaining or coin flipping. These techniques do not lead to a consensus. Treat differences of opinion as indicative of an incomplete sharing of information—so keep probing. Consensus building techniques such as five-finger voting can help drive towards convergence.
6. Keep the attitude that the holding of different views by group members is both natural and healthy. Diversity is a normal state; continuous agreement is not.
7. View initial agreement as suspect. Explore the reasons underlying apparent agreement on a decision and make sure that all members understand the implication of the decision and support it willingly.
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