Emergency Hardship Fund Disbursement Group
Terms of Reference 

1. Purpose 

The purpose of the Emergency Hardship Fund Disbursement Group (“the Group”) is to oversee the disbursement of donations to the University’s Emergency Hardship Fund (“the Fund”), created in response to the Covid-19 pandemic. The Group are responsible for: determining how to designate funding for the benefit of students; ensuring funding is used in accordance with donor intent; and considering core funding needs in the delivery of student support. The Division of Development and Alumni Relations will advise the Group on relevant regulations governing the disbursement of charity funding.

2. Membership 

The Group will represent a cross section of colleagues whose work 

· April McMahon, Vice-President for Teaching, Learning and Students (Chair)
· Sarah Beer, Director of Student Admissions & Administration, Directorate for the Student Experience
· Tanya Luff, Head of International Relations, Directorate for the Student Experience
· Spencer Davies, Head of Advice and Response, Directorate for the Student Experience
· Stephanie Lee, Head of Student Recruitment (Widening Participation and Outreach), Directorate for the Student Experience
· Patrick Ryan, Student Services Manager (Financial Support), Directorate for the Student Experience
· Chloe Salins, Education Office, University of Manchester Students’ Union
· Niqui Ellis, PGR Services Manager, Faculty of Humanities
· Hannah Rundle, Director of Faculty Operations, Faculty of Humanities
· Finance Rep (TBC) 
· Luke Taylor, Deputy Director of Development 
· Rob Summers, Head of Development
· Jemma Gurr, Head of Regular Giving (Group Secretary)

3. Responsibilities of the Group

· To govern the disbursement of the Fund.
· To ensure donor intent (the purpose for which the gift was given) is protected.
· To consider opportunities to support projects for which budget has already been approved.
· To provide support for undergraduate and postgraduate students.
· To support both home (inc. EU) and international students.
· [bookmark: _GoBack]To support both full- and part-time students.
· To invite and assess applications made to the Fund, and to agree on the process for such applications.
· To approve the release of funding, in accordance with agreed guidelines.
· To ensure disbursements are spent as agreed by the Group.
· To oversee impact reporting to ensure donors are made aware of funding designations and the impact they have on students. 

4. Meeting frequency 

The Group shall meet:

· To agree all documentation and guidelines associated with the Group and the Fund, the schedule of future meetings, and timeframe for applications to the Fund.
· At least twice to assess applications and agree disbursements, at a time to be agreed. 
· At least once to assess and evaluate the impact of the Fund.

An agenda shall be prepared and circulated to Group members prior to each meeting.

Group meetings shall be recorded and the minutes circulated to Group members.

The Group will be disbanded when the funding from the Fund is exhausted and impact reporting timelines have ceased. 

5. Reporting Responsibilities

· The Chair of the Group shall be responsible for its operation and will ensure that key and appropriate issues are discussed in a timely manner.
· Following each meeting, the Group Secretary shall provide the minutes.
· The Chair is responsible for ensuring that reports to the SLT are provided, if required, and that any actions, recommendations and outcomes are carried out.
 
6. Review & Approval of Terms of Reference 

These terms of reference are to be approved by the Chair at the first meeting of the Group. As the Group will be active for less than one calendar year, there are no plans to review these terms.
