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Guidelines for the Creation of Work Groups, Task Forces, 
and other ad hoc Committees 

 
 
Ad hoc committees (hereafter referred to in this document as “work groups”) play a crucial 
consultative and advisory role in the university’s operations. These are non-permanent entities 
formed to address a specific issue and are commonly referred to by a variety of descriptions 
such as work groups, task forces, study committees, advisory councils, subcommittees, teams, 
and more.  Examples of such groups range from the Task Force on the Future of Student 
Governance to the Sexual Violence Culture and Climate Work Group. 
 
 
Sponsor - These work groups may be formed by anyone in a leadership role (the “sponsor”) at any level 
within the university from a unit leader to the president of the university. 
 
Function - These groups are charged by a university sponsor to develop a set of principles and/or 
recommendations and typically carry out functions such as: 
• Identifying and clarifying underlying issues 
• Conducting research such as gathering data, seeking input from relevant parties, and benchmarking 

practices at other relevant institutions. 
• Writing draft policy recommendations or resolutions. 
 
Guiding Principles –  
• A consensus-based decision-making model is recommended due to the collaborative nature of a 

working group. (Links to resources about consensus-based decision-making are included at the end 
of this document.)  

• Stakeholders should have strong input in the development of outcomes, methods, and core values 
of the work group. 

Chair - Selection of the chair(s) of the group is the purview of the “sponsor.”  In selecting a chair(s), the 
sponsor should consider the following factors: 
• Evidence of history or relationship with the issue at hand. 
• Demonstrated ability to plan the work of a committee, set milestones, and complete the task within 

deadline. 
• Demonstrated ability to manage a meeting and to ensure that all perspectives are heard. 
• Experience with consensus-based decision making. 
 
Composition of work group - Experience has shown that the most effective solutions are generated by 
work groups that include subject matter experts and meaningful levels of representation by 
stakeholders, and that have access to a resource team (see below).  Before the membership of a work 
group is finalized, it may be useful to review the proposed membership with the Office for Equity and 
Accessibility or the Office for Inclusion and Diversity to help ensure that all relevant perspectives are 
reflected by the membership and there is a reasonable balance among stakeholders.    
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Stakeholders may include one or several of the following: 
• The group that introduced the issue (if applicable) 
• Representative bodies*, caucuses or other allies, end users, or any community of 

individuals that will be subject to or otherwise impacted directly or indirectly by the 
recommendations  

• Subject matter experts 
• Individuals/groups responsible for implementing and/or communicating 

recommendations or outcomes. 
 
*Appointment of representatives - Each representative body is represented by a senate, 
which is intended to represent the collective voice of the group (e.g., Faculty Senate, 
Administrative and Professional Faculty Senate, Staff Senate, Graduate and Professional 
Student Senate, Undergraduate Student Senate).  The sponsor should request 
recommendations for representatives from the relevant representative bodies.  In 
putting forth recommendations, the senate or other representative body should ensure 
that their nominees are acceptable to the sponsor and consider factors such as an 
individual’s subject matter expertise, work load, and ability to work collaboratively. 
 

Resource team - Ideally, the sponsor would compile a list of resources that the working group can 
consult as necessary to obtain counsel regarding the legal landscape, levels of risk, financial and human 
resource policies and impacts, and internal and external communications.   These resources can be 
included as part of the working group or consulted as needed.  This list might include representatives 
from: 
• Legal Counsel 
• Office of Budget and Financial Planning (or departmental financial office) 
• Human Resources (or departmental HR manager) 
• Subject matter data experts 
• Office of Audit, Risk, and Compliance 
• University Relations 
• Office of Policy and Governance 
 
Member responsibilities – Individual members of the work group are expected to participate in good 
faith, interact collaboratively and respectfully with other members, prepare for meetings, follow 
through on assignments/commitments, and observe confidentiality when appropriate.  Members who 
represent a particular constituent group are expected to share information with and seek input from 
their constituent group as appropriate based on the work group’s charge and nature of their work. 
 
Evolution into a permanent committee - Occasionally, as a work group carries out its charge, it may 
become evident that a permanent body is needed to continue the work on an ongoing basis.  The 
creation of a new university standing committee would need to be proposed and approved through the 
governance system.  In such instances, it is recommended that the senate/university commission 
responsible for drafting the resolution that will go through the governance system for creation of the 
committee consult the working group sponsor and membership as the charge and membership for the 
proposed permanent committee are being formulated.  However, the University Council Constitution 
and Bylaws govern the process by which committees are created. 
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Announcement of work groups –  
When a new work group is created, it may be useful to announce the creation through a campus notice 
in VTx or by other means.  Additionally, when appropriate, sponsors are encouraged to provide the 
following information to the Office of Policy and Governance, which will post this listing on its website to 
enable members of the university community to see what work groups exist, thereby reducing the 
chance of duplicative efforts and facilitating opportunities for collaboration. 
• Name of the work group and the chair 
• Charge of the work group 
• End product expected (e.g., report, policy draft, action plan, etc.) 
• Deadline for completion 
 
RESOURCES 
 
Resources about consensus-based decision making (CBDM): 
• American Heart Assn - Overview of CBDM 

Madden's Practical Guide to CBDM 
• Handbook of Consensus Based Decision Making: Short and simple. 
• Seeds for Change In-Depth Guide to CBDM 
 
Resources for creating representative, meaningful, and diverse stakeholder groups: 
• Participatory Action Research -- Defining participation and participants 
• Action Project -- Stakeholders in Citizen Science 
• IT Toolkit for Stakeholder Analysis 
• Stakeholder Engagement and Location: Integration and Implementation Insights 
• AHRQ Stakeholder + WG Structure 
 
For further reading – additional research 
• Stakeholder Tokens: A Constructive Method for VSD Stakeholder Analysis 
• Making Publics Visible: Utilizing STS Knowledge for Public Identification and Engagement 
• The Value of Social Conflicts. Critiquing Invited Participation in Energy Projects 
• Five Pillars for Stakeholder Analyses in Sustainability Transformations: The Global Case of 

Phosphorus 
• Institutional Mapping: A Guide for SPICOSA Scientists 
• Institutional and Stakeholder Mapping: Frameworks for Policy Analysis and Institutional Change 
• An Applied Methodology for Stakeholder Identification in Transdisciplinary Research 
• Engaging Stakeholders on Complex and Potentially Contested, Science 
• The Values of Stakeholder Mapping to Enhance Co-Creation in Citizen Science Initiatives  
 
 
 

 

 
 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgovernance.vt.edu%2Fassets%2FAmerican_Heart_Assn_Overview_of_CBDM.pdf&data=05%7C01%7Corourkek%40vt.edu%7C4ba25bd239424cd0ed9008da9fcad20e%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637997990697661560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LQpz20eB%2FmOFFo5x8CuGp1o53nyNm1MEQC4uXcoNuvY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgovernance.vt.edu%2Fassets%2FMadden%2527s_Practical_Guide_to_CBDM.pdf&data=05%7C01%7Corourkek%40vt.edu%7C4ba25bd239424cd0ed9008da9fcad20e%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637997990697661560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XIIgJSJOST7o5j29RZ7AbaD8%2BkaCYqa%2BFh96jkJvfL4%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpubs.opengroup.org%2Fhandbooks%2Fconsensus-decision-making%2Findex.html&data=05%7C01%7Corourkek%40vt.edu%7Ce3b81833ec2e483a65d808da7bc2b4bc%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637958373862038712%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=bDL3Dj38VVmvIrmzCMrBlVpctUSFWIl4t5XIO4f3eEw%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgovernance.vt.edu%2Fassets%2FSeeds_for_Change_in-depth_Guide_to_CBDM.pdf&data=05%7C01%7Corourkek%40vt.edu%7C4ba25bd239424cd0ed9008da9fcad20e%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637997990697661560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=WwYgcMaNJ0%2FKXXjM2xun6OBcU5ILSWMGjNjBU1Aq1Ko%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.participatorymethods.org%2Fmethod%2Flevels-participation&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QjoKMCzXiJpVtStNb8iAOui59YiEShIiSMBZ06epeI4%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Factionproject.eu%2Ftoolkit%2Fproblem-framing%2Fstakeholders%2F&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ZfJimmLzau7uvnN%2BofgPhDs4DkmrDDCJ1kpCtEQ9%2FE8%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ittoolkit.com%2Farticles%2Fstakeholder-analysis&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Fj3PfUNDosdLHiAiLeVdUuPJiSdVJImO%2BrbPGBd31XU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fi2insights.org%2F2021%2F10%2F28%2Fselecting-stakeholders%2F&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=FXbnFg8%2B64jDGLqhofDcvW7EnQIIZaMOFNxfrOKDtXg%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ahrq.gov%2Fpolicymakers%2Fchipra%2Fdemoeval%2Fwhat-we-learned%2Fimplementation-guides%2Fimplementation-guide1%2Fimpguide1step3.html&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BHD%2F4HTnxewIjWpV1Ela%2BwQ0YHi%2FKmcRr6MZnpcbWBk%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.springer.com%2Farticle%2F10.1007%2Fs10676-018-9474-4&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UXsIyvc1lYi3hlzY6YZK9tpv9%2BlxxCk6Ex%2BlUxt7ois%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fieeexplore.ieee.org%2Fstamp%2Fstamp.jsp%3Farnumber%3D9462182%26casa_token%3DWcKJJOOSZ-YAAAAA%3ARaNHijlz055QxQlBkVAGIeRnyBOSUibguay6hFZ71H0bnCiW45we1JVqmz2wkf8rpqbKQpAR%26tag%3D1&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=YXEweIEEHjSkXpUP%2BkacJal3KHgbL3aVvNk7BTAd3TU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sciencedirect.com%2Fscience%2Farticle%2Fpii%2FS2214629618301002&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XqM4mUoGJY47Kwpgw3MsFTzn9Hyon00nHMw%2F6qm%2BlF8%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sciencedirect.com%2Fscience%2Farticle%2Fpii%2FS1462901119312079&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LXRQyisxTQOZcs1pC9F6ywMEJbeOji7KSXIIr3FP4n8%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sciencedirect.com%2Fscience%2Farticle%2Fpii%2FS1462901119312079&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LXRQyisxTQOZcs1pC9F6ywMEJbeOji7KSXIIr3FP4n8%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.coastal-saf.eu%2Fdesign-step%2Fsupport%2Fintroducing_institutional_mapping.pdf&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=3AzRPVGwrtAsgFOn0fMxlp3CcTuziVb9OaQKeVtKm9I%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.springer.com%2Farticle%2F10.1007%2Fs11115-006-6833-0&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=C9zfkwQRmYiLR%2BgrUmxIKuDFUHHPe9hp%2FqREmKXFt70%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.springer.com%2Farticle%2F10.1007%2Fs11625-016-0385-1&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=wqgWnCqmB%2BqgOK1nMLKlrEmA4p4%2Bi7T8wVBc7o%2F%2FbrA%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Finis.iaea.org%2Fcollection%2FNCLCollectionStore%2F_Public%2F46%2F027%2F46027348.pdf&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463499624%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QnR5paBiYpqAMotzAJa5UmmOHMtihgG6NCuF%2B80s0SI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftheoryandpractice.citizenscienceassociation.org%2Farticles%2F10.5334%2Fcstp.226%2F%23B8&data=05%7C01%7Corourkek%40vt.edu%7C3cea9952f1294ce3cc3208da68fa4b16%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C637937721463655865%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=12HqjOh3c9RboE4Jhox%2FY22IdsxcqtC2ScZMAv60Qyg%3D&reserved=0

