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Dear Board members
 
You would have received a meeting invitation to attend the National Immunisation Program
Board scheduled for Wednesday, 16 October 2024.
 
A formal agenda and papers will be circulated closer to the meeting, with the agenda currently
including the following items:
 

Welcome (10 mins)
National COVID-19 Vaccine Program update (20 mins)
National Immunisation Program update (20 mins)
Childhood Immunisation Campaign update (15 mins)
Moderna onshore manufacturing facility update (15 mins)
Other business (10 mins)

 
If you would like any other agenda items included, could you please reply to this email with your
items by COB Monday, 23 September 2024.
 
Reviewer roles
 
As outlined in the Program Board Terms of Reference (attached again for your reference), a
reviewer will be assigned to each agenda item. When the reviewers have been determined we’ll
be in touch with relevant support offices to ensure you are made aware, and to offer any
support if needed.
 
If you have any questions please do not hesitate to contact @Health.gov.au.         
 
Additionally, if you would like to review any documents in relation to the program please follow
link -  NIPB SharePoint site .  If you have any issues accessing the site please let us know.
 
Out of Session update
 
Please find attached version 4 of the Program Management Plan (PMP) for the National COVID-
19 Vaccine Program.  The PMP has been updated to reflect changes following Budget 2023-24.
 
Member updates
 

Russell de Burgh will replace Lee Steel as PM&C representative.
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Be careful with this message
External email. Do not click links or open attachments unless you recognise the sender and know the
content is safe.

Regards
 
Program Management Office
Vaccine Policy Branch
National COVID-19 Vaccine Program Division | Health Resourcing Group
Australian Government Department of Health and Aged Care
Location: Scarborough House Lvl 10
GPO Box 9848, Canberra ACT 2601, Australia

The Department of Health and Aged Care acknowledges First Nations peoples as the Traditional Owners of Country
throughout Australia, and their continuing connection to land, sea and community. We pay our respects to them and
their cultures, and to all Elders both past and present.
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National Immunisation Program Board 
Terms of Reference 

 
This document defines the membership, purpose, responsibilities, and operation of 
the National Immunisation Program Board (the Board). 

Description and Scope 

The role of the Board is to ensure all national immunisation programs are supported by: 

• Driving strategic level discussions, and identifying opportunities for improved design, 
implementation and focus of benefits to national immunisation programs. 

• Making informed decisions to enable key objectives and milestones for national 
immunisation programs to be met. 

• Deliberating on policy and future reform. 
• Considering and agreeing on an approach for matters that require shared 

commitment or resolution. 
• Enabling coordination across different areas of the department to support the sharing 

of information and resources to enhance the success of each immunisation program. 
• Discussing benefits realisation, risk and issues management, and assurance as they 

apply to each immunisation program. 
• Support consistency and effectiveness of communication regarding delivery of 

immunisation programs to the public. 
• Future program planning including alignment of national immunisation 

programs wherever possible. 
• Planning and discussion for Budget processes. 

Authority 
The existence of this Board does not replace the obligations and accountabilities of Senior 
Project Executives in governing their projects effectively. The Board will provide visibility of 
decisions made and key risks with respect to relevant change projects and portfolios of work 
to the Executive Committee. 

  All members and advisers must declare any conflicts of interest at the beginning of each  
  Board meeting. 
The Board reports to Deputy Secretary, Primary and Community Care Group, and has no 
legal status. 

Accountability 
Ultimate accountability for performance and compliance resides with the Secretary under 
relevant legislation, including the: 

• Public Governance, Performance and Accountability Act 2013 
• Public Service Act 1999. 

The Secretary is accountable for ensuring that portfolio legislation is administered in 
accordance with all relevant statutory and common law requirements. 
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Duties 

Chair 
The Chair: 

• Approves agendas for meetings, including late agenda items. 
• Opens and closes meetings. 
• Ensures a quorum of members is present at all times during meetings. 
• Directs the business of meetings. 
• Promotes full participation by all members during meetings. 
• Leads discussions and manages meeting in an efficient and effective manner. 
• May invite additional attendees to support discussion of an agenda item. 
• Ensures the Board focuses on key risks and strategic challenges. 
• Will seek members’ endorsement on key decisions. 
• In conjunction with the Secretariat, is responsible for implementing the 

Board agenda, work program deliverables, leadership, culture, and 
behaviour of the Board. 

 
Where the Chair is to be absent, the Chair will pre-determine if a meeting will 
proceed and identify a member to act as Chair. 

Members and Advisers 
Members are required to: 

• Actively engage in discussion during meetings, including reviewing and 
discussing papers. All members are expected to communicate openly 
and constructively. The Board provides the opportunity for risks and 
issues to be raised and worked through collaboratively. 

• Acknowledge the role of the Board as outlined in the Description and 
Scope, and actively contribute to achieving these objectives. 

• Understand and observe the legal requirements under the Public Governance, 
Performance and Accountability Act 2013 and the Public Service Act 1999. 

• Exercise due diligence and good faith by acting in the best interest of the 
department, rather than advocating for individual business areas. 

• Be aware that any papers presented at the meeting will be taken as read. 
• Provide notice, as soon as practicable, to the Secretariat and Chair when 

unable to attend a scheduled meeting. 
• Raise and clarify any cross-departmental concerns or queries in 

respect of the matters raised at meetings and out of session. 
• Contribute to the active mitigation and resolution of cross-departmental 

risks, issues and dependencies relating to national immunisation 
programs. 

 
 

Operation 

Meetings 
Meetings will be held approximately every eight weeks; the Secretariat may 
reschedule meetings to align with other departmental reporting cadences. 

 
Quorum 
Meetings may only be held when a quorum of members are present. A quorum 
consists of the majority of members (eight), including the Chair or acting Chair. 
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Agenda Items 
The Secretariat will prepare meeting agendas and papers. 

 
Senior executive or other staff may be invited to attend for specific agenda items 
and respond to any questions raised by members. 
The Secretariat will forecast agenda items through a forward work plan. 

Secretariat 
The National Immunisation Division PMO will undertake Secretariat functions unless 
otherwise directed by the Chair. 

• The Secretariat will coordinate each meeting, based on advice from the Chair. 
• The Secretariat will prepare meeting agendas and coordinate 

meeting papers to circulate to members before meetings. 
• Minutes will take the form of recording decisions and associated 

actions to be undertaken. 
• Minutes will be approved by the chair and endorsed by members. 
• A copy of the minutes will be provided to Deputy Secretary, Primary and 

Community Care Group, for visibility and noting. 

Amendments to the Terms of Reference 
Any proposed amendments to these Terms of Reference must be circulated to all 
members for consultation and approved by the Chair. The Board and its 
membership will be reviewed annually or as required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Date of last review: 21 May 2024 
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Appendix A: Continued 

Internal Stakeholders – In alignment with the Divisional Stakeholder Engagement Plan, the NCVP’s internal stakeholders are:  
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Health.gov.au 
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