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TOURX PROJECT — GOVERNANCE TOOLBOX
CoVE Decision-Making Procedure Template

A ready-to-adapt procedure for third-party Centres of Vocational Excellence (CoVEs) to formalise how decisions are made, approved, communicated and reviewed.


How to use this template
1. Work through the six sections in order — each builds on the one before it (principles → categories → process → bodies → communication → review).
1. Adjust the decision categories and responsible bodies to the Annex above, to match your CoVE's actual governance structure; the examples given are a realistic starting point, not a fixed requirement.
1. Once complete, have the procedure formally approved by your CoVE's governing body and record the approval on the cover page.
1. Store the approved version centrally and revisit it at the interval set out in Section 6 (Review Process).
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1. Decision-Making Principles
The principles below should guide every decision taken within the CoVE, regardless of category or size.
1. Transparency — decisions and the reasoning behind them are documented and accessible to all relevant partners.
1. Subsidiarity — decisions are taken at the lowest level competent to take them, escalated only when necessary.
1. Inclusiveness — relevant partners, and where appropriate external stakeholders, are consulted before decisions that affect them.
1. Consensus-first, majority as fallback — the CoVE seeks consensus; where consensus cannot be reached within a reasonable timeframe, a defined voting/approval mechanism applies.
1. Timeliness — decisions are taken within timeframes that do not obstruct the CoVE's operations or its partners' commitments.
1. Accountability — each decision has a clearly identified owner and responsible body.
1. Compliance — decisions respect the CoVE's founding agreements, EU funding rules, and applicable national/regional law.
[Add or amend principles to reflect your CoVE's partnership agreement or founding charter.]
2. Decision Categories
Classifying decisions by category clarifies which body is responsible and what level of approval is required.
	Category
	Description
	Example Decisions
	Approval Threshold

	Strategic
	Decisions shaping the CoVE's long-term direction, scope or partnership structure.
	Strategic plan, new partner admission, change of scope or mission.
	Governing Board / Steering Committee — qualified majority or consensus.

	Operational
	Day-to-day management decisions needed to run CoVE activities.
	Scheduling of activities, staff assignment, minor budget reallocations.
	Coordinator / Lead Partner, within delegated authority.

	Financial
	Decisions involving budget allocation, expenditure or funding.
	Annual budget approval, procurement above a set threshold, co-financing arrangements.
	Governing Board / Steering Committee, on Coordinator's proposal.

	Partnership & Membership
	Decisions on who participates in the CoVE and under what terms.
	Admission/exit of Knowledge Triangle members, partnership agreements.
	Governing Board / Steering Committee — consensus preferred.

	Quality & Curriculum
	Decisions on training content, quality standards and accreditation.
	Curriculum updates, quality assurance criteria, certification standards.
	Quality & Curriculum Working Group, ratified by Governing Board.

	Communication & Dissemination
	Decisions on external communication, publications and visibility.
	Press releases, publication of results, participation in external events.
	Coordinator, in consultation with Communication Lead.



[Adjust categories, examples and thresholds to match your CoVE's own governance model.]
3. Approval Process
The standard sequence below applies to all decision categories; steps 3 and 4 may be shortened for low-risk operational decisions.
	Step
	Description
	Responsible
	Timeframe

	1
	Proposal submitted with supporting rationale and, where relevant, budget or resource implications.
	Proposing partner / Working Group
	As needed

	2
	Initial screening to confirm decision category and the appropriate approval route.
	Coordinator / Lead Partner
	Within 5 working days

	3
	Consultation with affected partners and, where relevant, external stakeholders.
	Coordinator, relevant Working Group
	[Insert timeframe]

	4
	Formal discussion and vote/consensus-building at the responsible body's meeting.
	Responsible body (see Section 4)
	At next scheduled meeting, or extraordinary session if urgent

	5
	Decision recorded in minutes, including outcome, dissenting views and any conditions.
	Secretariat / Minute-taker
	Within 5 working days of the meeting

	6
	Decision communicated to all relevant partners and stakeholders (see Section 5).
	Coordinator / Communication Lead
	Within 10 working days of the meeting

	7
	Implementation begins, with progress monitored against the decision's stated objective.
	Assigned implementation owner
	As set out in the decision


Urgent/expedited decisions
Where a decision cannot wait for the next scheduled meeting, the Coordinator may initiate an expedited written procedure (e.g. email or online vote) among the responsible body's members, subject to [insert quorum/notice requirements]. All expedited decisions must be ratified at the next ordinary meeting.
4. Responsible Bodies
Each body's composition and mandate should be confirmed against your CoVE's governance charter or partnership agreement.
	Body
	Composition
	Mandate / Decision Categories

	Governing Board / Steering Committee
	One representative per core CoVE partner organisation; chaired by the Coordinator.
	Strategic, Financial, and Partnership & Membership decisions; final approval of Quality & Curriculum decisions.

	Coordinator / Lead Partner
	Designated coordinating organisation.
	Operational decisions within delegated authority; day-to-day representation of the CoVE.

	Knowledge Triangle / Regional Group
	VET providers, business sector representatives and public authorities in a given region.
	Regional implementation decisions and input into Quality & Curriculum and Partnership decisions.

	Working Groups / Task Forces
	Subject-matter experts nominated by partners (e.g. Quality & Curriculum, Communication).
	Prepares recommendations and takes delegated decisions within its mandate, subject to Board ratification.

	General Assembly (if applicable)
	All CoVE partners and, where relevant, associate members.
	Consultative role; ratifies major strategic or constitutional changes where required by the partnership agreement.



[Rename bodies, or add/remove rows, to match your CoVE's actual governance structure.]
5. Communication of Decisions
Decisions must be communicated in a way that is proportionate to who they affect and how public-facing they are.
	Audience
	Channel
	Responsible
	Timeframe

	Core CoVE partners
	Meeting minutes, email circular
	Coordinator / Secretariat
	Within 10 working days

	Knowledge Triangle members
	Regional briefing, newsletter
	Regional Coordinator
	Within 2 weeks

	Wider stakeholder network
	Website update, newsletter, social media
	Communication Lead
	Within 4 weeks, where the decision is public-facing

	Funding body / EACEA (if applicable)
	Formal reporting channel
	Coordinator
	As required by grant agreement reporting deadlines


Minimum content of a decision communication
1. What was decided, and why.
1. Who took the decision and when.
1. Who is responsible for implementation, and by when.
1. Where the full record (minutes, supporting documents) can be found.
6. Review Process
This procedure itself should be reviewed periodically to ensure it still reflects how the CoVE actually operates.
1. Scheduled review — the Governing Board reviews this procedure at least once every [insert interval, e.g. 12 months], or at the start of each new project phase.
1. Triggered review — a review is also initiated if: the partnership structure changes materially; a decision-making bottleneck or conflict reveals a gap in the procedure; or funding/regulatory requirements change.
1. Proposal for amendment — any partner may propose an amendment, submitted in writing to the Coordinator with supporting rationale.
1. Approval of amendments — amendments follow the same approval route as Strategic decisions (see Sections 2–3).
1. Version control — every approved version is logged in the table below and superseded versions are archived, not deleted.
Version log
	Version
	Date
	Summary of Changes
	Approved By

	v1.0
	[Insert date]
	Initial approved version.
	[Insert responsible body]

	
	
	
	

	
	
	
	




ANNEX: 

CoVE Decision-Making Procedure Template

A practical template to define, manage and document decision-making processes within a Centre of Vocational Excellence (CoVE).

1  CoVE Information
	Field
	Information

	CoVE Name
	

	Region / Country
	

	Organisation Leading the CoVE
	

	Contact Person
	

	Email
	

	Version / Date
	



2  Decision-Making Principles
	Principle
	Application

	Transparency
	

	Stakeholder participation
	

	Accountability
	

	Evidence-based decisions
	

	Consensus-building
	

	Alignment with CoVE objectives
	



3  Governance Bodies and Decision Authority
	Governance Body
	Role
	Members

	Steering Committee
	Strategic decisions
	

	Coordination Team
	Operational coordination
	

	Working Groups
	Thematic decisions
	

	Other
	Specify
	



4  Decision Categories
	Category
	Examples
	Responsible Body

	Strategic
	Objectives, partnerships, priorities
	

	Operational
	Activities and coordination
	

	Financial
	Budget and resources
	

	Training & Skills
	Training priorities
	


5  Decision-Making Workflow

Identify Decision  →  Prepare Proposal  →  Consult Stakeholders  →  Evaluate & Approve  →  Communicate Decision  →  Implement Action  →  Review Results

	Step
	Key Output

	1. Identify Decision
	Decision identified and recorded

	2. Prepare Proposal
	Decision proposal prepared

	3. Consult Stakeholders
	Stakeholder input collected

	4. Evaluate & Approve
	Decision approved or revised

	5. Communicate Decision
	Decision communicated

	6. Implement Action
	Decision implemented

	7. Review Results
	Lessons learned identified



6  Decision Request Form
	Field
	Information

	Decision Title
	

	Submitted By
	

	Issue / Opportunity
	

	Proposed Solution / Options
	

	Stakeholders Consulted
	

	Expected Impact
	

	Required Approval Body
	



7  Decision Approval Criteria
	Criteria
	Description

	Strategic relevance
	

	Feasibility
	

	Stakeholder impact
	

	Sustainability
	

	Risk assessment
	



8  Decision Log
	Date
	Decision
	Responsible Body
	Outcome
	Follow-up

	
	
	
	
	

	
	
	
	
	



9  Communication and Documentation
	Method
	Target Group
	Responsible Person
	Frequency

	
	
	
	



10  Validation and Approval
	Name
	Organisation
	Role
	Date
	Signature
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