Committee Guiding Terms of Reference

Background
The background statement should include an overview of this committee’s past and envisioned activities; relevance to ORGANIZATION’S NAME’s mandate; and applicability to one or more of the organization’s goals:

There should also be a description of the reason the terms of reference exist for the committee in question - e.g. to be cognizant of ORGANIZATION’S NAME’s internal capacity and financial and budgetary limitations as a non-profit organization.

Parameters
This section should provide an outline of the parameters within which the committee will function. In the case of the NAME Committee, for example, ORGANIZATION’S NAME may be called on to attend conferences, conducted presentations at conferences, conduct training sessions, and provide other guidance and services.  

Principles

This section outlines the principles under which the committee will function. For example, In the case of a specific activity such as a conference overseas, a principle may be that ORGANIZATION’S NAME must derive a tangible benefit from attending the conference, and that no financial costs to the organization will be accrued. 

Process and Procedures

ORGANIZATION’S NAME committees perform different functions, and for different reasons. The section on process and procedures will very much depend on the anticipated activities of the committee in question. For example, the NAME COMMITTEE should have clearly defined procedures to solicit, review, and assess research partnership requests. In the case of the NAME committee, steps that clearly outline the process involved in deciding whether to conduct NAME business under ORGANIZATION’S NAME’s name should be detailed. These procedures could outline the need to develop an MOU or other such written agreement, present a proposal to the Board of Directors for approval, and draft an overview of how the activity would be of benefit to the organization. 

Code of Ethics and Conflict of Interest

Applicable excerpts from ORGANIZATION’S NAME’s Board of Directors’Code of Ethics and Conflict of Interest guidelines should be listed here, as should other matters that may be of import to this committee.

A revision  of the Board’s codes (made applicable to committees) is outlined below:

Code of Conduct for Committee members
· Members must understand their specific roles and act on them.

· Members are responsible for conducting themselves, their deliberations and decision-making in a professional and respectful manner.

· While debate is essential and healthy, members should always view their actions and decisions only in the context of the goals of ORGANIZATION’S NAME and the committee.

· Members must be prepared and able to commit both the time and effort toward the activities of the committee.

· Members will regularly attend and participate in meetings (including conference calls) and will provide due notice if they are unable to attend.

· Due notice is defined as written notice of inability to attend or participate a minimum of forty-eight (48) hours prior to a conference call and a minimum of two weeks prior to an in-person meeting.  

Code of Ethics
Members will:
· Act openly, honestly and in good faith.

· Exercise the care, diligence and skill of a reasonably prudent person under comparable circumstance.

· Seek to enhance and maintain the reputation of ORGANIZATION’S NAME.

· Comply with all policies, constitution and by-laws set out by ORGANIZATION’S NAME.

· Act in the best interests of ORGANIZATION’S NAME.

· Hold themselves free of any interest, influence or relationship in respect to any activity which could impair their judgment or objectivity in the course of their service to ORGANIZATION’S NAME and the committee.

· Conduct themselves in a professional, courteous and respectful manner at all times.

· Demonstrate respect and tolerance toward other members, ORGANIZATION’S NAME staff and all ORGANIZATION’S NAME affiliated stakeholders, agents, private and public.

· Make available to and share with fellow members all information as may be relevant to ensure proper conduct and sound operation of the committee.

· Understand and respect the need for a level of confidentiality relating to the affairs of ORGANIZATION’S NAME.

ORGANIZATION’S NAME’s Conflict of Interest Guidelines  

Committee members will be considered in conflict when they:

· Involve themselves in a business transaction or have a direct or indirect financial interest which would impair impartial or independent judgment or action in the performance of their responsibilities.

· Use their position on the committee to directly or indirectly influence any financial interest he/she may have or will have personally.

· Use their position for personal or family member gain.

· Benefit directly or indirectly from information which is not public.

· Request or accept payment other than prescribed reimbursement of expenses, or remuneration for action, advice or activity that has been approved by the Board of Directors.

With respect to the affairs of the corporation during decision making processes, if a member believes a conflict exists, or well informed individuals perceive apparent conflict on the part of the member, the member should declare the conflict and remove themselves from the decision making process.  It is the member’s responsibility to ensure that this is duly recorded in the minutes of a meeting.

Membership
This section should provide an overview of membership selection criteria and parameters.

PAGE  
Committee Guiding Terms of Reference
- 1 -


