
Form 8.8
Sample Format for Committee Terms of Reference

[Please see sample Terms of Reference available at the OHA’s “Ontario’s Not-for-Profit Corporations Act” resource page: Ontario Hospital Association Ontario's Not-for-Profit Corporations Act]
	Format for Committee Terms of Reference

	Role
	A general statement of the committee’s purpose or role should be set out. The role should be relevant to the work of the board.

	Ex/ 
	The role of the governance committee might be expressed as: ''To advise the board on matters relating to the board's governance structure and processes, evaluation of the board effectiveness, recruitment, education and evaluation of board members."

	Responsibilities
	A specific list of activities the committee is to undertake, usually without setting out in detail, the process the committee is to follow.

	Ex/
	Governance committee responsibilities include:

· Review by-laws and recommend revisions as required;
· Conduct process for board and officer succession, and recommend candidates for election to the board and for appointments as officers of the board; and
· Evaluate effectiveness of board governance structures, processes and policies and recommend changes as required.

See Form 8.6: Sample Committee Responsibilities for further examples.

	Membership and Voting
	Set out the number of appointed and ex officio committee members and whether they are voting or non‑voting.

	Ex/
	Voting members:

· Chair of the board;

· At least four directors appointed by the board;

· Chief executive officer as an ex officio member.

Non‑voting member:

· Vice president of planning

	Chair
	Describe who the chair will be.

	Ex/
	A voting member of the committee appointed by the board.

	Frequency of Meetings 
	Specify if a minimum number of meetings must be held.

	and Manner of Call     Ex/
	At least quarterly, at the call of the committee chair.

	Quorum
	If there are non‑board members on the committee, the quorum should reference the board members.

	Ex/
	51% of the committee members, provided a majority of those present are board members; or

51% of the members entitled to vote.

	Resources
	Specify if a member of management is to be assigned to the committee as a resource and committee support.

	Reporting
	Specify how the committee reports. It will usually be to the board, but a sub‑committee may report to a committee.

	Ex/
	To the board.

	Date of Last Review
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