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1.	Purpose
The purpose of this policy is to ensure the smooth running of all board committees by setting out the roles and responsibilities of all parties to the process.


2.	Policy Statement
The SELHIN board is committed to having transparent procedures in the management of all board operations and open, aligned and strong committee performance to enhance the governance of the organization.

The chair of the board, working with the secretary of the board (CEO) and the board coordinator provides leadership in the overall coordination of committee work. The chair of the board and the CEO are ex-officio members of all board committees, and have an oversight role to ensure committee work is consistent with the terms of reference for the committee as approved by the board.

[bookmark: _GoBack]All members of committees shall be reasonably orientated to this policy and any other requirements, information, policies or programs that pertain to the specific work of their committee within three months of their appointment.




3.	Policy Implementation and Procedure
The following sets out the role and responsibilities of all parties to the development of agendas, minutes and any administrative requirements for all committees. This policy is applicable to all committees of the board on such topics including but not limited to:

1. Audit 
2. CEO Performance/Evaluation 
3. Governance/Finance 
4. Collaborative Governance and Community Engagement 
5. Nominating 
6. Quality 

4.	Oversight Roles in the Management of Board Committees

A. The Chair of the Board is responsible for:

Appointing board members to the committees of the board to enhance the governance of the organization by:

1. Assessing the skills and knowledge of all board members and where each boardmember's experience, skills and knowledge best align with the requirements for particular committee work. The chair may seek the advice of the committee chairs and/or the board secretary on the best fit of candidates for each committee;
2. Consulting with each board member to see what their preferences are with respect to committee membership;
3. Advising board members of their particular appointment(s) and seek agreement to such appointment in advance of announcing an appointment at a regular board meeting;
4. Informing the board of committee appointments at a board meeting (open);
5. \Attending meetings of committees as an ex-officio member;
6. With the CEO, ensuring the committee chair is oriented with respect to key legislation, regulation, systems, policies and programs  and MOHLTC or requirements pertinent to their committee.
7. Liaising with the CEO to ensure appropriate resources are available to support the committee chairs.


B. The Committee Chair is responsible for:
1. Providing overall leadership and administrative oversight of their committee working closely with the board coordinator.
2. Chairing the meeting.
3. Developing and submitting an annual committee work-plan and budget in accordance with approved format and policy, and evaluating performance at year- end.
4. Speaking to committee motions that require board approval at the board meeting.
5. Meeting all fiduciary requirements according to the terms of reference for the committee and any pertaining legislation, regulation, MLPA or board direction.


C. 	The Secretary of the Board (CEO) is responsible for:
1. Assigning staff to provide information and/or attend committee meetings to inform/assist the board committees in their fiduciary role of governing the corporation.
2. Assisting the board with orientation and education for board members and committee members on their particular fiduciary responsibilities as it pertains to board work.
3. Attending committee meetings to provide information and professional advice as may be required for the committee to do its work.
4. Providing required and/or relevant information to the committee.

 
D.	The Board Coordinator is responsible for:
1. Preparing a draft agenda for review and approval by the committee chair. Once approved, email agenda to all committee members with the committee minutes and action list of the previous meeting and any other information required to carry-out the work of the committee.  Post on the SE LHIN website.
2. Recording and preparing minutes for review and approval by the committee chair.
3. Informing all participants of the committee's scheduled meetings by email or outlook calendar.
4. Arranging for meeting locations, refreshments and meals.
5. Providing background information that is pertinent to the work of the committee, on request.
6. Providing administrative support and coordination in the scheduling of committee meetings.


5.	Agenda Setting Administrative Steps
1. Draft agenda and action list is prepared by the Board Coordinator on behalf of the committee chair and forwarded by email to the committee chair for review.
2. Once finalized, the board coordinator emails the approved agenda to all committee members, the chair and the CEO with any additional documents three to five working days before the meeting.

6.	Preparation and Distribution of the Minutes/Package
1. The board coordinator prepares the draft minutes and action list for review by the committee chair.
2. The committee chair reviews the minutes and action list of the meeting.
3. Once the review process is complete, the minutes including action items will be sent to all members of the committee within a week.

7.	Board Motions by a Committee Chair - Administrative Steps
1. The CEO, through the board coordinator, will ensure that the draft or approved minutes of all committee meetings are prepared for the board and placed in the consent section of the next board agenda.
2. The CEO, through the board coordinator, will place all committee motions requiring board approval on the board's open agenda.
3. At the board meeting, the motion will be addressed by the committee chair for discussion and decision.

8.	Access to Staff Resources
1. Committee chairs in consultation with the board chair will work through the CEO to ensure appropriate staff resources are available to support the committee actions.
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