Tool #3.    Sample of a Terms of Reference for a Nominating Committee 

Committee Role:  The role of the committee is to present a list of volunteers willing to serve in soon to be vacant board of director positions prior to the Annual General Meeting (AGM) of the Association.

Activities:  

1. Identify the board positions that will be up for election at the AGM either through the term of office expiring or due to a board member vacating a position prior to its term conclusion.  Do this 3-6 months prior to the AGM.

2. Prepare or review and revise position descriptions for all to be vacant board positions.

3. Brainstorm, with the help of the board, potential replacements for each position that have the pre-requisite skill set. Do this 2-3 months prior to the AGM

4. Prioritize the list of recruits for each position, identify who is to contact the number one recruit for each position and establish a timeframe for reporting back to the chair.

5. Develop a standard recruitment ‘pitch’ optional.

6. Put together an information kit on the association and the position.  (position description, brief overview of association, board list, financial statement, insurance coverage).

7. Make personal contact with priority recruit for each position, and if interested, provide information kit.

8. Follow-up with personal contact to get answer.  Advise chair either way.

9. If no, repeat process with number 2 prospect on the list.

10. If yes, advise them of date for AGM and next steps in process. 

11. Advise the board of the list of candidates that have agreed to let their name stand at the AGM and also where any remaining vacancies are and what is being done to find candidates for them.

12. Let names stand at the AGM along with any nominations from the floor.

Recruiting Volunteers in General

If an organization needs a lot of volunteers for various tasks, or for a special event, it may choose to conduct a general volunteer search and when persons come forward, to assign them to the most appropriate position.  This process is quite different than the targeted process and requires a whole different approach.  Time limitations prevent us from exploring this need further.
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