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Section 1: Forms 

Please fill in/provide the following forms and ensure they are returned 

to the Executive Director. 

 

□  Contact Form  

□  Declaration of Confidentiality   

□  Media Release Form 

□  Criminal Record Check (Letter included to take to the RCMP to obtain check)  
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Board Member Contact and Information Form 

 

Name:  

Civic 
Address: 

_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________ 

Mailing 
Address: 

_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________ 

Phone 
Number: 

 

Email:  

Date of 
Birth: 

 

Occupation:  

Date joined 
the board: 
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Declaration Concerning Confidentiality 

 

As a member of the staff, or a volunteer of Inclusion Clare, I may be entrusted with knowledge 

of the personal and private affairs of challenged adults served in its Agencies, or with 

information concerning the employees of the Agencies. 

 

I hereby commit to never divulge any of this confidential information with any unauthorized 

person, either during the term of my employment/volunteer association with Inclusion Clare or 

thereafter. 

 

“Confidential information” refers to: 

 - Medical information 

 - Family situations 

 - Psychological traumas 

 - Salaries and conditions of employment; staff evaluations 

 - Any other information deemed personal 

 

I also acknowledge that a violation of this commitment may subject me to disciplinary 

measures or may result in my not being eligible for future employment/volunteer association 

with Inclusion Clare. 

 

I have considered and understood this statement. 

 

 

 

_________________________  _________________________ 

     Date           Signature 
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Media Release Form 

 

I hereby give/do not give permission to Inclusion Clare to use my photo in public 

relations information and promotions relating to the organization, including 

photos on our web site and Facebook page. 

 

_____  I give permission for my photo to be used. 

 

_____  I do not give permission for my photo to be used. 

 

Signed:  _____________________________ 

Print name: __________________________ 

Date:  _______________________________ 
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INCLUSION CLARE 

1711 route 1, Pointe-de-l’Eglise, N-É | t: 902-769-3202  f: 902-769-0002 | caclclare@caclclare.ca 

 

Letter to the RCMP 
 

Date: __________________________ 

 

To Whom It May Concern: 

 

This is a written request from our organization to acquire Vulnerable Sector Checks for the following 

board member: 

 

__________________________________ 

 

Board members are volunteers who serve on a governing board of directors, overseeing our vocational 

day program and group home for adults labelled with a disability. Our policies require checks for all 

volunteers, including board members, who may take part in activities where they engage with our 

clients.  

 

Please don’t hesitate to contact me with any questions. 

 

Sincerely, 

 

 

Carolyn Sloan 

Executive Director 

Inclusion Clare 

 

mailto:caclclare@caclclare.ca
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Section 2: Background and Board Documents 

Included in this section are the following: 

 

□  Organizational Timeline/History   

□  Strategic Plan / Vision, Mission and Values   

□  Organizational Chart 

□  List of Current Staff and Positions 

□  List of Current Board Members and Committee Members 

□  Bylaws 

□  Job Description and Committees  

□  AGM Minutes  

□  Year End Financials  

□  Board Calendar and Meeting Frequency  
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Organizational Timeline/History 
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Strategic Plan 2020 
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Organizational Chart 
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List of Current Staff and Positions 
 

Executive Director – Carolyn Sloan 

Operations Manager – Brigette Robicheau 

Day Program Coordinator – Dominique Jaume 

Residential Program Coordinator – Barbara O’Blenis 

Facility/Office Coordinator – Suzanne Comeau 

Administrative Assistant – Marie-Noëlle Sheehy 

Day Program Support Team: Denis Dugas, Odette Deveau , Brandon Mullen, Michelle LeBlanc 

and Donna Deveau 

Residential Program Support Team: Roxanne Comeau-Preston, Maxine Thibault, Victoria 

Mullen, Dawn Ward, Marie-Clare Dol, Marissa Bourque, Sally Thibodeau, Bernice Oikle, Alex 

Oikle 

Maintenance Worker – Brandon Mullen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



25 
 

  Version – November 2020 

List of Current Board Members & Committee Members 

 

Monette Robichaud, Chair 

Brian Ashe, Vice Chair 

Toni Pfeffer, Treasurer 

Nicole Thimot, Secretary 

Justin Martin, Director & Chair of the Workers’ Advisory Council 

Howard Blinn 

Rhonda Zasitko 

Collette LeBlanc 

Joline LeBlanc 

 

Executive Committee: Monette Robichaud (Chair), Brian Ashe (Vice-Chair), Toni Pfeffer (Treasurer), 

Nicole Thimot (Secretary) and Carolyn Sloan (Executive Director) 

HR Committee: Nicole Thimot (Committee Chair), Carolyn Sloan (Executive Director), Brigette Robicheau 

(Operations Manager), Brian Ashe, Collette LeBlanc and Toni Pfeffer 

Policy Committee: Brian Ashe (Committee Chair), Brigette Robicheau (Operations Manager), Suzie 

Comeau (Facility/Office Coordinator) and Carolyn Sloan (Executive Director) 

Budget/Finance Committee: Toni Pfeffer (Committee Chair and Treasurer), Carolyn Sloan (Executive 

Director), Claudine d’Entremont (Bookkeeper), Brigette Robicheau (Operations Manager), Suzie Comeau 

(Facility/Office Coordinator) and Dominique Jaume (Program Coordinator) 

Co-op Housing Working Group: Joline LeBlanc and Carolyn Sloan 
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Bylaws (2015) 
 

CANADIAN ASSOCIATION FOR COMMUNITY LIVING 

CLARE BRANCH 

 

 

 

 

BY-LAWS 

 

 

 

 

Main Office: 

 

PO Box 119 

Church Point, NS 

B0W 1M0 

 

Tel:  902-769-3253 

Fax: 902-769-0002 

 

Revised: 1999 

Reviewed: March 2005 

Reviewed: July, 2009 

Revised: July 2015 

 

 

_____________________________________________________________________________________ 

Signature        Date 
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DEFINITION 

1. 

In these by-laws, unless there be something in the subject of context inconsistent therewith:  "Society" 

means The Canadian Association For Community Living - Clare Branch. 

 

OBJECTIVES 

2. 

The Objectives of the Society shall be to promote and oversee the operations of programs directed to the 

development and well-being of persons with disabilities.   

 

MEMBERSHIP 

3.   

The subscribers to the Memorandum of Association and such other persons as shall be admitted to 

membership in accordance with these by-laws, and none others, shall be members of the Society and 

their names shall be entered in the Register of Members accordingly. 

4. 

The names of the subscribers to the Memorandum of Association and former Board Members shall be 

entered in the Register of Members as permanent members. 

At each general meeting a list of the persons present will be drawn and the names of those not already 

registered will be entered in the Register of Members, this list to be revised at each general meeting, 

removing the names of absentees not registered as permanent members. 

At each general or extraordinary meeting only the permanent members and those registered prior to the 

meeting shall be entitled to vote. 

For the purpose of registration the number of members of the Society is unlimited. 

5.  

Every member of the Society shall be entitled to attend any general or extraordinary meeting of the 

Society, to vote at these meetings and to hold any office, but there will be no proxy voting. 

6. 

Membership in the Society shall not be transferable. 

7. 

Membership in the Society shall cease upon the death of a member or if, by notice in writing to the Society, 

he/she resigns his/her membership, or ceases to qualify for membership in accordance with these by-

laws. 
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FISCAL YEAR 

8. 

The fiscal year of the Society shall be the period from APRIL in any year to END OF MARCH in the year next 

following. 

MEETINGS 

9.  

The ordinary or annual general meeting of the Society shall be held within three months after the end of 

each fiscal year of the Society. 

10. 

An extraordinary general meeting of the Society may be called by the Chair or by the directors at any time, 

and shall be called by the directors if requisitioned in writing by at least twenty-five per centime (25%) in 

number of the members of the Society. 

11. 

Three days' notice of an extraordinary general meeting of the Society, specifying the place, day and hour 

of the meeting and, in the case of special business; the nature of such business, shall be given to the 

members.   Notice shall be given in writing and by sending it through the post in a prepaid letter addressed 

to each member at his/her last known address.  Any notice shall be deemed to have been given at the 

time when the letter containing the same would be delivered in the ordinary course of post and in proving 

such service it shall be sufficient to prove that the envelope containing the notice was properly addressed 

and placed in the post office.  The non-receipt of any notice by any member shall not invalidate the 

proceeding at any general meeting. 

12. 

THE REGULAR ANNUAL MEETING shall be publicly advertised TWO FULL WEEKS prior to the day of the 

meeting. 

13. 

At each general meeting of the Society, the following items of business shall be dealt with and shall be 

deemed to be ordinary business: 

 Minutes of preceding general meeting, 

 Consideration of the annual report of the directors, 

 Consideration of the financial standing of the Society,  

 Election of directors for the ensuing year, 

 Appointment of auditors. 
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All other business transacted at an ordinary or annual general meeting shall be deemed to be special 

business, also, all business transacted at an extraordinary general meeting of the Society shall be deemed 

special. 

14. 

No business shall be transacted at any meeting of the Society unless a quorum of members is present at 

the commencement of such business and such quorum shall consist of five members. 

15.  

If within one-half hour from the time appointed for the meeting, a quorum of members is not present, 

the meeting, if convened upon the requisition of the members, shall be dissolved.  In any other case, it 

shall stay adjourned to such time and place as a majority of the members then present shall direct and if 

at such adjourned meeting a quorum of members is not present, it shall be adjourned sine die. 

16. 

a) The Chair of the Society shall preside as Chair at every general meeting of the Society. 
b) If there is no Chair or if at any meeting he/she is not present at the time of holding the same, the Vice-

chair shall preside as Chair. 
c) If there is no Chair or Vice-chair or if at any meeting neither the Chair nor the Vice-Chair is present at 

the holding of the same, the members present shall choose someone of their number to be Chair. 
17. 

The Chair shall have no vote except in the case of an equality of votes.  In the case of an equality of votes, 

he/she shall have a casting vote. 

18. 

The Chair may, with the consent of the meeting, adjourn any meeting from time to time and from place 

to place, but no business shall be transacted at any adjourned meeting, other than the business left 

unfinished at the meeting from which the adjournment took place, unless notice of such new business is 

given to the members. 

19. 

At any general meeting, unless a poll is demanded by at least three members, a declaration by the Chair 

that a resolution has been carried and an entry to that effect in the book of the proceedings of the Society 

shall be sufficient evidence of the fact, without proof of the number or proportion of the members 

recorded in favor of or against such resolution. 

20. 

If a poll is demanded in manner aforesaid, the same shall be taken in such manner as the Chair may 

prescribe and the result of such poll shall be deemed to be the resolution of the Society in general meeting 

 

VOTES OF MEMBERS 

21. 
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Every member shall have one vote and no more. 

 

DIRECTORS 

22. 

Unless otherwise determined by general meeting, the number of directors shall not be less than five or 

more than fifteen.  The subscribers to the Memorandum of Association of the Society shall be the first 

directors of the Society,   

23.  

Any member of the Society shall be eligible to be elected a director of the Society. 

24. 

Directors shall be elected by the members at each ordinary or annual general meeting of the Society. 

25. 

At the first ordinary or annual general meeting of the Society and at every succeeding ordinary or annual 

general meeting, all the directors shall retire from office but shall hold office until the dissolution of the 

meeting at which their successors are elected. 

Officers are nominated for a three year term which may be renewed once.  They may be re-elected after 

an absence on one year.  The board member representing the clients of the Association may be nominated 

for as many terms as the members of the Association deem convenient 

Considering the population served by the CACL-Clare Branch: 

• Three months preceding the annual meeting, Board members will be invited to propose names of 
persons in the community who could serve as directors. 

• Two months preceding the annual meeting these names will be sorted considering the needs of the 
Association versus the expertise presented. 

• One month preceding the annual meeting persons on the list will be contacted and slate of names to 
be proposed at the annual meeting shall be drawn.   

 

Management, employees and board members of a special care program for persons with disabilities, 

participating in the programs of the CACL Association may be represented by only ONE of their members. 

26.  

In the event that a director resigns his/her office or ceases to be a member of the Society, whereupon 

his/her office as director shall ipso facto be vacated, the vacancy thereby created may be filled for the 

non-expired portion of the term by the Board of Directors from among the members of the Society. 

27. 

Meetings of the Board of Directors shall be held as often as the business of the Society may require and 

shall be called by the Secretary.  A meeting of directors may be held at the close of every ordinary or 
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annual general meeting of the Society without notice. 

Notice of all other meetings, specifying the time and place thereof, shall be given either orally or in writing 

to each director within a reasonable time before the meeting is to take place, but non-receipt of such 

notice by any director shall not invalidate the proceedings at any meeting of the Board of Directors. 

28. 

No business shall be transacted at any meeting of the Board of Directors, unless at least one-third in 

number of the directors are present at the commencement of such business. 

29. 

The Chair or, in his/her absence, the Vice-chair or, in the absence of both of them, any director appointed 

from among those directors present shall preside as Chair at meeting of the Board. 

30. 

The Chair shall be entitled to vote as a director and, in the case of an equality of votes, he\she shall have 

a casting vote in addition to the vote to which he/she is entitled as a director. 

 

POWERS OF DIRECTORS 

31. 

The management of the activities of the Society shall be vested in the directors who, in addition to the 

powers and authorities assigned by these by-laws or otherwise expressly conferred upon them, may 

exercise all such powers and realize all such activities as may be exercised or done by the Society and are 

not hereby or by statute expressly directed or required to be exercised or done by the Society in general 

meeting. 

In particular, directors shall have power to engage a coordinator and other employees and to determine 

their duties and responsibilities and their remuneration.  All persons employed by the Society shall be 

required to present a Criminal Record Check from the RCMP.  

The directors may appoint an executive committee, consisting of the officers and such other persons as 

the directors decide. 

 

OFFICERS 

32. 

The officers of the Society shall be a Chair, a Vice-chair, a Treasurer and a Secretary.  The offices of 

Treasurer and Secretary may be combined. 

33.  

The directors shall elect one of their number to be the Chair of the Society.  The Chair shall have general 

supervision of the activities of the Society and shall perform such duties as may be assigned to him by the 
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Board of Directors from time to time. 

34. 

The directors shall also elect from their number a Vice-chair.  The Vice-chair shall, at the request of the 

Board and subject to its directions, perform the duties of the Chair during the absence, illness or incapacity 

of the Chair, or during such period as the Chair may request him to do so. 

35. 

IF ANY OF THE OFFICERS FAIL TO ATTEND MORE THAN THREE CONSECUTIVE MEETINGS, WITHOUT A 

VALID REASON, THAT POSITION SHALL BE DEEMED VACANT AND A REPLACEMENT  MAY BE APPOINTED. 

36. 

There shall be a secretary of the Society who shall keep the minutes of the meetings of members and 

directors and shall perform such other duties as may be assigned to him/her by the Board.  The Board 

shall appoint the secretary and may also appoint a treasurer of the Society to carry out such duties as the 

Board may assign.  If the directors think fit, the same person may hold both offices of secretary and 

treasurer. 

The directors may appoint a temporary substitute for the secretary who shall, for the purposes of these 

by-laws, be deemed to be the secretary. 

 

AUDIT OF ACCOUNTS 

37. 

The auditor of the Society shall be appointed annually by the members of the Society at the ordinary or 

annual general meeting and, on failure of the members to appoint an auditor, the directors shall do so. 

38. 

The Society shall provide a report to the members as to the financial position of the Society and the report 

shall contain a balance sheet and operating account.  The auditors shall make a report to the members 

upon the balance sheet and operating account, and, in every such report, he/she shall state whether, in 

his/her opinion, the balance sheet is a full and fair balance sheet containing the particulars required by 

the Society and properly drawn up so as to exhibit a true and correct view of the Society's affairs, and 

such reports shall be read at the annual meeting.   

39. 

An audited report along with a list of the directors, including name, address (both mailing and civic), phone 

number and occupation, along with other information that may be required will be provided to: 

• Registry of Joint Stock Companies 

• Canada Revenue - Registered Charities 

• Department of Community Services. 
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40. 

The Society shall file with the Registrar a copy in duplicate of amendments to the by-laws, within fourteen 

days after the resolution is passed. 

 

REPEAL AND AMENDMENT OF BY-LAWS 

41. 

The Society has the power to repeal or amend any of these by-laws by a resolution passed in the manner 

prescribed by law. 

 

MISCELLANEOUS 

42. 

The seal of the Society shall be in the custody of the Director General and may be affixed to any document 

upon resolution of the Board of Directors.   It will be kept under lock and key in the registered office of 

the Society. 

43.  

Custody of the books and records, and custody of the minutes of all the meeting of the Society and of the 

Board of Directors shall be the responsibility of the Secretary or other person designated by the directors.  

These will be kept in the main office of the Society. 

44. 

The books and records of the Society may be inspected by any member at any reasonable time within two 

days prior to the annual general meeting at the registered office of the Society. 

45.  

Contracts, deeds, bills of exchange and other instruments and documents may be executed on behalf of 

the Society by the Chair or the Vice-chair and the Secretary or otherwise as prescribed by resolution of 

the Board of Directors. 

46.  

The borrowing powers of the Society may be exercised by special resolution of the members. 

 

BOARD COMMITTEES 

47. 

The Board of Directors may nominate Committees to advise and support the employees and to ensure 

the delivery of the best service possible to the population they serve. Also to ensure that the guidelines 

given by the Department of Community Services are adhered to. The Chair is, ex oficio, member of every 
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committee. 

Executive Committee:   

• ensure that all staff members and volunteers, having direct contact with the challenged persons we 
serve, present an RCMP Police Check, 

• appointment and/or termination of staff, 

• oversee fund raising activities, 

• review of policies and procedures, 

• evaluation of executive director. 
 

Finances:  

• ensure that financing and accounting standards for the use of public funds are strictly adhered to, 

• inspect books and records at any time during fiscal year, at intervals deemed appropriate, 

• review yearly budget and  financial statements, present them to the Board of Directors.   

• ensure that proper documents are remitted to pertinent Government Agencies at the end of each 
fiscal year, or when required by said agencies.  

o Department of Community Services 
o Registry of Joint Stock Companies 
o Canada Revenue - Registered Charities 

 

Personnel:    

• staff evaluations, according to policy manual, 

• admission and reclassification of participants, 

• promote staff development, 

• review internal policies. 
 

Program:     

• evaluate existing programs, 

• assist in developing new programs, 

• follow-up on the execution of established programs. 
 

Work Safety Committee in Place of Employment:   

• ensure that the premises are kept in sound order, 

• ensure that safety measures are optimal at all times, 

• ensure that the facilities follow the National Building code Supplement 5 

• "Building Standards for persons with disabilities", with strict adherence to Municipal Building 
requirements, 

• ensure that all recommendations from the Fire Marshal are strictly adhered to.  
 

Production:   
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Evaluate and follow-up on existing and/or new production programs: 

• feasibility 

• cost efficiency 

• quality 

• promotion. 
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Job Description and Committees 
 

Board Member Job Description 

1.  Regularly attends board meetings and important related meetings. 
2. Makes concrete commitment to actively participate in committee work. 
3. Volunteers for and willingly accepts assignments, completes them thoroughly and on 

time. 
4. Stays informed about committee matters, prepares themselves well for meetings, 

reviews and comments on minutes and reports. 
5. Gets to know other members and builds a collegial working relationship that contributes 

to consensus. 
6. Is an active member in annual evaluation and planning efforts. 
7. Participates in fundraising for the organization. 
8. Understands their role as a volunteer and maintains generally accepted ethical and 

confidentiality standards 
9. Understands their role as a board member, their duties and responsibilities in managing 

a non-profit agency that has charitable status 
10. Bilingualism (French/English) is an asset. 

 

President/Chair of the Board Job Description 

1.  Is a member of the board. 
2. Is the Chief Volunteer of the agency. 
3. Is a partner with the CEO in achieving the organization’s mission. 
4. Provides leadership to the board, who sets policy and to whom the CEO is accountable. 
5. Chairs meetings of the board after developing the agenda with the CEO. 
6. Encourages board’s role in strategic planning. 
7. Appoints chairpersons of committees of the board in consultation with other board 

members. 
8. Serves as an ex-officio member of board committees and attends meetings when 

invited. 
9. Discusses issues confronting the organization with the CEO. 
10. Demonstrates skill of tact, diplomacy in assisting in guiding the board and guides the 

board actions with respect to organizational priorities and governance concerns. 
11. Reviews with the CEO any issues of concern of the Board. 
12. Able to professionally run meetings and have the skills required to represent the board 

to the community at large (e.g. public speaking, uses Robert’s Rules of Order). 
13. Able to monitor financial planning and financial reports. 
14. Plays a leading role in fundraising. 
15. Formally leads the evaluation of the performance of the CEO and informally evaluates 

the effectiveness of the board members. 
16. Leads the annual evaluation of the organization in achieving its mission. 
17. Performs other responsibilities assigned by the board.   
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Job Description of the Vice-President/Chair 

Typically successor to the president/chair position. 
 
1  Is a member of the board. 
2  Performs President/Chair responsibilities when the President cannot be available 

(see President/Chair job description). 
3  Reports to the board president/chair. 
4  Works closely with President/Chair and CEO. 
5  Works closely with President/Chair to develop and implement transition plans. 
6  Performs other duties as assigned by the board. 

 

Job Description of the Secretary of the Board 

1.  Is a member of the board. 
2. Maintains records of the board and ensures effective management of the organizations 

records. 
3. Manages minutes of the board. 
4. Ensures minutes are distributed to members shortly after each meeting. 
5. Is sufficiently familiar with agency documents and terms relating to same to accurately 

report discussions/motions/decisions of the board (e.g., board by laws). 
 

Job Description of the Treasurer of the Board 

1.  Is a member of the board. 
2. Ensures professional management of the finances of the organization, in consultation 

with the CEO. 
3. Partners with the CEO in preparation of the annual budget and can present to the board 

for member approval. 
4. May sit on the Finance Cte. 
5. Ensures development and board review of financial policies and procedures. 

 

Cte.  Chair Job Description 

1.  Is a member of the board. 
2. Sets time for committee work.   
3. Ensures that members have the information needed to do their jobs. 
4. Oversees the logistics of committee operations. 
5. Reports to the President/Chair of the Board 
6. Works closely with the CEO and other staff as agreed to by the CEO. 
7. Assigns work to other committee members, set the agenda, runs meetings and ensures 

distribution of committee minutes. 
8. Initiates and leads committee’s annual evaluation. 
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Committees 
 

Human Resources Committee 

Type:  Standing Committee of the Board 
Sub-Committees:  None 
Date of Formation:  May 2020-05 
Staff Support:  Executive Director 
 

Committee purpose (scope): 

-Standing committee of Inclusion-Clare 

-Assists Board of Directors in fulfilling its oversight responsibilities and obligations relating to human 

resources and compensation 

-Ensures plan of continuity and development of administration 

-Does not have authority to make final decisions/allocate resources-has the authority to make 

recommendations to the Board. 

 

Number of Members:  Minimum 3 

Members:   

Appointed Board members 

Chair to be a Board member, appointed by the President in consultation with other Board members if 

required 

Board member from the Finance Cte., may be appointed 

Members to serve annually 

Board may appoint a replacement, should a vacancy occur 

Board may remove a committee member 

 

Staff Support: CEO 

Meeting Frequency:  x 4 per year minimally and as required. 

Budget and Expenditures:  As approved by the Board 

Strategic Plan Linkages:  Goal # 2 Board members, volunteers, staff and people with a disability  

are supported and empowered by engaging professional development opportunities. 

 

Reporting: 

Meeting minutes and notes will be maintained 

Updates provided for Board meetings 

 

Mandate:   The Human Resources Committee is a standing committee of the Board of Inclusion-Clare 

and is mandated to perform the following tasks: 

1.  Determine the lead and process for the CEO’s annual performance evaluation 
2. Annually review and recommend the CEO’s compensation and other employment 

contract amendments 
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3. Receive and review from the CEO the employment contracts for other staff 
4. As required, establish the process for identifying, recruiting and appointing a CEO by 

developing the criteria to be met by prospective candidates and when required, 
implement a broad search process.   Review and assess qualifications of candidates and 
recommend candidate to the Board 

5. Periodically review the organization’s human resources polices and recommend to 
Board any necessary changes. 

 

Goals/Objectives: 

1.  Ensure Inclusion-Clare maintains effective and competitive human resources and 
compensation policies and practices; 

2. Ensure appropriate processes are in place for the selection, evaluation and succession of 
senior management. 

 

Composition: 

The committee will be composed of a minimum of three people.   It is recommended that one of which 

be a member of the Finance Cte. 

 

Function: 

Quorum will be determined by the attendance of the majority of the members of the committee. 

Motions of the committee are subject to a majority vote of the committee. 

 

Finance Committee 

Type:  Standing 

Subcommittees:  None 

Date of Formation 

Staff Support:  CEO 

 

Committee purpose/scope: 

-Standing committee of Inclusion Clare 

-To provide financial oversight for the organization 

-To assist Board of Directors in fulfilling oversight responsibilities and obligations relating to budgeting 

and financial planning 

-It does not have authority to make final decisions or to allocate resources.  It has only the authority to 

recommend same to the Board of Directors.   

 

Total # of Members: 

-Minimum of three 

 

Members: 

-Appointed Board members 

-Members serve from appointment to annual renewal of the committee  

-Should vacancy occur, the Board may appoint a qualified person to fill remainder of term 
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-The Board may remove any member of the Cte. 

 

Staff Support: 

CEO 

 

Meeting frequency: 

-4 x per year 

-As needed 

Budget and Expenditures: 

As approved by the Board 

 

Strategic Plan Linkages: 

-Goal 2 – Leadership and Management Restructuring 

-Goal 3 – Existing Projects 

 

Reporting: 

-Meeting minutes and notes will be maintained 

-Updates provided by Board meetings 

 

Mandate: 

The Finance Committee is a standing committee of Inclusion-Clare and is mandated to perform the 

following tasks: 

-Budgeting and Financial Planning 

-Financial Reporting 

-Effective management of assets 

-Creation, monitoring and periodic review of internal controls and accountability policies. 

 

Goals/Objectives: 

-Develop an annual operating budget with staff. 

-Develop useful and readable report formats with staff, noting level of detail, frequency, deadlines and 

recipients of these reports. 

-Approve the budget within the finance committee. 

-Monitor adherence to the budget. 

-Set long range financial goals along with funding strategies to achieve them. 

-Develop multi-year operating budgets that integrate strategic plan objectives and initiatives. 

-Present all financial goals and proposals to the board of directors for approval. 

 

Composition: 

The committee will be composed of a minimum of 3 persons, one of which will be the CEO.  

Committee members should have a level of understanding or knowledge of the financial and strategic 

operations required of a non-profit agency, in line with best practices in maintaining ethical standards 

and charitable status. 
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Function: 

At any meeting of the committee, the majority of the members will constitute a quorum. 

Motions of the committee are subject to a majority vote of the committee. 

 

Executive Committee of the Board of Directors 

Committee Name:   Executive Committee 

Sub-committees:  None 

Date of Formation: 

Staff Support:  CEO 

 

Committee Purpose/Scope: 

-Standing committee of the Board of Directors of Inclusion-Clare 

-Exists to act on behalf of the Board during the interim between meetings and in emergency situations if 

a Board meeting cannot be held 

 

Total Number of Members: 

-5 

-Appointed board members/elected officers of the board 

-Includes the President/Chair, Vice-Chair, Secretary and Treasurer of the Board and the CEO, who holds 

an ex-officio position with the Board 

-Should a vacancy occur, the Board may appoint a qualified person to fill remainder of term 

-The Board may remove any member of the committee 

 

Meeting frequency: 

-8 times per year 

-As required  

 

Budget/Expenditures: 

As approved by the Board of Directors 

 

Strategic Plan Linkages: 

-Goal #1, New Name, Mission and Values Statement  

-Goal #2 – Leadership and Management 

-Goal #3 – Existing projects 

-Goal #4 – Community partnerships. 

 

Reporting: 

-Meeting minutes and notes will be maintained 

-Updates provided for Board meeting 

 

Mandate: 

The Executive Committee is a standing committee of Inclusion-Clare and is mandated to perform the 

following tasks: 
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-Advises the Board to support its strategic decision-making processes. 

-Prioritizes strategic issues and recommends same to the Board. 

-Advises CEO in support of their operational decision-making process. 

-Holds confidential meetings with the CEO as needed to discuss sensitive matters to maintain ethical and 

professional standards. 

-Plans for board member selection and nomination in preparation of the AGM and reports sae to the 

Board. 

-Makes timely emergency decisions on behalf of the Board if a full Board meeting cannot be held. 

-Ensures evaluation of all board committees.   

 

Composition: 

The committee will be comprised of a minimum of 5 persons.   All officers of the board, plus the CEO to 

be members. 

Committee members should have a level of understanding or knowledge of meeting management as 

well as their role in the overall administration of a non-profit agency that includes human resources, 

financial management and community involvement. 

 

The majority of members of the committee will constitute a quorum. 

Motions of the committee are subject to a majority vote of the committee. 
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AGM Minutes (2020) 
AGA – JULY 26, 2020 

 

Nicole Thimot 

Odette Deveau  

Rob Fuller (Act)  

Brian Ash  

Jeanne Gaudet Comeau  

Brianne Comeau 

Marlene Harding  

Joanne Deveau  

Nicolette Deveau  

Toni Pfeffer 

Colette LeBlanc 

Barbara Comeau 

Karen Gregor  

Denis Dugas (internet lost mid-point) 

Carolyn Sloane 

Monette Robichaud 

Maxine Thibault  

Brandon Mullen 

Victoria Mullen 

Justin Martin 

Roxanne Comeau-Preston 

Suzie  

Brigette Robichaud  

Marie Dol  

Michelle Dugas  

Terry Thibodeau 
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PROPOSED AGENGA –  

PASSED 

 

AGM MINUTES DE L’AGA 2019-   

Errors/Omission – NONE 

PASSED 

 

FINANCE-  

PASSED 

 

REPORT BY BOARD-  

PASSED 

 

EXECUTIVE DIRECTOR REPORT-  

PASSED  

 

TREASURER’S REPORT 

PASSED  

 

REMERCIEMENTS/THANK YOU  

----  

 

ADJOURNMENT.  

[miss the time] 

 

Submitted by Nicole Thimot 
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Financial statements (2019-20) 
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Board Calendar & Meeting Frequency 
 

When they begin their position, Directors will be emailed a link to the board calendar on Google 

Calendar that shows the important board dates/meetings/events for the year. 

Regular Board meetings are held in person and/or over Zoom 9 times per year, always on the last 

Monday of every month at 6:30 pm. There are regular board meetings September, October, November, 

January, February, March, April, May and June. The meeting packages are set out the week before the 

board meeting. 

The AGM is held in July.  

There are no meetings in December and August. 

Executive Committee meetings are held over Zoom the Monday two weeks before the board meeting. 

Board members may also be asked to meet for board development/training. 

 


