
                             COMMITTEE PROTOCOL 

Purposes  

The objectives and purpose of the Committee are contained in the constitution and 
always should be kept in mind. 

Attendance  

Generally, the Committee meets once a month.  

Sub-committees or working groups formed to carry out the activities of the 
Committee may necessitate a more frequent time commitment.  

If a Committee member is unable to attend a meeting, they should inform the 
Secretary.  

If a committee member feels they cannot commit the requisite time to the 
Committee, they should resign to allow others who may be interested in 
participating in the Committee.  

If a committee member is absent for three consecutive, regularly scheduled 
meetings without adequate explanation, the committee member will be deemed to 
have resigned from the Committee.  

Responsibilities & Expectations of Committee Members  

Committee members are expected to:  

• familiarize themselves with the constitution and the lease; 
• strive to attend all scheduled meetings; 
• prepare for meetings by reading agendas and any background information 

supplied; 
• actively participate in the discussion and decision making process; 
• undertake any work assigned, including special projects and research; 
• be open-minded and allow for a variety of opinions to be heard as part of the 

Committee’s collegiate or group decision-making process; 
• respect and accept that actions taken and decisions made reflect the majority 

view of the Committee and that these are final unless special circumstances 
arise which justify any reconsideration of them. 



Any decision of the Committee, even if not unanimous, is a decision taken by the 
Committee collectively and each member has a duty to stand by it, whether or not 
he/she was present at the Committee meeting when the decision was taken. 

If a member disagrees with a decision made or any action taken, his/her first duty 
is to have the disagreement discussed and minuted; or, to discuss the matter with 
the Chair and then, if necessary, raise it at the next meeting of the Committee. 

A member wishing to bring any business before a committee meeting shall request 
the Secretary to place it on the agenda for that meeting. The Secretary shall 
endeavour to publish agendas not later than 7 days before meetings. 

With the exception of urgent business brought before a meeting by direction or 
approval of the Chair, no member should raise any business at a meeting other 
than that specified in the agenda: there is no provision for ‘any other business’. 

Communications 

Any communication by a committee member to a third party (that is, anyone who 
is not a member of the Committee) must: 

• be made within a mandate of the Committee or in the course of any work, 
project or research assigned to the committee member; or, in the absence of a 
mandate, with, and subject to the terms of, the approval of the Chair; 

• indicate that it is made by the committee member in that capacity, and if in 
written form, copied to all other committee members, or if not in that form, 
reported to the Committee as soon as possible; save that if the communication is 
made in relation to any work or function being carried on by a working group or 
sub-committee, it should be copied or reported only to the the other members of 
that working group or sub-committee; 

• not be contradictory to the policies or decisions of the Committee, nor convey 
or indicate any personal decision or recommendation which has not been agreed 
or approved by the Committee.                                              

The Chair may intervene to correct or withdraw any communication, or any part 
of it, which does not comply with any of those requirements.  
  
This is not a prohibition against a committee member speaking or communicating 
in a personal capacity on any topic which is being or has been dealt with by the 
Committee, but in that event there must be clarity expressed that the 
communication is made in a personal capacity and must not be shown as being 
copied to other members of the Committee.  

Any communication by a committee member to another committee member need 
not be copied to all committee members unless necessary.  


