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College Committee
Terms of Reference
Revision/Review: 
Approved: 
Executive Responsibility:
COMMITTEE TITLE:
A. Background and Definitions
A short background and any definitions required. The language used should be clear and only special definitions provided. 
B. Purpose
The Purpose is to contain one or two sentences that identify the purpose and mandate for the committee. Specifically identify any external Collective Agreement or legislative requirement for the Committee.
C.  Statements 
1. Paragraphs should outline information with the following sub-titles. 
2. Duties and Responsibilities
3. Membership - indicating the Chair
4. Appointment and Vacancies – indicating terms of office, appointment and replacement of members to fill vacant positions
5. Quorum
6. Meeting Procedures- Including;
7. Decision making, and/or the determination of recommendations process;
8. Rules of order;
9. Preparations of reports/materials;
10. Determination of agendas;
11. Frequency 
12. General Administrative responsibilities
13. Reporting Requirements
14. Other requirements as appropriate. 
D.  Related Documents 
As needed.
E. Document History
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