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Appendix 12 – New Member Appointment Checklist 

All nominated people must be screened before becoming Community Council members. It is 
important to document the screening process and to maintain a confidential file for each new 
member which contains all necessary papers.  

The file / record shall be maintained by the regional Supervisor of Administrative Services once 
appointment is completed.  

It is the responsibility of the Integrated Services Manager (working along with the Council Chair) to 
complete this checklist and forward it together with the nominee questionnaire, reference and 
criminal record checks (and if applicable, clean driver’s abstract) and membership agreement to the 
Director of Regional Operations for appointment.  Once the new member is appointed a complete 
duplicate copy of the new member’s file will be forwarded to the office of the Executive Director of 
Communications and Stakeholder Relations.  

Name of Council Nominee:  

Nominee Questionnaire  

• Completed    

Criminal record check  

• Completed – new criminal record check  

• Completed – previous completed record check and approved for participation by: (name of 
Integrated Services Manager)   

Drivers’ abstract (needed only if the person will be driving people with a developmental disability) 

• Completed with clear driving record    

• Determined by (name of Integrated Service  Manager) as not eligible to provide 
transportation to adults with developmental disabilities who are receiving CLBC service    

Reference checks 

• Two reference checks completed by (name and position of the person) and documented    

• Reference checks determined to be unnecessary (individual well known to at least two Council 
members)   

Membership Agreement 

• Completed and signed    

Council voted accepting the nominee as a member    

• Date: 

Council term (to be based from the appointment letter issued by the Director of Regional Operations) 

• From:                                 To: 
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Community Council Member Re-appointment Checklist 

All Community Council members may be reappointed but can only serve a maximum of three 
consecutive terms or a total of six years before needing to step off from Council for at least one year.  
It is important to document the reappointment process and to maintain a confidential file for each 
member, which shall be maintained by the regional Supervisor of Administrative Services once 
reappointment is completed.  

It is the responsibility of the Integrated Services Manager (working along with the Council Chair) to 
complete this checklist and forward it together with the reappointment questionnaire, (if applicable, 
criminal record re-check) to the Director of Regional Operations for reappointment.  A complete 
duplicate copy of the member’s reappointment file will be forwarded to the Office of the Executive 
Director of Communications and Stakeholder Relations.  

  

Name of Council Member (Re-appointee):  

 

Reappointment Questionnaire  

• Completed    

 

Criminal record check  

• Current and valid (Validity End Date:  ___     _________)    

• Completed – criminal record re-check                                     

 

Council voted recommending reappointment of member    

• Date: 

 

Council term (to be based from the reappointment letter issued by the Director of Regional 
Operations) 

• From:                                       To: 

  


