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What is the Board Governance Manual?  

The Community Living BC (CLBC) Board Governance Manual guides the work of the Board of 

Directors.   

The manual gives a short summary about CLBC as an organisaƟon, and how decisions are made 

about the work that CLBC does to support individuals and families in BC. The manual explains 

how the Board of Directors is set up and what rules the Board must follow. This includes 

informaƟon about how the Board sets meeƟngs and provides leadership to CLBC, and how Board 

members parƟcipate in a variety of roles and commiƩees. The manual is based on the 

informaƟon that is in the BC laws that CLBC must follow and in the rules (bylaws) that CLBC 

created to make sure the organizaƟon works well. The manual is updated every three years or 

more oŌen if needed.  
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A.  CLBC OVERVIEW  

Plain Language Summary   
In SecƟon A, CLBC Overview, the manual explains that CLBC was created when the BC 

government made a law called the Community Living Authority Act to provide support and 

services to adults with developmental disabiliƟes. The Community Living Authority Act explains 

the relaƟonship between the CLBC Board, the CEO of CLBC, and the ongoing work of CLBC. It 

includes rules that the CLBC Board and CLBC management must follow. It also explains that CLBC 

must make a Service Plan for providing community living support and create a budget that 

explains the costs of the supports and services.    
 

In this secƟon there is a short descripƟon of the CLBC Governance Framework. The Governance 

Framework is the way that CLBC makes plans and decisions at a leadership level. This includes 

deciding leadership responsibiliƟes and how to meet the goals of the organizaƟon. The 

OrganizaƟonal Chart is a diagram that shows how parts of the Governance Framework are 

connected, and how leadership roles and service areas of CLBC work together.   
 

CLBC’s Vision, Mission, and Core Values are short statements that explain CLBC’s overall purpose 

and goals, and the values at the core of CLBC’s work. These statements guide the Board in all 

decision-making including the creaƟon of CLBC’s Strategic Plan, which is the document that 

maps out CLBC’s goals. The Strategic Plan explains prioriƟes, how CLBC is working towards these 

prioriƟes, and how CLBC makes sure it is doing things in a good way. CLBC decides on prioriƟes 

with people, families, and partners. CLBC also uses informaƟon in the annual Mandate LeƩer 

from the Minister (the government) about principles and prioriƟes to guide CLBC’s work.  
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Community Living BriƟsh Columbia (“CLBC”) was established in 2005. It is a Crown CorporaƟon 
accountable to the provincial government through the Minister of Social Development and Poverty 
ReducƟon, mandated under the Community Living Authority Act (the “CLAA”) to provide a range of 
supports and services that meet the disability-related needs of eligible adults with developmental 
disabiliƟes and their families throughout BriƟsh Columbia. CLBC works to create communiƟes where 
people with developmental disabiliƟes have more choices about how they live, work, and contribute.  

1.  GOVERNANCE FRAMEWORK  
The governance framework reflected in this Board Governance Manual (the “Board Manual”) defines 
the roles and responsibiliƟes, and the processes for accountability of the Board, the Board Chair, 
Directors, and the CEO, and establishes guidelines that outline how the Board will carry out its duƟes 
of stewardship and accountability. The Board Manual incorporates the Board’s responsibiliƟes as set 
out in the CLAA and the OrganizaƟon and Procedure Bylaws (the “Bylaws”).  

Board Directors are expected to be familiar with, and adhere to, all secƟons of this Manual.  

CLBC Board Manual Outline  

SecƟon B, Board Governance Structure, outlines the general roles and responsibiliƟes of the Board, 
and specific roles on the Board including the Board Chair and Vice Chair(s), the CEO, and the Senior 
ExecuƟve Assistant to the Board and CEO.  

SecƟon C, Standing CommiƩees and Advisory CommiƩees, outlines general guidelines for 
CommiƩees.  

SecƟon D, Board Processes, details the processes that govern the Board’s work.    

Appendix A: Terms of Reference, provides the Terms of Reference for Board members, Standing 
CommiƩees, and Advisory CommiƩees, and CLBC Community Councils.   

Appendix B: Significant OrganizaƟonal Policies and Processes, includes a list of Board Governance 
Manual secƟons for review and discussed significant organizaƟonal policies that require Board 
approval and/or review.  

Appendix C: Legal Framework, includes informaƟon about the CLAA, the Bylaws, and the current 
government Mandate LeƩer and Service Plan.  

Appendix D: Glossary/DefiniƟons, provides an alphabeƟcal selecƟon of key terms and technical terms 
with definiƟons and explanaƟons.  

In keeping with the CLBC Board commitment to conƟnuous improvement and best pracƟces in 
governance, this Manual will be reviewed and updated at least every three years by the Board through 
the Governance and Human Resources CommiƩee. Specific secƟons or policies may be reviewed more 
frequently.   
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CLBC OrganizaƟonal Chart  

Org Chart Current as of Oct 2025 

  

  

 

  
  

  

  

  

  

    

Internal  
Auditor 



 

 

Community Living BC   Board Governance Manual   8   
  

 2.  VISION, MISSION, AND CORE VALUES   
In carrying out its work, the Board is guided by CLBC’s Vision, Mission, and core Values.  

Vision  
CommuniƟes of belonging, lives with connecƟon.  

Mission  
Together with individuals, families, friends, service and community partners, we advance the full 
inclusion and parƟcipaƟon of adults with developmental disabiliƟes.   

Values  
In everything we do, we are:   

Culturally Safe  All people feel spiritually, socially, emoƟonally and physically safe when 
interacƟng with us. We are aware of our own cultural beliefs and 
idenƟƟes and recognize that we have much to learn. We strive to reflect 
the diversity of B.C. in our workforce. We support people to draw 
strengths from their idenƟty, culture and community. We acknowledge 
that only each person can determine if they feel safe.  
  

Helpful  We respond in ways that work for people. We share informaƟon that 
supports people to make sense of available choices and to plan next 
steps. Where we don't have the answer or soluƟon, we connect people 
to those who do or work together with others to figure it out.  
  

Accountable  We are open with and accountable to the people we serve, their families 
and supporters, our funded partners, those who fund us, and each other. 
We strive to let people know what to expect from us and when to expect 
it. We use equitable processes that are clear and get people the supports 
they need within the resources available.  
  

Respecƞul  We are clear and honest in our communicaƟons. We value other people's 
points of view and listen acƟvely to what people have to say with 
humility and heart. We communicate in a Ɵmely manner. We build 
relaƟonships where we are “on the same side.” We are honest about the 
realiƟes, even when they are hard to share.  

Kind  We show care and compassion for the feelings of others. We are paƟent 
and seek to understand the different situaƟons people are in and how that 
might feel. We are understanding when people make mistakes or have a 
bad day. We assume people are coming from the best of intenƟons.     
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3.  STRATEGIC PLAN  
The Board oversees the development of the three-year CLBC Strategic Plan which guides the strategic 
direcƟon of the organizaƟon in pursuit of the Mission and Vision. The Board adheres to an annual 
process of reviewing and refreshing the rolling three-year plan so that it remains current and forward 
thinking. The Strategic Plan is developed with input from individuals, families and support networks, 
service providers, and partners across the province to promote strong alignment with the needs and 
prioriƟes of the people we serve. The Board also reviews indicators on an annual basis to assess progress 
towards the goals set out in the Strategic Plan.  The current version of the plan may be accessed through 
this link:     
  
hƩps://www.communitylivingbc.ca/about-us/clbc-strategic-plan/  

Details about processes for Strategic Planning are set out in SecƟon D, Board Processes.   

4.  SERVICE PLAN  
Each year, the Board oversees the preparaƟon of the three-year CLBC Service Plan, in accordance with 
the Budget Transparency and Accountability Act and the Community Living Authority Act. The Service 
Plan must be consistent with government’s strategic prioriƟes and fiscal plan, CLBC’s Mandate LeƩer, 
and must consider the current operaƟng environment, performance planning, and the organizaƟon’s 
financial plan. The Service Plan must idenƟfy performance measurs that are consistent with the Crown 
Agency Accountability System, CLBC’s mandate and goals, and quality supports and services for 
individuals, families, communiƟes, and partners. The targets in the plan are based on an assessment of 
CLBC’s operaƟng environment, forecast condiƟons, risk assessment, and past performance. Each year, 
the Board also oversees the preparaƟon of the Annual Service Plan Report which reports on the 
progress made on performance measures in the previous year’s Service Plan.  

Each year input on both the Service Plan and Annual Service Plan Report is sought from the Service 
Quality and Performance (SQP) CommiƩee. The Board approves the final Service Plan in a special 
meeƟng held in January and approves the Annual Service Plan Report in a special meeƟng held in June.  

The current Service Plan, as well as past plans, may be accessed through this link:  
hƩps://www.communitylivingbc.ca/about-us/corporate-reports/service-plans/  
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 B.  BOARD GOVERNANCE STRUCTURE       
 

Plain Language Summary   

In SecƟon B, Board Governance Structure, the manual gives more details to describe the different 

roles and responsibiliƟes of the Board.    

The Board of Directors is a group of people that work together to oversee the acƟviƟes of CLBC. 

The Community Living Authority Act has rules about how many people are on the Board, how to 

decide who is on the Board, and what are the responsibiliƟes of key roles on the Board. It also 

explains that there are certain roles that are necessary on the Board, such as the Board Chair, 

who has a leadership role on the Board. Job descripƟons for the different roles on the Board are 

also included in this secƟon.   

Every member of the Board must follow the Code of Conduct, which explains the rules and 

expectaƟons for interacƟng in respecƞul and ethical ways as a Board member. There are rules 

about:  

● conflicts that can happen between what is good for an individual Board member and  

what is good for CLBC (Conflict of Interest),   

● how to make sure that people who work for CLBC, including Board members, can tell  

someone if they find out something illegal or unethical happened in the organisaƟon 

(Public Interest Disclosure), and   

● ethical behaviour and decision making at CLBC (Business Ethics).   
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5.  OVERVIEW OF BOARD POWERS, DUTIES, AND STRUCTURE  
Pursuant to the Community Living Authority Act (CLAA), the Board is responsible to manage the affairs 
of CLBC. The Board does so by delegaƟng to management responsibility for the day-to-day operaƟons 
of CLBC. Board members serve part Ɵme and the Board’s role is one of governance and oversight of 
CLBC.  

The Board’s role is to oversee the organizaƟon and its operaƟons within the overall policy and mandate 
set by the Government of B.C. The Board has a primary responsibility to guide CLBC’s short and long-
term success, consistent with the Board’s responsibility to the government and other interested parƟes, 
including individuals, families and support networks, service providers, and partners.  

The Board’s governance role involves a wide range of responsibiliƟes, including approving CLBC’s 
strategic plan, service plan, operaƟng budget, and capital plan, ensuring quality management, 
overseeing CLBC’s business and acƟviƟes, reviewing CLBC’s material risks, and overseeing a succession 
planning process to ensure conƟnued leadership.  

 5.1   MeeƟngs  

The Board holds at least four regular meeƟngs per year. In addiƟon, the Board holds an annual strategy 
session and may hold addiƟonal special meeƟngs as required. The Board Calendar (SecƟon B, subsecƟon 
7) sets out meeƟng schedules. Details about processes for Board MeeƟngs are set out in SecƟon D, 
subsecƟon 14.    

 5.2  Board RelaƟons with Management  

The Board hires the CEO and delegates to the CEO overall responsibility for the operaƟons of CLBC within 
the parameters set by the Board. The CEO manages CLBC’s human and financial resources.  

The Board has developed policies and guidelines to clarify roles and responsibiliƟes between the Board 
and management. Directors may direct quesƟons or concerns on management performance to the 
Board Chair or CommiƩee Chairs.  

Directors must respect the organizaƟonal structure of management. A Director has no authority to 
instruct any employee of CLBC. Director contact with management and staff must be directed through 
the Chair to the CEO to maintain one point of contact and one voice in giving direcƟon to staff.  

 5.3  Board Structure  

The Board is comprised of up to 11 Directors including the Board Chair. Directors are appointed by the 
Minister of Social Development and Poverty ReducƟon (the “Minister”).   
The Board Chair is a Director who is designated as Board Chair by the Minister or, if not appointed by 
the Minister, appointed by the Board under the Bylaws.  

The Board maintains an analyƟcal framework for assessing desired competencies, experƟse, skills, 
background, and personal qualiƟes that are sought in potenƟal candidates for the Board. Based on this 
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analysis, the Board annually approves a Board Competency and ComposiƟon Matrix. The Board, aŌer 
considering the Board Competency and ComposiƟon Matrix, idenƟfies potenƟal Director candidates for 
recommendaƟon to the Minister.  

The process for idenƟfying the needs of the Board and sharing this informaƟon with the Minister is set 
out in SecƟon D, subsecƟon 17.  

 5.4  Directors’ Terms  

Each Director is appointed by the Minister for a maximum three-year term, and their term may be 
renewed for one addiƟonal term up to three years, according to the Board Terms of Reference (SecƟon 
B, subsecƟon 6). The Board Chair may authorize a Director to conƟnue to hold office aŌer their term 
expires unƟl the earliest of when he or she is reappointed, a new Director is appointed, or for six months.  

If a person ceases to be a Director before their term expires, the Minister may appoint a replacement 
Director for the remainder of the original Director’s term. Otherwise, the Board Chair may, aŌer 
consultaƟon with the Minister, appoint an individual to hold office as a Director for six months or unƟl 
an appointment is made by the Minister, whichever is earliest.  

Upon a Director’s term ending, the Director is required to return to CLBC all materials and other items 
belonging to CLBC, including confidenƟal Board materials.  

 5.5  Independence  

All Directors should be independent of CLBC; that is, independent of management and free from any 
relaƟonship that might interfere with the exercise of their independent judgment as a Director. 
However, Directors may have a significant connecƟon to individuals referred to in the definiƟon of 
“community living support” in the CLAA or they may receive CLBC funded services themselves. These 
Directors must disclose their conflict and such conflict must be resolved in accordance with the Code of 
Conduct.  

 5.6  CompensaƟon  

CompensaƟon for Directors is set by the Minister in accordance with the general direcƟves from the 
Treasury Board. Current Director compensaƟon rates and expense reimbursement guidelines are set 
out in detail in the secƟon of the Board Manual enƟtled Director CompensaƟon and Expenses.  

 5.7  Governance Structure Review  

These provisions regarding the structure of the Board are reviewed and approved at least every three 
years by the Board through the Governance and Human Resources CommiƩee.  

A Director who is eligible for re-appointment shall inform the Board chair at least six months ahead of 
the end of the Director’s term whether they intend to seek re-appointment for a further term. If the 
Director intends to seek a second term, the Board Chair is required to advise the Minister as to the 
Director’s performance during the subsequent term. The Board Chair’s advice and recommendaƟon 
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shall be informed by the Board Chair’s own observaƟons and the results of any Director assessment 
feedback.  

 5.8  Standing CommiƩees  

The Board has established the following standing CommiƩees to assist it with its work:  

a) Finance, Audit, InformaƟon and Technology (FAI&T);  
b) Governance and Human Resources (GHR); and  
c) Service Quality and Performance (SQP).  
  

The Board has established guidelines for CommiƩees and CommiƩee chairs as well as Terms of 
Reference for each CommiƩee that set out the powers and duƟes of the CommiƩee, the rules of 
procedure and accountability. These are detailed in Sec on C and Appendix A.   

The Board Chair may elect to convene an ExecuƟve CommiƩee consisƟng of up to 4 members of the 
Board and the CEO. Should such a commiƩee be struck, the Board must approve its Terms of Reference 
that set out the powers and duƟes of the CommiƩee, the rules of procedure and accountability.  

 5.9  Community Councils  

CLBC has established Community Councils across the province. The purpose of Community Councils is 
to work collaboraƟvely with community partners to support community inclusion, ciƟzenship, and full 
parƟcipaƟon of people with developmental disabiliƟes. Each Community Council is represented on the 
Provincial Advisory CommiƩee. See Appendix B.   

The Community Councils are advisory and have no governance or decision-making authority.  

 5.10  Provincial Advisory CommiƩee (PAC)  

As required by the CLAA, the Board has established an Advisory CommiƩee to the Board, composed of 
one person from each Community Council. The purpose of the Provincial Advisory CommiƩee (PAC) is 
to ensure two-way communicaƟon between Community Councils and the Board by acƟng as a link  to 
the Board on both successes and concerns idenƟfied by Community Councils that have provincial 
implicaƟons for CLBC and those it serves. The PAC also recommends improvements to policy and 
pracƟce for Board and CLBC staff consideraƟon to enhance the quality of life for people served by CLBC. 
See Appendix B for PAC Terms of Reference.  

The Provincial Advisory CommiƩee is advisory and has no governance or decision-making authority.  

 5.11  Indigenous Advisory CommiƩee (IAC)  

As required by the CLAA, CLBC has established an Indigenous Advisory CommiƩee (IAC) to assist the 
organizaƟon to achieve its vision of “CommuniƟes of belonging, lives with connecƟon” for individuals 
with developmental disabiliƟes and their families residing within BriƟsh Columbia’s urban, rural, status 
and non-status First NaƟons, MéƟs, and Inuit communiƟes. The IAC supports the mandate of CLBC 
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through the provision of informaƟon and advice to CLBC’s Board and staff, within an Indigenous 
perspecƟve and worldview. See Appendix B for IAC Terms of Reference.   

The Indigenous Advisory CommiƩee is advisory and has no governance or decision-making authority.  
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6.  BOARD CODE OF CONDUCT, CONFLICT OF INTEREST, PUBLIC INTEREST, 
AND BUSINESS ETHICS   

 6.1  IntroducƟon and ApplicaƟon  

CLBC is commiƩed to the highest standards of business ethics and integrity.  

This Code of Conduct, Conflict of Interest, Public Interest, and Business Ethics (“Code of Conduct”) 
secƟon of the Board Manual provides general guidelines intended to support ethical behaviour and 
decision making at CLBC, consistent with the Crown Agencies and Board Resourcing Office’s “Standards 
of Ethical Conduct for Directors of Public Sector OrganizaƟons”. The Code of Conduct applies to all Board 
members of CLBC. This secƟon also outlines CLBC’s obligaƟons under the Public Interest Disclosure Act 
which applies to government ministries and crown agencies.  

 6.2  Compliance with Law and Ethical Standards  

CLBC’s Board members shall comply with all applicable provisions of laws and regulaƟons. No one in 
CLBC shall commit or condone an illegal act or instruct another Board Director to do so. All Board 
members are expected to follow the spirit as well as the leƩer of the law.  

All Board members will conduct themselves in such a way as to conƟnuously protect CLBC’s reputaƟon 
and in parƟcular will conduct all business on behalf of CLBC fairly and honestly.  

 6.3  Harassment  

Everyone at CLBC has the right to a workplace free from harassment. This includes harassment based 
on a person’s race, colour, ancestry, religion, sex, sexual orientaƟon, disability, age, or any other 
prohibited ground of discriminaƟon.  

Harassment includes threats or bullying, unwanted or unnecessary physical contact, obscene jokes or 
other inappropriate, sexually explicit, or offensive language, and excessively offensive remarks. It 
includes inappropriate behaviour, against another person that a reasonable person knows, or ought to 
know, would cause offence, humiliaƟon, or inƟmidaƟon. It includes any conduct that results in injury or 
threat of injury including, but not limited to, acts of aggression, verbal or wriƩen threats, or vandalism 
of personal property.  

At CLBC, we consider it the obligaƟon of Board members to report any incidents of harassment they 
may witness or of which they become aware.  

 6.4  Conflicts of Interest  

A conflict of interest is a situaƟon in which the private interests of a Director conflicts directly or 
indirectly with their responsibiliƟes to CLBC.  
Every Director should avoid any situaƟon in which there is an actual or potenƟal conflict of interest 
which could, or could be perceived to, interfere with the Director’s judgment in making decisions in 
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CLBC’s best interest. An “apparent conflict of interest” means any situaƟon where it would appear to a 
reasonable person that a Director is in a conflict of interest situaƟon.  

 6.4.1  DefiniƟons  

a) “private interest” means a pecuniary or economic interest or advantage and includes any real 
or tangible benefit that personally benefits the Director or their associate;  

b) “associate” means:  
i. a spouse of the Director;  
ii. a child of a Director or of the spouse of a Director if the child is under 19 years of age 

or is living in the family residence;  
iii. a relaƟve of the Director who is living in the family residence; iv.  a friend of the 

Director;  
v. a corporaƟon of which the Director beneficially owns, directly or indirectly, more than 

20% of the voƟng rights aƩached to all outstanding voƟng securiƟes of the corporaƟon; 
or  

vi. a trust or estate in which the Director has a substanƟal beneficial interest or for which 
the Director serves as trustee;  

c) “friend” includes an individual with whom the Director is connected by frequent or close 
associaƟon;  

d) “relaƟve” means a relaƟve by blood, adopƟon or marriage; and  
e) “spouse” means a person to whom the Director is married or with whom the Director is living 

in a marriage-like relaƟonship, including a person of the same gender, but does not include a 
person from whom the Director is separated or living apart and with whom the Director has 
entered into an agreement to live apart or who is the subject of an order of a court recognizing 
the separaƟon.  

 6.5   Protocols for Dealing with Conflict of Interest  

Board members who find themselves in an actual, potenƟal or perceived conflict of interest must 
disclose the conflict immediately to the Board Chair and the Governance and Human Resources (GHR) 
CommiƩee Chair.   

On at least an annual basis, or as a conflict may arise, all Board members are asked to declare in wriƟng 
any conflicts of interest they have and offer miƟgaƟng strategies which will be evaluated by the GHR 
CommiƩee. AddiƟonal requirements, such as the implementaƟon of screens, may be imposed to meet 
the Conflict of Interest miƟgaƟon standard.  

In addiƟon, at each commiƩee and board meeƟng, the meeƟng’s chair asks the Board members and 
management to disclose if any item on the agenda could put themselves or any other individual present 
in conflict. Individuals who are in conflict are asked to recuse themselves from that part of the meeƟng, 
and if necessary, the Board or GHR CommiƩee Chair follows up to ensure a miƟgaƟon strategy is put in 
place for the future.  
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If a Director is managing a conflict of interest, the Director must refrain from parƟcipaƟng in any way 
except to the extent specifically authorized in the miƟgaƟon strategy.    

The Director may be required to abstain from voƟng or other acƟons that impact the outcome of the 
acƟvity or business transacƟon, depending on the circumstances and as decided by the Board on the 
recommendaƟon of the GHR CommiƩee. Full disclosure enables Board members to resolve unclear 
situaƟons and gives an opportunity to appropriately address conflicƟng interests before any difficulty 
can arise.  

 6.6  Use of CLBC Property  

CLBC assets must not be misappropriated for personal use by Board members.  

Board members are entrusted with the care, management, and cost-effecƟve use of CLBC’s property, 
including the use of CLBC’s name, and should not make use of these resources for their own personal 
benefit or purposes.  

Board members should ensure that any CLBC property assigned to them for business purposes is 
maintained in good condiƟon and should be able to account for such property.  

Board members may not dispose of CLBC property except in accordance with the guidelines established 
by CLBC.  

 6.7  External Disclosure of ConfidenƟal Client InformaƟon  

CLBC Board members may only disclose confidenƟal informaƟon to external third parƟes when 
disclosure is authorized or required by law or an enactment in a court proceeding. Any other external 
disclosure of confidenƟal informaƟon is subject to prior approval of the Board Chair or CEO.  

 6.8  AccounƟng PracƟces and CommunicaƟons  

CLBC’s policy is that strict compliance with prescribed accounƟng procedures and controls will be 
pracƟced at CLBC at all Ɵmes. All assets, liabiliƟes, income, and expenses shall be correctly idenƟfied 
and recorded in the appropriate books of account. No Director shall make any false or misleading 
statement to internal or external auditors or conceal or omit informaƟon necessary to make statements 
to such auditors meaningful. No Director will withhold any books or records relevant to any subject 
under review from the internal or external auditors.  

 6.9  Code of Conduct Complaints Procedure  

CLBC is commiƩed to maintaining a workplace in which the organizaƟon can receive and address all 
complaints regarding violaƟons or perceived violaƟons of the Code of Conduct.  

All complaints received by CLBC regarding a Board member in respect of the Code of Conduct shall be 
referred to the Chair of the Finance, Audit, InformaƟon and Technology (FAI&T) CommiƩee. The Chair 
of the FAI&T CommiƩee shall conduct such invesƟgaƟon as they consider appropriate, retain any 
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documentaƟon obtained as part of the invesƟgaƟon and report all complaints, with recommended 
acƟon, to the Governance and Human Resources (GHR) CommiƩee. In the event any member of the 
GHR CommiƩee is the subject of a complaint, the report and recommendaƟons shall be made to those 
members of the GHR CommiƩee who are not the subject of the complaint.  

In the event that the Chair of the FAI&T CommiƩee is subject of the complaint the Board Chair will 
appoint another Board member to conduct the invesƟgaƟon.  

CLBC prohibits discriminaƟon, harassment, or retaliaƟon against anyone who provides informaƟon or 
otherwise assists in an invesƟgaƟon or proceeding regarding an alleged breach of the Code of Conduct. 
An individual who legiƟmately, and in good faith, makes a complaint regarding a breach or perceived 
breach of the Code of Conduct shall not, as a result of those acƟviƟes, be discharged, demoted, 
suspended, threatened, or harassed or otherwise discriminated or retaliated against in the terms or 
condiƟons of employment, the terms of any contractual relaƟonship, or the terms of directorship with 
CLBC.  

However, since such allegaƟon of impropriety may result in serious personal repercussions for the 
subject of the complaint, the individual making the allegaƟon of impropriety should have reasonable 
and probable grounds before making a complaint and should undertake such reporƟng in good faith, in 
the best interests of CLBC, and not for personal gain or moƟvaƟon.  

Any individual who retaliates against a person who has made a complaint regarding the Code of Conduct 
is subject to discipline up to and including terminaƟon of that person's employment or contract or, in 
the case of a Board Member, a recommendaƟon to the Minister that the person's directorship be 
terminated.  

In the event an invesƟgaƟon reveals that a complaint was made frivolously or undertaken for improper 
moƟves or in bad faith or without a reasonable basis, as determined by the GHR CommiƩee, 
appropriate disciplinary acƟon may be taken.    

 6.10  Public Interest Disclosure Policy  

CLBC is governed by the Public Interest Disclosure Act, legislaƟon that encourages employees and Board 
members of Crown Agencies to report significant wrongdoing and protects them from reprisal when 
making a report. A “wrongdoing” means conduct in or relaƟng to CLBC that is:  
 

a) A serious act or omission that, if proven, would consƟtute an offence under an enactment of  
BriƟsh Columbia or Canada;  

b) An act or omission that creates a substanƟal and specific danger to the life, health or safety of 
persons, or to the environment, other than a danger that is inherent in the performance of an 
employee's duƟes or funcƟons;  

c) A serious misuse of public funds or public assets;  
d) Gross or systemic mismanagement;  
e) Knowingly direcƟng or counselling a person to commit a wrongdoing described in secƟon 6, 

subsecƟon 6.9, (a) to (d).  
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The Internal Auditor is CLBC’s Designated Officer for disclosures made under the Public Interest 
Disclosure Act and CLBC’s Public Interest Disclosure Policy. The Internal Auditor is responsible for 
ensuring that any individual who, in good faith, has made a disclosure of a wrongdoing, does not suffer 
any adverse consequences as a result. All disclosures will be kept confidenƟal unless the maƩer 
disclosed consƟtutes an actual or potenƟal threat of serious harm to CLBC, its employees, Board of 
Directors, supported individuals and their families, and contractors or to the general public.   

Any individual who retaliates against a person who has made a disclosure under CLBC’s Public Interest 
Disclosure Policy is subject to discipline up to and including terminaƟon of that person's employment 
or, in the case of a Board Member, a recommendaƟon to the Minister that the person's directorship be 
terminated.  

 6.11  Provisions of Code of Conduct not Exclusive   

The provisions of this Code of Conduct are in addiƟon to, and not in subsƟtuƟon for, any obligaƟon to 
CLBC imposed upon by common law, equity, or statute. Compliance with the Code of Conduct shall not 
relieve a Director from any such obligaƟon.  

 6.12  Annual AƩestaƟon and Conflict of Interest DeclaraƟon  

Board members will annually complete the Form of DeclaraƟon to acknowledge that they have read 
and understood the Code of Conduct and have appropriately disclosed and miƟgated any real, 
perceived, or potenƟal conflicts of interest.  

 6.13  Examples of Conflicts of Interest or Other Ethical Issues  

The following has been developed to provide guidance to Board members in areas where actual, 
potenƟal, or perceived conflicts of interest or other ethical issues may arise. It is not an exhausƟve list.  

 a) Outside Business Interest  

No Director should hold a substanƟal private interest, directly or indirectly, through a relaƟve, 
friend or associate, or hold or accept a posiƟon as an officer, director, or service providers in an 
enƟty whereby virtue of their posiƟon in CLBC the Director could in any way benefit the enƟty 
by influencing the decisions of CLBC.  

b) Corporate Opportunity  

No Director should receive personal financial benefit through the use or misuse of confidenƟal 
informaƟon in relaƟon to the business of CLBC. Examples of situaƟons which could contravene 
this policy are:  

i. taking advantage, for personal gain, of a business opportunity known because of one’s 
posiƟon with CLBC;  

ii. speculaƟng in any commodity or real estate that is or is likely to be acquired or required 
by CLBC; or  
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iii. conducƟng any private business acƟvity from or by using any CLBC asset for personal 
purposes, unless expressly authorized to do so, in wriƟng.  

c) Confiden al Informa on  

At all Ɵmes a Director should maintain the confidenƟality of all confidenƟal informaƟon and all 
records of CLBC and must not make use of or reveal such informaƟon or records except in the 
course of performance of their duƟes or unless the documents or informaƟon become a maƩer 
of general public knowledge.  

Similarly, Board members may not use confidenƟal informaƟon obtained through their 
associaƟon with CLBC to further their private interests or the private interests of their friends, 
relaƟves or associates.  

A Director using CLBC’s electronic devices, computer data base or electronic mail system will be 
expected to comply with any internal policies and procedures that guide the storage, use and 
transmission of informaƟon through this medium.  
If in doubt what is considered confidenƟal, a Director should seek guidance from the Board 
Chair.  

d) Investment Ac vity  

Board members may not, directly, or indirectly, through friends, relaƟves or associates, acquire 
or dispose of any interest, including publicly traded shares, in any enƟty when in possession of 
confidenƟal informaƟon obtained in the performance of their duƟes with CLBC that could affect 
the value of such interest.  
  

 e) Non-Profit and Professional Associa ons  

From Ɵme to Ɵme, a Director may reach a posiƟon of leadership in a non-profit associaƟon 
where he or she may be viewed as a spokesperson for that group. In such situaƟons, the 
Director should take reasonable steps to ensure that when speaking on behalf of a non-profit 
associaƟon they are seen as speaking for the organizaƟon and not as a spokesperson of CLBC.  

f) Entertainment, Gi s and Benefits  

In this discussion, “giŌs or benefits” include cash, preferred loans, securiƟes or secret 
commissions and “entertainment” includes invitaƟons to aƩend events or funcƟons, or to take 
part in excursions.  

It is essenƟal for efficient business pracƟces that all those who do business with CLBC, as 
contractors or customers, have access to CLBC on equal terms.  

Board members should not accept entertainment, giŌs or benefits that grant or may appear to 
grant preferenƟal treatment to a potenƟal or actual contractor of CLBC.  
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Similarly, no Director may offer entertainment, giŌs, or benefits in order to secure preferenƟal 
treatment for CLBC.  

GiŌs, entertainment and benefits may only be accepted or offered by a Director in the normal 
exchanges common to business relaƟonships. The following criteria should guide director 
judgment:  

i. the giŌ, entertainment or benefit would be considered by the business community to 
be within the bounds of propriety taking into account all the circumstances of the 
occasion;  

ii. the exchange does not nor is it expected to create an obligaƟon;  
iii. it occurs infrequently; and iv. it could be jusƟfied on a CLBC expense statement if the 

Director offered rather than received it.  
  
Inappropriate giŌs that are received should be returned to the donor and may be accompanied 
by a copy of the Code of Conduct. Perishable giŌs can be donated to a charity and the donor 
noƟfied.  

In some cultures, or business seƫngs, the return of a giŌ or refusal of a favour, benefit or 
entertainment would be offensive; in these cases, a Director should refer the circumstances to 
the Board Chair for guidance.  

Full and immediate disclosure of borderline cases will always be taken as good-faith compliance 
with the Code of Conduct.  

 g) Receiving CLBC Funded Services  
Board members may be, or have a significant connecƟon to, individuals referred to in the 
definiƟon of “community living support” as set out in the CLAA. These Board members must 
disclose their conflict and such conflict must be resolved in accordance with this policy.  
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7.  BOARD CALENDAR  
 

  Open/Closed  Feb  May  Sep  Nov  

STRATEGIC PLANNING/REPORTING     

1.  Approve Strategic Plan  
C   As required   

2.  Approve Strategic ImplementaƟon Plan  
C    

X  
    

3.     Review Strategic Plan Performance Indicators  
O/C    June    

  

4.     Approve InformaƟon Resource Management Plan 
(IRMP)†  

C        
X  

5.     Approve Annual OperaƟng Budget & Capital Budget†  
C    X      

6.     Approve Service Plan  C  X  
Jan       

7.  Approve Annual Service Plan Report  C    
X  

June      

8.  Review CEO Report on operaƟons performance  O/C  X  X  X  X  

9.     Receive report from PAC and IAC Chairs  O  X  X  X  X  

MATERIAL DECISIONS     

10.  Approve material commitments  C   As required   

11.  Approve material financial commitments outside of 
approved budget  

C   As required   

12. Approve the commencement or seƩlement of  
liƟgaƟon  

C   As required   

FINANCIAL ACCOUNTABILITY     

13.    Review and approve management reports on financial 
performance†  

C  
  

X  
  

X  
  

X  
  

X  

14.    Approve annual audited financial statements and 
Management Discussion and Analysis (MD&A)†  

O/C  
  

X  
    

15.    Appoint external auditor and set fees†  
O/C    X      
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16.    Approve other financial reports made publicly 
available  O/C  

 
As required  

INTERNAL AUDIT       

17.    Approve the internal audit plan and budget  C    X     

RISK MANAGEMENT       

 18.    Report Risk Review changes  C  X  X X  X  

19.    Risk Registry Comprehensive Review  C     X    

GOVERNANCE & HUMAN RESOURCES  
    

20.   CEO performance evaluaƟon:  

        1. Approve CEO performance criteria †  
C  X  

      

        2. Approve CEO evaluaƟon process †  
C  X        

        3. Approve CEO evaluaƟon †  
C  X        

        4. Approve CEO compensaƟon †  
C  X        

21.    Review and approve compensaƟon philosophy and 
guidelines †  

O    
  

X    

22.   CEO Emergency Succession Plan  C  As required  

GOVERNANCE  
    

23.    Board, individual Director, CommiƩee, Chair 
EvaluaƟon:         

       1. Approve evaluaƟon process †  C  X     

       2. Review report and determine acƟon plan †  C     X 

24.    Board ComposiƟon and Development†:              
 

       1. Approve Board profile/Director Criteria †  
 

C 
 

As required 

 

       2. Approve Board EducaƟon and Development Plan †  C X       

       3. Approve OrientaƟon process for new Directors †  C   As required  



 

 

Community Living BC   Board Governance Manual   24   
  

25.    Governance Framework:  
         1. Approve changes to Board Governance Manual 

and/or CommiƩee Terms of Reference †  O/C  As required  

         2. Approve changes to Bylaws †  O/C  As required  

26.     Approve ExecuƟve and Director CompensaƟon 
Disclosure  

C    X 
    

27.     Approve Significant OrganizaƟonal Policies and 
Processes†  O/C  As required and based on 

review schedule 

28.     Complete Board of Directors’ DeclaraƟons  C X       

29.    Approve guiding principles for collecƟve bargaining 
and proposed collecƟve agreements †  

C As required 

30.    Approve member appointments to Provincial Advisory 
CommiƩee and appoint Board liaisons.  

O As required 

SERVICE QUALITY & PERFORMANCE  
    

31.    Consult with GHR CommiƩee on new Provincial 
Advisory CommiƩee members  

C  
 

As required  
 

32.    Approve agenda for annual PAC/IAC/CC Chairs and 
CLBC Board member meeƟng †  

O    X      

33.    Meet with PAC, IAC, and CC Chairs  C    
X/ 

June      

34.    Receive advice from Provincial Advisory CommiƩee 
and Indigenous Advisory CommiƩee  O  

 

As required  

 

COMMUNICATIONS  
    

35.    Review/Approve corporate/visual idenƟty  O/C   As required   

COMPLIANCE/LEGAL  
    

36.    Review compliance with legal and regulatory 
requirements  

C   As required   

37.    Report Other Material Developments  C  As required  

 
38.    Approve Commencing/SeƩling LiƟgaƟon  
 

C As required 
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KEY STAFF  
  

39.     Approve the appointment or terminaƟon of the 
Manager, Internal Audit †  

C  As required  

* AddiƟonal meeƟng may be required outside normal Board schedule.  
** It is understood that, if necessary, there will be a Board meeƟng in June.  
*** This schedule is a guide and may be changed via approved Board and/or CommiƩees workplans or Board 
direcƟon. 
† Based on recommendaƟon of Board CommiƩee.  
‡ Required for Directors, Senior Management and employees.  
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8.  BOARD DIRECTOR POSITION DESCRIPTION   

 8.1  IntroducƟon  

These Terms of Reference set out Directors’ duƟes and the expectaƟons governing the discharge of 
those duƟes and responsibiliƟes. The duƟes and responsibiliƟes of the Board as a whole are set out in 
the Board Terms of Reference.  

 8.2  Fiduciary Duty  

In discharging their responsibiliƟes, each Director shall:   

a) Act honestly and in good faith with a view to the best interests of CLBC; and  
b) Exercise the care, diligence, and skill that a reasonably prudent person would exercise in 

comparable circumstances.   

In keeping with these standards, Directors are required to:   

a) Act in the best interests of CLBC and not in their self-interest or in the interest of a parƟcular 
group or consƟtuency;   

b) Avoid potenƟal, perceived or actual conflicts of interest that are incompaƟble with service as a 
Director, disclose any personal interests that may conflict with the interests of CLBC, and 
annually sign the Disclosure of Conflict of Interest;  

c) Keep confidenƟal any informaƟon about CLBC that has not been publicly disclosed, including  
Board discussions;   

d) Comply with applicable CLBC corporate policies, including the Code of Conduct; and   
e) Comply with the Community Living Authority Act (CLAA), regulaƟons made under the CLAA, and 

the Bylaws.   

 8.3  RelaƟonship with Management  

Each Director shall be available as a resource to management.   

Directors may direct quesƟons or concerns on the performance of management through Board and 
CommiƩee meeƟngs or through the Board Chair to the CEO.   

Directors must respect the organizaƟonal structure of management. A Director has no authority to 
direct any employee of CLBC.   

 8.4  Public Statements  

Each Director has an important role as an ambassador of CLBC but should not speak on behalf of CLBC 
without appropriate authority from the Board Chair.   
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 8.5  InformaƟon Requirements  

Directors must devote the necessary Ɵme and aƩenƟon to be able to make informed decisions on issues 
that come before the Board. While management will provide Directors with all of the informaƟon 
management thinks Directors need in order to discharge their responsibiliƟes, Directors have a 
responsibility to ask for all informaƟon they believe necessary to make an informed decision. Requests 
for informaƟon should be directed through the Board Chair.   

Directors are expected to be knowledgeable about CLBC’s mandate, goals and objecƟves, and 
operaƟons. Directors must also maintain an understanding of the communiƟes and poliƟcal 
environment within which CLBC operates.   

 8.6  Directors’ ContribuƟon to Board EffecƟveness   

In carrying out their responsibiliƟes, every Director is expected to be acƟvely engaged in the work of 
the Board and add value to the Board’s work. Those Directors who have parƟcular areas of experƟse 
are expected to use their unique skills and experience to the benefit of the Board, for example by taking 
a lead on areas of Board invesƟgaƟon or discussion within their area of experƟse. In parallel with that 
experƟse, Directors must take care to contribute from a broad perspecƟve, across a broad spectrum of 
topics, and avoid represenƟng any consƟtuency, cause, community, or group.  

Each Director is expected to:   

a) Be prepared and well-informed on relevant issues (through pre-read material or otherwise);   
b) Bring his or her own experience, wisdom, judgment and influence to bear construcƟvely on 

issues;   
c) Demonstrate an inclusive and respecƞul approach with fellow Board members, management, 

staff, interested parƟes (i.e., individuals, families, service providers), the public and outside 
guests;  

d) Ask probing strategic quesƟons; speak and act independently; express points of view for the  
Board’s consideraƟon even if they may seem contrary to other opinions previously expressed;  

e) Seek to hear and understand all points of view and strive collaboraƟvely towards consensus;  
f) Be innovaƟve and/or resourceful in finding or developing soluƟons;   
g) Be adaptable, flexible and open-minded in the consideraƟon and implementaƟon of change;  
h) Analyze issues from many perspecƟves and consider the impact of decisions on CLBC’s internal 

and external environments (e.g., staff, individuals and families served, service providers 
community);  

i) Advise the Board Chair and CEO in advance of introducing significant and previously unknown 
informaƟon;  

j) AcƟvely parƟcipate in CLBC Board funcƟons and results rather than issues relaƟng to the dayto-
day management of CLBC;  

k) Once Board decisions are made, “speak with one voice” to support those decisions in a posiƟve 
manner; and  
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l) Understand the process of commiƩee work and the role of management and staff supporƟng 
the commiƩee.  

Between Board meeƟngs, each Director should:   

a) Be available as a resource to management and the Board;    
b) ParƟcipate in commiƩee meeƟngs as assigned;  
c) As necessary and appropriate, communicate with the Board Chair and with the CEO; and   
d) AƩend community funcƟons as idenƟfied by the Board Chair.    

 8.7  AƩendance  

Except in extenuaƟng circumstances, Directors are expected to aƩend all regular meeƟngs, special 
meeƟngs (such as Board planning sessions) and CommiƩee meeƟngs for those CommiƩees on which 
the Directors serve.    

A Director may parƟcipate in a Board meeƟng or CommiƩee meeƟng by telephone or other electronic 
means that permits all parƟcipants to hear each other, and is not required to be physically present to 
be counted as part of the quorum. ParƟcipaƟon in person is strongly encouraged for those Board 
meeƟngs and events that are organized to be in-person.  

CLBC will monitor aƩendance at Board and CommiƩee meeƟngs, and the Board Chair may recommend 
to the Minister the removal of a Board member who has failed, without reasonable excuse, to aƩend 
three consecuƟve regular meeƟngs of the Board.   

 8.8  OrientaƟon and Professional Development  

Directors are expected to take full advantage of CLBC’s Director orientaƟon program and to commit to 
ongoing professional development (for the Board or for an individual Director) as recommended by the 
Board. Directors are also expected to undertake any required Director training and take Ɵme to educate 
themselves on governance duƟes and broad issues of the sector, and acƟvely parƟcipate in self and 
peer assessments.   

 8.9  ResignaƟon  

A Director’s resignaƟon becomes effecƟve at the Ɵme CLBC receives a wriƩen resignaƟon from them or 
at the Ɵme specified in the resignaƟon, whichever is later.1  

  

 
1 LeƩers of resignaƟon should be sent to CLBC’s corporate address, aƩenƟon to the Board Chair with a copy to 
the CEO and Senior ExecuƟve Assistant to the Board & CEO. Verbal resignaƟons will be acknowledged by the 
Board Chair in wriƟng.  
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 8.10  Re-Appointment   

A Director who is eligible for re-appointment shall inform the Board Chair at least six months ahead of 
the end of the Director’s term whether he or she intends to seek re-appointment for a further term.  If 
the Director intends to seek a second term, the Board Chair is required to advise the Minister as to the 
Director’s performance during the Director’s first term and recommend whether the Director should be 
re-appointed for a subsequent term. The Board Chair’s advice and recommendaƟon shall be informed 
by the Board Chair’s own observaƟons and the results of any Director assessment feedback.  

 8.11  End of Term  

Upon a Director’s term ending, the Director is required to return to CLBC all materials and other items 
belonging to CLBC, including confidenƟal Board materials.   
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9.  BOARD CHAIR POSITION DESCRIPTION   
The following describes the role and responsibiliƟes of the Board Chair.  

 9.1  Appointment  

Pursuant to the Community Living Authority Act (CLAA), the Minister designates a Director as Board 
Chair. If the Minister has not done so, the Board Chair is appointed by the Board under the Bylaws.  

 9.2  Role   

The Board Chair is responsible for the overall leadership and effecƟve performance of the Board. The 
Chair ensures the Board is organized properly, funcƟons effecƟvely and meets its governance obligaƟons 
and responsibiliƟes. In performing this role, the Chair works closely with the CEO and Senior ExecuƟve 
Assistant to the Board & CEO, and supports effecƟve relaƟons with government, partners, and other 
parƟes.  

 9.3  DuƟes and ResponsibiliƟes   

 9.3.1  Working with Management   

The Board Chair is responsible to:   

a) On behalf of the Board, provide supervision and oversight of the CEO, including build and 
maintain a construcƟve working relaƟonship with the CEO to support effecƟve strategy, 
accountability and communicaƟons between the Board and management, acƟng as a liaison 
between management and the Board;  

b) Act as a sounding board, counselor and confidant for the CEO, including helping to review 
strategies, define issues, maintain accountability, and build relaƟonships;  

c) Ensure CLBC’s strategies, plans and performance are presented to the Board and that 
management presents all maƩers necessary to enable the Board to effecƟvely discharge its 
responsibiliƟes;  

d) Through the Governance and Human Resources (GHR) CommiƩee, ensure that all maƩers 
pertaining to CEO performance planning and evaluaƟon, employment terms and succession are 
carried out;  

e) Ensure the CEO is aware of concerns of the Board, government and other interest holders; and  
f) Keep abreast generally of the acƟviƟes of CLBC and its management.   

 9.3.2  Board Management, OperaƟons and EffecƟveness  

The Board Chair is responsible to:   

a) Ensure the Board is responsive to its governance obligaƟons and responsibiliƟes to  
Community Living B.C., government and other interested parƟes;  

b) In concert with the CEO and Senior ExecuƟve Assistant to the Board and CEO, develop and set 
the annual schedule of the date, Ɵme and locaƟon of Board and CommiƩee meeƟngs; establish 
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the frequency of Board meeƟngs and review the frequency from Ɵme to Ɵme, as considered 
appropriate or as requested by the Board;  

c) In conjuncƟon with the CEO, Senior ExecuƟve Assistant to the Board and CEO and CommiƩee 
Chairs, ensure the coordinaƟon of Board meeƟng agendas, reports, briefing packages and 
related events to support good discussion and decision-making;   

d) Chair Board meeƟngs effecƟvely to support a culture of acƟve and construcƟve Board 
engagement, ensure appropriate issues are addressed, encourage diverse views and 
perspecƟves and build consensus. This includes:   
i. EffecƟvely facilitaƟng open, candid dialogue and encouraging healthy debate among  

Board members; ii. Leading the board to bring consensus and closure 
on criƟcal issues;  
iii. Working with the GHR CommiƩee to miƟgate conflicts of interest for the Board and CEO, 

and working with the Senior ExecuƟve Assistant to the Board and CEO to manage those 
miƟgaƟons, including screens where appropriate;   

iv. Managing conflicts of interest;  
v. Building and maintaining a sound working relaƟonship with the senior staff person, the 

minister responsible and other government representaƟves;  
vi. Engaging with the Crown Agencies and Board Resourcing Office regarding board 

recruitment, performance management and ethical conduct on the board including 
conflict of interest idenƟficaƟon and management; and  

vii. Serving as the Board’s spokesperson when communicaƟng with colleagues, public sector 
organizaƟon execuƟves, the public and government.  

e) In collaboraƟon with the Governance and Human Resources (GHR) CommiƩee:   
i. Ensure that the size and composiƟon of the Board is reviewed and assessed, and make 

recommendaƟons to Government as required;  
ii. Interview Board candidates based upon the criteria outlined by the GHR CommiƩee 

based the needs of the Board. Liaise with CABRO and the Minister’s office on the 
appointment of candidates.   

iii. Ensure that Board, Director, Chair, Vice Chair, CommiƩees and CommiƩee Chair 
performances are reviewed to idenƟfy opportuniƟes or areas for development to 
support conƟnuous enhancement of governance performance;  
  

iv. Recommend to the Board the CommiƩees necessary for the effecƟve funcƟoning of the 
Board; and  

v. Recommend to the Board the Chairs and Board members for each CommiƩee.  
f) Maintain liaison and ongoing communicaƟon with CommiƩee Chairs to co-ordinate input and 

viewpoints;  
g) Foster ethical and responsible decision-making by the Board and individual Directors;  
h) Ensure that each Director is contribuƟng to the Board’s work;  
i) Be available to individual Board members for quesƟons, counsel and discussions relaƟng to  

CLBC;  
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j) Ensure new Directors receive informaƟon on their duƟes and responsibiliƟes and encourage 
ongoing Director educaƟon;  

k) Ensure the Board has cohesion of direcƟon and purpose at a policy and strategic level and 
speaks with one voice when communicaƟng outside the boardroom;  

l) Keep the Board up to date on all significant developments of CLBC, or affecƟng CLBC;  
m) Be an ex-officio voƟng member on CommiƩees of the Board; and  
n) When absent, appoint a person to preside as Chair at Board meeƟngs.  

 9.3.3  Board EffecƟveness  

The Board Chair is responsible to:   

a) Ensure the Board fulfills its governance responsibiliƟes as set out in the Community Living  
Authority Act;   

b) Ensure Board meeƟngs are conducted in an efficient, effecƟve and focused manner;  
c) Maintain the boundaries between Board and management responsibiliƟes;   
d) Ensure that Directors are properly informed and that sufficient and Ɵmely advance distribuƟon 

of all background informaƟon is provided to enable the Directors to form appropriate 
judgments;   

e) At meeƟngs, encourage parƟcipaƟon of all Directors and promote a spirit of collegiality where 
robust quesƟoning and discussion is encouraged by all Directors;  

f) Build consensus and develop teamwork within the Board;  
g) Foster ethical and responsible decision-making by the Board and individual Directors;  
h) Ensure that each Director is contribuƟng to the Board’s work;   
i) Be available to individual Board members for quesƟons, counsel and discussions relaƟng to  

CLBC;   
j) Provide new Directors with informaƟon on their duƟes and responsibiliƟes and encourage 

ongoing Director educaƟon;   
k) Ensure the Board has cohesion of direcƟon and purpose at a policy and strategic level;  
l) Keep the Board up to date on all significant developments of CLBC; and  
m) Be an ex-officio voƟng member on CommiƩees of the Board.  

 9.3.4  Vice Chair Appointments  

The following are the responsibiliƟes of the Board Chair pursuant to the appointment of a Vice Chair:  

a) The Board Chair may appoint a Vice Chair from the Directors, selecƟng from one of the 3 
commiƩee chairs. At their discreƟon, the Chair may rotate the role of Vice Chair between each 
of the 3 commiƩee chairs for a term of 1 year, throughout the term of the Board Chair. The Chair 
may revoke the appointment at any Ɵme.    

b) Absence of Board Chair: In the absence or incapacity of the Board Chair, the Vice Chair will carry 
out the duƟes and exercise the powers of the Board Chair during such absence or incapacity. If 
the Board Chari and Vice Chair posiƟon is vacant, the remaining Directors may designate one 
Director to carry out the duƟes and exercise the powers of the Board Chair during the vacancy.  
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 9.3.5  RelaƟonship with Government   

The Board Chair is responsible to:   

a) Act, in consultaƟon with the CEO, as the principal interface between the Board and the Minister; 
and  

b) Ensure the Board is alert to its obligaƟons to government.  

 9.3.6  Director Appointments, Performance and Re-Appointments   

The Board Chair is responsible to:   

a) In consultaƟon with the Governance and Human Resources (GHR) CommiƩee, consider the 
opƟmal Board composiƟon and set out for Board review, a documented profile detailing the 
desired aƩributes in new Director appointees to strengthen the Board;  

b) Work with the GHR CommiƩee to conduct an evaluaƟon of each Director at least biennially;  
c) Meet with each Director to provide guidance on their contribuƟon, potenƟal commiƩee and 

leadership roles, and areas for development; and  
d) Liaise with the Minister regarding new Director appointments and re-appointments.   

 9.4  Board Chair EvaluaƟon  

The Board evaluates the Board Chair as part of the overall Board evaluaƟon process on a biennial basis.   

The objecƟve of the Board Chair evaluaƟon is to improve the overall performance of the Board by 
providing feedback to the Board Chair on their performance and idenƟfying areas of strength and 
opportuniƟes for improvement.   
The Board Chair evaluaƟon process is led and carried out by the Governance and Human Resources 
(GHR) CommiƩee with external resources as appropriate and involves feedback from all Directors. 
Typical areas covered by the evaluaƟon process include:   

a) Quality of the Board Chair’s interacƟon and relaƟonship with management;  
b) Ability to manage the Board and its acƟviƟes; and  
c) EffecƟveness in represenƟng the Board internally and externally.   

The Chair of the GHR CommiƩee will meet with the Board Chair to review feedback and develop 
recommendaƟons if necessary.   

 9.5  Vice Chair Role and ResponsibiliƟes   

If a Vice Chair is appointed, the following describes the role and responsibiliƟes of the Vice Chair.   

 9.5.1  Role  

The Vice Chair works collaboraƟvely with the Board Chair and supports the Board Chair in their 
responsibiliƟes.   
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 9.5.2  ResponsibiliƟes  

The Vice Chair:   

a) Carries out the duƟes of the Board Chair when the Board Chair is absent or unable to carry out 
the Board Chair’s responsibiliƟes;   

b) Performs any of the Board Chair’s duƟes when requested by the Board Chair;   
c) Performs such other funcƟons as may be reasonably requested by the Board or the Board Chair.  

 9.5.3  CompensaƟon  

There shall be no addiƟonal retainer offered for holding the office of Vice Chair. AƩendance at 
meeƟngs, official events, teleconferences, etc. shall be remunerated at regular rates as set by the 
Treasury Board.  
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 10.   CEO POSITION DESCRIPTION   
The following posiƟon descripƟon for the CEO sets out the duƟes and responsibiliƟes of the CEO relaƟve 
to CLBC governance and the board-management relaƟonship. The posiƟon descripƟon is 
complementary to the official organizaƟonal posiƟon descripƟon of the CEO which sets out the 
operaƟonal duƟes of the role.  

The CEO is responsible for leading and managing the operaƟons of CLBC on a day-to-day basis, in 
accordance with the parameters established by the Board; providing overall leadership and vision in 
developing the strategy and plans necessary to realize objecƟves; and ensuring strategic and annual 
plans are effecƟvely implemented, the results are monitored and reported to the Board; and the 
financial, risk, social, environmental, interest holder and operaƟonal objecƟves are aƩained.  

The following describes the appointment, role, and responsibiliƟes of the CEO.  

 10.1  Appointment   

The CEO is appointed by, and reports to, the CLBC Board of Directors (the “Board”) and maintains open 
communicaƟon with the Board and the Board Chair.   

 10.2  Role   

The CEO serves as the lead execuƟve officer of CLBC, having overall responsibility for the general 
management of, and control over, the businesses, acƟviƟes, and other affairs of CLBC, in accordance 
with the strategies, plans and policies approved by the Board. The CEO does so by leading and managing 
CLBC through the development and implementaƟon of strategies and policies, the management of its 
human and financial resources, and efficient and effecƟve operaƟons.  

 10.3  DuƟes and ResponsibiliƟes   

The CEO has specific responsibility to:  

a) Lead and manage CLBC within the parameters approved by the Board and its CommiƩees;  
b) Develop and recommend Board-approved organizaƟonal strategies and policies and, including 

the strategic plan, to the Board, in keeping with CLBC’s vision and mandate and corresponding 
operaƟonal and capital plans and other supporƟng iniƟaƟves;   

c) Develop and implement operaƟonal policies to guide CLBC within the framework of the vision 
and strategic goals approved by the Board;  

d) Seek Board approval for the annual service plan, budget plan and capital plan;  
e) Direct and monitor CLBC’s acƟviƟes in a manner that ensures the assets of CLBC are safeguarded 

and opƟmized;  
f) Ensure the integrity of CLBC’s internal control and management systems;  
g) IdenƟfy, and report to the Board, principal risks of CLBC and ensure the implementaƟon of 

systems to manage these risks;  
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h) Ensure CLBC maintains a high level of ethical conduct and complies with all requirements set 
out in the CLAA or by government policy or direcƟve;  

i) Develop and recommend to the Board the overall organizaƟonal structure;  
j) Provide the Directors, at Board and CommiƩee meeƟngs, with exposure to CLBC’s key 

management and, prior to appoinƟng individuals to senior management posiƟons, review their 
appointment with the Board;  

k) Annually establish and maintain a Board approved plan for management development and 
succession;  

l) Act as the primary spokesperson for CLBC and oversee CLBC’s interfaces with the public and 
interest holders;  

m) Develop and implement a communicaƟon strategy in keeping with a communicaƟons policy 
approved by the Board;  

n) Support the Board Chair and the Board in carrying out the Board’s governance responsibiliƟes, 
including the Ɵmely provision of relevant informaƟon;  

o) Maintain a posiƟve working relaƟonship with all key partners and interested parƟes;  
p) Prior to accepƟng outside Board appointments, seek Board approval;   
q) Review informaƟon needs for CEO emergency succession; and  
r) Ensure compliance with the Freedom of InformaƟon and ProtecƟon of Privacy Act (FOIPPA), 

Public Interest Disclosure Act (PIDA), and other relevant legislaƟon.  

 10.4  CompensaƟon   

The Board determines the CEO’s remuneraƟon, subject to parameters set for execuƟve compensaƟon 
in B.C.’s public sector by the Public Sector Employers’ Council.  
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11.   SENIOR EXECUTIVE ASSISTANT TO THE BOARD AND CEO POSITION 
DESCRIPTION  

 11.1  Appointment   

The Senior ExecuƟve Assistant to the Board and CEO is appointed by the CEO in consultaƟon with the 
Board (through the Board Chair).   

 11.2  Role   

Working with the CEO, the Vice President of Governance and CommunicaƟons, and the Director of 
Governance and Policy, the Senior ExecuƟve Assistant to the Board and CEO supports the Board in 
respect of Board meeƟngs and corporate records by providing resources, informaƟon and 
communicaƟon links between the Board and management, with parƟcular emphasis on facilitaƟng the 
flow of informaƟon.   

 11.3  DuƟes and ResponsibiliƟes vis-à-vis the Board of Directors  

The Senior ExecuƟve Assistant to the Board and CEO has specific responsibiliƟes to:  

a) AƩend Board and CommiƩee meeƟngs and organize minute taking responsibility at each 
meeƟng;  

b) Under direcƟon from the Board Chair, schedule all Board and CommiƩee meeƟngs, ensuring 
proper noƟce is given for all Board and CommiƩee meeƟngs;  

c) Support the Board Chair and CommiƩee Chairs to set agendas, prepare and present 
informaƟon to the Board and Board CommiƩees;    

d) Advise the Board Chair and CommiƩee Chairs on Board procedures and Board meeƟng 
pracƟces and ensure adherence;    

e) Ensure that comprehensive minutes from each CommiƩee and Board meeƟng are prepared 
and distributed to all Directors, following review by the Board and CommiƩee Chairs;   

f) Provide, or obtain, governance advice or support for the Board and advise the Board on all 
maƩers of procedure;  

g) Advise the Board Chair with respect to any maƩers where conflict, potenƟal or real, is observed 
between the Board or individual Directors and the CEO;  

h) Serve the Governance and Human Resources (GHR) CommiƩee and the Board as a source of 
experƟse and advice on new developments in corporate governance and best pracƟces that 
are being employed in other organizaƟons;  

i) Ensure the Board is aware of and acts within the parameters of the Community Living  
Authority Act (CLAA) and the Bylaws;  

j) In coordinaƟon with the V.P. of Governance and CommunicaƟons, keep under close review all 
legislaƟve, regulatory and corporate governance developments that might affect CLBC, and 
ensure the Board is fully briefed on these and has regard to them when making decisions;  

k) Under direcƟon from the Governance and Human Resources (GHR) CommiƩee, parƟcipate in 
providing orientaƟon for new Directors and ongoing professional development for all  
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Directors and support them in understanding their roles and responsibiliƟes;  
l) Maintain CLBC’s corporate records;  
m) Recommend as required to the Board or CommiƩees any changes to the Board’s policies as 

contained in the Board Manual;  
n) Maintain custody of the minutes and records of the Board;  
o) In coordinaƟon with the CEO and/or a delegated authority, ensure proper and Ɵmely document 

filings and fulfillment of disclosure requirements to statutory authoriƟes under applicable 
legislaƟon; and  

p) Coordinate the Board evaluaƟon process as directed by the Board Chair and the GHR 
CommiƩee.  

 11.4  Conflict   

If there is a conflict or conflict of interest, actual or potenƟal, on any parƟcular maƩer, between the 
Senior ExecuƟve Assistant to the Board and CEO’s administraƟve or managerial responsibiliƟes within 
CLBC and the Senior ExecuƟve Assistant to the Board and CEO’s responsibiliƟes to the Board, it is the 
responsibility of the Senior ExecuƟve Assistant to the Board and CEO to draw it to the aƩenƟon of the 
Board through the CEO.  
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 C.  STANDING COMMITTEES AND ADVISORY COMMITTEES  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Plain Language Summary 

In SecƟon C, Standing CommiƩees and Advisory CommiƩees, the manual explains how 

Board commiƩees work. The CommiƩee guidelines explain the roles and responsibiliƟes 

of the commiƩees and the processes for doing commiƩee work. A commiƩee is made up 

of a group of Board members who focus on a parƟcular issue or priority.  Standing 

CommiƩees are permanent commiƩees that help the Board on an ongoing basis with key 

areas of governance responsibility. There are three Standing CommiƩees:   

The Finance, Audit, InformaƟon and Technology (FAI&T) CommiƩee is responsible for 

financial planning, decisionmaking about financial risk, and reporƟng financial informaƟon.   

The Governance and Human Resources (GHR) CommiƩee oversees CLBC’s approach to 

governance and decisions about annual CEO prioriƟes and human resources policies.  

The Service Quality and Performance (SQP) CommiƩee oversees CLBC’s effecƟveness in 

achieving its goals and the conƟnuous improvement of supports and services.    

The Board also receives advice and guidance from two Advisory CommiƩees:   

The Indigenous Advisory CommiƩee (IAC) advises CLBC on how to achieve its vision of 

“communiƟes of belonging, lives with connecƟon” for Indigenous individuals with 

developmental disabiliƟes and their families.  

The Provincial Advisory CommiƩee (PAC) provides informaƟon and advice to the Board to 

help with its governance and decision-making, and ensures two-way communicaƟon 

between Community Councils and the Board.  

There are 12 Community Councils covering different geographic areas in BC. 
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 12.   STANDING COMMITTEE OPERATING GUIDELINES  

 12.1  IntroducƟon  

Typically, boards use commiƩees to undertake detailed reviews and to provide in-depth supervision in 
key areas of board responsibility.  

The CLBC Board may appoint CommiƩees as it sees fit and may delegate to the CommiƩees any powers 
of the Board except the power to fill vacancies in the Board, to change the membership of or fill 
vacancies in any Board CommiƩee, or to appoint or remove officers appointed by the Board.  

Current CommiƩees of the Board are:  

a) Finance, Audit, InformaƟon and Technology (FAI&T);  
b) Governance and Human Resources (GHR); and  
c) Service Quality and Performance (SQP).  

The Terms of Reference for each CommiƩee are set out separately in Appendix A. The provisions below 
set out the operaƟng guidelines applicable to all CommiƩees.  

 12.2  Mandate  

Each CommiƩee will review its own Terms of Reference every two years and submit any changes to the 
GHR CommiƩee for review and recommendaƟon to the full Board.  

 12.3  ComposiƟon  

CommiƩee Chairs and members are appointed by the Board, on the recommendaƟon of the Board Chair 
in consultaƟon with the GHR CommiƩee. The number of commiƩee members will be as set out in the 
CommiƩee Terms of Reference for each commiƩee. A CommiƩee member may belong to more than 
one CommiƩee at one Ɵme. A CommiƩee member may be removed from one CommiƩee and placed 
on another CommiƩee upon approval of the Board, providing such a change is not in conflict with the 
composiƟon guidelines of the Terms of Reference for each CommiƩee. A CommiƩee member may be 
removed or replaced at any Ɵme by the Board and will cease to be a CommiƩee member upon ceasing 
to be a Director on CLBC’s Board.  

A majority of the members of a CommiƩee consƟtutes a quorum. The Board Chair is an ex officio 
member of all CommiƩees and may vote but is not counted in establishing a quorum. Neither the Board 
Chair nor the CommiƩee Chair, having voted, shall have an addiƟonal deciding vote in the event of a Ɵe; 
the resoluƟon is not passed.  

CommiƩees may add up to two independent, external advisors as appointed by the Board, none of 
whom are officers or employees of CLBC. Independent, external advisors serving on CommiƩees must 
adhere to CLBC’s Code of Conduct and Conflict of Interest Policy.  
Any Director may aƩend any CommiƩee meeƟng of which they are not a member, as an observer, but 
is not counted in establishing a quorum and does not vote. A Director will be compensated only for 
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aƩending meeƟngs of CommiƩees of which they are a member, unless specifically requested to aƩend 
to advise on an agenda item.  

InformaƟon about current CommiƩee assignments can be found here.  

 12.4  MeeƟngs  

a) All CommiƩees meet a minimum of four Ɵmes per year. Reasonable noƟce of meeƟngs shall be 
given. MeeƟngs are called by the CommiƩee Chair or by any two CommiƩee members.  

b) The quorum for a CommiƩee meeƟng is a majority of the appointed members. A CommiƩee 
member may parƟcipate in a CommiƩee meeƟng by telephone or other electronic means that 
permits all parƟcipants to hear each other and is not required to be physically present to be 
counted as part of the quorum.  

c) CommiƩees shall strive for consensus through a collaboraƟve dialogue process and, where 
needed, quesƟons shall be decided by majority vote.  

d) CommiƩees generally do not make resoluƟons. Where the Board may have delegated authority 
for a decision or commitment to a CommiƩee a resoluƟon in wriƟng signed by all Directors who 
would be enƟtled to  vote on that resoluƟon at a CommiƩee meeƟng is as valid as if it had been 
passed at a meeƟng.  

e) Each CommiƩee shall have a CommiƩee Calendar, as part of its Terms of Reference, which 
outlines when the CommiƩee is expected to address each of its duƟes and responsibiliƟes 
during the course of the year. In addiƟon, each CommiƩee prepares and presents its annual 
work plan, in conjuncƟon with its Terms of Reference, to the Board for informaƟon at the 
beginning of each fiscal year or as requested.  

 12.5  ReporƟng  

Each CommiƩee will report to the Board by providing a wriƩen high level update/briefing note following 
its meeƟngs and in advance of the following Board meeƟng. When a Board meeƟng closely follows a 
CommiƩee meeƟng, the CommiƩee Chair will provide a verbal report to the Board.  

The CommiƩee will review and approve minutes aŌer each meeƟng, which will then be stored so as to 
be accessible to all Board members.  

 12.6  CommiƩee Self-Review  

Each CommiƩee will:  

a) On an annual basis, review the Terms of Reference for the CommiƩee and make 
recommendaƟons as required to the Governance and Human Resources (GHR) CommiƩee for 
further recommendaƟon to, and approval by, the Board; and  

b) Confirm to the Board on an annual basis, the CommiƩee’s fulfillment of its mandate and work 
plan for the preceding fiscal year.  
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 12.7  Staff and External Support  

The CEO will assign senior staff with appropriate subject maƩer experƟse to support the CommiƩee 
Chair in the preparaƟon of meeƟng agendas, ensure preparaƟon of meeƟng materials, and otherwise 
support the CommiƩee as required.  

In addiƟon, the Director of Governance and Policy supports CommiƩee Chairs to develop the CommiƩee 
Chairs’ reports for the Board and the Senior ExecuƟve Assistant to the Board and CEO ensures that the 
minutes of each CommiƩee meeƟng are prepared and provided to each CommiƩee member in a Ɵmely 
fashion.  

A CommiƩee may, from Ɵme to Ɵme, require the experƟse of outside resources. With approval by the 
Board Chair, CommiƩees may retain and compensate such legal or other advisors as they consider 
necessary in discharging their oversight role in keeping with budget, financial and procurement policies.  

 12.8  MeeƟngs without Management  

CommiƩees may decide to move discussions in-camera at any Ɵme (with and/or without their Senior 
Staff liaison, the Senior ExecuƟve Assistant to the Board & CEO, and the CEO). Each CommiƩee meeƟng 
agenda will include an opƟonal in-camera segment at the end of the regular meeƟng.  

 12.9  Guidelines for CommiƩee Chairs  

If a CommiƩee Chair is not present at any meeƟng of a CommiƩee, one of the other voƟng members of 
the CommiƩee present at the meeƟng shall be chosen by the CommiƩee to preside at the meeƟng. The 
CommiƩee Chair:  

a) Provides independent, effecƟve leadership to the CommiƩee and leads the CommiƩee in 
fulfilling the duƟes set out in its Terms of Reference;  

b) Arranges for the CommiƩee to meet in regularly scheduled in camera sessions without 
management present;  

c) Arranges for sufficient Ɵme during CommiƩee meeƟngs to fully discuss agenda items;  
d) Encourages CommiƩee members to ask quesƟons and express diverse viewpoints during 

meeƟngs;  
e) Deals effecƟvely with dissent and works construcƟvely towards arriving at decisions and 

achieving consensus;  
f) Promotes an effecƟve working relaƟonship between CommiƩee members and members of 

management; and  
g) With the assistance of the Senior ExecuƟve Assistant to the Board & CEO:  

i. Schedules the CommiƩee to meet as many Ɵmes as necessary to carry out its duƟes  
effecƟvely;  

ii. Establishes the agenda for each CommiƩee meeƟng, consulƟng with the Board Chair, 
CommiƩee members and members of management as appropriate;  
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iii.  Reviews and approves CommiƩee minutes on a Ɵmely basis, and arranges for 
CommiƩee minutes and materials to be made available to any Board member on 
request; and  

iv.  Ensures that acƟon items idenƟfied at CommiƩee meeƟngs are addressed in a Ɵmely 
fashion.  

12.10 Task Forces  

The Board may from Ɵme to Ɵme establish task forces or other temporary working groups to address 
Ɵme-limited projects.  

Task forces or other working groups must have Terms of Reference approved by the Board, and a 
specified start and end date.  
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 13.   ADVISORY COMMITTEE OPERATING GUIDELINES   

 13.1  IntroducƟon  

Advisory Councils and CommiƩees support the work of the Board however do not have governance 
decision-making authority or legal responsibility. Typically, advisory councils and commiƩees are formed 
to give non-binding advice and recommendaƟons to a board and management, oŌen with a focus on 
technical assistance, assessment, and input on an organizaƟon’s impact.   

Currently providing advisory support to the CLBC Board are:  

a) Community Councils (through the Provincial Advisory CommiƩee);  
b) the Provincial Advisory CommiƩee (PAC); and  
c) the Indigenous Advisory CommiƩee (IAC).  

The PAC and the IAC are established according to the requirements of the Community Living Authority 
Act (CLAA).   

 13.2  Mandate and ComposiƟon  

The mandate and composiƟon for each Council and Advisory CommiƩee is described in the relevant 
Terms of Reference. The Terms of Reference for each are set out separately in Appendix A. The details 
below reflect the operaƟng guidelines applicable to all CLBC Councils and Advisory CommiƩees.   

 13.3  ResponsibiliƟes  

Council and Advisory CommiƩee members serve as volunteers or may, in specific situaƟons, be offered 
honouraria for their work. CLBC’s Code of Conduct, values, principles, and policies apply to all members 
of Councils and Advisory CommiƩees. Council and Advisory CommiƩee members should be familiar 
with the relevant Terms of Reference. To protect personal privacy, Council and Advisory CommiƩee 
members follow the Freedom of Informa on and Protec on of Privacy Act and keep confidenƟal 
anything the Councils or Advisory CommiƩees determine must be kept confidenƟal.  

 13.4  Advisory CommiƩee and Council MeeƟngs  

a) MeeƟng schedules will be decided at the beginning of each year.  
b) Community Councils will meet oŌen enough to complete their work, as determined by each 

Council. The PAC and the IAC will meet four Ɵmes per year.   
c) Councils and Advisory CommiƩees will aim to make decisions based on consensus. When 

complete agreement cannot be reached in a reasonable Ɵme period, quesƟons will be decided 
by a simple majority vote.  

d) A joint meeƟng of the Board, PAC, IAC, and Community Council Chairs is held annually.  
e) Expenses to aƩend the in-person meeƟng or take part in CommiƩee acƟviƟes will be paid 

following CLBC’s Travel Policy for Volunteer CommiƩee and Community Council Members.  
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 13.5  ReporƟng  

Community Councils develop an annual report for the period April 1 to March 31 for the informaƟon of 
the CLBC Board and management. Councils provide updated informaƟon to support a regionspecific 
webpage about their acƟviƟes on CLBC’s website.  

The Chairs of the PAC and IAC are invited to report on issues, acƟviƟes, and recommendaƟons at each 
quarterly Board meeƟng.  

 13.6  Council and Advisory CommiƩee Self-Review  

Each Advisory CommiƩee will ensure an annual self-evaluaƟon takes place at the end of the calendar 
year. Councils complete an annual self-evaluaƟon at the end of the fiscal year.  

 13.7  Staff Support  

CLBC supports Council and Advisory CommiƩees by assigning a staff member to serve as a staff link and 
provide support on policy and pracƟce issues. Other CLBC staff members are available as needed at 
meeƟngs.    
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 D.   BOARD PROCESSES    
 

 

   
 
 
 
 
  

Plain Language Summary    

In  SecƟon D ,  Board Processes , the manual describes the processes for :   

• holding Board meeƟngs   

• strategic planning    

• managing risk   

• recruiƟng new  Board  members   

• Board member  orientaƟon   

• Board  training, and    

• e valuat ing how the Board is working .   
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 14.   BOARD MEETINGS   
The Board holds a minimum of four regular meeƟngs a year. In addiƟon, the Board holds strategy 
sessions at least annually and may hold addiƟonal special meeƟngs as required, including meeƟngs 
outside the Lower Mainland.  

 14.1  LocaƟon  

Board meeƟngs are normally held at CLBC’s head office. The Board members may parƟcipate 
electronically, and at Ɵmes the Board may hold meeƟngs in other jurisdicƟons across the province.  

 14.2  MeeƟngs Open to Public  

Pursuant to the Community Living Authority Act (CLAA), Board meeƟngs are open to the public. 
However, the Board will exclude the public from a meeƟng or a porƟon of a meeƟng if the maƩer relates 
to one or more of the following excepƟons as outlined in the CLAA:   

a) Personal informaƟon about an idenƟfiable individual who holds, or is being considered for, a 
posiƟon as a director, officer, employee, agent or contractor of CLBC;  

b) Personal informaƟon about an idenƟfiable individual who has offered to provide a donaƟon to 
CLBC on condiƟon of anonymity;  

c) Labour relaƟons or employee negoƟaƟons;  
d) The security of property of CLBC;  
e) The acquisiƟon or disposiƟon of land or improvements, if the Board considers that disclosure 

could reasonably be expected to harm the interests of CLBC;  
f) LiƟgaƟon or potenƟal liƟgaƟon affecƟng CLBC;  
g) CommunicaƟons that are subject to solicitor-individual privilege;  
h) InformaƟon that would be prohibited from disclosure under secƟon 21 of the Freedom of  

Informa on and Protec on of Privacy Act if the informaƟon were in a record;  
i) InformaƟon that may be withheld from disclosure under another enactment; or  
j) Discussions respecƟng an invesƟgaƟon under the Ombudsperson Act if CLBC has been noƟfied 

under secƟon 14 of that Act.  

A part of a Board meeƟng must be closed to the public if the subject maƩer being considered relates to 
informaƟon that must be withheld from disclosure under another enactment.  

Before a meeƟng or part of a Board meeƟng is closed to the public, the Board must state, by resoluƟon, 
the fact that the meeƟng or part of the meeƟng is to be closed, and the basis for it being closed.  

 14.3  Agenda  

The Senior ExecuƟve Assistant to the Board and CEO, in consultaƟon with the Board Chair and CEO, 
develops the agenda for each Board meeƟng.  

Under normal circumstances, the agenda and supporƟng materials will be distributed to Directors 
sufficiently in advance so that there is one weekend between receipt of materials for the Governance 
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and Human Resources (GHR) CommiƩee and Service Quality and Performance (SQP) CommiƩee 
meeƟngs, and two weekends between receipt of materials for the Finance, Audit, InformaƟon and 
Technology (FAI&T) CommiƩee and Board meeƟngs. All Directors are free to suggest items for discussion 
at Board meeƟngs and addiƟons to the agenda.  

 14.4  NoƟce  

NoƟce of Board meeƟngs will be given to Directors at least five business days in advance, unless noƟce 
is waived by a quorum of the Board and should be noted in the resulƟng minutes.  

 14.5   InformaƟon for MeeƟngs  

Material distributed to the Directors in advance of Board meeƟngs should be concise, yet complete, and 
prepared in a way that focuses aƩenƟon on criƟcal issues to be considered and the decisions sought 
from the Board. Materials assembled in support of Board meeƟngs will be coordinated by the Senior 
ExecuƟve Assistant to the Board & CEO. All material submiƩed for consideraƟon by the Board become 
part of the record of the Board and will be deposited with the Senior ExecuƟve Assistant to the Board 
and CEO for maintenance, safekeeping, and access.  

Reports may be presented during Board meeƟngs by Directors, management, staff, or by invited outside 
advisors. PresentaƟons on specific subjects at Board meeƟngs should briefly summarize the material 
sent to Directors, so as to maximize the Ɵme available for discussion on quesƟons regarding the 
material.  

On major items, the management will prepare a brief covering memo that outlines the proposal, the 
main reasons for the recommendaƟon and major risks.  

 14.6  Procedures at MeeƟngs  

The following describes general procedures regarding the conduct of meeƟngs.  

a) The quorum for any meeƟng of the Board shall be a majority of Directors holding office;  
b) If more than half of the Directors abstain from voƟng at a meeƟng of the Board because of 

a conflict of interest, whether actual or potenƟal, the remaining Directors consƟtute a 
quorum for that vote;  

c) The Board, through the leadership of the Board Chair, will endeavour to come to consensus 
on the issues before it; however, if consensus is not reached the Chair may call  
for a vote. Each Director present, including the Chair, has one vote. The Chair does not hold 
a casƟng vote. The affirmaƟve votes of a majority of a quorum at a meeƟng of the  
Board are sufficient to pass a resoluƟon or bylaw;  

d) Each Director is enƟtled to vote at all Board meeƟngs;  
e) A Director may parƟcipate in a Board meeƟng by telephone or other electronic means that 

allows the parƟcipants to hear each other, and is not required to be physically present to 
be counted as part of the quorum;  
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f) VoƟng is by a show of hands unless determined otherwise by the Board for a parƟcular 
resoluƟon or to accommodate a Director parƟcipaƟng by telephone conference call;  

g) In the event a Board meeƟng cannot be held due to a lack of quorum, the meeƟng will be 
deemed to be adjourned to a future date set by the Directors present at the meeƟng. The 
date of the adjourned meeƟng must allow sufficient Ɵme for noƟce of adjournment to be 
given to all Directors;  

h) A resoluƟon in wriƟng signed by all Directors shall be valid and effectual as if it had been 
passed at a meeƟng of Directors duly called and consƟtuted. Consent resoluƟons may be 
validly passed by execuƟon by Directors, delivered in counterparts and by facsimile; and  

i) Except where otherwise provided by the Board or the Bylaws, all maƩers of procedure at 
any Board meeƟng shall be decided in accordance with the most recently revised ediƟon of 
Roberts Rules of Order.  

 14.7  Board Only MeeƟngs  

AŌer regular Board meeƟngs, it is considered best pracƟce for the Board to meet in camera (without 
any management present), for items deemed to be non-public.   

The purpose of the in camera meeƟng is to idenƟfy or discuss any issues not appropriate for the public 
venue, such as issues relaƟng to the CEO’s performance or the Board’s relaƟonship with the CEO or 
senior management. The Board Chair shall immediately communicate with the CEO any relevant maƩers 
raised during the meeƟng.  

 14.8  Minutes  

The Board Chair will be provided with the draŌ minutes of each meeƟng of the Board as soon as possible 
aŌer each meeƟng. The minutes, once approved by the Board, serve as the official record of the Board 
meeƟng.  

 14.9  Board DeliberaƟons and ConfidenƟality  

The Board recognizes that certain materials for deliberaƟons by the Board must remain in confidence 
with the Board. Directors will respect the provision that the official record of the Board’s deliberaƟons 
is provided through the approved minutes of the Board meeƟng. The views or opinions of individual 
Directors in aƩendance at an in camera porƟon of a meeƟng will be treated with an appropriate level 
of respect and confidence.  

14.10 Special MeeƟngs of the Board  

A meeƟng can be convened by the Board Chair or at the request of any other three Directors.  
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14.11 Non-Directors at Board MeeƟngs  

The Board appreciates the value of having members of management, employees or others aƩend Board 
meeƟngs to provide informaƟon and opinions to assist the Directors in their deliberaƟons. The Board, 
through the Board Chair and CEO, will determine such aƩendees.  

Public aƩendance at Board meeƟngs is encouraged in accordance with the Open Board MeeƟngs Policy.  

14.12 AƩendance  

Board members are expected to aƩend all meeƟngs. Their aƩendance record is reported to the Crown 
Agencies and Board Resourcing Office (CABRO) and it is published on the CLBC website.  
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 15.  STRATEGIC PLANNING  

 15.1  IntroducƟon  

Strategic planning is a criƟcal component of good management and good governance. While the Board 
has the responsibility for ulƟmate Plan approval, management has the responsibility to develop the Plan 
and work collaboraƟvely with the Board in areas of criƟcal strategic importance.  

The Strategic Plan is the cornerstone of CLBC’s planning framework and the prioriƟes as set out in the 
Strategic Plan are reflected in CLBC’s annual operaƟng and capital budgets as well as its Service Plan.  

 15.2  Roles and ResponsibiliƟes  

The Board is ulƟmately responsible for seƫng the strategic direcƟon of the organizaƟon and approving 
the Strategic Plan.  

Management, led by the CEO, is responsible for the development of the Strategic Plan and the annual 
operaƟng and capital budgets.  

The Board’s role is to ensure there is an appropriate planning process in place, and that there is 
alignment between the Minister’s annual mandate leƩer, the Board’s broader objecƟves, and 
management’s strategy. The Board supports management in the planning process by reviewing, 
quesƟoning, offering advice, validaƟng, and ulƟmately endorsing CLBC’s plans, and subsequently 
monitoring their implementaƟon.  

At various stages of development of the Strategic Plan, the Board is briefed on the status of the planning 
process and may be asked to review draŌ elements of the plan.  

The CEO has the responsibility to ensure that all employees are appropriately aware of the strategic plan 
and understand how the funcƟons they perform fit within the strategic direcƟon of CLBC.  

 15.3  The Planning Process  

CLBC plans for long-term success and sustainability through its Strategic Plan. The plan covers a rolling 
three-year Ɵme frame and is a dynamic document that is reviewed at least annually by the Board and 
management as they seek to address new opportuniƟes and challenges for CLBC.  

The planning process consists of several key contact points between management and the Board; these 
meeƟngs are held throughout the year as deemed necessary by the organizaƟon.  

 15.3.1  Board Strategic Planning   

The first acƟvity in CLBC’s strategic planning process is for management to engage with the Board 
and assess their alignment regarding the strategic direcƟon for the organizaƟon. As part of these 
meeƟngs, management presents informaƟon to the Board that it believes is most relevant to create 
a robust and objecƟve perspecƟve of the current situaƟon of the organizaƟon. In light of this 
informaƟon, management and the Board will engage in fulsome discussions regarding the key 
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objecƟves for the organizaƟon to achieve in the short, medium, and long-term, as idenƟfied by the 
Board and as outlined by the Minister of Social Development and Poverty ReducƟon in their mandate 
leƩer to CLBC. The Board and management review the components of management’s strategic view 
and discuss potenƟal changes required to reach alignment between the Board and management. 
This phase of strategic planning may take place in a series of meeƟngs throughout the year or in a 
strategic retreat, depending upon the needs of the organizaƟon and the Board. The Board works 
with management to determine a plan for engaging partners and interested parƟes, including 
individuals, families, and service providers, as the plan is draŌed.  

The next major component of strategic planning for CLBC is the draŌing of the plan. Taking into 
account the objecƟves as well as the feedback on key strategic issues from the Board, as well as any 
input from partners and interested parƟes, management draŌs a Strategic Plan for review. The draŌ 
is sent by management to Board members in advance of their meeƟng, and key agenda items are 
idenƟfied for discussion.  

Finally, as a result of feedback from the Board, management makes revisions and sends to the Board 
the final draŌ of the strategy, seeking its approval for the plan. Before being released to the public, 
the Strategic Plan is subject to Ministerial review and approval. Once approved, management 
incorporates appropriate components of the plan into the annual operaƟng and capital budgets as 
well as its Service Plan.  

 15.3.2  Elements of the Strategic Plan  

The strategic plan normally encompasses the following:  

Vision  Provides a clear picture of the future state of CLBC and its 
prioriƟes  

Mission  ArƟculates the purpose of CLBC and establishes its unique 
idenƟty  

Core Values  ArƟculates CLBC’s key corporate values  

Environmental Scan  Provides a clear analysis of the external opportuniƟes and 
threats as well as the internal strengths and weaknesses of 
the organizaƟon  

Strategic ObjecƟves  ArƟculates the long term aims which must be achieved to
realize the vision  

Strategic IniƟaƟves  ArƟculates the acƟons which must be completed to meet the
strategic objecƟves  

Performance Targets  Sets out goals and performance measures  
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 15.3.3  Planning Cadence and Review  

The schedule for strategic planning is flexible and allows mulƟple touch points between 
management and the Board. Because it is a rolling plan, it is a dynamic document, reviewed at least 
annually. A finalized Strategic Plan, and the associated capital and operaƟng budgets and service 
plans, are due to the Ministry each spring, so planning typically begins in the fall with ongoing 
dialogue and touchpoints between management and the Board conƟnuing regularly through the 
spring.    

The Board reviews CLBC’s strategic, financial and service plans throughout the year to assess its 
progress and idenƟfy areas requiring adjustment. In addiƟon to its regular quarterly Board meeƟngs 
and an annual strategic retreat, the Board has implemented semi-annual strategy sessions to focus 
its aƩenƟon on criƟcal strategic issues.    

 15.3.4  Annual OperaƟng and Capital Budget  

From the prioriƟes determined in the Strategic Plan, CLBC develops three year rolling operaƟng and 
capital budgets. The funding required to implement the strategic iniƟaƟves outlined in the Strategic 
Plan is reflected in the annual operaƟng budgets and forecasts of CLBC. Management presents the 
budgets to the Board for approval. The budgets are sent to the Board in advance of the meeƟng and 
key agenda items are idenƟfied for discussion.  

 15.3.5  Performance ReporƟng Measures Approval   

The Board and management agree annually on a comprehensive set of performance measures for 
CLBC. While some of the performance measures are derived directly from the annual operaƟng and 
capital budgets, other measures are idenƟfied according to their short and long term strategic 
importance to CLBC. Management sends its recommended performance reporƟng measures to the 
Board in advance of the meeƟng and key agenda items are idenƟfied for discussion. The outcome 
from this discussion is a robust set of measures and key performance indicators (KPIs) that help the 
board and management determine CLBC’s success in implemenƟng the criƟcal elements of its 
strategy and associated plans.  

 15.4  Performance ReporƟng to the Board  

Using KPIs approved by the board, management reports to the Board on an ongoing basis on the 
performance of CLBC, whether it is achieving its targets as idenƟfied and any acƟons planned for areas 
that are not meeƟng expectaƟons. The board is also provided with fulsome progress reports on the 
Strategic Plan and other plans’ performance measures at least annually and approves an annual 
Strategic Plan report to the public.  

CLBC also reports its financial performance by providing a copy of its financial statements, Service Plan 
and annual report to the Minister. These documents are published annually on the CLBC website.  
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Pursuant to secƟons 8(5) and 12(1) of the Community Living Authority Act (CLAA), the Board must 
approve CLBC’s Service Plan and provide it to the Minister for approval. The Service Plan is a reflecƟon 
of the content of the Strategic Plan.   
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 16.   RISK MANAGEMENT PROCESS   

 16.1  IntroducƟon  

CLBC takes seriously its obligaƟons to ensure that material risks are idenƟfied, to ensure the 
implementaƟon of systems to manage or eliminate those risks, and to ensure those systems are 
regularly reviewed and updated. A material risk is defined as the chance of something happening, 
measured in terms of probability and impact, that may adversely affect the achievement of CLBC’s 
strategic objecƟves.  

Risk management applies to and will inform all of CLBC’s acƟviƟes including developing its strategic 
plans, and generally, in all decision-making processes.  

The following describes CLBC’s risk management principles applicable to all types of risk in all acƟviƟes 
undertaken by or on behalf of CLBC. It also outlines the risk management roles and responsibiliƟes for 
the CEO, the Board, and the Board CommiƩees.  

 16.2  DuƟes and ResponsibiliƟes  

 16.2.1  CollaboraƟon  

The duƟes and responsibiliƟes in the risk management process are shared among the CEO, the 
Board, and the Board CommiƩees. Primary responsibility for CLBC’s risk management is vested in 
the CEO and overseen by the Board of Directors.  

With respect to the CommiƩees’ roles in risk management, the Service Quality and Performance  
CommiƩee takes the lead in managing the process and overseeing the risk framework, but other 
CommiƩees are also assigned responsibility for parƟcular areas of risk, and there may be areas of 
overlapping responsibiliƟes where CommiƩees will be required to work together.  

 16.2.2  CEO  

The CEO is responsible for establishing processes, procedures and mechanisms by which key maƩers 
of financial and non-financial risk are idenƟfied and ensuring that strategies are developed to 
manage such risks.  

 16.2.3  Board  

The Board has responsibility to:  

a) Understand the key financial and non-financial risks of CLBC’s operaƟons;  
b) Ensure, through regular reviews and assessments, that management has established 

appropriate systems to manage these risks; and  
c) Receive regular reports on the management of material risks to CLBC.  

In parƟcular, the Board will review with management the policies and procedures that are in place 
to idenƟfy, manage and monitor material risk including, but not limited to:  
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a) Employee and individual safety;  
b) Interest rates and investments;  
c) Risks of low probability with high impact and disaster preparedness;  
d) OperaƟonal risks of medium probability with low and medium impact; and  
e) Such other risk issues of concern to the Board and management.   

At least annually, the Board conducts a risk review where it reviews:  

a) CLBC’s material risks;  
b) The adequacy of management’s policies and procedures to idenƟfy and manage risk; and  
c) The effecƟveness of management’s risk management processes.  

 16.2.4 Finance, Audit, InformaƟon and Technology CommiƩee  

The Finance, Audit, InformaƟon and Technology (FAI&T) CommiƩee will support the Board with 
respect to risk management, and will:  

a) Provide leadership to the Board’s overall approach to risk management oversight, including 
organizing the Board’s annual risk review;  

b) Understand the material financial risks to CLBC;  
c) Review management’s systems to manage these risks; the assignment of risks to CommiƩees 

and the process for adding risks to the list;  
d) Receive regular reports on the management of material risks to CLBC;  
e) Review insurance coverage of material business risks and uncertainƟes and annually approve  

CLBC’s insurance coverage; and  
f) Lead an annual review with the Board on CLBC’s material risks and management’s systems to 

eliminate or manage such risks.  

 16.2.5  Service Quality and Performance CommiƩee  

The Service Quality and Performance (SQP) CommiƩee will:  

a) Understand the material risks to individual safety;  
b) Review CLBC’s policies, systems and safeguards to manage risks to individual safety;  
c) Receive reports on issues relaƟng to individual safety; and  
d) Lead that porƟon of the Board’s risk review related to individual safety.  

  

  
 16.2.6 Governance and Human Resources CommiƩee  

The Governance and Human Resources (GHR) CommiƩee will:  

a) Review the idenƟficaƟon, assessment and management of corporate risks pertaining to 
governance and human resources at CLBC.    
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 17.   BOARD COMPOSITION AND SUCCESSION PLANNING  

 17.1   IntroducƟon  

EffecƟve Boards are composed of Board members having the right combinaƟon of personal aƩributes 
and relevant skills and experience.  

The Minister is responsible for appoinƟng Directors to the Board of CLBC. However, the Board Chair, 
with the support of the Board, plays a role in ensuring orderly succession of Board members by advising 
the Minister on the types of skills and experience required on the Board, idenƟfying potenƟal 
candidates and providing feedback on incumbent Directors.  
  

 17.2   Key ConsideraƟons in Board ComposiƟon  

The opƟmal Board composiƟon for CLBC involves a consideraƟon of the following four broad categories.  

  
17.2.1 Personal CharacterisƟcs  

All Directors should be commiƩed to CLBC’s vision, mission and values and possess the following 
personal characterisƟcs:  

• commitment to diversity and inclusion;  

• integrity and accountability;  

• demonstrated high ethical standards and integrity in personal and professional dealings, 
and who are willing to act on, and remain accountable for, Boardroom decisions;  

• informed judgment;  

• ability to provide wise, thoughƞul counsel on a broad range of  governance issues;  

• mature confidence;  

• preference for Board and team performance over individual performance;  

• respect for others;  

• high performance standards;  

• a history of achievements that reflect high standards for themselves and others;  

• ability to commit the Ɵme required; and  

• no real or perceived unmiƟgated conflicts.  
  
17.2.2 Specific Skills and Experience  

Board members, as a group, should possess a combinaƟon of skills, experience, and  cultural 
competence relevant to CLBC’s strategic goals and the Board’s oversight responsibiliƟes. The 
specific skills and experience sought may change from Ɵme to Ɵme in keeping with changes to 
CLBC’s internal and external opportuniƟes or challenges. Relevant skills and experience include:  
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• lived experience as a self-advocate and/ or a family member of a self- advocate;  

• lived experience as a person who is Indigenous, MeƟs, or Inuit;   

• board experience;  

• execuƟve experience;  

• financial accounƟng and/or audit;  

• legal/regulatory;  

• human resources;  

• communicaƟons;  

• understanding of developmental disability sector;  

• understanding of public sector;  

• strategic planning;  

• risk management;  

• technology;  

• policy development; and  

• strategic management and organizaƟonal change.  
  

17.2.3 Board Leadership  

In order for the Board to be effecƟve, and mindful of its own succession planning, it is important 
that the Board include some Directors who have the necessary skills, experience and desire to fill 
key leadership posiƟons on the Board including Board Chair and CommiƩee Chairs. The Board Chair 
and the Governance and Human Resources CommiƩee work together to idenƟfy future candidates 
and provide a range of experience and educaƟon to all Board members that will conƟnually advance 
individual skillsets and that of the Board as a whole.  

  
17.2.4 Diversity and Inclusion  

The CLBC Board is commiƩed to diversity and inclusion in its composiƟon and, aligned with the 
Community Living Authority Act, will ensure that at minimum the Board includes two (2) Directors 
with lived experience, one (1) Indigenous Director and one (1) Director who is a family member 
providing direct support to a person receiving CLBC-funded services. Within the context of the 
required Board skills, importance is given to bringing together a diverse group of Directors, creaƟng 
an inclusive and robust Board, enabling fulsome Board discussions and ensuring different 
perspecƟves are brought to issues. Diversity in this context includes the many aspects of the 
diversity of backgrounds, lived experience, perspecƟves, and problem-solving approaches. The 
Board is conƟnually working to ensure that their composiƟon is representaƟve of the diversity of 
B.C.  
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 17.3   Process  

The Board Chair, Governance and Human Resources (GHR) CommiƩee and Directors all play key roles in 
idenƟfying the needs of the Board and potenƟal candidates to fill those needs. Throughout the process, 
the Board Chair plays a leadership role in liaising with the Minister on behalf of the Board.   
  

17.3.1. IdenƟfying Required Skills and Experience  

With the Board Chair, the GHR CommiƩee leads a process to idenƟfy specific skills and experience 
desired in new Directors to fill upcoming vacancies. In order to idenƟfy the desired skills and 
experience, the GHR CommiƩee develops and analyzes a Board Competency and ComposiƟon  
Matrix2 to determine:   

• the opƟmal aƩributes desired for the Board as a whole;  

• the skills, background and experience of conƟnuing Directors; and  

• the “priority needs” (i.e., those aƩributes that should be added and/or strengthened on the 
Board) to be filled in the appointment of new Directors.  

The Competency and ComposiƟon Matrix is to be used as a guide by the GHR CommiƩee in 
reviewing the needs of the Board and the priority needs in new Director appointments. In 
compleƟng the Competency and ComposiƟon Matrix, each year the Board:  

• reviews and revises the list of competencies along the horizontal axis as required;  

• send the matrix to each director for their self assessment of their skills.  

The completed Competency and ComposiƟon Matrix, as approved by the Board, is used as a guide 
in  idenƟfying the desired skill sets for potenƟal Director candidates and ensures representaƟon of 
specific groups with lived experience as outlined in the Community Living Authority Act.  

   
17.3.2 IdenƟfying Candidates  

All Directors are encouraged to idenƟfy candidates who meet the desired needs as idenƟfied 
through the above process. The Governance and Human Resources CommiƩee also searches 
proacƟvely to idenƟfy suitable candidates.  

In relaƟon to filling vacant appointments, the Board Chair liaises with the Minister and with the 
Crown Agencies and Board Resourcing Office (CABRO), which oversees the recruitment and 
recommendaƟon of candidates for appointments to all Crown corporaƟons. CABRO also arranges 
for the posƟng of all Board vacancies.  

In relaƟon to any current Director that is eligible for reappointment, the Board Chair provides the 
Minister with an assessment of the Director’s performance during the preceding term, based on 

 
2 Board members self-assess their skills on a 1 to 5 scale with 1 indicaƟng no experience and 5 being an expert 
level skill. No single Director is expected to possess all the skills required by the Board; instead the Board as a 
whole is evaluated and gaps are idenƟfied for idenƟfying potenƟal future candidates.  
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the Chair’s personal assessment and any feedback provided through a Director evaluaƟon process 
(if applicable).  

17.3.3 NoƟficaƟon  

At least six months prior to the expiry of a Director’s term, the Board, through the Board Chair.  

a) provides noƟce to the Minister and the Crown Agencies Board and Resourcing Office  
(CABRO) that the term of the Director is about to expire and request an appointment;  

b) provides to the Minister a wriƩen request for a new appointment to fill such vacancy;  
c) provides the Minister with the Board’s analysis of the needs to be filled in a new Director 

appointment;  
d) establishes a search group comprising members of the GHR CommiƩee to short-list and 

conduct an iniƟal interview candidates;  
e) conducts a second interview with a short-list of candidates with the GHR CommiƩee  

Chair and Board Chair;  
f) provides the Crown Agencies Board and Resourcing Office (CABRO) and Minister with the 

names and biographical informaƟon of any individuals recommended by the Board to fill 
the vacancy; and  

g) announces the final selecƟon once it is made by the Minister.  

Throughout the Director recruitment and appointment process, the Board Chair is available for 
consultaƟon with the Minister with respect to the background, experience and skills required on 
the Board.  
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 18.   DIRECTOR ORIENTATION  

The Governance and Human Resources (GHR) CommiƩee, with the assistance of management, ensures 
that there is an orientaƟon process for new Directors. There is a process for orientaƟon of new Directors 
and ongoing educaƟon for all Directors.  

 18.1  Goals  

The goals of the orientaƟon process are to:  

a) Ensure that each new Director fully understands CLBC’s formal governance structure, the role 
of the Board, its supporƟng CommiƩees, and the expectaƟons in respect of individual 
performance as set out in the Director PosiƟon DescripƟon;  

b) Help each new Director build an understanding of CLBC, its operaƟons and working 
environment including:  

i. its strategic goals and iniƟaƟves;  
ii. summary details of its principal assets, liabiliƟes, significant commitments;  
iii. its structure;  
iv. iv.  summary of major government partners and relaƟonships;  
v. its major risks and risk management strategy;  
vi. key performance indicators;  
vii. any operaƟonal or financial constraints imposed by legislaƟon or otherwise;  
viii. the Board Code of Conduct, Conflict of Interest and Business Ethics and confidenƟality 

policies;  
c) Build a link with the individuals who make up CLBC, including:  

i. opportuniƟes to meet and get to know fellow Directors;  
ii. meeƟngs with management;  
iii. visits to CLBC’s office to meet employees; and  

d) Build an understanding of CLBC’s main relaƟonships, including those with individuals, families 
and support networks, service providers, organizaƟonal partners, and other interested parƟes.  

 18.2  WriƩen Material  

The orientaƟon will include a comprehensive set of wriƩen briefing materials including:  

a) The Board Governance Manual;  
b) The most recent Strategic Plan, Service Plan, operaƟng plan, and annual report;  
c) Details of any major liƟgaƟon or disputes involving CLBC;  
d) Minutes from the previous year’s Board meeƟngs;  
e) A schedule of dates for upcoming Board meeƟngs and CommiƩee meeƟngs;   
f) Minutes from the previous year’s CommiƩee meeƟngs for any CommiƩee that the Director will 

be joining; and  
g) Governing in the Public Interest (CABRO).  
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 18.3  Process for New Directors  

Each new Director is expected to parƟcipate in iniƟal orientaƟon sessions.  

The Governance and Human Resources (GHR) CommiƩee will ensure that arrangements are made for 
the orientaƟon sessions for a new Director. The session will be scheduled as soon as possible aŌer their 
appointment takes effect.  

 18.4  Professional Development  

The Board is commiƩed to ongoing professional development for Directors.  

The Board will idenƟfy professional development opportuniƟes for Directors to be provided throughout 
the year.  

If a Director wishes to take advantage of a professional development opportunity not previously 
idenƟfied by the Board and seeks reimbursement from the Board for expenses related to the 
opportunity, the Director must obtain the prior approval from the Board Chair. For more informaƟon on 
Board professional development, see secƟon 19.  
  

 18.5  OrientaƟon Schedule   

New Director OrientaƟon  
Month One: 

Who  AcƟon  Date  Done  

Board Chair  Send welcome leƩer to new Director      

Senior ExecuƟve  
Assistant to the  
Board & CEO  

Send or provide access to materials for new Director:  

• Board Governance Manual  
• noƟce of upcoming Board meeƟng and draŌ 

minutes  
• current strategic plan, operaƟng plan and 

service plan  
• minutes of Board meeƟngs for previous year 

details of any major liƟgaƟon or disputes 
involving CLBC  

• schedule of dates for upcoming Board 
meeƟngs  

• minutes from the previous year’s CommiƩee 
meeƟngs for any CommiƩee that the 
Director will be recommended for  

• Link to CABRO’s – FoundaƟonal Training for  
B.C. Public Sector Appointees  
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 Request from new Director:  

• Board Code of Conduct, Conflict of  
Interest and Business Ethics  
DeclaraƟon  

• photograph and personal biography, 
completed payroll forms, etc.  
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Who  AcƟon  Date  Done  
  Review with new Director:  

• governance framework and Board policies  

• legislaƟve structure  
  

    

Board Chair  MeeƟng with new Director to discuss:  

• Board operaƟons  
• performance expectaƟons and appraisals  
• major issues  
• proposed CommiƩee assignment  
• Board agenda template, Board package, 

pracƟces at Board meeƟngs, etc.  

• division of responsibiliƟes between Board & 
management  

  

    

CEO/ Senior  
Management  
Team  

MeeƟng with the new Director to give an overview 
of:  

• CLBC’s operaƟonal environment, interest 
holders and community  

• CLBC’s mission, values, objecƟves  
• key challenges, opportuniƟes and related 

strategies  
• CLBC’s senior management team, raƟonale 

for organizaƟon structure  
• CLBC’s Policy Framework & Significant 

OrganizaƟonal Policies  
• Provide new Director with office tour  

  

  
  

  

  

  

  

  

  

  

Who  AcƟon  Date  Done  
Chair of GHR 
CommiƩee  

Offer the new Director the opƟonal opportunity of a 
designated exisƟng Board member to serve as an 
orientaƟon contact  
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Chair of GHR  
CommiƩee/  
Director,  
Governance and  
Policy  

Check in with new Director to answer any quesƟons 
arising from the informaƟon shared during the first 
month  

    

 
Month Three:  

Who  Action  Date  Done  
Chair of GHR  
CommiƩee/  
Director,  
Governance and  
Policy  

  

Meet with new Director to debrief first 3 months as 
Director, determine comfort level with his/her role, 
and to determine if more informaƟon is required for 
the new Director  

    

  

Month Six:   

Who  Action  Date  Done  
Chair of GHR  
CommiƩee/  
Director,  
Governance and  
Policy  
  

Meet with new Director to conduct evaluaƟon of Board 
member orientaƟon and onboarding and to determine 
if more informaƟon is required for the new Director  

    

  

New CommiƩee Chair OrientaƟon  

Who  Action  Date  Done  
Board Chair, 
Outgoing Chair of 
the CommiƩee, 
CommiƩee  
ExecuƟve Staff, 
and Director,  
Governance and  
Policy  

Provision of informaƟon including review of:  
• CommiƩee Terms of Reference  
• CommiƩee meeƟng schedule  
• CommiƩee associated Board Performance 

Indicators   
• Key risk areas of responsibility  
• Summary of key CommiƩee topics  
• Supports or accommodaƟons required by 

CommiƩee members  
• CommiƩee minutes from preceding 12 month 

period  
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New Board Chair OrientaƟon  

Who  AcƟon  Date  Done  
See “New Board  
Member  
OrientaƟon”  

New Board Member OrientaƟon      

CEO/VP,  
Governance and  
CommunicaƟons  

MeeƟng with Ministry of Social Development and 
Poverty ReducƟon contacts, including but not limited 
to:  

• Minister  
• Deputy Minister  
• Assistant Deputy Ministers  

  
MeeƟng with other Ministry contacts as appropriate 
(i.e., Finance, Treasury Board, etc.)  
  

    

CEO/VP,  
Governance and  
CommunicaƟons  

MeeƟng with CEO and immediately preceding Board 
Chair   

    

CEO/VP,  
Governance and  
CommunicaƟons  

MeeƟng with key partner groups      
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 19.   BOARD EDUCATION AND TRAINING  

 19.1   Purpose  

Community Living B.C. (CLBC) is commiƩed to supporƟng a highly engaged Board of Directors (Board) with 
the necessary skills and knowledge to perform their duƟes.  

It is the responsibility of CLBC’s Board and management to ensure CLBC’s Board members have the collecƟve 
skills and experƟse to perform their statutory and governance responsibiliƟes by supplemenƟng their skills 
and abiliƟes through educaƟon and training, as appropriate.  

 19.2   Statement  

EducaƟon and training provided to Board members shall be economical, effecƟve, and consistent with the 
objecƟves and responsibiliƟes of CLBC. This professional development is for CLBC’s benefit.  

CLBC sponsors Board member educaƟon and training that:  

• Improves the collecƟve and individual skills, knowledge, and abiliƟes required for Board Members 
to perform their duƟes.  

• Keeps Board Members up to date on governance standards.  

 19.3   Scope  

These guidelines apply to all Board members.  

Board Training refers to task and skill development that helps Board members fulfill their responsibiliƟes to 
CLBC. This training is typically provided by CLBC directly to the Board to ensure they are knowledgeable and 
able to fully contribute to the boardroom discussions.  

Board Educa on refers to the development of broader governance-related abiliƟes and knowledge base.    

 19.3.1   Board Training SpecificaƟons  

a) Job-required training is designed to ensure the Board member is properly qualified and oriented to 
adequately perform on the Board. This includes orientaƟon educaƟon, educaƟon made necessary by 
statutory regulaƟon changes or educaƟon mandated by regulatory authoriƟes.  
  

b) Industry-related training is designed to increase Board performance and improve understanding of 
community living services. This type of training is typically provided by CLBC team members and our 
other partners or experts to the enƟre Board to raise the collecƟve competency of the Board about 
the environment that CLBC operates in.  

 19.3.2   Board EducaƟon SpecificaƟons  

a) Job-related educaƟon is designed to increase Board and Board commiƩee performance or improve 
performance above the standard or entry-level of competency established for the Board. In some 
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cases, Board members are asked to chair commiƩees and it is expected that the performance of this 
role can be supplemented by focused educaƟon.  
  

b) Peer-to-peer educaƟon is designed to allow Board members to interact with other boards and peers 
to exchange ideas. This educaƟon can take the form of breakfast, lunch seminars or full-day courses, 
as appropriate.  

 19.3.3  ResponsibiliƟes  

The educaƟon plan for the Board and individual directors shall be overseen by the Governance and Human 
Resources (GHR) CommiƩee in conjuncƟon with the Board Chair. AddiƟonally, the GHR CommiƩee shall 
be responsible for approving relevant peer educaƟon opportuniƟes.  

The GHR CommiƩee is required to:  

• Be aware of the regulatory and statutory responsibiliƟes of the Board.; and  
• Ensure that Board members have the individual and collecƟve skills and knowledge to perform their 

duƟes.  

Board Directors are required to:  

• AƩend and fully parƟcipate in training and educaƟon acƟviƟes;  
• AcƟvely put into pracƟce new skills and knowledge gained through training and educaƟon; and  
• For educaƟonal events exceeding two hours in duraƟon, a summary shall be submiƩed to the first 

Board meeƟng subsequent to the educaƟonal event, in the interest of informaƟon sharing amongst 
the Board.  

 19.3.4  Annual EducaƟon Guidelines  

Board members are encouraged to discuss an annual skills development plan with the Board Chair. All 
educaƟon is to be mutually agreed between the Board Member and the Board Chair. The Board has an 
annual budget for training and educaƟon which is allocated by the Board Chair, in collaboraƟon with the 
GHR CommiƩee and management, taking into account the collecƟve board’s needs.  

There are a number of providers of educaƟon for Board Directors. Many typical governance-related topics 
are offered free of charge to keep Directors up-to-date. AddiƟonally, many of these same providers offer 
fee-based programs that can range from an inexpensive breakfast or lunch session to mulƟ-day courses 
that take a deep dive into specific areas of Board pracƟce. Resources available to the Board include:  

• Crown Agency and Board Resource Office (CABRO) –  online resources and the Governing in the Public 
Interest program;  

• InsƟtute of Corporate Directors (ICD) –  informaƟon available at icd.ca;   
• Diligent app – accessed directly from your CLBC-provided iPad;   
• Governance SoluƟons – informaƟon available at governancesoluƟons.ca; and  
• Governance Professionals of Canada – informaƟon available at gpcanada.org.    



 

 

Community Living BC   Board Governance Manual   69   
  

 19.3.5  Financial Assistance  

All fees relaƟve to Board member educaƟon, when approved in advance by the Board Chair, are paid by 
CLBC. In accordance with the Board RemuneraƟon and Travel Expense Guidelines, a board fee will be paid 
to a Board Member aƩending an educaƟonal event for which registraƟon fees are paid by CLBC and 
preapproved by the Chair.    
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 20.   BOARD EVALUATION  
The Board is commiƩed to Board evaluaƟon, the purpose of which is to provide Directors with an opportunity 
each year to examine how the Board, the Board Chair and the Board’s CommiƩees are performing, and to 
idenƟfy opportuniƟes for improvement.  

 20.1  Process  

Each year, the Governance and Human Resources (GHR) CommiƩee will recommend to the Board the specific 
evaluaƟon process to be undertaken. The evaluaƟon process will be appropriate to the stage of development 
of the Board.  

The GHR CommiƩee may engage an outside advisor to assist in the design and implementaƟon of the Board 
evaluaƟon process, subject to the approval of the Board Chair.  

 20.2  Board EvaluaƟon   

The objecƟve of the Board evaluaƟon process is to assist the Board to:  

a) Assess the overall performance of the Board and measure the contribuƟons made by the Board to 
CLBC in keeping with the expectaƟons of the Minister, Board and management, along with the public 
and the individuals and families CLBC serves;  

b) Evaluate the mechanisms in place for the Board to operate effecƟvely and make decisions in the best 
interests of CLBC;  

c) Add value to CLBC; and  
d) Enhance and maintain best corporate governance pracƟces.  

 20.3  Board EvaluaƟon - Areas to be Evaluated  

Board evaluaƟon is designed to review the effecƟveness of the Board. Typical assessments will evaluate the 
following areas:  

a) The appropriateness of the Board composiƟon;  
b) The quality of Board meeƟngs including appropriateness, effecƟveness, and sufficiency of: i. topics;  

ii. Ɵme allocaƟon;  
iii. pre-meeƟng informaƟon packages; and iv.  presentaƟons;  

c) Board dynamics, including the quality of the discussion;  
d) The appropriateness and sufficiency of the financial and operaƟonal reporƟng;  
e) The quality of the relaƟonship between the Board and management;  
f) The effecƟveness of the CommiƩees and Board Chair;  
g) CLBC’s pracƟces with respect to business conduct and ethical behaviour;  
h) Director training and educaƟon;  
i) The effecƟveness of the Board’s processes with respect to strategic planning, risk review, CEO 

evaluaƟon, management development and succession and compliance; and  
j) The Board’s relaƟonship with government, partners, interested parƟes, and the public.  
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 20.4  Board Chair EvaluaƟon   

The objecƟve of the Board Chair evaluaƟon process is to improve the overall performance of the Board by 
providing feedback to the Board Chair.  

 20.5  Board Chair EvaluaƟon: Areas to be Evaluated  

Board Chair evaluaƟon is based on the expectaƟons of the Board Chair set out in the Board Chair PosiƟon 
DescripƟon and will cover such areas as:  

a) Integrity and ethics;  
b) Management of Board meeƟngs;  
c) Management of informaƟon flow between the Board and management;  
d) Management of the Board’s decision-making processes;  
e) RelaƟonship with the CEO;  
f) RelaƟonship with Board members; and  
g) RelaƟonship with government.  

 20.6  CommiƩee EvaluaƟon   

The objecƟve of the CommiƩee evaluaƟon process is to improve the funcƟoning of the CommiƩee and thus 
contribute to improving the overall performance of the Board.  

 20.7  CommiƩee EvaluaƟon: Areas to be Evaluated  

CommiƩee evaluaƟon covers such areas as:  

a) The appropriateness of the CommiƩee’s mandate;  
b) The composiƟon of the CommiƩee; and  
c) The contribuƟons of the CommiƩee to the Board’s work.  

 20.8  Individual Director EvaluaƟon   

The objecƟve of the individual Director evaluaƟon is to improve individual performance by providing relevant 
feedback to the individual Director about their performance on the board and their respecƟve CommiƩee(s).  

 20.9  Individual Director: Areas to be Evaluated  

a) The level of strategic engagement;  
b) The level of financial acumen;  
c) The quality of preparaƟon and parƟcipaƟon at Board meeƟngs;  
d) The amount and quality of communicaƟons during Board meeƟngs;  
e) The understanding of CLBC’s values, mandate, and culture;  
f) The quality of decision-making and understanding of CLBC’s business; and  
g) The level and quality of overall contribuƟon to the Board.   
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 21.   CEO EVALUATION  

 21.1  IntroducƟon  

The evaluaƟon of the CEO is one of the most important responsibiliƟes of the Board. The evaluaƟon process 
provides a formal opportunity for the Board and CEO to have a construcƟve discussion regarding the 
performance of CLBC and the CEO’s leadership of CLBC.  

The Governance and Human Resources (GHR) CommiƩee provides a leadership role in carrying out the 
evaluaƟon process although the Board as a whole is involved in approving the CEO’s objecƟves and the final 
evaluaƟon.  

The main objecƟves of the CEO evaluaƟon process are:  

a) Appropriate assessment and reward of the CEO’s performance;  
b) Linkage of the CEO’s performance to CLBC’s goals;  
c) CEO growth and professional development; and  
d) Strengthening Board/CEO relaƟons.  

 21.2  Benchmarks  

The following documents consƟtute the benchmarks against which the review takes place:  

a) A wriƩen statement of the CEO’s performance goals for the year under review; these goals are agreed 
to by the CEO and the Board in February of each year for the following fiscal year;  

b) CLBC’s performance measures set out in the Strategic Plan;  
c) The CEO PosiƟon DescripƟon;  
d) The CEO’s employment agreement; and  
e) Measurement of outcomes and key performance indicators (KPIs).  

 21.3  Process  

The Governance and Human Resources CommiƩee is charged with leading and implemenƟng the CEO 
evaluaƟon process.  This process may include a self-evaluaƟon, a commiƩee and board appraisal, and/or a 
360° evaluaƟon.  

In February of each year, the CEO will prepare, the GHR CommiƩee will review, and the Board will approve, 
the CEO’s objecƟves for the following fiscal year.  

In May of each year, the CEO will provide a self-appraisal, raƟng his/her performance against the previously 
agreed upon objecƟves for the year and the strategic plan.  

The CEO’s self-appraisal will be in wriƩen form and will be presented to the GHR CommiƩee.  

The GHR CommiƩee will obtain input from Board members as to the CEO’s performance. This will be 
consolidated and discussed with the Board.  
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Following discussion by the Board, the Board Chair and GHR CommiƩee Chair will provide the CEO with a 
summary of the Board’s evaluaƟon.  

From Ɵme to Ɵme the board may also conduct a 360° evaluaƟon on the CEO’s performance in order to provide 
addiƟonal feedback and perspecƟves on the CEO’s perceived strength and weaknesses with a view to creaƟng 
a supporƟve and collaboraƟve working relaƟonship.    
    



 

 

Community Living BC   Board Governance Manual   74   
  

22.  SUCCESSION PLANNING FOR CEO AND EXECUTIVE ROLES 

 22.1  IntroducƟon  

The development and execuƟon of CEO and Vice President succession and development plans involves the 

Board, the Governance and Human Resources (GHR) CommiƩee and the CEO.  

The Board considers succession planning to be an ongoing process miƟgaƟng risk and ensuring high quality 

talent for CLBC through the conƟnual development, encouragement, and assessment of leadership talent.  

 22.2  DuƟes and ResponsibiliƟes  

The duƟes and responsibiliƟes in the succession planning process are shared among the Board, the GHR 

CommiƩee and the CEO.  

 22.2.1  Board  

The Board is responsible for:  

a) Approving the succession plan for both anƟcipated and unforeseen departures of the CEO; and, 

b) Ensuring plans are in place for Vice President succession and development. 

 

22.2.2  Governance and Human Resources CommiƩee  

The Governance and Human Resources (GHR) CommiƩee:  

a) Reviews the succession plans for both anƟcipated and unforeseen departures of the CEO; and 

b) Ensures plans for Vice President succession and development are in place. 

 

 22.2.3  CEO  

The CEO:  

a) Ensures succession plans are in place and are being implemented for the CEO and Vice President 

roles.  

b) Reviews the plans each year with the GHR CommiƩee and the Board.  
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APPENDICES  
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APPENDIX 1: TERMS OF REFERENCE  
  

  

  

  

    

Plain Language Summary   

Terms of Reference   means a wriƩen explanaƟon of requirements, guidelines, and important  
details to follow.    

I n this secƟon are the Terms of Reference for the Board, its Standing CommiƩees, and its  
Advisory CommiƩees, along with Community Councils.   
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 23.  BOARD TERMS OF REFERENCE  

23.1 Role   

The CLBC Board of Directors (the “Board”) has a primary responsibility to foster CLBC’s short and long-term 
success in fulfillment of its mandate, vision, core values and goals. The Board is responsible for acƟng in the 
best interest of CLBC, in accordance with applicable Government direcƟon and law, and giving 
consideraƟon to the organizaƟon’s posiƟve and negaƟve impacts on the environment and partners and 
interested parƟes, including the public, Government, employees, individuals, families and support 
networks, service providers, suppliers and communiƟes.   

Governing in the Public Interest   
As outlined by the Crown Agencies and Board Resourcing Office of the Province of B.C. (CABRO) in its 
FoundaƟonal Training for B.C. Public Sector Appointees, Boards of public sector organizaƟons have a 
responsibility to govern in the public interest and to adopt pracƟces that reflect a ciƟzen-centred approach 
to governance. In carrying out its governance role, the CLBC Board keeps in mind how its decisions can 
maintain, protect and enhance the safety, economic, social and environmental well-being of all BriƟsh 
Columbians, and those whose lives are directly and indirectly affected by the quality of service delivered by 
the organizaƟon.   

The Board is responsible for managing the affairs of CLBC. The Board discharges its responsibiliƟes by 
delegaƟng certain duƟes to CommiƩees of the Board and to management.   
   
23.2 ResponsibiliƟes   

The fundamental responsibiliƟes of the Board are set out below.   
  

23.2.1 Strategic Oversight   

Management formulates the strategic plan and other plans and the Board assesses and ulƟmately 
approves them. The Board has responsibility to:    

a) adopt a strategic planning process;    
b) parƟcipate with management on the development of, and approve, CLBC’s strategic plan;    
c) review and approve CLBC’s Vision, Mission and Core Values;   
d) approve and monitor CLBC’s annual operaƟng plan;    
e) review and approve, by resoluƟon, CLBC’s annual budget plan and capital plan;   
f) provide input to, review and approve, by resoluƟon, CLBC’s service plan;   
g) direct management to develop, implement and maintain a reporƟng system that accurately measures 

CLBC’s performance against the performance expectaƟons set out in its strategic plan;   
h) monitor performance against strategic and business plans with a focus on key risks and strategies; 

and    
i) to revise and alter its direcƟons through management, in light of changing circumstances.  
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23.2.2 Financial Oversight   

The Board has responsibility to:    
a) take reasonable steps to verify that management has established and is applying appropriate audit, 

accounƟng and financial reporƟng principles;  
b) take reasonable steps to verify that internal financial, business control and informaƟon systems are 

in place and funcƟoning saƟsfactorily;    
c) review and approve the annual audited financial statements;    
d) approve the appointment and remuneraƟon of any external advisors;   
e) approve the release of financial informaƟon that goes to the public;   
f) take reasonable steps to ensure compliance with the financial requirements set out in Community  

Living Authority Act (CLAA);  
g) approve financial or other commitments outside of the ordinary course of business that may have a 

material impact on CLBC;   
h) obtain reasonable assurance that CLBC has established a proper framework for all contracts;   
i) approve the commencement or seƩlement of liƟgaƟon that may have a material impact on CLBC; 

and   
j) report annually on the financial posiƟon of CLBC by providing copies of CLBC’s annual report to the 

Minister and such other reporƟng as is required by the Minister.   

Pursuant to the CLAA, the Board may not acquire or dispose of real property, except by resoluƟon of 
the Board and with the prior approval of the Minister.   

  
23.2.3 Risk Oversight   

The Board is responsible to oversee management’s establishment and ongoing management of processes, 
procedures and mechanisms by which key maƩers of financial and non-financial enterprise risk are 
idenƟfied, and ensuring that strategies are developed to manage such risks.   

  
The principal mechanisms through which the Board oversees risk are: individual CommiƩees’ reporƟng on 
the areas of risk relaƟng to their mandates; management risk reporƟng; the annual strategic planning 
process; and an annual risk review by the Board, supported by the Board CommiƩees as appropriate. The 
Board is responsible for oversight of the CLBC risk management funcƟon and supporƟng the Board 
CommiƩees’ fulfillment of their responsibiliƟes for risk oversight.   
  
The Board has responsibility to:   
a) direct management to establish and implement an effecƟve enterprise risk management program for 

the idenƟficaƟon, assessment and management of short and long-term strategic, operaƟonal and 
emerging risks and opportuniƟes, including financial, social and environmental risks;   

b) establish and approve the mandate of the Director of Risk, the organizaƟonal Risk Charter and any 
amendments thereto;   

c) approve significant risk management policies and any amendments thereto;   
d) aŌer discussion with management, agree on CLBC’s risk appeƟte and tolerance levels;  
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e) oversee CLBC’s risk profile, including its ongoing and potenƟal exposure to short and long-term risks;   
f) take reasonable steps to ensure, through regular reviews and assessments, that management has 

established appropriate systems to manage risks;   
g) oversee the ongoing risk educaƟon of the Board and management;   
h) ensure CLBC’s material risks and opportuniƟes are addressed in the corporate strategy and business 

plan;   
i) require appropriate cerƟficaƟon from management that CLBC is in compliance with laws, regulaƟons 

and policies;   
j) review and approve the business conƟnuity/disaster recovery plans for CLBC following its review by 

the Finance, Audit, InformaƟon and Technology (FAI&T) CommiƩee; and   
k) receive regular reports on the management of material risks to CLBC.   

23.2.4 Service Quality and Performance Oversight    

The Board has responsibility to:   
a) Review and approve appropriate standards applicable to access to, and quality of, services provided 

by CLBC; and    
b) Receive advice from the Provincial Advisory CommiƩee on improvements to policy and pracƟce to 

enhance the quality of life for people served by CLBC.   

23.2.5 Human Resources Oversight   
  

The Board has responsibility to:   
a) appoint and replace the CEO, as appropriate, and monitor and evaluate the CEO’s performance;   
b) approve the CEO PosiƟon DescripƟon and annual goals and objecƟves;   
c) approve the CEO’s compensaƟon;   
d) review the organizaƟonal structure and appointment of senior execuƟve team members;   
e) approve the compensaƟon philosophy and guidelines for CLBC;   
f) oversee CEO and management succession planning and ensure there is:   

i. a process that would respond to an unplanned situaƟon which required an immediate 
replacement of the incumbent CEO; and   

ii. criteria and processes for recogniƟon, promoƟon, development and appointment of 
management consistent with the future leadership requirements of CLBC; and   

g) provide advice and counsel to the CEO in the execuƟon of the CEO’s duƟes.   
   

23.2.6 Board Governance Oversight   

The Board retains responsibility for managing its own affairs including responsibility to:    
a) regularly review the Board’s ability to be effecƟve in fulfilling its roles and responsibiliƟes;    
b) regularly review and update the mandates of the Board, Board CommiƩees, the Provincial Advisory  

CommiƩee, the Community Councils, the Board Chair and individual Directors;    
c) develop a plan for long term Board composiƟon and maintain a Board Competency and ComposiƟon 

Matrix;   
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d) maintain accountability of its own culture, and for seƫng the tone for organizaƟonal culture; 
maintain its independence from management, providing strong oversight and the consideraƟon of 
diverse interests, perspecƟves and opinions in its deliberaƟons;   

e) provide comprehensive orientaƟon and development and educaƟon sessions for Directors; and   
f) implement processes to biannually examine the effecƟveness of the Board, individual   Directors, its 

CommiƩees, and the Board Chair.  
  

23.3 Board Code of Conduct, Conflict of Interest, and Business Ethics   

The Board has responsibility to:   
a) establish, and update from Ɵme to Ɵme as required, a Code of Conduct policy(ies) and a Conflict of 

Interest policy(ies) for Directors, the CEO and senior management, other officers and employees, for 
the Minister’s approval;   

b) obtain reasonable assurance that CLBC operates at all Ɵmes within the Code of Conduct and within 
applicable laws, and to the highest ethical and moral standards; and   

c) approve and monitor through management, compliance with all significant policies that govern 
CLBC’s operaƟons.    

  
23.4 CommunicaƟons   

The Board has responsibility to:   
a) ensure CLBC has a plan in place to communicate effecƟvely with employees, interest holders, the 

provincial government and the public;    
b) take reasonable steps to ensure financial results are reported fairly and in accordance with generally 

accepted audiƟng principles; and   
c) report annually on the Board’s stewardship for the preceding fiscal year through reporƟng such as 

the Annual Service Plan Report and an annual Strategic Plan report, etc.   
  
The CEO is the primary spokesperson for CLBC and the Board Chair is the primary spokesperson for the 
Board.    
  

23.5 Board AdministraƟve Support   

The Senior ExecuƟve Assistant to the Board and CEO provides required administraƟve services for Directors 
in their capacity as Directors of CLBC.   

   
23.6 Reliance on Management and Advisors   

In carrying out its responsibiliƟes, the Board:   
a) relies on management to provide it with accurate and fulsome informaƟon; and    
b) is enƟtled to retain and rely on external professional services firms, consultants and advisors as 

needed to fulfill its mandate.      
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24.  FINANCE, AUDIT, INFORMATION AND TECHNOLOGY COMMITTEE TERMS OF 
REFERENCE  

24.1 Purpose  

The Finance, Audit, InformaƟon and Technology (FAI&T) CommiƩee acts in an advisory capacity to the 
Board of Directors in meeƟng its financial and informaƟon technology oversight responsibiliƟes to enable 
CLBC to fulfill its vision, mission, values, strategic goals and mandate as established by the Government of 
B.C.  

This includes:  

• oversight of the integrity of the organizaƟon’s financial planning and reporƟng processes, 
internal and external audit, the system of internal controls and compliance with financial 
statutory and regulatory requirements.  

• oversight of the organizaƟon’s informaƟon and technology (I&T) systems including IT 
infrastructure, informaƟon and data governance, privacy and security, capital and 
operaƟonal investments, policy and compliance with relevant legislaƟon and direcƟon 
from the Office of the Chief InformaƟon Officer (OCIO).  

• oversight of corporate risks associated to financial, technology, privacy and 
security/cybersecurity.     

  
24.2 ComposiƟon and Quorum  

The FAI&T CommiƩee is composed of three to five Directors and up to two advisors as appointed by the 
Board, none of whom are officers or employees of CLBC.  

The Board, on the recommendaƟon of the Board Chair, appoints the CommiƩee Chair and members.  

The Board Chair is an ex officio member of the CommiƩee and may vote but is not counted in establishing 
a quorum.  

CommiƩee members shall be independent and financially literate.3 At least one member of the CommiƩee 
should have a financial designaƟon or relevant financial management experƟse. At least one member of 
the CommiƩee should have relevant knowledge of informaƟon technology.  

A majority of members of the CommiƩee shall consƟtute a quorum.  

  

 
3 In this context, “independent” means having no material direct or indirect associaƟon with CLBC or the External Auditor, which could, in the 
view of CLBC’s Board, reasonably interfere with the exercise of the member’s independent judgment, and “financially literate” means that the 
member has the ability to read and understand a set of financial statements which present a breadth and level of complexity of accounƟng issues 
that are generally comparable to the breadth and complexity of the issues that can reasonably be expected to be raised by CLBC’s financial 
statements.  
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24.3 Accountability and Authority  

The CommiƩee is accountable to the Board. The CommiƩee has no authority to direct management or to 
commit CLBC unless specifically authorized by these Terms of Reference or the Board.  

  
24.4 DuƟes and ResponsibiliƟes  

Subject to the powers and duƟes of the Board, the Finance, Audit, and InformaƟon Technology  
 

CommiƩee will perform the following duƟes:  
 

24.4.1 Financial Planning and ReporƟng  

a) review and advise the Board with respect to management’s internal financial and 
operaƟng reports, which should be Ɵmely, free from material misstatement, and 
informaƟve;  

b) review and advise the Board with respect to financial informaƟon in key performance 
indicators;  

c) review and recommend for Board decision, the:  

i. annual audited financial statements;  

ii. financial secƟon of the Annual Service Plan Report;  

iii. First and Second Quarter Forecasts and Long Term Financial ProjecƟons for 
Treasury Board (Note: authority delegated to the CommiƩee Chair by 
resoluƟon of the Board in September 2015) however, circumstances may arise 
for which the CommiƩee Chair may call a meeƟng of the Board to discuss areas 
of concern arising from and/or idenƟfied in the preparaƟon of these quarterly 
forecasts);  

iv. Third Quarter Forecast and Long Term Financial ProjecƟons for Treasury Board 
(Note: authority delegated to the CommiƩee by resoluƟon of the Board in 
September 2015) however, circumstances may arise for which the CommiƩee 
Chair may call a meeƟng of the Board to discuss areas of concern arising from 
and/or idenƟfied in the preparaƟon of these quarterly forecasts);  

v. financial informaƟon contained in the Service Plan (Note: Authority to approve 
the iniƟal draŌ Service Plan delegated to the CommiƩee by resoluƟon of the 
Board in January 2018);  

vi. annual OperaƟng Budget and Capital Budget; and  

vii. Financial InformaƟon Act reporƟng (Note: authority delegated to the  
CommiƩee Chair by resoluƟon of the Board in September 2015).  

d) other financial reports made publicly available;  
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e) review and advise the Board on any changes in accounƟng policy and relevant 
developments in accounƟng and/or financial reporƟng standards; and  

f) review and advise the Board with respect to the financial reporƟng of any material 
liƟgaƟon risks.  

 24.4.2  External Audit  

a) review and advise the Board with respect to the audit plan;  

b) review and advise the Board with respect to the Independent Auditor’s Report and any 
concerns expressed or recommendaƟons made by the External Auditor;  

c) review and advise the Board with respect to the External Auditor’s year end 
communicaƟon, including any recommendaƟons on internal controls over financial 
reporƟng, and management’s response to such recommendaƟons;  

d) meet in camera with the External Auditor at least annually or on request of the  
External Auditor;  

e) permit the External Auditor to aƩend CommiƩee meeƟngs on request, except during 
discussions concerning the appointment or performance of the external auditor;  

f) review and approve the provision of non-audit services provided by the External  
Auditor; and  

g) where the External Auditor is not the Office of the Auditor General:  

 i. recommend for Board decision the appointment or conƟnuaƟon of the External 
Auditor and the auditor’s fees; and ii. review and advise the Board with respect to 
the independence of the External Auditor.  

  
 24.4.3  Financial Internal Controls  

a)    review and advise the Board with respect to the systems of internal controls governing 
financial reporƟng, including overseeing and approving all governance policies 
addressing financial maƩers.  

  
 24.4.4  InformaƟon and Technology  

a) review and recommend for Board decision the InformaƟon Resource Management 
Plan (IRMP);  

b) review and advise the Board with respect to implementaƟon of the IRMP, including 
costs compared to plan;  

c) review and advise the Board with respect to security/cybersecurity and informaƟon 
systems and data;   

d) report on Freedom of InformaƟon and ProtecƟon of Privacy Act and the InformaƟon 
Management Act;  
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e) review and advise the Board on any changes in organizaƟonal privacy policy, 
organizaƟonal security policy; and  

f) review periodic report on InformaƟon and Technology projects as requested by the 
CommiƩee.  

 24.4.5  Internal Audit  

The Internal Auditor provides an independent and objecƟve assurance acƟvity. The Internal Auditor 
reports funcƟonally to the Finance, Audit, and InformaƟon Technology (FAI&T) CommiƩee and 
administraƟvely to the CEO. The FAI&T CommiƩee is responsible to:  

a) review and recommend for Board decision, the Internal Audit Charter;  

b) review and recommend for Board decision, the internal audit plan and budget, and any 
changes thereto;  

c) review and advise the Board with respect to internal audits assigned to the  
CommiƩee;  

d) review and advise the Board with respect to the implementaƟon of internal audit 
recommendaƟons for audits assigned to the CommiƩee;  

e) meet in camera with the Internal Auditor at each regularly scheduled meeƟng and on 
request of the Manager, Internal Audit;  

f) review and advise the board on the performance of the internal audit funcƟon; and  

g) is responsible for succession planning, hiring, and performance reporƟng (evaluaƟon) of 
Internal Auditor and this may be delegated to the FAI&T CommiƩee.  

  
 24.4.6  Risk Management  

a) The Finance, Audit, and InformaƟon Technology (FAI&T) CommiƩee will review the 
idenƟficaƟon, assessment and management of corporate risks and review miƟgaƟons 
pertaining to financial maƩers at CLBC.   

 
b) In addiƟon to oversight of InformaƟon and Technology (IT)-related risks, the  

CommiƩee is responsible for ensuring the robustness of the organizaƟon's IT 
governance framework, supporƟng the Board's responsibility for IT risk oversight, and 
monitoring the implementaƟon of technology strategies and iniƟaƟves.  

c) The CommiƩee will report its findings to the Board at prescribed intervals as follows:  
  

i. review and advise the Board with respect to significant financial and 
informaƟon and technology risks and associated miƟgaƟon strategies;  

ii. review and advise the Board with respect to insurance coverage;  
iii. review and advise the Board with respect to the disaster recovery/business 

conƟnuity plans for finance and informaƟon technology; and  
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iv. review and advise the Board with respect to compliance with applicable 
financial laws, privacy and informaƟon laws, and government direcƟves.  

 24.4.7  Public Interest Disclosure ReporƟng   

a) review and advise the Board with respect to the effecƟveness of processes implemented 
by management for the purpose of receiving, invesƟgaƟng and responding to allegaƟons 
of wrong-doing or quesƟonable acts under the Public  
Interest Disclosure Act; and  

b) review and advise the Board with respect to any allegaƟons of wrong-doing or 
quesƟonable acts.  

  
24.5  Key Staff  

a) review and advise the Board on any proposed changes with respect to the VP  
Finance and CFO and the VP InformaƟon Technology and Project Services;  

b) recommend for Board decision, on the appointment or terminaƟon of the  
Internal Auditor; and  

c) review and advise the Board with respect to the performance of the Internal Auditor.  
  
24.6  Other ResponsibiliƟes  

a) review and advise the Board with respect to the expenses of the CEO;  

b) review and advise the Board with respect to grants;  

c) review and recommend for Board decision, the Terms of Reference of the CommiƩee; and  

d) review and advise the Board with respect to such other maƩers that the CommiƩee or the 
Board deems advisable or Ɵmely.  

    
24.7  MeeƟngs  

The CommiƩee meets at least four Ɵmes per year at scheduled meeƟngs. MeeƟngs may be held at the 
call of the CommiƩee Chair or as requested by any two CommiƩee members, the External Auditor, or the 
Internal Auditor.  

  
 24.7.1  ReporƟng  

a) The CommiƩee will report to the Board by providing a wriƩen summary update and/or briefing 
note following its meeƟngs and in advance of the following Board meeƟng. When a Board 
meeƟng closely follows a CommiƩee meeƟng, the CommiƩee Chair will provide a verbal report 
to the Board; and  
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b) The CommiƩee will review and approve minutes aŌer each meeƟng, which will then be stored 
so as to be accessible to all Board members.  

24.8 Access and Support  

The FAI&T CommiƩee will have unrestricted access to CLBC’s personnel and documents. The CEO will assign 
appropriate senior staff to support the CommiƩee as required.  

24.9  External Advisors  

The CommiƩee may engage independent advisors at the expense of CLBCwhen it deems necessary, subject 
to the approval of the Board Chair.  
  
24.10 Responsibility for Policy Review  

The CommiƩee has responsibility to review policies assigned to it based on the established review cycle 
and more frequently if necessary (e.g., based on legislaƟve or regulatory changes, or a development in 
governance best pracƟces) to ensure both completeness of the policies currently in place, to ensure 
compliance with best pracƟces; and to ensure mechanisms are in place to monitor policy compliance.  
  
24.11  CommiƩee Self-Review  
  
The CommiƩee has responsibility to:  
  

a) On an annual basis, review the Terms of Reference for the CommiƩee and make 
recommendaƟons as required to the Governance and HR CommiƩee for further 
recommendaƟon to, and approval by, the Board; and  

b) Confirm to the Board on an annual basis, the CommiƩee’s fulfillment of its mandate and work 
plan for the preceding year.  
 

24.12 CommiƩee Calendar  

The annual cycle for the CommiƩee’s acƟviƟes is reflected in the FAI&T CommiƩee Calendar. 



 

 

Community Living BC   Board Governance Manual   87   
  

25.  GOVERNANCE AND HUMAN RESOURCES COMMITTEE TERMS OF 
REFERENCE  

25.1  Purpose  
The Governance and Human Resources CommiƩee acts in an oversight and advisory capacity to the 
Board of Directors to:  
  

a) oversee the development and implementaƟon of an effecƟve approach to corporate 
governance that enables CLBC to fulfill its vision, mission, and core values, strategic goals 
and Mandate established by the Government of B.C., acƟng in the public interest;  
  

b) assist the Board in fulfilling its obligaƟons relaƟng to CLBC human resources oversight, 
including the CEO’s annual goal seƫng and evaluaƟon, execuƟve compensaƟon, CEO and 
execuƟve succession planning and significant human resources policies.  

25.2  ComposiƟon and Quorum  

The Governance and Human Resources CommiƩee is composed of at least three Directors and up to 
two independent, external advisors as appointed by the Board, none of whom are officers or 
employees of CLBC. The Board, on the recommendaƟon of the Board Chair, appoints the CommiƩee 
Chair and CommiƩee members.  

A majority of the members of the CommiƩee consƟtutes a quorum. The Board Chair is an ex officio 
member of the CommiƩee and may vote but is not counted in establishing a quorum.  Neither the 
Board Chair nor the CommiƩee Chair, having voted, shall have an addiƟonal deciding vote in the event 
of a Ɵe; the resoluƟon is not passed.  

25.3  Accountability and Authority  
The CommiƩee is accountable to the Board.   

Except where the Board by resoluƟon or through the CommiƩee’s Terms of Reference has authorized 
the CommiƩee to act, the CommiƩee has no authority to direct management or to make decisions or 
commitments on behalf of the Board or CLBC.  

25.4  DuƟes and ResponsibiliƟes  
Subject to the powers and duƟes of the Board, the Governance and Human Resources CommiƩee will 
perform the following duƟes.  

 25.4.1  Governance  

The CommiƩee will:  
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a) annually review compliance by CLBC with all applicable legislaƟve and regulatory 
requirements relaƟng to corporate governance;  

b) at least every two years, review the governance framework for CLBC and advise the Board 
regarding:  

  
i. areas of concern;  
ii. corporate governance developments and best pracƟces including reference to 

the Best PracƟce Guidelines and other governance reference training or 
materials issued from Ɵme to Ɵme by the Crown Agency Board Resourcing Office  
(CABRO); and iii. 

 recommended changes  
c) ensure appropriate structures and procedures are in place to allow the Board to funcƟon 

effecƟvely;  
d) annually review the composiƟon of the Board as a whole and recommend, if necessary, 

changes to the Board Competency and ComposiƟon Matrix and Skills and Experience  
Profile;  

e) together with the Board Chair, annually and as vacancies arise, review the skills and 
experience on the Board and recommend to the Board the desired skills and experience 
for potenƟal new Directors to be recommended to the Minister and the Crown Agency  

Board Resourcing Office (CABRO) through the Board Chair;  
f) as vacancies arise, recommend the appointment of new Provincial Advisory CommiƩee 

members, and not less than two (2) Board members, not more than three (3), to aƩend 
Provincial Advisory CommiƩee meeƟngs, and make recommendaƟons to the Board as 
required;   

g) as vacancies arise, and in consultaƟon with the Service Quality and Performance 
CommiƩee, recommend the appointment of Indigenous Advisory CommiƩee members, 
and not less than one (1) Board member, not more than two (2), to aƩend Indigenous  

Advisory CommiƩee meeƟngs, and make recommendaƟons to the Board as required;   
h) ensure programs are in place for new Director orientaƟon and ongoing Director 

professional development;  
i) assist and support the annual review processes for evaluaƟng the effecƟveness of the  

Board, Board Chair, individual Directors, CommiƩees and CommiƩee Chairs;  
j) periodically review and assess CLBC’s communicaƟon to interest holders and the general 

public with respect to its policies and pracƟces in the areas of corporate governance, 
including the communicaƟon contained on CLBC’s internal and external websites;  

k) annually review and ensure the adherence and adequacy of CLBC’s Board Policies 
governing board conduct;   

l) annually review and ensure the adherence and adequacy of processes and procedures 
that govern the board’s work;  

m) annually obtain Conflict of Interest DeclaraƟons from Directors;  
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n) address conduct and policy compliance issues as delegated to the CommiƩee by the 
Board;  

o) review Directors’ and Officers’ liability coverage;  
p) review the relevant audit reports and any recommendaƟons made; and  
q) receive and review periodic progress reports relaƟve to key performance indicators.  

 25.4.2  Risk Management  
a) The Governance and Human Resources CommiƩee will review the idenƟficaƟon, assessment 

and management of corporate risks and review miƟgaƟons pertaining to Governance and 
Human Resources at CLBC and report its findings annually to the Board.  

b) In addiƟon to oversight of its assigned risks, the CommiƩee is responsible for support of the 
CLBC risk management funcƟon and supporƟng the Board’s and Board CommiƩees’ fulfilment  
of their responsibiliƟes for risk oversight including:  

i. supporƟng the Board to ensure that CLBC has an effecƟve enterprise risk 
management program for the idenƟficaƟon, assessment and management of 
short and long-term strategic, operaƟonal and emerging risks; and  

ii. ensuring the Board’s semi-annual review and assessment of enterprise risks 
and bringing to the Board for review the updated corporate risk register.  

 25.4.3  Human Resources  
The CommiƩee will:  

a) Provide strategic direcƟon to the Chief ExecuƟve Officer in building and maintaining a 
diverse and inclusive organizaƟonal culture and lived values that will support the success 
of CLBC’s mandate;   

b) Annually review CLBC’s HR (People and Culture) strategy and confirm its alignment with 
the vision, mandate and strategic plan  

c) Together with the Board Chair, lead the development of the CEO’s annual goals and 
objecƟves, for recommendaƟon to the Board;  

d) Together with the Board Chair, lead the Board’s annual performance and compensaƟon 
review for the CEO and report its findings for review and approval by the Board;  

e) Annually review CLBC’s management structure and CEO and execuƟve succession plans to 
ensure alignment with the strategic plan, business objecƟves and risks.  Support Service 
Quality and Performance CommiƩee in their review of the organizaƟonal structure as it 
pertains to service, quality and delivery  

f) Review and recommend to the Board CLBC’s philosophy and guidelines for management 
compensaƟon;  

g) Review management recommendaƟons for programs, policies and  
h) PracƟces with respect to the learning and development of CLBC’s human resources;  
i) Recommend to the Board the guiding principles for collecƟve bargaining and proposed 

collecƟve agreements;  
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j) Review compliance with legal and regulatory requirements related to the CLBC workforce;   
k) Review with the CEO any proposed external commitments of the CEO before they are 

made, including acƟng as a volunteer or compensated director or trustee of for-profit and 
not-for-profit organizaƟons, and  

l) Make recommendaƟons for approval by the Board.  

 25.4.4  Strategic Planning  
The Governance and HR CommiƩee, as part of its oversight and advising role, may assist 
management and the Board Chair in the planning and evaluaƟon of strategic planning retreats and 
Board sessions. The CommiƩee will report regularly to the Board on these acƟviƟes, and seek the 
Board’s feedback on their expectaƟons and assessment of the strategy sessions.  

 25.4.5  Other  
The CommiƩee will assume other related responsibiliƟes as assigned to the CommiƩee by the 
Board.  

25.5  MeeƟngs  
The Governance and Human Resources CommiƩee meets as required to fulfill its responsibiliƟes, but 
no less than four Ɵmes per year. MeeƟngs are held at the call of the CommiƩee Chair or as requested 
by any two CommiƩee members.  

25.6  ReporƟng  
a. The CommiƩee will report to the Board by providing a wriƩen high level update /briefing 

note following its meeƟngs and in advance of the following Board meeƟng. When a Board 
meeƟng closely follows a CommiƩee meeƟng, the CommiƩee Chair will provide a verbal 
report to the Board; and   

b. The CommiƩee will review and approve minutes aŌer each meeƟng, which will then be 
stored so as to be accessible to all Board members.   

25.7  Access and Support  
The CEO will assign appropriate senior staff to support the commiƩee as required.  

25.8  External Advisors  
The CommiƩee may engage independent advisors at the expense of CLBC when it deems necessary, 
subject to the approval of the Board Chair.  

25.9  Responsibility for Policy Review  
In addiƟon to ensuring the review of all Board-approved policies, the CommiƩee has responsibility to 
review policies assigned to it based on the established review cycle and more frequently if necessary 
(e.g., based on legislaƟve or regulatory changes, or a development in governance best pracƟces) to 
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ensure both completeness of the policies currently in place, to ensure compliance with best pracƟces; 
and to ensure mechanisms are in place to monitor policy compliance.  

25.10 CommiƩee Self-Review  
The CommiƩee has responsibility to:   

a) On an annual basis, review the Terms of Reference for the CommiƩee and make 
recommendaƟons as required to the Governance and HR CommiƩee for further 
recommendaƟon to, and approval by, the Board; and  

b) Confirm to the Board on an annual basis, the CommiƩee’s fulfillment of its mandate and 
work plan for the preceding year.  

  

25.11 CommiƩee Calendar  
The Ɵmetable for the CommiƩee’s acƟviƟes is reflected in the CommiƩee’s calendar.  
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26.  SERVICE QUALITY AND PERFORMANCE COMMITTEE TERMS OF 
REFERENCE  

26.1  Purpose  
The Service Quality and Performance CommiƩee acts in an oversight and advisory capacity to the 
Board of Directors to:  

a. oversee the development and implementaƟon of effecƟve approaches to service delivery 
including: equitable access; service performance; service quality; risks; and performance 
measurement that enable CLBC to fulfill the goals, objecƟves and performance measures 
outlined in the annual Service Plan, in alignment with the strategic goals and Mandate 
established by the Government of B.C., acƟng in the public interest;  
  

b. oversee CLBC’s leadership towards conƟnued improvement in community engagement and 
collaboraƟon, including culturally safe, equitable and inclusive approaches to engagement and 
partnership with individuals, families and service providers.   

26.2  ComposiƟon and Quorum  
The Service Quality and Performance CommiƩee is composed of at least three Directors and up to two 
independent, external advisors as appointed by the Board, none of whom are officers or employees 
of CLBC. The Board, on the recommendaƟon of the Board Chair, appoints the CommiƩee Chair and 
members.   

A majority of the members of the CommiƩee consƟtutes a quorum. The Board Chair is an ex officio 
member of the CommiƩee and may vote, but is not counted in establishing a quorum. Neither the 
Board Chair nor the CommiƩee Chair, having voted, shall have an addiƟonal deciding vote in the event 
of a Ɵe; the resoluƟon is not passed.  

26.3  Accountability and Authority  
The CommiƩee is accountable to the Board.  

Except where the Board by resoluƟon or through the CommiƩee’s Terms of Reference has authorized 
the CommiƩee to act, the CommiƩee has no authority to direct management or to make decisions or 
commitments on behalf of the Board or CLBC.  

26.4  DuƟes and ResponsibiliƟes  
Subject to the powers and duƟes of the Board, the CommiƩee will perform the following duƟes.  

26.4.1  Governance  
26.4.1.1  Audit Reports related to Service Quality and Performance The 

CommiƩee will:  
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a) at least bi-annually, idenƟfy with management, the audit reports related to  
service quality and performance and forward recommendaƟons to the Board as 
required, review each report and make recommendaƟons to the Board as 
required.  
  

26.4.1.2  Risk Management  

The CommiƩee will:  

a) at least annually and as needed, review and monitor any risk areas assigned to 
the CommiƩee by the Board pertaining to service quality, service delivery and 
performance at CLBC and the process for reviewing its service providers and 
report its findings for the Board’s review .   

b) receive reports from management and third parƟes that evaluate CLBC’s policies, 
systems and safeguards to manage risks within funded services and make 
recommendaƟons to the board.  

26.4.1.3  ReconciliaƟon and Cultural Safety  

The CommiƩee will, at least annually:  

a) receive and recommend to the Board acƟviƟes to advance ReconciliaƟon and 
cultural safety;  

b) receive from management a summary of progress on planned acƟviƟes.   
  

26.4.2 Community Engagement and CollaboraƟon  

26.4.2.1  Engagement AcƟviƟes The 

CommiƩee will:  

a) at least annually, receive reports from management and/or third-party 
assessments on the adequacy of CLBC’s community consultaƟon and 
engagement strategies to obtain reasonable assurance that CLBC has in place 
appropriate systems to consult with interest holders (including, but not limited 
to, adults with developmental disabiliƟes, their families, community members 
and service providers), including innovaƟve and unconvenƟonal approaches to 
engagement that ensure cultural safety and equitable access for all interest 
holders;  

b) annually summarize the outcomes from the previous year and present to the 
CommiƩee the annual plan for Board member engagement to enhance the 
Board’s community consultaƟon and engagement strategies, approaches and 
acƟviƟes. (e.g. Board tours and the PAC) including the mechanism the commiƩee 
will use to respond to issues that may by idenƟfied through this engagement;  
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c) periodically review the results and management’s response to interest holder 
surveys with respect to the provision of services.  

  
26.4.2.2  Liaise with the Provincial Advisory CommiƩee (PAC) and Indigenous Advisory 
CommiƩee (IAC)  

The CommiƩee will:  

a. as vacancies arise, consult with the Governance and Human Resources (GHR) 
CommiƩee on Service Quality and Performance CommiƩee members or other 
Board members to aƩend the Provincial Advisory CommiƩee and Indigenous 
Advisory CommiƩee meeƟngs.  

b. at least once per year, invite the chairs of the Provincial Advisory CommiƩee and 
Indigenous Advisory CommiƩee to present at a Service Quality and Performance 
CommiƩee meeƟng and/or otherwise provide feedback on maƩers relaƟng to 
service quality and performance.  
  

26.4.3 Service Quality and Performance 

26.4.3.1  Performance Standards The 

CommiƩee will:  

a) oversee the development of key performance indicators that will be used to 
monitor access to and quality of services and recommend these to the Board;   

b) receive and review quarterly progress reports relaƟve to key performance 
indicators;  

c) recommend to the Board the appropriate results to be achieved in respect of 
access to and quality of services;  

d) receive and review strategies from management and make recommendaƟons to 
the Board on strategies to address underperformance on key metrics, trends and 
gaps;  

e) receive from management a summary of CLBC’s compliance on its monitoring 
requirements; and   

f) receive from management a summary of any significant changes to monitoring.  

26.4.3.2  OrganizaƟonal Policies  

The CommiƩee will:  
a) receive management’s recommendaƟons for major adjustments to any policies, 
programs or business pracƟces that affect access, safety, service quality and 
performance and make recommendaƟons to the Board as required.  

  
26.4.3.4  Management ReporƟng  
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The CommiƩee will:  

a) review and recommend to the Board management reports with respect to 
equitable access to services, service quality, performance and safety.  

  
26.4.3.5  Legal and Regulatory Compliance  

With respect to access to and quality of CLBC-funded supports and services, the 
CommiƩee will:  

a) at least annually, receive reasonable assurances from management that CLBC has 
in place appropriate policies and procedures for monitoring compliance with 
applicable laws, regulaƟons, and government direcƟves; and  

b) at least annually, receive reasonable assurances from management at least 
annually that CLBC is in compliance with applicable laws, regulaƟons and 
government direcƟves.  

26.4.3.6  Service Plan and Annual Report  

a) Service Plan  

The CommiƩee will:  

i. review to the Board secƟons of the draŌ annual service plan relaƟng to 
the quality of and access to services and the safety of individuals served 
by CLBC and recommend revisions if required.  

b. Annual Report  

The CommiƩee will:  

i. review and approve the draŌ of the annual report secƟons relaƟng to 
Service Quality and Performance.  

26.4.3.7  Other  

The CommiƩee is responsible for such other related responsibiliƟes as assigned to the 
CommiƩee by the Board.  

26.5  MeeƟngs  
The CommiƩee will meet as required to fulfill its responsibiliƟes, but no less than four Ɵmes per year.  
MeeƟngs are held at the call of the CommiƩee Chair or as requested by any two CommiƩee members.  
  

26.6  ReporƟng  
a. The CommiƩee will report to the Board by providing a wriƩen high-level update/briefing note 

following its meeƟngs and in advance of the following Board meeƟng. When a Board meeƟng 
closely follows a commiƩee meeƟng, the CommiƩee Chair will provide a verbal report to the 
Board.  



 

 

Community Living BC   Board Governance Manual   96   
  

b. The CommiƩee will review and approve minutes aŌer each meeƟng, which will then be stored 
so as to be accessible to all Board members.   

  

26.7 Access and Support  
The CEO will assign appropriate senior staff to support the commiƩee as required.  
  
26.8 External Advisors  
The CommiƩee may engage independent advisors as approved by the Board.  

26.9  Responsibility for Policy Review  
The CommiƩee has responsibility to review at least annually, and more frequently if necessary (e.g., 
based on legislaƟve or regulatory changes, or a development in governance best pracƟces) the policies 
assigned to it, to ensure both completeness of the policies currently in place to ensure compliance 
with best pracƟces; and to ensure mechanisms are in place to monitor policy compliance.  

26.10  CommiƩee Self-Review   
The CommiƩee has responsibility to:   

a. on an annual basis, review the Terms of Reference for the CommiƩee and make 
recommendaƟons as required to the Governance and HR CommiƩee for further 
recommendaƟon to, and approval by, the Board; and  

b. confirm to the Board on an annual basis, the CommiƩee’s fulfillment of its mandate and 
work plan for the preceding year.  

26.11  CommiƩee Calendar  
The Ɵmetable for the CommiƩee’s acƟviƟes is reflected in the CommiƩee’s calendar.   
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27.  COMMUNITY COUNCILS TERMS OF REFERENCE  
CLBC has established Community Councils across BC to ensure that adults with developmental 
disabiliƟes, families, community members and service providers play a partnership role in achieving 
CLBC’s vision. These Terms of Reference set out the Councils’ purpose, and how the Councils will 
conduct their work.   

27.1  Purpose  

As a community extension of CLBC, the purpose of the Community Councils is to work collaboraƟvely 
with community partners to support community inclusion, ciƟzenship, and full parƟcipaƟon of people 
with developmental disabiliƟes. In partnership with CLBC, Community Councils will iniƟate and 
support acƟviƟes to:  

• Work with the Integrated Service Manager and staff to achieve common goals. This includes 
planning acƟviƟes and iniƟaƟng partnerships that build awareness and strengthen inclusion 
for people with developmental disabiliƟes.   

• It also includes providing informaƟon and advice to the Integrated Service Manager on current 
issues and plans, including those policies, projects or pracƟces related to inclusion.   

• Build educaƟon strategies and projects that strengthen community inclusion by gathering 
ideas and feedback from individuals with developmental disabiliƟes and families.  

• Work together to share concerns and successes, as well as idenƟfy province-wide barriers to 
inclusion and ciƟzenship for people with developmental disabiliƟes that require acƟon and 
change.   

• This includes bringing trends and issues forward to local and provincial CLBC staff and the 
Provincial Advisory CommiƩee as appropriate.  

• Provide opportuniƟes for individuals and families to connect, share informaƟon and learn 
about resources in their community.  

27.2   Membership   

• Councils will consist of 7 to 15 voƟng members. The actual number will be determined by each 
Council. Should membership fall below this number, the Chair and Integrated Service Manager 
(ISM) will inform the Manager of Community Engagement to develop interim plans.  

• Membership consists of the following:  
o Adults who qualify for CLBC supports and family members, will be 50% plus 1 of the  

Council membership o At 
least one self-advocate  
o At least 25% of the Council members will be people from community including 

business people  
o Service providers may make up to 25% of the Council membership  
o RepresentaƟon from Indigenous communiƟes and representaƟon which reflects the 

cultural diversity within each community  
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• A nominaƟon commiƩee comprised of Community Council members will be established by 
each Council, as needed, to carry out recruitment and nominaƟon for new members.  

• Authority to appoint or re-appoint Community Council members lies with the Board of 
Directors which has delegated this authority to the Directors of Regional OperaƟons.  

• All members must sign and be guided by the Community Council code of conduct.  
• Each Council member is appointed to three two-year terms. In excepƟonal circumstances, a 

member may be reappointed to the council aŌer compleƟng three terms and stepping off the 
commiƩee for at least one year.   

• Members of the Community Council will elect a chairperson and vice chairperson for a term 
of two years. A service provider cannot hold the posiƟon of chair or vice chair.   
  

27.3  ResponsibiliƟes of Members  

• Council members serve as volunteers and are requested to:  
o Be knowledgeable about CLBC's service delivery approach.  
o AƩend Council meeƟngs and acƟviƟes.  
o Read minutes and documents sent for meeƟngs, complete work they take on, and stay 

up to date with email and other correspondence.   
o Know these Terms of Reference.  
o Work collaboraƟvely with other Council members.  

• CLBC’s code of conduct, values, policies and principles apply to Council members.    
• Members will make clear as soon as possible any situaƟon that is, or could become, a conflict 

of interest.   
• Members represent the interests of all individuals and families CLBC serves.  
• To protect personal privacy, the Council will follow the Freedom of InformaƟon and ProtecƟon 

of Privacy Act and keep confidenƟal anything the Council agrees must be kept confidenƟal.  
• Members will noƟfy the Council chair if they cannot aƩend a meeƟng. If a member misses 

three consecuƟve meeƟngs, they may be replaced on the Council.  
• An agenda and supporƟng material will be sent to Council members one week prior to the 

meeƟng.  

27.4  ResponsibiliƟes of the Council Chair  

The Council Chair:  

• Provides leadership to the Community Council and works closely with the CLBC Manager to 
ensure meeƟngs run effecƟvely and that the agenda and discussions are consistent with 
expectaƟons set out in the Terms of Reference (TOR).  

• Encourages members to parƟcipate and facilitates discussions that help the Council to address 
its work plan goals.  

• Is the official spokesperson for the Community Council.   
• ParƟcipates in provincial discussions (or designates an alternate member to do so) including:  
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o Annual joint meeƟng with other Council Chairs, the CLBC Board of Directors, Provincial 
Advisory CommiƩee members and CLBC management  
  

27.5  Schedule  

• The Community Council will meet oŌen enough to complete its work as determined by the 
Council.  

• To facilitate maximum aƩendance, the Council meeƟng schedule will be determined at the 
beginning of each year allowing for the flexibility of a change in dates to ensure a quorum.  

• MeeƟng locaƟons may rotate or use remote technologies to accommodate the members from 
different communiƟes.   

27.6  CommunicaƟon  

• The Community Council will establish an annual work plan in April/May and develop an annual 
report by the end of March for the informaƟon of the CLBC Board.  

• Community Councils develop an annual report for the period April 1 to March 31 and work 
with CLBC to present successes and challenges at the Annual Joint MeeƟng with the CLBC 
Board and management. Councils work with the CommunicaƟons and Community  
Engagement team to share stories, acƟviƟes and events on all CLBC communicaƟon 
channels.  

• Councils are encouraged to share informaƟon about local innovaƟon, pracƟce and acƟviƟes 
with other Councils and the broader community through the CLBC website, community 
meeƟngs or the CLBC newsleƩer.  

• CLBC will support the collecƟon and sharing of successes and learnings between Councils.  
• Once a year Council chairs (or their delegate) will meet with the Provincial Advisory 

CommiƩee, Board and senior staff to enhance the working relaƟonship between Councils and 
the CLBC Board of Directors.  

27.7  Decision Making  

• Where possible Council decisions will be based on consensus.  
• Members will listen to all viewpoints to ensure issues have been fully discussed.  
• If the chair feels complete agreement cannot be reached in a reasonable period of Ɵme, issues 

will be decided by a simple majority vote of members at the meeƟng if there is a quorum.  
• Each Council member will have one vote on issues that require a vote.  

27.8  Changing Council Terms of Reference and Guidelines  

Councils can suggest changes to these Terms of Reference but they require input from Provincial 
Advisory CommiƩee and Board approval.  
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27.9  Linkage to the Board   

• Each Council will have one representaƟve who sits on the Provincial Advisory CommiƩee. 
Members apply in wriƟng, with the recommendaƟon of their Community Council to become 
an Advisory CommiƩee RepresentaƟve; the Board makes all appointments.  
Council members who sit on the Provincial Advisory CommiƩee together with Board liaisons 
will provide two-way communicaƟon from Councils and the CLBC Board.   

• Once each year, Community Council Chairs meet with the Board of Directors, Provincial 
Advisory CommiƩee members, Indigenous Advisory CommiƩee members, Integrated Service 
Managers and CLBC’s senior management team.   

27.10 Record Keeping  

• Minutes will be approved by members at the following meeƟng of the Council.  
• MeeƟng minutes will include aƩendance, agenda, key discussion points that reflect decisions 

and any recommendaƟons made.  
• Approved minutes will be posted to the Council’s website.  

27.11 Members’ Expenses  

Expenses to aƩend council meeƟngs will be paid following CLBC policy.  

27.12 Support for the Council  

A CLBC integrated service manager will serve as the primary CLBC staff link to provide informaƟon, 
technical advice and support to the Council and the Council chair.   

27.13 PresentaƟons to the Community Council   

The Council may choose to receive verbal or wriƩen submissions on issues that concern the Council’s 
areas of responsibility.   

27.14 EvaluaƟon of the Council  

Councils complete an annual self-evaluaƟon at the end of the fiscal year The Council will ensure an 
annual self-evaluaƟon takes place.  

27.15 How to Contact the Council  

Local Community Council contact informaƟon can be found:  
CLBC website: www.communitylivingbc.ca  
Email: CLBCInfo@gov.bc.ca  
Phone: 604-664-0101   
Toll free number: 1-877-660-2522  
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28.   PROVINCIAL ADVISORY COMMITTEE TERMS OF REFERENCE   
The Community Living Authority Act requires CLBC’s Board of Directors to establish a Provincial 
Advisory CommiƩee. These Terms of Reference set out the CommiƩee’s purpose and how the 
CommiƩee will conduct its work.  

28.1  Purpose  
The Provincial Advisory CommiƩee provides informaƟon and advice to the CLBC Board. To fulfill this 
purpose, the CommiƩee:  

• Ensures two-way communicaƟon between Community Councils and the Board by acƟng as a 
link to the Board on both successes and concerns idenƟfied by Community Councils that have 
provincial implicaƟons for CLBC and those it serves  

• Recommends improvements to policy and pracƟce for Board and CLBC staff consideraƟon to 
enhance the quality of life for people served by CLBC  
  

The Board may also request the Provincial Advisory CommiƩee to examine parƟcular issues that are 
of importance to CLBC.  

28.2  Membership  
• The Provincial Advisory CommiƩee is made up of a single member from each Community 

Council who must be either a self-advocate or family member  
• Council members, who are nominated by their Council, apply in wriƟng to become a Provincial 

Advisory CommiƩee representaƟve  
• Provincial Advisory CommiƩee members are appointed by the CLBC Board of Directors  
• Members are appointed for up to two years, but may be re-appointed for up to two addiƟonal 

years  
• The Board may appoint a member at large to ensure there is an Indigenous member  

28.3  ResponsibiliƟes of Members  
• CommiƩee members serve as volunteers and are requested to:  

o Be knowledgeable about CLBC and its service delivery approach o 
AƩend CommiƩee meeƟngs and acƟviƟes  
o Bring forward provincial issues idenƟfied by their Community 
Council o Communicate the results of the work of the Provincial 
Advisory CommiƩee to their  

Community Council o Review minutes and documents sent for meeƟngs, complete 
work they take on, and stay up to date with email and other correspondence  
o Work collaboraƟvely with other CommiƩee members o Know 
these Terms of Reference  

• CLBC’s code of conduct, values, policies and principles apply to CommiƩee members  
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• Members must make clear as soon as possible any situaƟon that is, could become, or may be 
perceived as a conflict of interest (meaning the member has a personal interest in an issue 
before the CommiƩee)  

• Members represent all individuals and families that CLBC serves  
• To protect personal privacy, CommiƩee members will follow the Freedom of Informa on and 

Protec on of Privacy Act and keep confidenƟal anything the CommiƩee agrees must be kept 
confidenƟal  

• Members will noƟfy the CommiƩee chair in advance if they cannot aƩend a meeƟng. If a 
member misses two consecuƟve meeƟngs, they may be replaced on the CommiƩee  

28.4  The CommiƩee Chair  
• Every two years, the chair will be elected by members of the CommiƩee, and be subject to 

Board approval  
• The chair will:  

o Help develop an agenda for each meeƟng and conduct meeƟngs in an organized, 
effecƟve manner.  

o Ensure everyone’s voice is heard when issues are discussed o Monitor how well the 
CommiƩee works as a group and discuss this with members o Provide a report at 
open Board meeƟngs  

28.5   The CommiƩee Vice Chair  
• Every two years, the vice chair will be elected by members of the CommiƩee, and be subject 

to Board approval  
• The vice chair will:  

o Help the Chair to develop an agenda for each meeƟngs and support the Chair 
to conduct meeƟngs in a businesslike manner  

o Take on special assignments from the Chair to support PAC work o Perform the 
responsibiliƟes of the Chair when the Chair is not available  

28.6  Schedule  
• The CommiƩee will meet four Ɵmes a year including an annual meeƟng with the Board, CLBC’s 

senior management team, CLBC Managers, and Community Council Chairs to discuss shared 
issues  

• The meeƟng schedule will be determined at the beginning of each year  

28.7  Decision Making  
• Where possible CommiƩee decisions are based on consensus  
• Members will listen to all viewpoints to ensure issues have been fully discussed  
• If consensus cannot be reached in a reasonable period of Ɵme, issues requiring a formal 

decision will be decided by a simple majority of the members, if there is a quorum.  
• Each CommiƩee member will have one vote on issues that require a vote  
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• By agreement of a majority of members, the chair may table issues unƟl the next meeƟng  

28.8  Linkage to the Board  

• CLBC Board will appoint at least two Board members to aƩend the CommiƩee’s meeƟngs. 
These members will not have a vote.  

• At least two Board members will provide the Provincial Advisory CommiƩee with updates on 
the Board’s work and report the CommiƩee’s work to the Board  

• The CommiƩee will send minutes to the Board aŌer each meeƟng outlining topics discussed 
and any recommendaƟons  

28.9  Provincial Advisory CommiƩee RecommendaƟons  
• From Ɵme to Ɵme, the Provincial Advisory CommiƩee discusses issues that Community 

Councils believe have provincial implicaƟons for CLBC and the people it serves.  
• The CommiƩee will send any recommendaƟons made as a result of these discussions to the 

CLBC Board for its consideraƟon  

28.10 CommunicaƟon and Record Keeping  
• An agenda and supporƟng material will be sent to the CommiƩee two weeks prior to the 

meeƟng  
• MeeƟng minutes will include aƩendance, the agenda and key discussion points that reflect 

decisions and any recommendaƟons made  
• Minutes will be approved by members at the following meeƟng, and placed on the Provincial 

Advisory CommiƩee website  

28.11 Members’ Expenses  
• Expenses to aƩend meeƟngs or take part in CommiƩee acƟviƟes will be paid following CLBC 

policy  

28.12 Support for the CommiƩee  
CLBC will support the commiƩee by:  

• Assigning a staff member to serve as a staff link and provide support on policy and pracƟce 
issues. Other CLBC staff members will be available as needed at meeƟngs  

• Arranging support for self-advocate CommiƩee members at and between meeƟngs. This 
includes needed support such as sign language interpretaƟon, Braille translaƟon, 
transportaƟon, etc.  

• Where required, assigning a staff member to meet with a commiƩee member before the  
Provincial Advisory CommiƩee meeƟngs to review and discuss the agenda and supporƟng 
materials  

• Preparing and distribuƟng minutes  
• Sending the agenda and supporƟng materials for upcoming meeƟngs  
• Scheduling meeƟngs and making travel arrangements  
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• Providing necessary support services including typing and other clerical work  
• Providing an orientaƟon and supporƟng materials on the purpose of the Provincial Advisory  

CommiƩee and its Terms of Reference  

28.13 PresentaƟons to the Provincial Advisory CommiƩee  

• The CommiƩee may choose to receive verbal or wriƩen submissions on provincial issues that 
concern its areas of responsibility  

28.14 EvaluaƟon of the CommiƩee  
• The CommiƩee will ensure an annual self-evaluaƟon takes place at the end of the calendar 

year  
• At each meeƟng, members will review how well they think the CommiƩee is working as a 

group and make any needed changes to how they conduct their work  
• The Board will review the work of the CommiƩee from Ɵme to Ɵme and may make changes 

to these Terms of Reference when needed  

28.15 Changing the Terms of Reference    
• The CommiƩee may suggest changes to these Terms of Reference. All changes require Board 

approval.  

28.16 How to Contact the CommiƩee    
The Provincial Advisory CommiƩee can be contacted by any of the following means  

Email: CLBCInfo@gov.bc.ca  
CLBC website: www.communitylivingbc.ca  
Phone: 604-664-0101  
Toll free number: 1-877-660-2522  
Mail: 7th Floor, 1200 West 73rd Avenue, Vancouver, BC, V6P 6G5  
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29.   INDIGENOUS ADVISORY COMMITTEE TERMS OF REFERENCE  

These Terms of Reference set out the CommiƩee’s purpose and how the CommiƩee will conduct its 
work.    

29.1  Purpose  
The Indigenous Advisory CommiƩee works to advise CLBC to achieve its vision of “communiƟes of 
belonging and lives with connecƟon” for individuals with developmental disabiliƟes and their 
families residing within BriƟsh Columbia’s urban, rural, status and non-status First NaƟons, MéƟs, 
and Inuit communiƟes. The Advisory CommiƩee supports the mandate of CLBC through the unique 
Indigenous experiences, wisdom, and knowledge to CLBC staff.  

The Advisory CommiƩee guides the implementaƟon of the Indigenous RelaƟons Plan and provides 
progress reports to the Board of Community Living BC at their Open Board MeeƟng.  

29.2  Membership   
• The Advisory CommiƩee will consist of 5 members represenƟng the 5 regional areas of the 

province, up to 5 addiƟonal members represenƟng Indigenous communiƟes or agencies.   
• Further up to 5 addiƟonal members represenƟng provincial or regional Indigenous enƟƟes, 

consisƟng of the following:  
o Indigenous people with a developmental disability, family members and/or community 

representaƟves must make up 50% of the CommiƩee.  
o People who have a direct relaƟonship with Indigenous people and experience and 

knowledge related to disability may make up to 50% of the CommiƩee. o One Community 
Living BC Board member, as idenƟfied by the Board Chair.  

o An Elder from the CLBC Elder Council on a rotaƟonal basis.  
• Members are appointed for up to two years but may be re-appointed for up to four addiƟonal 

years.  

• Members may not serve more than three terms.  
• PotenƟal new members are engaged by the Indigenous RelaƟons team and recommendaƟons 

for appointment are provided to the CommiƩee for approval.  
• CLBC staff parƟcipate as support to the CommiƩee but are not considered members.  

29.3  ResponsibiliƟes of Members  
• CommiƩee members serve as volunteers and are requested to:  

o Be knowledgeable about CLBC and its service delivery approach o 
AƩend CommiƩee meeƟngs and acƟviƟes  

o Read minutes and documents sent for meeƟngs, complete work 
they take on, and stay up to date with email and other 
correspondence  
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o Work collaboraƟvely with other CommiƩee members o Know 
these Terms of Reference  

• CLBC’s code of conduct, values, policies and principles apply to CommiƩee members.  
• Members must make clear as soon as possible any situaƟon that is, could become, or may be 

perceived as a conflict of interest (meaning the member has a personal interest in an issue 
before the CommiƩee).  

• To protect personal privacy, CommiƩee members will follow the Freedom of InformaƟon and 
ProtecƟon of Privacy Act and keep confidenƟal anything the CommiƩee agrees must be kept 
confidenƟal.  

• Members are not employees of CLBC and therefore cannot represent themselves as such.  
• Members are meeƟng at the request of CLBC, and therefore must not  engage in Lobbying 

acƟvity as per the Lobbyists Transparency Act or the Lobbyists Transparency Regula ons.  
• Members will noƟfy the CommiƩee chair if they cannot aƩend a meeƟng. If a member misses 

two consecuƟve meeƟngs, they may be replaced on the CommiƩee.  

29.4  Roles of Members  
• CommiƩee members must be familiar with Community Living services used by individuals and 

families served by CLBC, and issues facing Indigenous individuals with developmental 
disabiliƟes and their families within BriƟsh Columbia’s urban, rural, status and non-status First 
NaƟons, MeƟs, and Inuit communiƟes.  

• The CommiƩee works with the CLBC Board through the Chair and Vice President Quality 
Assurance and Indigenous RelaƟons and the Indigenous RelaƟons team to provide over-sight 
on the implementaƟon of the CLBC ReconciliaƟon Strategy, and the Indigenous relaƟons 
workplan,  

• The CommiƩee interfaces with Indigenous communiƟes and members to facilitate informaƟon 
sharing, communicaƟon and the idenƟficaƟon of priority areas affecƟng Indigenous individuals 
living with developmental disability and their families.  

• Provide advice and input on areas of interest and importance to CLBC Leadership including 
processes & projects such as CLBC’s Strategic Plan, Service Plan, and recommendaƟons 
regarding current and future CLBC policy amendments.  

• The CommiƩee will provide input to CLBC to enhance relaƟonships with First NaƟons, MeƟs 
and Inuit individuals and communiƟes; increase cultural competence of CLBC Staff; improve 
CLBC’s service delivery to Indigenous people; and support CLBC to develop a staff complement 
which reflects the communiƟes it serves.  

29.5  Schedule  
• The CommiƩee will meet four Ɵmes a year, including at least one meeƟng in person.  
• The meeƟng schedule will be determined at the beginning of each year.  
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29.6  The CommiƩee Chairperson   

• Each year, the chair will be elected by members of the CommiƩee.  
• The chair will:  

o Help develop an agenda for each meeƟng in partnership with Indigenous  
RelaƟons Team  o Review minutes and acƟon items ensuring acƟon 

items are completed.  
o Use a meeƟng format agreed to by the members of the CommiƩee and ensure 

everyone’s voice is heard when issues are discussed. o Promote consensus-based 
style decision making.  

o Provide updates to the CLBC Board at their open board meeƟngs through the IAC 
Chair or their designate on topics of importance to the IAC and the progress made 
towards implemenƟng the ReconciliaƟon Strategy quarterly.  

o Once per year, aƩend the Service Quality & Performance CommiƩee at their request.  

29.7  The CommiƩee Vice Chairperson   
• Each year, the vice chair will be elected by member of the CommiƩee.   
• The chair will assist the Chairperson in duƟes above, where needed, and assume the 

Chairperson role in the Chairperson’s absence.  

29.8  CommunicaƟon and Record Keeping  

• An agenda and supporƟng material will be sent to the CommiƩee two weeks prior to the 
meeƟng.  

• MeeƟng minutes will include aƩendance, the agenda and key discussion points that reflect 
decisions and any recommendaƟons made.  

29.9  Members’ Expenses  

• Expenses to aƩend the in-person meeƟng or take part in CommiƩee acƟviƟes will be paid 
following CLBC’s policy.  

• Self-Advocates and Elder’s will receive an honorarium as per CLBC’s Honorarium Policy for 
aƩendance at meeƟngs.    

29.10 Support for the CommiƩee  

• The CLBC Indigenous PracƟce Advisor will support the Advisory CommiƩee by:  
o Preparing and distribuƟng minutes o Sending the agenda and supporƟng 

materials for upcoming meeƟngs o Scheduling meeƟngs and making travel 
arrangements   

o Providing necessary support services including typing and other clerical 
work  
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• New members will receive an orientaƟon and training on the purpose of the Advisory 
CommiƩee.  

29.11 Changing the Terms of Reference  
• The Terms of Reference will be reviewed annually by the CommiƩee.  
• The CommiƩee may suggest changes to these Terms of Reference.  
• The CLBC Service Quality and Performance (SQP) CommiƩee is the sub-commiƩee of the CLBC 

Board and reviews amendments to the IAC Terms of Reference.  
 .    
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APPENDIX 2: SIGNIFICANT ORGANIZATIONAL POLICIES  
  

  

  

  

  

  

  

  

  

  

    
 

Plain Language Summary    

What are Significant OrganizaƟonal Policies?    

A  Significant OrganizaƟonal Policy  is a policy that the CLBC Board of Directors is responsible for  
because of :   

• a law, or requirements of the Community Living Authority Act ,   

• the risks associated with the policy topic or pracƟce, or   

• accountability to government and community    

Significant organizaƟonal policies require review or approval by the CLBC Board of Directors.   

CLBC’s Board  and its CommiƩees  h ave   a schedule for reviewing significant organizaƟonal  

policies.     
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30. List of Significant OrganizaƟonal Policies and Processes   

One of the ways the Board formalizes its leadership and influence over CLBC is through the approval 
of governance and significant organizaƟonal policies and processes. The Board Governance Manual 
operates as Board policy and requires Board approval.  
  

Board  
Manual  

SecƟon #  

Approve/ 
Review  

BOARD GOVERNANCE MANUAL  

 
 

 

 
A. CLBC OVERVIEW      

1  A  Governance Framework      X    

2  A  Mission, Vision and Core Value Statements  X        

3  A  Strategic Plan      X    

4  A  Service Plan        X  

B. BOARD GOVERNANCE STRUCTURE      

5.  A  Overview of Board Powers, DuƟes, and Structure      X    
6  A  Board Code of Conduct, Conflict of Interest, Public 

Interest, and Business Ethics  
    X    

7  A  Board Calendar      X    
8.  A  Board Director PosiƟon DescripƟon      X    
9.  A  Board Chair PosiƟon DescripƟon      X    
10  A  CEO Job DescripƟon      X    
11  A  Sr. ExecuƟve Assistant to the Board and CEO PosiƟon 

DescripƟon  
    X    

C. STANDING COMMITTEES AND ADVISORY COMMITTEES      

12  A  Standing CommiƩee OperaƟng Guidelines      X    

13  A  Advisory CommiƩee OperaƟng Guidelines      X    

D. BOARD PROCESSES      

14  A  Board MeeƟngs      X    

15  A  Strategic Planning      X    

16  A  Risk Management Process        X  
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17  A  Board ComposiƟon and Succession Planning      X    

18  A  Director OrientaƟon      X    

19  A  Board EducaƟon and Training      X    

20  A  Board EvaluaƟon      X    

21  A  CEO EvaluaƟon      X    

22  A  CEO Emergency Succession      X    

23  A  Management Succession Planning      X    

 
The following terms of reference documents guide the work of the Board, its standing and advisory 
commiƩees, and Community Councils and require Board review and approval.  
  

APPENDIX 1: TERMS OF REFERENCE    

Board  
Manual  

SecƟon #  

Approve/ 
Review  

Terms Of Reference  

 

 
 

 

24  A  Board Terms of Reference  X        

25  A  Finance, Audit, InformaƟon and Technology CommiƩee 
Terms of Reference  

  X     

26  A  Governance and Human Resources CommiƩee Terms of 
Reference  

    X    

27  A  Service Quality and Performance CommiƩee Terms of 
Reference  

      X  

28  A  Community Councils Terms of Reference        X  

29  A  Provincial Advisory CommiƩee Terms of Reference        X  

30  A  Indigenous Advisory CommiƩee Terms of Reference        X  
  
In addiƟon to the Board Governance Manual and terms of reference documents, the Board reviews 
and approves CLBC’s Board and Governance policies. The following significant organizaƟonal policies 
are available on CLBC’s website.  
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APPENDIX 2: SIGNIFICANT ORGANIZATIONAL POLICIES     

Approve/ 
Review  

Significant OrganizaƟonal Policies  

 
   

A  Policy Authority Policy      X    

A  Open Board MeeƟngs Policy      X    

A TheŌ, Fraud and CorrupƟon Policy    X      

R  Policy Framework Policy      X    

R  OrganizaƟonal Privacy Policy        X  

R  Eligibility Policy        X  

R  Adult Guardianship Policy        X  

R  Cultural Safety Policy        X  

R  Complaints ResoluƟon Policy        X  

R  Monitoring Policy        X  
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APPENDIX 3: LEGAL FRAMEWORK  

  

  

  

  

  

  

  

  

  
 

Plain Language Summary   

Legal Framework  means the set of laws, regulaƟons, and rules that CLBC and the CLBC Board  
of Directors must follow.    

These include:   

● Community Living Authority Act   
● OrganizaƟon and Procedure Bylaws   

● Mandate LeƩer and Service Plan   
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31. Community Living Authority Act and RegulaƟon  
CLBC is governed under the Community Living Authority Act and RegulaƟon, legislaƟon and regulaƟon 
which defines its authority, roles and duƟes as a Crown agency. The legislaƟon may be found here:  
  
Community Living Authority Act (gov.bc.ca)  
  
CLBC has limited regulaƟons associated with its governing legislaƟon. The regulaƟon can be found 
here:  
  
Community Living Authority RegulaƟon (gov.bc.ca)  
  

32. OrganizaƟon and Procedure Bylaws  

In addiƟon to its governing legislaƟon and regulaƟon, CLBC has established bylaws that were 
developed and are regularly reviewed by the Board of Directors. CLBC’s OrganizaƟon and Procedure 
Bylaws are unique in that they align to the Community Living Authority Act and Regula on and are 
further supported by the CLBC Board Governance Manual which, like the bylaws, is a governing 
document approved by the Board of Directors. Taken together, CLBC’s legislaƟon, regulaƟon, bylaws, 
and board manual provide a comprehensive governing framework for the organizaƟon.  

The OrganizaƟon and Procedure Bylaws can be found here:  

OrganizaƟon-and-Procedure-Bylaws  

  

33. Mandate LeƩer and Service Plan  
BC provincial government ministries receive mandate leƩers from the Premier that provide a 
framework for what Ministers are expected to accomplish, including specific policy objecƟves and 
challenges to be addressed. The Minister of Social Development and Poverty ReducƟon (MSDPR) in 
turn provides a mandate leƩer to CLBC outlining the issues CLBC is expected to address. Dependent 
on the government, mandate leƩers are provided to CLBC annually or for each term.  
  
The Minister of Social Development and Poverty ReducƟon’s mandate leƩer to CLBC can be found 
here:  
  
CLBC Mandate LeƩer  
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As described in SecƟon A.(4) Service Plan, CLBC is required to annually develop a Service Plan that is 
consistent with government’s strategic prioriƟes, CLBC’s mandate leƩer, and fiscal plan, as well as 
submit an Annual Service Plan Report outlining progress on its previous year’s Service Plan.  
  
CLBC’s Service Plan can be found here:  
Community Living BriƟsh Columbia 2023/24 - 2025/26 Service Plan  
  
CLBC’s Annual Service Plan Report can be found here:  
Annual Reports - Community Living BC  
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APPENDIX 4: KEY WORDS  
  

  

  

  

  

  

  

    

Plain Language  Summary   

Keywords that are used in CLBC’s Board Governance Manual are listed alphabeƟcally with  
explanaƟons.    



 

 

Community Living BC   Board Governance Manual   117  
  

34. Key Words (Plain Language)  

Note: The following list remains in draŌ to be reviewed by CLBC’s Editorial Board for plain 
language.  

Word and definiƟon in CLBC policy document  

Act: means Community Living Authority Act, and the regulaƟons made to support it.  

Adult: A person 19 years of age or older.  

Authority: means Community Living BriƟsh Columbia, established under secƟon 2(1) of the 
Community Living Authority Act.  

Board: means the current Board of Directors of CLBC.  

Board Policy: A policy that concerns the operaƟon or governance of CLBC’s Board of Directors.   

Bylaws: means the Bylaws (rules) enacted and approved by the Board.  

CEO: means the Chief ExecuƟve Officer engaged by the Board to manage the affairs of CLBC.  

Code of Ethics: means the current Code of Ethics that applies to CLBC Board members to support 
good decision-making.  

ConƟnuous Quality Improvement: A process of defining what is to be done; monitoring / 
measuring it; and then making changes to improve quality.  
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Cultural Awareness: The ability and willingness to examine the values, beliefs, tradiƟons, and 
percepƟons within our own and others’ cultures. At the most basic level, it is the ability to walk in 
someone else's shoes and be able to understand their cultural origins.  

Cultural Competency: Changes to understanding and knowledge about individuals and groups of 
people that recognize and consider their culture and the ways they are supported.  

Cultural Safety: Recognizing the power imbalances in service systems, and the work to address 
these imbalances. A culturally safe environment for Indigenous peoples is one that is physically, 
socially, emoƟonally, and spiritually safe without challenge, ignorance, or denial of an individual’s 
idenƟty.   

Cultural SensiƟvity: Refers to reflecƟng on Indigenous peoples’ cultural background and 
experiences that go beyond acknowledging cultural differences to respecƟng Indigenous 
knowledge and being sensiƟve to customs that can also be uniquely individual.  

Director: means a person appointed to the CLBC Board by the Minister of Social Development and 
Poverty ReducƟon.  

Equity Approach: The ability to look at possible dispariƟes (e.g., the ability to access services) 
based on a group’s idenƟty (e.g., women, Indigenous peoples, 2SLGBTQ+, etc.).   

ExecuƟve Sponsor: A member of the CLBC execuƟve team who has been delegated ongoing 
authority over and responsibility for a policy, process, or project.  

Government: means the Provincial Government of BriƟsh Columbia.  

Governance Policy: A significant organizaƟonal policy that is not a Board policy and that requires 
the review or approval of the Board of Directors.  
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Holism: A world view in which cultural beliefs, norms, spirituality, and values are not separated 
from human social life. Culture and idenƟty are Ɵghtly connected to territory, kinship, community, 
ceremony, and naƟon.  

Individual: A person 19 years of age or older who is eligible for CLBC services, as described in the 
Eligibility Policy.  

Management: means the execuƟve management including the CEO and Vice Presidents of CLBC.  

Mandate LeƩer: A leƩer to CLBC from the Government to confirm CLBC’s mandate, provide 
strategic direcƟon and set key performance expectaƟons for the mandate period.  

Manual: means the current Board Governance Manual of CLBC.  

Minister: means the Minister of Social Development and Poverty ReducƟon, who is the Minister 
responsible for CLBC, according to the Community Living Authority Act.  

Policy Framework: Documents that direct, support, inform, and/or describe the work of CLBC. The 
framework consists of policies, procedures, pracƟce guidance, standards, agreements, 
arrangements, memorandums of understanding, and language aligned across the organizaƟon.   

Policy Review Cycle: The process and Ɵmeframe by which policies and supporƟng Policy 
Framework documents are reviewed regularly and revised as necessary.  

Quality of Life: A framework to organize how we think about having good lives. The framework has 
different domains that consider the three broad areas of independence, social parƟcipaƟon and 
well-being and are the same for all people, although they may vary individually or culturally in 
relaƟve value and importance.   
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Self-determinaƟon: The process by which an individual, people or naƟon makes decisions to 
determine their own future.   

Service Plan: means the annual service plan required by the Budget Transparency and 
Accountability Act, SBC 2000, c. 23.  

Service Provider: A person or organizaƟon under contract with CLBC, including their employees, 
contractors, sub-contractors, and volunteers to deliver supports and services to individuals, 
families and/or support networks.   

Significant OrganizaƟonal Policy: A policy that has significance for the CLBC Board of Directors in 
its governance role to oversee the conduct of the organizaƟon’s business and that require review 
or approval by the CLBC Board of Directors.  

Two-Eyed Seeing (Etuaptmumk): A guiding principle developed by Mi’kmaq Elder Albert Marshall 
that recognizes that the likelihood of beƩer outcomes is greater if there is collaboraƟon between 
two or more perspecƟves.  

  


