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Board of Directors Plain Language Policies

This document includes the Community Living Ontario Board of Directors policies in plain language.  If you would like to see the full versions of each policy, please refer to the originals provided to you by the Board.
This is an official document of the Community Living Ontario Board of Directors.  As existing policies are changed, and new policies are added, additional information will be included.  This document will be reviewed and provided to each Board member each year.  
There is a list of acronyms/short forms and a glossary/list of commonly used words and what they mean included below.  You can become familiar with the acronyms and commonly used words, as you will see and hear them often during your term on the Board of Directors.

 Acronyms - Short forms for words that are often used:
· CLO – Community Living Ontario
· CEO – Chief Executive Officer – Chris Beesley
· AGM – Annual General Meeting
· CACL – Canadian Association of Community Living
· PEDCC – Provincial Executive Director’s Coordinating Committee

Glossary - A list of words and phrases, and their meanings, used often at Board Meetings and in Board Policies that all board members should be familiar with:
· Terms of Reference – A document created by a committee or working group that explains why people are meeting and the rules that need to be followed  
· Quorum – The least number of people needed to attend a Board or committee meeting to conduct business
· Amend – Make minor changes to wording in an official document to make it fairer, or up to date, or more understandable 
· Strategic Plan – A group planning process to figure out the overall goal of CLO and how to achieve it  
· Risk Management – A process in figuring out how to avoid risks from financial, or legal, or unsafe conditions that may cause harm to CLO 
· Stakeholders – A person, or group of people, that is involved or who benefit from CLO. This includes board members, paid staff, association members and the people and families we support in our advocacy
· In-Camera – A meeting where Board members meet privately to discuss highly confidential or sensitive matters
· 
Glossary Continued…

· Governance – The Board’s process for making decisions that will advance CLO’s principles and mission 
· Day-to-day operations – An expression used to describe daily business that includes Administration (office duties), Finance, Human Resources, and the providing of supports and services
· Succession planning – A process for finding and developing new leaders (Board members or senior staff) to replace present leaders when they retire or leave
· Accountability - A willingness to accept responsibility for your actions and making sure CLO is stable and financially secure to carry out its mission in a responsible way that is clear, respectful, and honest
· Transparency – Being open and honest and truthful with others in the information that you share in such a way that is easy for others to see what actions are performed
· Ex-officio – A position or privilege that a person has because of their role. For example, the President of the Board is ‘ex-officio’ to all the committees so the President can sit on all of the committees just because he or she is in the position of President. 

Glossary Continued…

· Financial procedures and controls – The way in which CLO’s funding and investments are directed, monitored, and measured 
· Community Living Ontario Members - Often referred to as ‘locals’, ‘chapters’, ‘associations’, ‘affiliates’
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Role of the Board and Responsibilities of Board Members

[bookmark: _Hlk49366421]The role of the Board is to support the work of Community Living Ontario (CLO). The Board’s job is to work in partnership with the Chief Executive Officer (CEO), Chris Beesley, whose job it is to look after operations. It is important that the Board, and each Board member understands their role in providing support, leadership and making sure CLO works correctly. 

Role of the Board:
The Board is responsible for the highest level of decision-making and has the legal authority for CLO. The following list the role the Board has as a group: 
· Stay faithful to CLO’s Mission, Vision and Values
· Provide leadership and oversight to the activities of CLO
· Act as a connection between CLO and its members
· Make sure CLO is not at legal or financial risk 
· Make sure funding is available to run CLO
· Develop a strategic plan in cooperation with the CEO and our members and others in the community
· Develop and maintain policies that reflect the needs of the community
· Make sure CLO’s priorities are like those items identified in the strategic plan 
· Understand the possibilities, but as well the limitations on how CLO carries out its work 
· Participate in looking for new Board members as well as finding a future CEO





Responsibility of Each Board Member:
Each Board member has a personal responsibility to ensure they act in CLO’s best interest and follow the proper policies and procedures. The responsibilities of each Board member include the following: 
· Attend each Board meeting or let the CEO or President know you cannot make it
· Prepare for each meeting by reading the minutes, the agenda, financial statements, and all other materials, even if you cannot make the meeting
· Respect confidentiality
· Participate actively in meetings by listening, asking questions, expressing your opinion, and making suggestions and decisions
· Support the decisions made by the Board once a vote is taken when you are speaking with someone outside the Board meeting. If you disagree with a Board decision you can make sure your objection is recorded formally in the minutes
· Work as a team. Respect and cooperate with all Board members. Understand who is responsible for speaking for CLO on public matters 
· Actively participate on committees and workgroups
· Meet with funders and community partners when asked
· Provide advice, when asked, regarding management issues
· Play an active role in fundraising
· Provide leadership in advocating for change with membership and in the community
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Duties of the Officers and 
The Appointees of the Board of Directors

Duties of the President – Jill Teeple: 
The job of President is to ensure the rules are followed and to manage and represent the Board.
Additional duties and responsibilities include the following:
· Make decisions on behalf of the Board by following the by-laws and policies of Community Living Ontario (CLO).
· Communicate with the Chief Executive Officer (CEO), Chris Beesley, on a regular basis to offer advice and provide encouragement but not to supervise
· At times, delegate some of the responsibilities to the Vice President or others but to always remain in charge
· Represent Community Living Ontario as a member of the Board with Canadian Association for Community Living or appoint a person in his or her place
· Act as a contact between the Board and the Council or appoint someone in his or her place
· Act as chair in all meetings of the Board and all meetings of the General Membership
· The right to participate in all committees, sub-committees, and work groups of Community Living Ontario
· To provide guidance to the Vice President of the Board to help him or her develop skills to one day take on the role of President

Duties of the Vice President – Michael Jacques:
The main role of the Vice President is to be supportive of the President and to take the President’s place when he or she is not available to chair or to represent the Board.


Duties of the Treasurer – Melissa Young:
The job of the Treasurer is to be responsible to and provide support to the Board in matters relating to finance. Additional duties include:
· Making sure all accounting procedures are in place and that all policies and by-laws are being followed
· Making sure all financial information is presented to the Board and the General Membership is correct
· Making sure the Board receive financial reports for review such as financial statements and annual budgets
· Speak on financial matters to the General Membership

Duties of the Secretary – Chris Beesley/Assisted by Terri Meshwork:
The role of the Secretary is filled by the CEO or his or her designate and is responsible for maintaining clear and correct records. Duties include: 
· Recording minutes of meetings
· Submit various reports to the Board
· Ensure documents are recorded and maintained and stored properly
· Ensures that notification of all directors and members meetings are provided
· Provides other important information to the Board and membership when needed

Duties of the Past President – Jim McNamara:
The Past President is the previous President of Community Living Ontario and may remain on the Board for additional years beyond his or her eight-year term. Duties include:
· Assist the new President with his or her new duties
· Chair the Nominations Committee

Duties of the Council Appointed Board Member – Yvonne Spicer:
The role of the Council Appointed Board Member is filled by a self-advocate who is elected by the Council in all respects, including voting, the Council Appointee is a member of the Board of Directors. Duties include:
· Being accountable to the Board and not to the Council
· At the request of Council, he or she may take part in discussions and meeting of Council and its committees but is not required to do so as a responsibility 
Duties of the Provincial Executive Director’s Coordinating Committee Representative – Maurice Voisin:
The role of the Provincial Executive Director Coordinating Committee (PEDCC) representative is filled by an Executive Director chosen by Executive Directors of CLO’s member organizations. This position has all the rights of a regular Board member but is not allowed to vote.  The duties of the PEDCC Representative include presenting reports of the PEDCC to the Board but they are not allowed to speak on behalf of member organizations.
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Code of Conduct Policy

A Code of Conduct outlines rules and responsibilities of proper practices.  The Community Living Ontario (CLO) Board of Directors expects members to act ethically (which means knowing the difference between what is right or wrong) and appropriately at all times.  
1. Board members must act ethically in all circumstances when, formally or informally, representing the Board.  Board members must:
0. be responsible to the organization; and represent loyalty (commitment) to the Board and the membership; 
0. never put your own self-interest ahead of the well-being of Community Living Ontario; 
0. always speak respectfully of other Board members and CLO staff.

1. Board members must make every effort to be present at all meetings, including committee meetings, and participate in the decision-making process by:
1. coming prepared to present their position; 
1. listening to the viewpoints of other board members; 
1. offering their own viewpoints or building on others viewpoints; 
1. not reopening discussions on resolved agenda items; 
1. supporting and defending decisions that have been made by the Board, regardless of personal views; 
1. not sharing or discussing differences of opinion to anyone outside of the board meeting, including Community Living Ontario (CLO) staff; 
1. respecting the confidentiality of information discussed at Board meetings on sensitive issues regarding personnel, legal and financial matters, and all in-camera sessions; 
1. not trying to influence decisions of other board members outside of board meetings; 
1. treating all people with respect and fairness at all times. 

1. Board members must remember that the Chief Executive Officer (CEO), Chris Beesley, and President, Jill Teeple, are the only people that have authority to speak for the Board or Community Living Ontario (CLO), unless they are given permission to do so.  

1. When you are no longer a Board member, you must promise not to discuss any confidential, private, or sensitive information (unless you are legally required) with anyone outside of the Board of Directors. 
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Confidentiality Policy

Confidentiality means that information needs to be kept just between members of the Board of Directors.  You cannot share the information discussed with anyone who is not on the Board or an employee of Community Living Ontario (CLO).

If you do share important information regarding the Board of Directors, it is serious, and you may be asked to leave the Board of Directors.

Even if you were a Board member in the past and are no longer a Board member, you still must keep matters private.

Be careful not to discuss confidential matters with other Board members in public where you may be overheard.  Also, do not discuss matters of the Board in other committees or work groups where not all participants may be Board members.
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Conflict of Interest Policy

A conflict of interest is when a board member has something that may interfere with their membership on the Community Living Ontario (CLO) Board of Directors.  This means that you could benefit from being on the Board or by voting on a specific issue.   

It is important to avoid conflicts of interest as Board members must always act in a way that is in the best interest of CLO and not themselves. 

If you are concerned that you have a conflict of interest, let the Board know as soon as possible. It is important that you and the Board talk about it and decide the best thing to do. 

It may be that the Board decides you will not be part of certain discussions or not allow you to vote on certain topics. It could also mean that you may be asked to leave the Board of Directors if the conflict cannot be resolved.

If you have any questions or concerns about being in a conflict of interest situation, it is always best to ask and make sure your issue is identified. By doing this you will make sure you are doing what is best for CLO. 
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In-Camera Meeting Policy

An in-camera meeting is when Board members meet privately behind closed doors to discuss highly confidential or sensitive matters.  An in-camera session does not mean a camera will be involved or that the meeting will be recorded on video.
Only people who are required for the discussion and decision making will be present at in-camera meetings.  If the discussion is about a specific Board member that member may be asked to leave for some, or all, of the in-camera meeting.
The agendas of all Board meetings will always include an in-camera session as an item on the agenda even though the Board may not choose, or need, to have an in-camera session at every meeting. 
In-camera meetings are required, and will be scheduled, for the following subjects:
· confidential or sensitive personnel matters about any person, including employees, Directors, Members of the Board of Directors, or Members of Community Living Ontario (CLO);
· all matters subject to confidentiality;
· review of the performance and salary of the Chief Executive Officer (CEO), Chris Beesley; 
· review of how the Board is doing in meeting it’s objectives;
· issues related to legal matters; 
· the receiving of advice from a guest invited by the Board.

MINUTES OF IN-CAMERA MEETINGS:
Decisions made at an in-camera meeting, and the reasons for the in-camera meeting, will be recorded in separate minutes from the regular Board meeting minutes.  Personal notes should not be taken by Board members other than the Chair during in camera meetings.
Minutes of an in-camera meeting will be physically handed out on paper (not emailed) to only those who participated in the meeting.  Once the minutes are approved, they will be returned to the Chair and all other copies will be destroyed.  An approved copy of the in-camera meeting minutes will be signed by the in-camera meeting Chair and will be kept separately from all other Board meeting minutes.  
Access to in-camera minutes is limited to the people who were part of the in-camera meeting or people who ask the Chair for special permission.  
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Executive Limitations

Policies under Executive Limitations show how the Chief Executive Officer (CEO), Chris Beesley,  needs to do his or her job.  
Most important, the CEO shall not cause or allow any important activity, decision, or situations, which are risky, unethical (which means knowing the difference between what is right or wrong) and appropriate at all times, illegal, or unsafe.  
The following list is a description of things listed in policies relating to Executive Limitations that the CEO should do to protect Community Living Ontario (CLO): 
· Keep the Board informed on important matters
· Work with the Board in projecting expenditures (costs) 
· Stay within the budget the Board sets and not put CLO at financial risk
· Stay at a high level of business and professional practice that does not put CLO at legal risk or financial loss
· Make sure CLO’s public image is positive and well maintained and not allow negative opinions or actions by staff or volunteers that hurt our reputation
· Always treat paid and volunteer staff with respect and dignity and not allow work conditions that are unsafe, unfair, disrespectful, or which do not support an effective work environment
· Always treat all people with respect and do not allow conditions or supports to be unsafe, against the law, disrespectful, intrusive or fail to respect confidentiality for those we serve
· Make sure there is a plan in place for future leadership in the CEO and senior management positions (this is called succession planning)
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Chief Executive Officer Performance Evaluation Policy

To make sure the Chief Executive Officer (CEO), Chris Beesley, is doing his or her job at a high level, the Board will do a performance evaluation (job review) every year. This review will also give an opportunity to the CEO to report on recent accomplishments, skill development, and goals for the next year.
The Board will also have an opportunity to review how much the CEO is paid.  The Board will provide feedback to the CEO on his or her performance.

A committee will be formed to do the performance evaluation. The committee will be made up of the President, the Past President, and the Vice President of the Board. Other members of the Board will not be on the committee but will be given a chance to provide feedback and their opinion about the CEO performance. 

The Performance Evaluation Committee will also seek feedback from senior management at Community Living Ontario to better understand how the CEO performs his or her duties on a daily basis. 

After receiving feedback, the Performance Evaluation Committee will write an assessment of the CEO’s performance. This assessment will be shared with all Board Members so everyone can provide further feedback. The Committee will then write a performance evaluation and arrange a meeting with the CEO to review accomplishments, goals, and areas for improvement for the coming year. If there are areas of concern, the Performance Evaluation Committee will agree on a plan with the CEO for improvement. 

After the Performance Evaluation is completed, the Board will be notified at the next Board meeting.
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Travel Claims and Expenses
Volunteers, Board members, committee members, and staff may get their money back for expenses while doing business on behalf of Community Living Ontario (CLO).  It is expected that money spent while on business for CLO will be spent responsibly.

Advances (receiving money ahead of time) and Payments:
· Receiving an advance may be requested at least two weeks before the date for meals and other related costs. Payments will be deposited directly into your bank account. 
· An expense claim form (see attached), with all receipts, must be submitted within one month following the last day of business travel. This can be submitted by regular mail or email. 
· Amounts due will be paid within two weeks of receiving the expense claim.
· If you owe any money that was given ahead of time, that amount will be repaid by cheque (written to Community Living Ontario) and submitted with an expense claim by regular mail.

Accommodation & Meals:
· Accommodations will be booked by Community Living Ontario.  Board members, staff and volunteers are expected to stay at the reserved hotel. 
· Board members, staff and volunteers will pay for costs of parking, telephone calls and meals not provided but may get their money back when the expense claim and receipts are submitted.
· When meals are provided by Community Living Ontario during an event, you may not submit expense claims for different meals. 
· Community Living Ontario will not cover the cost of entertainment or alcohol unless the Board President, Jill Teeple, or the CEO, Chris Beesley, approves.

· Receipts are required for all meals claimed at the following maximum costs:
Breakfast - $15.00
Lunch - $20.00
Dinner - $25.00
To a maximum of $60.00/day. 

Travel & Transportation
It is expected that all individuals will use the least costly, but safest, form of transportation while travelling on business.  When possible, members are encouraged to share rides. Community Living Ontario will assist with options for transfers from airports/train stations/bus terminals to the meeting.  Airfare will be booked and paid for by Community Living Ontario.  
Allowable travel expenses include mileage, parking costs, taxis fares and shuttles to/from airport, train station, bus terminal, public transportation and rental cars and rental car fuel (with all receipts included in expense claim).
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Board Member Vacancy
If there is a Board vacancy (meaning a spot on the Board becomes open) in the time between Annual General Meetings, the Board will choose one of the following options to fill the spot.  These will include, but are not limited to:
· Leaving the spot empty;
· selection of a person who was not elected at the Annual General Meeting but who did allow their name to stand;
· bringing back a previous director who has not sat as a Director for a period of one year; 
· choosing a person who has specific expertise needed by the Board of Directors.

The Board will appoint a committee to bring ideas of a possible replacement forward for consideration at a regularly scheduled Board meeting.


















Committee Policy

To provide guidance on the role of committees to support the work by the Board of Directors of Community Living Ontario (CLO).   
Standing committees exist because they are protected in the bylaws, but the Board may decide to create or end committees to best serve the Board. 
The purpose of each committee will be to support the work of the Board through advice and recommendations. This support may be required for a single project or on an ongoing basis. 
Upon the creation of a committee, the members of the committee will create the Terms of Reference which will be approved by the Board of Directors. The Terms of Reference will be reviewed yearly by the committee and any changes will be submitted to the Board for approval.  The Terms of Reference will outline the Purpose, Objectives, and the means to get those objectives done. It will also define the least number of meetings required yearly, quorum requirements (the least number of members required to do business), who is on the committee, and staff support. 
Each committee will require a Chairperson and a Vice-Chair to be appointed from the Board. Each committee may be made up of Board members, staff support (decided by the Chief Executive Officer, Chris Beesley) and volunteers. The Board President, Jill Teeple, will be a member of all committees and may vote on any committee. 
To make sure the board is aware of and supports the work of all committees, the Chair of each committee is required to provide a written report to the board at each regularly scheduled Board meeting. 
No committee will have the power to make rules or direct the Chief Executive Officer and staff, to act in any way.  Committees are not allowed to decide how to spend funds outside the committee’s annual budget. 
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