
Antigonish Affordable Housing Society 

Antigonish Affordable Housing Society (AAHS) Policies and Procedures, Revised May 2019               1 

POLICIES AND PROCEDURES MANUAL 

Table of Contents 

1. Policies on Board Structure and Mandate……………………………………………………….…………2 

 Mission Statement………………………………………………………………….…………………………..2 

 Function of the Board of Directors………………………..…………………….………..…………….2 

 Accountability………………………………………………………………………………………….………….2 

 Board Composition and Responsibilities of Board Members……………….……………….2 

 1.1  Executive Officers………………………………………………………………….………………………3 

 1.2  Role and Responsibilities of the Chair…………………………..……………………………….3 

 1.3  Role and Responsibilities of the Vice Chair……………………….…………………………..3 

 1.4  Role and Responsibilities of the Secretary……………………….………………..………….4 

 1.5  Role and Responsibilities of the Treasurer……………………………….………..………….4 

 1.6  Role and Responsibilities of the Past Chair…………………………………………………….4 

2. Committee Terms of Reference 

 2.1  Executive Committee………………………………………………………………………….…………5 

 2.2  Governance Committee……………………………………..………………………….……………..7 

 2.3  Finance Committee…………………………………………..……..……………………………………9 

 2.4  Building Committee…………………………………………..……..…………………………………12 

 2.5  Human Resources and Tenant Community Development  Committee…………14 

 2.6  Fundraising, Events Planning and Proposal Writing Committee…………………..16 

 2.7 Other Committees…………………………………………..……..……………………………………18 

3. General Policies 

 3.1  Conflict of Interest……………………………………………………………………………..…….19 

 3.2  External Communications…………………………………………………………………………...20 

 3.3  Media Relations…………………………………………………………………………………..……..22 

 3.4  Confidentiality…………………………………………………………………………………………….24 



Antigonish Affordable Housing Society 

Antigonish Affordable Housing Society (AAHS) Policies and Procedures, Revised May 2019               2 

1. POLICIES ON BOARD STRUCTURE AND MANDATE  

MISSION STATEMENT 

The Antigonish Affordable Housing Society supports the efforts of local residents living 
on low incomes to improve the quality of their lives, mainly through the development of 

affordable housing. We are committed to low environmental impact, energy-efficiency, 
and quality in building design, materials and construction. 

We envision: 

•     an ever increasing number of Antigonish area residents living in good quality, 
energy-efficient housing that they can afford, even if their incomes are too low to pay 
regular market prices.  

Function of the Board of Directors 

 It is the Board that is ultimately responsible for making sure that the Antigonis h 
Affordable Housing Society (AAHS) fulfills its mission. 

 The Board is responsible for the financial security and accountability of the AAHS. 
It will approve and monitor the yearly operating budget. 

 The Board will establish committees and delegate responsibility to them as 
needed. 

Authority 

 
The authority of the Board is outlined in the Society's By-laws. Board members will 
govern with one voice, and not act individually in the direction of staff and volunteers 
or to act as spokesperson for the organization unless specifically given such authority 
by the Board. 
 
Board Composition and Responsibilities of Board Members 

 Provide leadership and direction to the planning process, and be focused on the 
Society’s mission. 

 Explain the work and mission of the AAHS in the community, support the 
organization, and speak positively about it. 

 Speak in clear, inclusive language about housing issues. 

 Attend at least 75 percent of the board meetings, committee meetings, and 
special events. 

 Make a personal contribution to AAHS by contributing time. 
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 Be active in the work of the Board. 

 Act in the best interests of the AAHS and excuse themselves from discussions and 
votes where they have a conflict of interest. 

 Stay informed about what is going on in the AAHS, ask questions and request 
information. 

 Participate at board meetings in making decisions and in taking responsibility for 
the decisions. 

 Work in good faith with the staff and other board members as equal partners in 
working towards the mission of the AAHS. 

 Monitor the performance of the organization, in regards to achievement of 
mission and objectives. 

 Regular and transparent communication to members and stakeholders. 

 

1.1 Executive Officers 

The AAHS Executive is made up of the Chair, the Vice-Chair, the Secretary, the Treasurer, 

and the Past Chair. The Executive members are elected by the Board at the first meeting 
following each Annual General Meeting. Procedures for election are determined by the 
current board. 

 

1.2 Role and Responsibilities of the Chair 

The Chair will: 

 Act as the chairperson at all meetings of the AAHS and the Board. 

 Act as the official spokesperson and representative of the AAHS. 

 Ensure that the Board of Directors follows the AAHS policies. 

 Supervise the work of the Executive Committee in consultation with the Executive 
Committee. 

 Act as the principle liaison with any staff persons. 

 Encourage board members to assume future leadership roles in the organization. 

 

1.3 Role and Responsibilities of the Vice-Chair 

The Vice-Chair will: 

 Assist the Chair in his/her responsibilities and take over these responsibilities if the 

Chair is absent. 

 Co-ordinate the annual review of policies, procedures and bylaws. 
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 Ensure that personnel policies are reviewed annually. 

 

1.4 Role and Responsibilities of the Secretary 

The Secretary will: 

 Arrange for recording of all meetings. 

 Ensure a proper Register of Members is kept as required by the Nova Scotia Socie-

ties Act. 

 Arrange for minutes and reports of Board and committee meetings to be sent out 
to the Board. 

 Responsible for keeping Board documents and all pertinent records, etc. 

 Make all books and records of the AAHS available to the members upon request. 

 

1.5 Role and Responsibilities of the Treasurer 

The Treasurer will: 

 Arrange for the development of an annual budget for review and approval by the 

Board. 

 Ensure that financial and fundraising policies are reviewed annually and carried 

out. 

 Monitor the bookkeeping activities of the Community Navigator and his/her staff 
to ensure generally accepted accounting principles are being followed. 

 Have annual financial statements prepared for the Annual General Meeting. 

 Ensure all financial transactions are kept in proper books of account, and ensure 

they be available for review by the general membership. 

 Make the financial records of the AAHS available for inspection by the members 
upon request. 

 To be custodian of financial documents of the organization. 

 Assist Board in monitoring key financial trends  

 

1.6 Role and Responsibilities of the Past Chair 

The Past Chair will: 

 Help with the transition of a new Chair. 
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2. COMMITTEE TERMS OF REFERENCE  

2.1 EXECUTIVE COMMITTEE 

I. PURPOSE 

The Executive Committee (the “Committee”) of the Board of Directors (the “Board”) of 

the Antigonish Affordable Housing Society shall assist the Board in fulfilling its 
responsibility to the Society, according to the Mission Statement of the Society, by 
acting on behalf of the Board to govern the organization with accountability and 
transparency to stakeholders. 

II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the Executive 
Committee in carrying out its responsibilities. These functions should serve as a guide, 

with the understanding that the Committee may carry out additional functions and 
adopt additional policies and procedures as may be appropriate in light of changing 
business, legislative, regulatory, legal or other conditions. The Committee shall also carry 
out any other responsibilities and duties delegated to it by the Board related to the 
purposes of the Committee. 

In general, the Executive Committee shall act on behalf of the Board for the handling of 

business taking place between Board meetings throughout the year. Such business shall 
include, but not be limited to the following:  

To review major issues facing the Society, weighing pros and cons and making 
decisions on behalf of the Board. 

To oversee the management of the assets and the functioning of the Society on 
behalf of the Board. 

To oversee the appointment of advisory committees as appropriate. Review 
reports and recommendations from such committees, following up as 
appropriate on behalf of the Board. 

The Board Executive can provide input on all Society business but certain matters must 
receive “Board” approval: 

Following recommendations of the AAHS Human Resources and Tenant 
Community Development Committee, the Board will review and approve the 

appointment and remuneration of the Community Navigator and other staff 
positions as required. 

Following recommendations of the AAHS Financial Oversight Committee, the 
Board will review and approve the annual financial statements. 

The Board will review and approve annual Committee reports. 
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III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall be comprised of a minimum of four board members which shall 
include the Board Chair, Board Vice-Chair, Board Secretary, Board Treasurer and two 
other board members if needed.  

When additional expertise and/or representation are desired, external non-board 
members may be invited to attend Committee meetings. Invited guests do not have 
Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting 
of the Board and shall serve until the next annual meeting of the Board or until their 
successors shall be duly appointed. The members of the Committee may be removed by 
a majority vote of the Board. 

The Committee Chair shall be the Board Chair. The Chair will set the agenda for the 
Committee meetings and will chair all regular sessions of the Committee. 

In the event that the Executive Committee Chair is unable to serve as chair for a specific 
meeting, the Vice Chair will serve in this role and if the Vice Chair is unable to serve, he 
or she shall designate one of the other Executive Committee board members to preside.  

All Committee members shall adhere to the Society’s Code of Conduct which includes 
policies on Confidentiality, Communications and Conflict of Interest. 

IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate but no less than four 
times per year. Meetings of the Committee may be held in person or via remote 
communication. 

For regular meeting business to take place, a quorum shall be a minimum 50% of 
Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 

Board for approval. 

V. REPORTS 

(i) The Committee shall, at a minimum, provide one report to the Board each 
year at the annual board meeting. 

 (ii) The Committee shall also provide minutes/reports to the Board (i) following 
meetings of the Committee; (ii) with respect to such matters as are relevant to 

the Committee’s discharge of its responsibilities; and (iii) with respect to such 
recommendations as the Committee may deem appropriate or that may be 
requested by the Board. 



Antigonish Affordable Housing Society 

Antigonish Affordable Housing Society (AAHS) Policies and Procedures, Revised May 2019               7 

(iii)The Committee shall maintain minutes or other records of meetings and 
activities of the Committee. 

VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 
of reference and recommend to the Governance Committee of the Board any 
improvements to these terms that the Committee considers necessary or valuable. 

 

2.2 GOVERNANCE COMMITTEE 

I. PURPOSE 

The Governance Committee (the “Committee”) of the Board of Directors (the “Board”) 
of the Antigonish Affordable Housing Society shall ensure that the Board fulfills its legal, 
ethical and functional responsibilities through adequate governance, policy 
development, and recruitment strategies.  

II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the Governance 
Committee in carrying out its responsibilities. These functions should serve as a guide, 
with the understanding that the Committee may carry out additional functions and 
adopt additional policies and procedures as may be appropriate in light of changing 
business, legislative, regulatory, legal or other conditions. The Committee shall also carry 

out any other responsibilities and duties delegated to it by the Board related to the 
purposes of the Committee. 

To recommend to the Board policies and processes designed to provide for 
effective and efficient governance, including but not limited to policies for:  

 Election and re-election of Board members. 

 Board orientation and education. 

 Succession planning for Board chair and other Board leaders. 

 Review of organizational governance policies such as conflict of interest, 
confidentiality, etc. 

•    Review and recommend a position description detailing responsibilitie
 of and expectations for Board members, for the Board Chair and other 
 Board officers and for Committee Chairs. 

•   To recommend nominees for election and re-election to the Board. To     
    facilitate this responsibility, the Committee will: 
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 Develop and recommend to the Board a statement of the competencies 
and personal attributes needed on the Board, to be used as a guideline for 
recruitment and election of board members. 

 Conduct an annual “gap analysis” to identify succession 
planning/recruitment needs. 

 Develop and regularly update a list of potential Board members, regardless 
of whether a current vacancy exists. 

 Monitor and promote Board diversity. 

 Review the corporate by-laws bi-annually and recommend any needed 

changes to the Board. 

 Work with the executive committee on plans for Board education, 
including new member orientation and on-going education of Board 
members. 

 Oversee an on-going Board self-assessment and improvement process. 

 

III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall be comprised of a minimum of three board members which shall 
include the Board Chair as an ex-officio member.  

When additional expertise and/or representation are desired, external non-board 
members may be invited to attend Committee meetings. Invited guests do not have 
Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting 
of the Board and shall serve until the next annual meeting of the Board or until their 

successors shall be duly appointed. The members of the Committee may be removed by 
a majority vote of the Board. 

The Committee Chair must be a board director. Unless a Chair is appointed by the Board, 
the members of the Committee may designate a Chair by majority vote of its 
membership. The Chair will set the agenda for the Committee meetings and will chair all 
regular sessions of the Committee. 

In the event that the Committee Chair is unable to serve as chair for a specific meeting, 
he or she shall designate one of the other Governance Committee Board members to 
preside. 

All Committee members shall adhere to the Society’s Code of Conduct which includes 
policies on Confidentiality, Communications and Conflict of Interest. 
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IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate but no less than twice 
per year. Meetings of the Committee may be held in person or via remote 
communication. 

For regular meeting business to take place, a quorum shall be a minimum 50% of 
Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 
Board for approval. 

The Committee Chair will liaise on a regular basis with the Board Chair in regard to 
Committee activities and issues. 

V. REPORTS 

(i) The Committee shall, at a minimum, provide one report to the Board each year 
(at the annual board meeting). 

(ii)The Committee shall also provide reports to the Board (i) following meetings of 
the Committee; (ii) with respect to such matters as are relevant to the 
Committee’s discharge of its responsibilities; and (iii) with respect to such 
recommendations as the Committee may deem appropriate or that may be 

requested by the Board. 

(iii)The Committee shall maintain minutes or other records of meetings and 
activities of the Committee. 

VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 
of reference and recommend to the Board any improvements to these terms that the 
Committee considers necessary or valuable. 

 

2.3 FINANCE COMMITTEE  

I. PURPOSE 

The Finance Committee (the “Committee”) of the Board of Directors (the “Board”) of the 
Antigonish Affordable Housing Society shall assist the Board in fulfilling its responsibility 
to the Society to provide oversight of: the integrity of the Society’s financial statements, 

the entity’s compliance with legal and regulatory requirements and the external 
auditor’s qualifications and independence. 
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II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the Committee in 
carrying out its responsibilities. These functions should serve as a guide, with the 
understanding that the Committee may carry out additional functions and adopt 
additional policies and procedures as may be appropriate in light of changing business, 
legislative, regulatory, legal or other conditions. The Committee shall also carry out any 
other responsibilities and duties delegated to it by the Board related to the purposes of 

the Committee. 

When utilizing the services of an external auditor, the Committee 

 Recommend appointment for approval at the annual general meeting. 

 Meet with the external auditors and review the audit plan in advance of 
the annual external audit. 

 Receive the annual audit report of the external auditors and approve the 
report for presentation at the annual general meeting. 

 Engage in full, frank and timely discussions of all material issues, with or 
without management as appropriate. 

 Bring to the attention of the Board, or the Executive Committee on behalf 
of the Board, any appropriate topics or issues. 

 Address those issues referred to it by the Board or the Executive 
Committee on behalf of the Board. 

III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall be comprised of a minimum of three board members which shall 

include the Treasurer and the Board Chair as an ex-officio member.  

When additional expertise and/or representation are desired, external non-board 
members may be invited to attend Committee meetings. Invited guests do not have 
Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting 
of the Board and shall serve until the next annual meeting of the Board or until their 
successors shall be duly appointed. The members of the Committee may be removed by 

a majority vote of the Board. 

The Committee Chair must be a board director. Unless a Chair is appointed by the Board, 
the members of the Committee may designate a Chair by majority vote of its 
membership. The Chair will set the agenda for the Committee meetings and chair all 
regular sessions of the Committee. 
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In the event that the Finance Committee Chair is unable to serve as chair for a specific 
meeting, he or she shall designate one of the other Audit Committee board members to 
preside. 

All Committee members shall adhere to the Society’s Code of Conduct which includes 
policies on Confidentiality, Communications and Conflict of Interest. 

IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate but no less than twice 

per year. Meetings of the Committee may be held in person or via remote 
communication. 

For regular meeting business to take place, a quorum shall be a minimum 60% of 
Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 

Board for approval. 

The Committee Chair will liaise on a regular basis with the Board Chair in regard to 
Committee activities and issues. 

V. REPORTS 

(i) The Committee shall, at a minimum, provide one report to the Board each year 
(at the annual general meeting). 

(ii)Annually the Committee shall perform a review and evaluation of the 
performance of the Committee, including reviewing the compliance of the 
Committee with these terms of reference. This evaluation report shall be 
presented to the Board at the annual general meeting. 

(iii)The Committee shall also provide reports to the Board (i) following meetings 
of the Committee; (ii) with respect to such matters as are relevant to the 
Committee’s discharge of its responsibilities; and (iii) with respect to such 

recommendations as the Committee may deem appropriate or that may be 
requested by the Board. 

(iv)The Committee shall maintain minutes or other records of meetings and 
activities of the Committee as appropriate. 

VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 

of reference and recommend to the Governance Committee of the Board any 
improvements to these terms that the Committee considers necessary or valuable 
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2.4 BUILDING COMMITTEE 

I. PURPOSE 

The Buildings Committee (the “Committee”) of the Board of Directors (the “Board”) of 
the Antigonish Affordable Housing Society (the “Society”) shall provide assistance to the 
Board in during the planning and the construction of affordable housing units.  The 
Building Committee supports the work of the Development Committee. 

II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the Committee in 
carrying out its responsibilities. These functions should serve as a guide, with the 
understanding that the Committee may carry out additional functions and adopt 
additional policies and procedures as may be appropriate in light of changing business, 
legislative, regulatory, legal or other conditions. The Committee shall also carry out any 
other responsibilities and duties delegated to it by the Board related to the purposes of 

the Committee. These include: 

• Consistent with existing policies, recommend to the Board approval of 
construction projects including the award of construction contracts . 

• Ensure that the Society has in place appropriate procedures for cost estimating, 
competitive tendering of bids, awarding of contracts, contract administration, 
cost control and payment to contractors for all site work, new construction, 

alterations and major repair. 

• Ensure that the Society complies with all building codes, fire codes, safety 
regulations and statutory and regulatory provisions, as appropriate, in its building 
and properties program and review compliance annually with a report to the 
Finance and Audit Committee of the Board. 

• Consider the policies and practices regarding the building, landscape 
architecture and major capital equipment belonging to the Society and make 

recommendations to the Board as appropriate. 

III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall be comprised of a minimum of three members drawn from board 
directors. When additional expertise and/or representation are desired, staff members 
or external non-board members may be invited to attend Committee meetings. Invited 
guests and ex-officio staff members do not have Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting 
of the Board and shall serve until the next annual meeting of the Board or until their 
successors shall be duly appointed. The members of the Committee may be removed by 
a majority vote of the Board. 
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The Committee Chairperson must be a board director. Unless a Chairperson is appointed 
by the Board, the members of the Committee may designate a Chairperson by majority 
vote of its membership. The Chairperson will chair all regular sessions of the Committee 
and will set the agenda for the Committee meetings. 

In the event that the Building Committee chair is unable to serve as chair for a specific 
meeting, he or she shall designate one of the other Building Committee board members 
to preside. 

All Committee members shall adhere to the Foundation’s policy on Conflict of Interest.  

IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate but no less than twice 
per year. Meetings of the Committee may be held in person or via remote 
communication. 

For regular meeting business to take place, a quorum shall be a minimum 50% of 

Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 
Board for approval. 

The Committee Chair will liaise with “insert staff position” regarding meeting logistics.  

V. REPORTS 

(i) The Committee shall, at a minimum, provide a report to the Board at least once 
per year. 

(ii) Annually the Committee shall perform a review and evaluation of the 
performance of the Committee, including reviewing the compliance of the 
Committee with these terms of reference. This evaluation report shall be 
presented to the Board at the annual board meeting. 

(iii) The Committee shall also provide reports to the Board Executive (i) following 

meetings of the Committee; (ii) with respect to such matters as are relevant to 
the Committee’s discharge of its responsibilities; and (iii) with respect to such 
recommendations as the Committee may deem appropriate or that may be 
requested by the Board. 

(iv) The Committee shall maintain minutes or other records of meetings and 
activities of the Committee. 
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VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 
of reference and recommend to the AAHS Governance Committee of the Board any 
improvements to these terms that the Committee considers necessary or valuable. 

 

2.5 HUMAN RESOURCES AND TENANT COMMUNITY DEVELOPMENT COMMITTEE  

I. PURPOSE 

The Human Resources and Tenant Community Development Committee (HRTCD) (the 
“Committee”) of the Board of Directors (the “Board”) of the Antigonish Affordable 
Housing Society shall assist the Board in fulfilling its responsibility to the Society to provide 
oversight of staff selection, staff compensation and significant HR issues such as, but not 
limited to, succession planning. 

II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the HRTCD Committee 
in carrying out its responsibilities. These functions should serve as a guide, with the 
understanding that the Committee may carry out additional functions and adopt 
additional policies and procedures as may be appropriate in light of changing business, 
legislative, regulatory, legal or other conditions. The Committee shall also carry out any 
other responsibilities and duties delegated to it by the Board related to the purposes of 

the Committee. These include: 

• Coordinate/participate in the search process for the Community Navigator 
position (and other staff positions as required) providing final recommendations 
on an appointment and remuneration package to the Board. 

• Oversee general compensation and benefits policies for the Society, including an 
annual review of staff professional development plans. 

• Review and staff performance in order to provide recommendations to the Board 

for annual compensation to Society staff. 

•  Provide guidance and assistance to resolve staff HR issues as required. 

• Liaise with the Community Navigator regarding his/her responsibilities and duties 
and, based on this dialogue, advocate or put forward proposals to the Board on 
behalf of the Tenants. 

III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall comprise a minimum of three board members which shall include 
the Board Chair as an ex-officio member.  
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When additional expertise and/or representation are desired, external non-board 
members may be invited to attend Committee meetings. Invited guests do not have 
Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting of 
the Board and shall serve until the next annual meeting of the Board, or until their 
successors shall be duly appointed. The members of the Committee may be removed by 
a majority vote of the Board. 

The Committee Chair must be a Board director. Unless a Chair is appointed by the Board, 
the members of the Committee may designate a Chair by majority vote of its membership. 
The Chair will set the agenda for the Committee meetings and will chair all regular 
sessions of the Committee. 

In the event the HRTCD Committee Chair is unable to serve as chair for a specific meeting, 
he or she shall designate one of the other Human Resources and Tenant Community 

Development Committee Board members to preside. 

All Committee members shall adhere to the Society’s Code of Conduct which includes 
policies on Confidentiality, Communications and Conflict of Interest. 

IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate, but no less than twice 
per year. Meetings of the Committee may be held in person or via remote 

communication. 

For regular meeting business to take place, a quorum shall be a minimum 50% of 
Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 
Board for approval. 

The Committee Chair will normally liaise with the AAHS Community Navigator regarding 

meeting logistics. 

The Committee Chair will liaise with the Finance Committee Chair in regard to annual 
financial statement results and financial management oversight. 

The Committee Chair will liaise on a regular basis with the Board Chair in regard to 
Committee activities and issues. 

V. REPORTS 

(i)The Committee shall, at a minimum, provide one report to the Board each year 
(at the annual board meeting). 
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(ii)Annually the Committee shall perform a review and evaluation of the 
performance of the Committee, including reviewing the compliance of the 
Committee with these terms of reference. This evaluation report shall be presented 
to the Board at the annual board meeting. 

(iii)The Committee shall also provide reports to the Board (i) following meetings of 
the Committee; (ii) with respect to such matters as are relevant to the Committee’s 
discharge of its responsibilities; and (iii) with respect to such recommendations as 

the Committee may deem appropriate or that may be requested by the Board. 

(iv)The Committee shall maintain minutes or other records of meetings and 
activities of the Committee as appropriate. 

VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 
of reference and recommend to the AAHS Governance Committee of the Board any 

improvements to these terms that the Committee considers necessary or valuable. 

 

2.6 FUNDRAISING, EVENTS PLANNING AND PROPOSAL WRITING COMMITTEE  

I. PURPOSE 

The Fundraising, Events Planning and Proposal Writing Committee (Fundraising 
Committee) of the Board of Directors (the “Board”) of the Antigonish Affordable Housing 

Society shall assist the Board in fulfilling its responsibility to the Society, according to the 
Mission Statement of the Society, by acting on behalf of the Board to govern the 
organization with accountability and transparency to stakeholders. 

II. RESPONSIBILITIES AND DUTIES 

The following functions shall be the common recurring activities of the Fundraising 
Committee in carrying out its responsibilities. These functions should serve as a guide, 
with the understanding that the Committee may carry out additional functions and adopt 

additional policies and procedures as may be appropriate in light of changing business, 
legislative, regulatory, legal or other conditions. The Committee shall also carry out any 
other responsibilities and duties delegated to it by the Board related to the purposes of 
the Committee. 

In general, the Fundraising Committee shall act on behalf of the Board for the handling of 
business taking place throughout the year. Such business shall include, but not be limited 

to the following: 

Consistent with existing policies, to recommend to the Board approval of 
fundraising, fundraising events and funding proposals.  
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To ensure that the Society has in place a fundraising strategy to enable the 
continuation of the mandate of the Society. 

To ensure the Society complies with the rules and regulations of Canadian Revenue 
Agency and the Alcohol, Gaming, Fuel & Tobacco Commission of Nova Scotia.  

III. COMPOSITION & CRITERIA FOR SERVICE 

The Committee shall be comprised of a minimum of five board members which shall 
include the Board Chair, Board Treasurer, Communication Committee member and two 

other board members if needed.  

When additional expertise and/or representation are desired, external non-board 
members may be invited to attend Committee meetings. Invited guests do not have 
Committee voting rights. 

The members of the Committee shall be appointed by the Board at the annual meeting of 
the Board and shall serve until the next annual meeting of the Board or until their 

successors shall be duly appointed. The members of the Committee may be removed by 
a majority vote of the Board. 

The Committee Chair must be a member of the Board and appointed by agreement of the 
committee members. The Chair will set the agenda for the Committee meetings and wil l 
chair all regular sessions of the Committee. 

All Committee members shall adhere to the Society’s Code of Conduct which includes 

policies on Confidentiality, Communications and Conflict of Interest. 

IV. MEETINGS 

The Committee shall meet as frequently as circumstances dictate but no less than four 
times per year. Meetings of the Committee may be held in person or via remote 
communication. 

For regular meeting business to take place, a quorum shall be a minimum 50% of 
Committee members. 

Decision making shall normally be by consensus. If a consensus cannot be reached, a 2/3 
majority Committee vote will be adequate for recommendations to be provided to the 
Board for approval. 

V. REPORTS 

(i)The Committee shall, at a minimum, provide one report to the Board each year 
at the annual board meeting. 

(ii)The Committee shall also provide minutes/reports to the Board (i) following 
meetings of the Committee;  
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(iii) with respect to such matters as are relevant to the Committee’s discharge of its 
responsibilities; and (iv) with respect to such recommendations as the Committee 
may deem appropriate or that may be requested by the Board. 

(v)The Committee shall maintain minutes or other records of meetings and 
activities of the Committee. 

VI. ANNUAL REVIEW 

The Committee shall review and reassess, at least annually, the adequacy of these terms 

of reference and recommend to the Governance Committee of the Board any 
improvements to these terms that the Committee considers necessary or valuable. 

 

2.7.  Other Committees 

 In addition to the above committees, the Board, or Executive Director, with 
approval of the Board, may from time to time create committees as required to 
conduct fundraising and other AAHS business. 

 All AAHS Committees shall be responsible to the Board and shall be chaired by a 
member of the Board or the Executive Director. 

 Members of the Committees shall be appointed by the Chair or Executive 
Director. 

 Members of all Committees will not receive pay for committee work but will be 
compensated for related and reasonable expenses. 

 A majority will constitute a quorum for a committee meeting with each member 
holding one vote. 

 Committee members may be removed by a ¾ vote of the Board at any regular, 
annual, or special meeting. 

 

 

 

 

 

 

 

3. GENERAL POLICIES 
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3.1 Conflict of Interest 1* 

Members of the Board of Directors and staff are expected to reveal any personal, family 

or business interests that they have, that, by creating a divided loyalty, could influence 

their judgement and hence the wisdom of decisions. A conflict of interest  exists wher-

ever an individual could benefit, dis-proportionally from others, directly or indirectly, 

from access to information or from a decision over which they might have influence, or, 

where someone might reasonably perceive there to be such a benefit  and influence. 

Examples of possible conflict of interest situations with respect to our Society include:  

 a board member has a personal or business relationship with the Society as a 

supplier of goods or services or as a landlord or tenant 

 a staff member has a personal or financial relationship with a client of the Society 

outside of the workplace 

 the Society is employing someone who is directly related to a board member or 

other staff person 

 

Procedure for Handling a Conflict of Interest 

 

1. Members of the Board and staff have a duty to disclose any personal, family, or 

business interests that may, in the eyes of another person, influence their judge-

ment. 

2. The Board as a whole has a duty to disclose specific conflicts of interest to Society 

members, staff and external stakeholders where that interest may, in their judge-

ment, affect the reputation or credibility of the organization, and to disclose the 

Board’s procedure for operating in the presence of such conflicts. 

3. Board members and staff have a duty to exempt themselves from participating in 

any discussion and voting on matters where they have, or may be perceived as 

                                                                 
1 Conflicts of interest (real or perceived) are unavoidable and should not prevent an indi-

vidual from serving as a director or staff member unless the extent of the interest is so 

significant that the potential for divided loyalty is present in a large number of situa-

tions. 
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having, a conflict of interest. Such exemptions should be recorded in minutes of 

meetings if normally kept. 

4. Any business relationship between an individual (or a company where the indi-

vidual is an owner or in a position of authority) and the Association, outside of 

their relationship as a Board or staff member must be formalized in writing and 

approved by the Board. 

*  The Society gratefully acknowledges drawing this policy (© 2001)  from the Non-Profit 
Sector Leadership Program, Henson College of Public Affairs and Continuing Education, 
Dalhousie University who makes it available to voluntary and non-profit organizations. 

 

3.2 External Communications  

Communications Objectives 

Antigonish Affordable Housing Society’s (AAHS) communication objectives are to:  

1. Enhance the image of AAHS. 

2. Increase accessibility to AAHS services through effective promotion. 

3. Increase volunteer participation. 

4. Increase public awareness of the role of AAHS in the community. 

5. Support AAHS fundraising efforts. 

6. In conjunction with community partners, increase public awareness of issues 
affecting people who are seeking affordable housing. 

Communication Policy – General 

All communications activities are conducted within the established decision-making 
structure of AAHS to ensure consistency in message and to reinforce our statement of 

mission, vision and strategic objectives. 

AAHS communications activities include:  

a. research and analysis to examine the public environment affecting an issue;  

b. the application of the principles and practices of effective, ethical communications 
including regular evaluation of communications products, such as brochures and 
flyers; and 

c. briefings and meetings with government officials, partners and the public. 

d. AAHS’s communications policy, strategies and activities will support the mission 
statement of AAHS. 
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AAHS’s communications responsibilities are organized using a centralized structure within  
which communications responsibilities are divided as follows:  

a. The Board of Directors is responsible for overall communications policy and 
strategic planning, nurturing strategic relationships with sponsors, donors, partners 
and political leaders and lobbying activities. Board members will take a leadership role 

in lobbying and advocacy activities on behalf of AAHS.  

b. The Board Chair or his/her delegate is responsible for implementation of the 
communications policy including procedures, communications strategies and 
products. As such, the Board Chair is normally the final authority on all 

communications, including publications, strategies/campaigns and news releases, 
although there may be instances such as major fundraising initiatives, where the 
Board will be the final approving body.  

c. The one official spokesperson for AAHS is the Board Chair or his/her designate.  

d. Community volunteers, students on placement, and clients may be asked to assist 
in communications efforts, such as interviews with the media. While these people will 

not speak for or otherwise represent AAHS policy or services, they may assist by 
speaking about their experience, concerns or issues. 

All communications efforts will be undertaken within AAHS operational budget or from 
funds allotted for that purpose in special grants. 

Spokesperson 

Regular day-to-day business 

Board members may be asked by the Chair of the Board to participate in discussions 
and information sessions with government officials, funders and others. 

Board members and staff, in their role as representatives of AAHS, may be asked by 
the Board Chair to speak to community members and groups on behalf of the 
organization within their area of expertise/knowledge. 

Media requests will be directed to the Chair of the Board, who will identify the person 
who will speak on behalf of AAHS, and will identify appropriate information for 

distribution to the media. A timely response will be made to the media. If a person 
other than the Board Chair speaks to the media, a written report should be placed on 
file. 

If Board members respond to a spontaneous or unplanned invitation to speak in the 
community for AAHS, they should inform the Board Chair as soon as possible. The 
Board Chair will determine if any follow up action is required. 
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3.3 Media Relations 

Introduction 

Local and provincial media are vital partners in achieving the goals of the Antigonish 
Affordable Housing Society. In order to maximize the advantages of media presentation 
and minimize the risks of media misrepresentation it is necessary to establish guidelines 
for how media contacts will be conducted.  

It is not the intention of this policy to curb freedom of speech or to enforce strict rules 

and regulations. Rather, the intention is to establish a framework for achieving an 
effective working relationship with the media. The organization welcomes the 
opportunity to talk to the media and, through them, to debate issues in the public 
arena. 

In dealing with the media, staff, Board members and other volunteers should be conscious 
that they may be seen as representatives of the organization and should therefore avoid 

making comments or participating in photo opportunities that may damage the long-term 
reputation of Antigonish Affordable Housing Society.  

Purpose 

Antigonish Affordable Housing Society works with the media in order to: 

 advocate for the goals of the organization 

 promote the work of the organization 

 inform the public of the details of the organization  

 assist in fundraising for the organization 

In order to ensure that these purposes can be fulfilled, this policy regulates the choice of 
people entitled to speak for the Antigonish Affordable Housing Society.  

The media themselves have a vital role to play on behalf of the community in holding 
Antigonish Affordable Housing Society to account for its policies and actions. It is 
important that they have access to officers and members and to background information 
to assist them in this role.  

To balance this, the Antigonish Affordable Housing Society must have the capacity to 
defend itself from any unfounded criticism, and will ensure that the public are properly 

informed of all the relevant facts (if necessary using other channels of communication).  

It is the responsibility of all board members and volunteers to ensure that effective media 
relations are maintained in order to achieve the aims of the Antigonish Affordable Housing 
Society.  
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This policy deals with the day-to-day relationship between the Antigonish Affordable 
Housing Society and the media and does not address how the organization will work with 
the media in a crisis.  

Core Policy 

The Antigonish Affordable Housing Society operates on the values of  

 Honesty: The organization will never knowingly mislead the public, media or staff 
on an issue or news story.  

 Transparency: The organization will promote openness and accessibility in our 
dealings with the media, whilst complying with the law and maintaining 
confidentiality when appropriate.  

 Clarity: All communications with the media will be written in plain English   

 Balance: Information provided to the media by the Antigonish Affordable Housing 
Society will as far as humanly possible be objective, balanced, accurate, 
informative and timely.  

The Antigonish Affordable Housing Society should seek to establish and maintain a good 

and open relationship with the media. It is important that the organization works with 

the media to communicate important public information messages about its work and 

its goals. 

However, contact concerning any significant matter in the name of or on behalf of the 

Antigonish Affordable Housing Society should only be made by Board members where:  

 They have the required expertise to speak on the issue under discussion  

 They have some experience in media relations. 

Authorization 

<Signature of Board Secretary> 

<Date of approval by the Board> 

<Name of organisation> 

 

3.4 Confidentiality 
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Introduction 

Antigonish Affordable Housing Society is committed to openness, transparency, and 

accountability.   

Purpose 

This board confidentiality policy is intended to regulate the release or retention of board 

material by board members. 

Policy 

Board members shall be authorized to release to any person any material other than 

confidential material obtained in the course of their service as a board member where 

such release is in accordance with the requirements of any applicable legislation and 

where such release is consistent with the organization’s Media Relations Policy. 

Procedures 

The board shall review and approve the confidentiality policy of the organization as a 

whole.  

The board shall decide from time to time whether any or all of its agendas, minutes, or 

papers, or those of its sub-committees (not otherwise required by legislation, regulation, 

or its rules to be made public) shall be made public.  Where no express decis ion has 

been recorded the assumption shall be that the material is not confidential.  

On those occasions and for those matters that the board elects not to make public, 

board members shall respect the confidentiality of those documents and of any 

deliberations in the board on those matters.    

In particular, board members shall not 

o disclose to any member of the public any confidential information acquired by 

virtue of their position as a board member;  

o use any confidential information acquired by virtue of their position on the board 

for their personal financial or other benefit or for that of any other person;  
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o disclose to any member of the public any confidential information related to the 

interests of individuals, groups or organizations acquired by virtue of their 

position on the board; 

o make statements to the media in the name of the organization except as specified 

by the board: 

o permit any unauthorized person to inspect or have access to any confidential 

documents or other information. 

The obligation to protect such confidential matters from disclosure continues even after 

the individual board member is no longer serving on the board. 

The board shall decide from time to time whether any observers shall be permitted to 

attend any or all of its meetings.  Where appropriate, observers may be admitted subject 

to their undertaking to maintain confidentiality.  

Where appropriate, information identifying individuals may be removed by the chair 

from material before its consideration by the board.  

Responsibility 

It is responsibility of the board chair to ensure that board materials are appropriately 

classified as confidential or open to release.  

 

 

 


