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1.0 GENERAL 

The use of committees and volunteers in an organized, transparent and respectful fashion will help engage 
residents and owners, expedite the decision making process for the Board, create a greater sense of 
community within BVLCC19, and assist management and the Board with their mandate to manage and 
oversee the Condominium Corporation. 
 
In addition to providing valuable contributions to the maintenance and operation of the community assets, 
another important role of BVLCC19 condominium committees is to assist the Board in facilitating the 
business of the corporation by researching issues prior to their consideration at Board meetings. 
 
Committees can be advisory or can undertake specific functions such as organizing social events, and are 
encouraged to take minutes of their meetings and make reports and recommendations at Board meetings. 
Committees are entities that typically rely on some degree of direction and funding from the Board of 
Directors, and regularly report progress and give advice to the Board of Directors on matters within the 
Committee’s scope of work. This definition does not include clubs or activity groups within the community 
that are formed by residents and do not typically interface with the Board of Directors (ie card groups, line 
dancing, billiards etc).    
 
A committee structure of standing committees and ad hoc committees enables the board to draw upon the 
expertise of residents. This will help to ensure that diverse viewpoints are represented and then the decisions 
that are made are more likely to be acceptable to a majority of unit owners. Furthermore, committees serve 
as an excellent way to identify and develop future condominium corporation leaders. 

Volunteering on a committee is a great way to meet neighbours and it helps broaden your network, find 
those with common interests and build friendships. In addition, it contributes to improved health as it affects 
your physical, mental and emotional well-being.   

 

2.0 STANDING COMMITTEES 

Standing committees are formed by volunteers to research and address recurring 
needs of the condominium and to recommend changes in and implementation of policies. They 
do not establish policy - that is the responsibility of the board. Examples of standing committees include the 
Outdoor Advisory Committee, the Indoor Advisory Committee, Event Planning Committee, and the Library 
committee.  These are just examples, and others can be established as the need arises. 
 
If requested by the Committee members, the Board will assist with the recruitment of committee volunteers 
as required. 
 
The size of each Committee will be determined by its membership based on the committee's function and 
work load. A Board Director or the Property Manager can be an ex-officio member of each committee if 
requested by the Committee. These ex-officio members are available to advise and counsel committee 
members but would have no vote in actual committee decisions. 
 
The membership of Standing Committees will normally not exceed seven (7) people, in order to maintain a 
productive and organized committee.   
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3.0 AD HOC (SPECIAL) COMMITTEES 

The Board of Directors may have special needs that require ad hoc committees. These 
committees are assembled to carry out specific nonrecurring or cyclical tasks. They are disbanded as soon as 
these tasks are completed. A special committee usually ceases to exist after it makes its final report to the 
board of directors.  
 
Special committees should not be established to perform functions that are part of the 
responsibilities of existing standing committees because this disrupts the normal flow and can cause 
confusion to the standing committees.  
 
4.0 ORGANIZATION 

 The By-laws of BVLC19 empower the Board to constitute committees. A committee is constituted by a 
Board motion which identifies the functions of the committee. Once constituted, a committee remains in 
existence (even though it may not have any members at some periods of its term) until it is no longer 
required.  Individual members are appointed to serve terms of a length that is determined by their own 
personal interest and availability.   

 
 The Chairperson of any committee is appointed by the Committee membership.  
 
 The number of members of a committee (normally not to exceed 7 people) is determined by the nature 

of its functions and the participation required of the members. In general, the number of members is 
purposely kept small with a view to attentive participation and timely results. 

 
 In order that committee recommendations presented to the Board be considered objectively and 

without preconception, it is desirable that the number of directors on any committee be kept to the 
minimum. 

 
 Except in the case of a one-person committee, as soon as practicable after the Chairperson of a 

committee is appointed (or reappointed) by the Committee members, and the membership of the 
committee is established, the committee should appoint someone to keep a record of activities that are 
taken and decisions that are made. 

 
 One individual, normally the Chairperson should be appointed by the Committee members to be in a 

position to carry on the business of a committee at all times. 
 
 The Chairperson should report to the Board the resignation of any member of the committee and advise 

the Board regarding the name of any chosen new member. 
 
 A member of a committee may be removed by the Chairperson for absenteeism, non-participation or 

other appropriate cause. 
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5.0 GUIDELINES FOR COMMITTEE CHAIRPERSONS 

 A committee Chairperson acts as liaison between the Board of Directors and the committee as a whole. 
The following guidelines for committee Chairpersons are suggested to help carry out their responsibilities 
effectively: 

 
 Begin meetings on time and announce the time at which they will be adjourned. When members are 

aware that a meeting will end at a specific time, business should move more quickly. 
 
 Have a written agenda and ensure that it is adhered to during the course of the meeting. 
 
 Assign a committee member to record decisions in each meeting and ensure that copies of the minutes 

are distributed to the committee members and the Board office following each meeting. 
 
 Control general discussions so that extraneous conversations do not disrupt the business at hand. 
 
 After each speaker finishes the discussion of an issue, summarize briefly what was said. 
 
 Encourage reasonable debate and constructive disagreement. Halt rambling discussion that is obviously 

inconclusive. Appoint sub-groups among the committee members to research major issues as required. 
 
 Avoid hasty actions if time for consideration is inadequate by postponing discussion on non urgent items 

until a future meeting. 
 
 At the end of the meeting, ask committee members if they are satisfied that each subject has been given 

adequate attention.  
 

 Assign a member to act as Treasurer, keeping a record of any funds received and accounting for 
their disbursement, including keeping copies of receipts/invoices.  

 

6.0 GUIDELINES FOR COMMITTEE MEMBERS 

 Each committee member must contribute to overall group effectiveness. Committee decision making will 
be made by consensus.  The guidelines that follow should enable the committee members to work 
together to accomplish committee goals. 

 
 Prepare adequately for each meeting. Complete any required research or reading. Study the agenda 

prior to the meeting. If reports have been assigned, prepare them in writing and distribute copies to all 
committee members before the meeting. 

 
 Ask for the floor when you wish to contribute to the discussion. Keep your remarks brief; however, if a 

speech is required, conclude with summary remarks. 
 

7.0 OPERATIONAL PROCEDURE FOR COMMITTEES 
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 Except in the case of a one-person committee, each committee should meet at agreed upon periodic 
intervals and may also meet at any other time at the call of the Chairperson. 

 
 Volunteers will only undertake tasks or projects that have been approved by the Board and for which a 

budget has been established.  A committee has no power to spend funds of the corporation with the 
exception of: 
a) funds allocated to that committee in the approved budget or 
b) other expenses specifically approved by the Board (prior to the expenditure);  

 
 Committee members are encouraged to be resourceful in terms of planning their work and securing 

assistance where required, however they must not bind the Corporation financially, legally or in any 
other manner without first having the approval of the Board of Directors.   

 
 In connection with the preparation of the corporation's budget for the coming year and of the Reserve 

Fund budget for that year, each committee must submit to the Board a presentation substantiating its 
request for an allocation of funds including those funds for proposed projects to be submitted later to 
the Board for approval. This information is to be sent to the Board on a date that is determined by the 
Board, allowing each committee sufficient time to compile its presentation.  

 

8.0 COMMITTEE GUIDANCE BY BOARD OF DIRECTORS 

 Committees will be provided with guidance by the Board of Directors when required or requested.  
 Terms of reference for each committee will be drafted by the committee members and formally adopted 

by a resolution of the Board which will (among other things) indicate the committee’s purposes and 
explain its role. 

 
9.0 ADDITIONAL IMPORTANT INFORMATION 
 
 For work of a construction or maintenance nature, each volunteer project shall have a designated 

coordinator, approved by the Board, who is knowledgeable about the work to be performed and who is 
responsible for any permits required. 

 The corporation will either directly pay for, or reimburse the cost of any materials used for the work, 
including rental of tools as necessary, and the cost of any permits if necessary. 

 Normally, the volunteer(s) would use their own tools. Where the corporation has specific tools, they are 
welcome to use these as well. 

 Certain types of work require permits, for example building or digging permits. In these situations, the 
permit shall be obtained by one of the volunteers prior to commencing the work, and the work shall be 
in accordance with the conditions of the permit, including any inspections as required. The permit holder 
is expected to oversee the work when in progress. 

 Safety is paramount. All work is expected to be performed with due regard for the safety of the those 
involved, including the use of appropriate personal protective equipment and other safety equipment as 
necessary. Unless there is an emergency phone nearby, one of the volunteers shall have a mobile phone 
in case of emergency. 

 Certain types of work require specific qualifications, for example, working on elevated platforms or 
electrical work. In such circumstances, the volunteer performing the work shall hold a current 
qualification as required. 


