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Policy Statement & Strategic Plan Linkages 

Boards, Committees, Task Forces and other bodies appointed by the Town of 

Newmarket (hereafter referred to as Committees) assist municipal government service 

delivery and provide community members a way to engage in civil service providing 

advice, expertise and oversight to municipal decision making. Committees and 

volunteers must be governed by fair and equitable policies, and consistent procedures. 

This Policy relates to the key areas of focus: "Well-Equipped and Managed" and "Well-

Respected" of the Strategic Plan. Establishing transparent and equitable procedures will 

ensure that committees established by Council are managed in a way that will 

encourage community involvement and inspire cooperation. 

Purpose 

This Policy provides guidance to Council, staff and applicants on the principles and 

procedures governing the recruitment and appointment practices for all Committees of 

the Town of Newmarket, to make sure that a fair and equitable application and selection 

process is in place. 

Boards and committees which are subject to separate legislative requirements, 

governing by-laws and/or any other legal requirements regarding committee 

appointments, and internal staff committees and task forces are not bound by this policy. 

Definitions 

Chair - means the Presiding Officer of a Committee; 

Clerk - means the Clerk of the Town or his/her designate; 

Corporate Policy Manual 
Legislative Services 

Page 1 of 3 
Policy No. 



Committee - means a Committee, Board or Task Force or other body constituted and 

appointed by Council; 

Member - means a Member of a Committee; 

Term of Council - means the period of time for which Council is elected to serve, as 

governed by applicable legislation. 

Terms of Reference - means a document outlining the mandate and committee 

operational details. Terms of Reference must be approved by Council including any 

amend nnents. 

Procedures 

1. Eligibility to serve 

To serve on a Committee of Council, an applicant or member must be: 

a resident of Newmarket or own property within Newmarket unless Council 

deems it appropriate in order to acquire specialized knowledge, experience or 

representation, to maintain continuity or any other reason Council deems 

appropriate; 

ii. 18 years or older unless otherwise specified in the Terms of Reference for the 

applicable Committee; 

iii. employed by an organization other than the Town of Newmarket or the 

Newmarket Public Library. 

iv. a Canadian citizen where required by law or the Committee's Terms of 

Reference; 

2. Term and length of service 

Appointed Members shall: 

i. 	serve for a period of time equal to a full Term of Council unless specified in the 

Terms of Reference or one of the following scenarios occurs: 

• The appointment is revoked by Council; 
• They no longer meet the eligibility requirements; 
• They voluntarily resign; 
• The Committee is dissolved by Council. 

ii. only be eligible for appointment to a maximum of two Committees at one time. A 

member may, however, be selected to represent their Committee on another 

Committee or board as a non-voting liaison. 

iii. serve a maximum of two consecutive terms on any one Committee. 
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iv. 	fill a vacancy for a partially completed term and be appointed to the end of that 

term. If appointed for an interim term of less than one year the member is still 

eligible for re-appointment for two consecutive terms on the same Committee. 

3. Recruitment 

i. Recruitment commences with each new Term of Council, where vacancies are 

required to be filled, and if applicable, following any changes to Terms of 

Reference, or after the establishment of any new Committee. 

ii. Council may fill vacant Committee positions identified in the Terms of Reference 

requiring specialized knowledge, experience or representation by invitation, by 

seeking the assistance of a recruitment agency or through outreach to specific 

organizations or other means deemed appropriate by Council or staff. Activities 

with respect to filling these positions will follow the regular application process 

outlined in this policy. 

4. Vacancies 

i. 	Vacancies created when a Member resigns or vacates the position are effective 

the date: 

a. the resignation letter is received by the Clerk; 
b. specified by the Member in the resignation letter; 
c. the Member is removed by Council resolution; 
d. the Member no longer qualifies for the position; 
e. of the death or incapacitation of the Member; 

ii. 	Committees may pass a resolution requesting that a Member's position be 

declared vacant when a member has been absent without good reason for three 

consecutive meetings or half of the scheduled meetings in any calendar year. 

5. Appointment Committee 

An Appointment Committee shall be: 

i. 	established at the beginning of each new term of Council, composed of three 

members of Council, governed by the Terms of Reference. 

Cross-References 

Procedure By-law 2013-xx 
Canadian Code for Volunteer Involvement 

Appendices 

Appendix A — Procedures 
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Appendix 'A' - Procedures 
to 

Town of Newmarket 
Board and Committee Public Appointment Policy CORP.3.01 

1. Recruitment — New Term of Council 

	

i. 	Legislative Services Staff who prepare advertisements for recruitment will ensure 

the ads contain the following information: 

a. Member eligibility; 
b. Committee meeting frequency and time; 
c. Information on how to obtain an application form, and the terms of 

reference; 
d. Details with respect to submitting an application including, the application 

deadline and where and how to submit the application; 

e. A Notice of Collection as outlined in the Protection of Personal 

Information Policy and the Municipal Freedom of Information and 

Protection of Privacy Act; 
f. A note that the vacancy is a volunteer position. 

Advertisements will be placed in appropriate locations determined by the Clerk in 

conjunction with the Director, Communications. 

iii. Positions requiring specialized recruitment shall be advertised appropriately in 

accordance with section 3(ii) of the Policy. 

iv. Provided the applicant's consent is provided, the Clerk will maintain a list of 

applicants (referred to as the "Roster") for future consideration. 

v. The Clerk together with applicable staff will review all applications and prepare a 

recommended short list of candidates to interview and/or select based on 

required skillset, representation or other desirable criteria. 

vi. The staff recommended short-list of candidates, together with all eligible 

applications will be presented to• the Appointment Committee for review, 

interviews and/or selection. 

2. Recruitment — Mid-term Vacancies 

i. Vacancies will be identified by the Town Clerk as per section 4 of the Policy. 

ii. All available positions will be advertised as in the same manner as per the 

recruitment process for a new term of Council. 

iii. The Clerk together with applicable staff will review all applications and prepare a 

recommended short list of candidates to interview and/or select based on the 

required skillset, representation or other desirable criteria. 

iv. The staff recommended short-list of candidates, together with all eligible 

applications will be presented to the Appointment Committee for review, 

interviews and/or selection. 
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Appendix 'A' - Procedures 
to 

Town of Newmarket 
Board and Committee Public Appointment Policy CORP.3.01 

3. Application Procedures 

i. All applicants will submit to the Clerk a completed application, together with a 

resume or other supporting information as required. 

ii. Completed applications must be submitted before the deadline prescribed by the 

Clerk in order to be considered for appointment. 

In accordance with section 2(ii) of this policy, applicants applying to more than 

one vacancy will be requested to prioritize their preference. 

	

iv. 	Members eligible for re-appointment must complete an application form and 

submit it to the Clerk. 

4. Appointment Procedures 

i. 	The Appointment Committee operates according to their Terms of Reference 

and reviews and evaluates the received applications and recommends one 

applicant per vacancy. 

	

H. 	The Clerk will place information regarding applicants recommended by the 

Appointment Committee on a Confidential Agenda for consideration by Council 

in camera, in accordance with Section 239 (b) of the Municipal Act, 2001 S.O. 

2001, c.25. 

iii. Once Council makes its appointments, the Clerk will send a letter to all 

successful and unsuccessful applicants. 

iv. The Clerk will notify the applicable staff of the appointment and provide them 

with information on how to contact the new Member. 

v. The Clerk will maintain a roster of other qualified applicants to fill future 

vacancies for the current Term of Council. All listed applicants shall be advised 

of their status. 

5. Resignation Procedures 

i. A Member who is resigning from their appointed position will submit a written 

letter of resignation to the Clerk. 

ii. Resignation of Members shall be effective at the date of receipt of the letter, or 

on a date specified in the letter. Council will be informed of the resignation in 

whatever manner the Clerk deems appropriate. 

Members who do not submit their resignation but who are no longer eligible to 

serve will be deemed to have resigned at the date they become ineligible. 
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CANADIAN CODE FOR VOLUNTEER INVOLVEMENT 

THE VALUE OF VOLUNTEER INVOLVEMENT 

Volunteer involvement has a powerful impact on Canadian society, communities, organizations, 
and individuals. 

Volunteer involvement is fundamental to a healthy and democratic society in Canada 

• It promotes civic engagement and active participation in shaping the society we want 
• It gives everyone a voice and the space to contribute to the quality of life in communities 

Volunteer involvement is vital for strong, inclusive, and resilient communities 

• It promotes change and development through the collective efforts of those who know the 
community best 

• It identifies and supports local strengths and assets to respond to community challenges 
while strengthening the social fabric 

Volunteer involvement builds the capacity of organizations 

• It provides organizations with the skills, talents, and perspectives that are essential to their 
relevance, vitality, and sustainability 

• It increases the capacity of organizations to accomplish their goals through programs and 
services that respond to and are reflective of the unique characteristics of their 
communities 

Volunteer involvement is personal 

• It promotes a sense of belonging and general wellbeing 
• It provides the opportunity for individuals to engage according to their personal preferences 

and motivations 

Volunteering is about building relationships 

• It connects people to the causes they care about, and allows community outcomes and 
personal goals to be met within a spectrum of engagement 

• It creates opportunities for non-profit organizations to accomplish their goals by engaging 
and involving volunteers, and it allows volunteers an opportunity to engage with and 
contribute to building community 

Volunteer Canada http://volunteer.ca/ 



GUIDING PRINCIPLES FOR VOLUNTEER INVOLVEMENT 

Volunteers have rights. Non-profit organizations recognize that volunteers are a vital 
human resource and will commit to the appropriate infrastructure to support volunteer 
engagement. 

• The organization's practices ensure effective volunteer involvement. 
• The organization commits to providing a safe and supportive environment for volunteers. 

Volunteers have responsibilities. Volunteers make a commitment and are accountable to 
the organization. 

• Volunteers will act with respect for the cause, the stakeholders, the organization, and the 
community. 

• Volunteers will act responsibly and with integrity. 

Volunteer Canada http://volunteer.ca/ 



ORGANIZATION STANDARDS FOR VOLUNTEER INVOLVEMENT 

Mission-based Approach 

The organization's Board of Directors and senior staff acknowledge, articulate, and support the 
vital role of volunteers in achieving the organization's purpose or mission. Volunteer roles are 
clearly linked to the organization's mission. 

Human Resources 

Volunteers are welcomed and treated as valued and integral members of the organization's 
human resources team. The organization has a planned and integrated approach for volunteer 
involvement that includes providing appropriate resources to support volunteer involvement. 

Policies and Procedures 

A policy framework that defines and supports the involvement of volunteers is adopted by the 
organization. 

Volunteer Administration 

The organization has a clearly designated individual(s) with appropriate qualifications responsible 
for supporting volunteer involvement. 

Risk Management and Quality Assurance 

Risk management procedures are in place to assess, manage, or mitigate potential risks to the 
volunteers, the organization and its clients, members and participants that may result from the 
delivery of a volunteer-led program or service. Each volunteer role is assessed for level of risk as 
part of the screening process. 

Volunteer Roles 

Volunteer roles contribute to the mission or purpose of the organization and clearly identify the 
abilities needed. Volunteer roles involve volunteers in meaningful ways that reflect their skills, 
needs, interests, and backgrounds. 

Recruitment 

Volunteer recruitment incorporates a broad range of internal and external strategies to reach out 
to diverse sources of volunteers. 

Screening 

A clearly communicated and transparent screening process, which is aligned with the risk 
management approach, is adopted and consistently applied across the organization. 

Volunteer Canada http://volunteer.ca/ 



Orientation and Training 

Volunteers receive an orientation to the organization, its policies, and practices, appropriate to 
each role. Each volunteer receives training specific to the volunteer role and the needs of the 
individual volunteer. 

Support and Supervision 

Volunteers receive the level of support and supervision required for the role and are provided with 
regular opportunities to give and receive feedback. 

Records Management 

Standardized documentation and records management practices and procedures are followed 
and are in line with current relevant legislation. 

Technology 

Volunteers are engaged and supported within the organization through the integration and 
intentional use of current technology. New opportunities to strengthen volunteer engagement and 
capacity through the use of technology are evaluated continually. 

Recognition 

The contributions of volunteers are acknowledged by the organization with ongoing formal and 
informal methods of recognition, applicable to the volunteer role. The value and impact of 
volunteer contributions are understood and acknowledged within the organization and 
communicated to the volunteer. 

Evaluation 

An evaluation framework is in place to assess the performance of volunteers and gauge volunteer 
satisfaction. The effectiveness of the volunteer engagement strategy in meeting the organization's 
mandate is also evaluated. 

Volunteer Canada http://volunteer.ca/ 


