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Committee Name:​
Roles & Responsibilities Survey Review Committee ToR 

Type: 
Ad-Hoc Committee  

Purpose and Objectives: 
The purpose of the Roles & Responsibilities Survey Review Committee is to review the written 
comments submitted by VIUFA members in response to the “Role and Purpose of the Union” 
survey distributed in the Fall of 2024. The committee will analyze and synthesize the written 
feedback, identifying key themes and takeaways.  
 
Considerations can include the identification of: 

1.​ constructive suggestions or observations from members that might be useful or of 
interest to the Executive; and 

2.​ what the comments reveal about union consensus, values, solidarity, attitudes, and 
criticisms. 

 
A report will be prepared for the VIUFA Executive, summarizing the findings, and making 
recommendations, if applicable. Additionally, the committee will advise the Executive on the 
handling of the survey results, including the potential destruction or secure storage of the data, 
based on their analysis. 

Scope: 

The scope of the committee’s work includes: 

●​ Reviewing and analyzing the written comments submitted by members in response to 
the “Role and Purpose of the Union” survey. 
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●​ Identifying recurring themes, insights, and concerns from the comments that reflect the 
membership’s views on the roles of the union and its primary functions. 

●​ Preparing a synthesis report that captures the key takeaways from the written feedback. 
●​ Making recommendations on how to proceed with the synthesized results of the survey, 

and the data collected, specifically regarding whether the data should be destroyed or 
securely stored for a defined purpose and with defined terms of access. 

●​ Providing the synthesis report and recommendations to the VIUFA Executive. The 
committee will complete its work by August 2025. 

●​ Maintaining confidentiality of all survey responses and committee discussions throughout 
the process. 

Authority:  

The committee operates under the authority of the VIUFA Executive. The committee’s 
recommendations and report will be submitted to the Executive for consideration. The Executive 
will decide on any subsequent actions to be taken based on the committee's findings. 

Composition, Membership, and Length of Term:  
Composition:  Three members selected by the Executive. 
 
Length of Term: 

●​ The term for each committee member will last for the duration of the committee's work, 
expected to be approximately 2-3 months, with the final report to be submitted to the 
Executive by August 2025. 

●​ The committee’s term will end once the final report is delivered to the Executive, and all 
decisions regarding the handling of the survey data have been made. 

Roles and Responsibilities:  

Committee Members:​
The committee will be responsible for reviewing and synthesizing the survey data, including 
identifying recurring themes and key insights from the written comments. 

Chair: The committee will appoint a chair from among its members, responsible for scheduling 
meetings, coordinating tasks, and coordinating the drafting of the final report. 

Individual Responsibilities: 

●​ Review all written comments from the survey. 
●​ Engage in discussions during meetings to identify recurring themes and insights from the 

data. 
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●​ Contribute to the final report; this could include identifying recommendations for next 
steps. 

●​ Ensure confidentiality is maintained at all stages of the review process. 
●​ Recommend a course of action for the handling of the survey results. 

Meetings and Quorum:  

●​ Meetings will be at the discretion of the committee and will be scheduled to ensure the 
review is completed by the set deadline of August 2025. 
 

Deliverables: 

The committee’s deliverables include: 

1.​ The committee will deliver a confidential “themes and takeaways” report synthesizing the 
key themes and findings from the written survey comments by August 2025. This report 
may include recommendations. 

2.​ A recommendation on the appropriate handling of the survey data, either recommending 
destruction or secure storage and conditions of access. The Executive is inclined to 
destroy the results unless compelling reasons are presented by the committee. 

Resources, Support, and Budget:  

Administrative support will be provided by union staff, including assistance with scheduling 
meetings and accessing relevant data or documents. 

Confidentiality:  

Confidentiality is of utmost importance for the Roles & Responsibilities Survey Review 
Committee. All committee members must adhere to the following confidentiality standards: 

●​ Survey Data Confidentiality: The written comments from the survey are confidential 
and should only be accessed and reviewed by the committee members. Survey results 
will not be shared with any individuals outside the committee. 

●​ Committee Discussions: All discussions, deliberations, and materials generated by the 
committee during the review process are considered confidential. 

●​ Report Confidentiality: The draft and final report, including the synthesis of the survey 
data, must be kept confidential until it is formally submitted to the VIUFA Executive. 

●​ Post-Term Confidentiality: Following the completion of the committee’s term, members 
must continue to treat any information related to the survey with confidentiality, 
especially concerning how the data will be handled (destroyed or securely stored). 
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Conflict of Interest:  

Committee members must disclose any potential or perceived conflicts of interest at the 
beginning of their term or as they arise. Members with conflicts will recuse themselves from 
discussions or decisions related to the conflicting matter to preserve the integrity of the 
committee’s work. 

Communication:   

The committee will communicate internally to share findings and progress between meetings. All 
discussions and materials generated will be treated as confidential. The final report will be 
submitted directly to the VIUFA Executive for their review and further action. 

Review and Amendment:  

These Terms of Reference may be reviewed and amended as necessary by the VIUFA 
Executive. Any changes to this document must be agreed upon by the Executive and 
communicated to the committee members. 
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