
 
Policies & Procedures Committee ToR  
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Date Created:  December 5 2023                ​ Date Approved:    April 3, 2025                 

Last Updated/Reviewed:          ​           ​      ​ Next Review Date:         ​ ______ 

Committee Name: 

VIUFA Policies & Procedures Committee 

Type: 
Standing Committee  

Purpose and Objectives: 
The committee will conduct the work of reviewing, revising and drafting new policies and 
procedures for the governance of VIUFA. 

Scope: 

The Policies and Procedures Committee is responsible for reviewing, revising, and drafting 
policies and procedures for the Faculty Association, as directed by the Executive or on its own 
initiative, in alignment with Executive priorities. This includes ensuring compliance with 
applicable regulations, alignment with organizational goals, and addressing emerging needs. 
Policies and procedures must adhere to the VIUFA bylaws. The committee’s work excludes 
decisions regarding the implementation or enforcement of policies and procedures, which fall 
under the jurisdiction of the Executive. Policies and procedures can not contradict or alter 
elements of VIUFA’s collective agreements with its employer or its employees.  

Authority:  

The committee makes recommendations to the Executive for approval. 
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Composition, Membership, and Length of Term:  
The committee will be chaired by the Secretary Treasurer and the remaining members 
(minimum 2, maximum 4) will be appointed by the Executive at its first meeting after the AGM. 
The term will be until the next AGM (1 academic year). 
 

Roles and Responsibilities:  

Committee members are tasked with collaborating to identify areas requiring policy review or 
creation, drafting and revising policies and procedures, and soliciting feedback as needed. The 
chair (or designated lead) will coordinate meetings, set agendas, and ensure timely reporting to 
the executive. All members are expected to actively participate in discussions, provide input, 
and adhere to timelines for deliverables. 

Meetings and Quorum:  

The committee will meet monthly or more frequently as needed, using online tools. Quorum for 
decision-making will be a simple majority of committee members. Agendas will be prepared by 
the chair and circulated at least three days before each meeting. Meeting minutes will be 
recorded by the VIUFA staff person and will be available electronically and through the union's 
secured document repository. Communication between meetings will be managed via email, 
ensuring all members stay informed. 

Reporting:  

The committee will provide regular updates and recommendations to the Executive, including 
detailed reports summarizing progress, proposed changes, and drafts for approval. Reporting 
will occur quarterly or as required, with additional updates provided to the membership during 
general meetings or through written communications. 

Deliverables: 

The committee’s deliverables include: 

1.​ Proposals for new policies and procedures. 
2.​ A summary report outlining the rationale for changes and recommended next steps. 
3.​ Draft revisions to existing policies and procedures. 

Resources, Support, and Budget:  

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

Committee members must maintain confidentiality regarding sensitive discussions and draft 
documents. 

Stakeholder Engagement:  

The committee will actively seek input from relevant stakeholders, including executive members, 
union staff, and the broader membership, to ensure policies and procedures reflect diverse 
perspectives. Engagement may involve surveys, focus groups, or consultations during policy 
development. 

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 use email to coordinate internally. Updates for the membership will be 
provided via the VIUFA newsletter, website updates, or during general meetings. 

Review and Amendment:  

These Terms of Reference will be reviewed annually by the committee to ensure alignment with 
organizational needs and priorities. Amendments must be approved by the Faculty Association 
Executive. The next review for the purposes of update will be set for two years from the date of 
adoption; nonetheless, updates may be proposed as needed. 
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