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PURPOSE: 
 
The purpose of this policy and procedure is to provide members serving on the Nominations Committee with 
an outline of their duties leading up to, and at, the Annual General Meeting (AGM) to ensure fair, open, and 
secure elections of the VIUFA Executive.  
 
The nominations committee should be made up of three VIUFA members who are not on the current 
executive, and not running for office. The duties of the Nomination Committee are to solicit nominations for 
the VIUFA Executive, certify those nominations, and then run the elections during the AGM. 
 
Unless otherwise appointed by the Executive the Academic Governance Representative on the VIUFA 
Executive is responsible for this policy and will solicit members to volunteer for the nominations committee. 
Per our Bylaws, this committee must be appointed by the Executive by March 15th each year.  

 
 



VIUFA NOMINATIONS COMMITTEE PROCEDURE 
 

Soliciting Nominations: 
-​ Serve as a point of contact for members who have questions about the elections 
-​ Encourage members to run for positions that may interest them 
-​ Take forms to nominators or nominees as requested for signatures 
-​ Receive completed nomination forms and forward them to the VIUFA office 
-​ The Terms of Reference for all executive positions are available on the VIUFA website (under About 

VIUFA -> Constitution and Bylaws.) Nominations Committee members can provide the Terms of 
Reference to any nominators or nominees. 

 
Certifying Nominations: 

-​ Ensure that the nomination form is filled out correctly 
-​ With help from the Office Manager or Secretary-Treasurer, confirm that nominator and nominee are 

members in good standing and are eligible for the position  
-​ The Office Manager or Secretary-Treasurer will initial the form in the certification box 

 
Running the Elections: 
The Election will occur at the Annual General Meeting of the Association in April. The VIUFA office will 
advise the Nominations Committee and the membership of all the valid nominations received before 
3:00pm, three working days before the election. 
​
At the AGM, the chairing of the meeting will be turned over to the Nominations Committee when it is time for 
the elections (as per the meeting agenda). The Nominations Committee will preside over the meeting until 
the elections are completed. 
 
Nominations are taken for successive offices in the order they are listed in the bylaws. A quorum needs to 
be present during the election process.  
 
In addition to nominations received in writing prior to the AGM, members in good standing who are attending 
the AGM can make a nomination from the floor. 

●​ A member can nominate themselves or someone else; if nominating someone else, the nominee 
needs to accept the nomination. Nominees not present must be contacted by phone and confirm 
acceptance of the nomination before their name is put forward.  

●​ Seconders are not required. 
 

For each position, the process is as follows: 
●​ The names of members who were nominated prior to the AGM are read and displayed (white 

board or PowerPoint) 
●​ The nomination committee asks three times for nominations from the floor  

o​ If there is only one nominee, then the nominee will be acclaimed 
o​ If there is more than one nominee, voting is done by a secret ballot  
o​ If there are no nominees, then it becomes the Executive’s responsibility to appoint someone 

to that position on an interim basis. That appointment would happen at the next Executive 
meeting, subject to confirmation by the membership at the next membership meeting. 

●​ If the AGM is held in person see section A (In Person) for paper balloting instructions for 
contested elections. If the meeting is held online see section B (Online) for electronic balloting 
instructions for contested elections. 

 
A. Voting/Ballot Process (In Person Meeting): 

●​ Nominee names will be displayed at the front of the meeting (via whiteboard or PowerPoint) 
during the balloting.  

●​ The nomination committee asks three times for nominations from the floor  

https://www.viufa.ca/wp-content/uploads/2023/02/Terms-of-Reference-February-2023.pdf


o​ If there is only one nominee, then the nominee will be acclaimed 
o​ If there is more than one nominee, voting is done by a secret ballot  
o​ If there are no nominees, then it becomes the Executive’s responsibility to appoint someone 

to that position on an interim basis. That appointment would happen at the next Executive 
meeting, subject to confirmation by the membership at the next membership meeting. 

●​ When nominations are made from the floor, the Nominations Committee will ask, “Can you 
confirm this person is a member in good standing?” and the Office Manager will confirm 

●​ All VIUFA members in good standing are eligible to vote. The Nominations Committee shall hand 
out one ballot slip to each eligible member in attendance.  

●​ The Nominations Committee shall instruct voters to write the first and last name of the nominee 
they wish to elect on the ballot slip.  

●​ Ballot counters should cast votes at the same time as other members. 
●​ The Nominations Committee shall collect the completed ballots and leave the room to count the 

ballots. The meeting will be in recess during this period and no business shall be conducted. 
●​ If a member requests to observe the ballot counting, the Nominations Committee will allow this, 

provided the member does not interfere in any way with the counting.  
●​ After the votes are counted, the chair of the Nominations Committee reads aloud the complete 

report of the votes: “____ blank ballots; ___ ballots for [name]; and ____ ballots for [name].” 
●​ The chair of the Nominations Committee then makes a formal declaration of the results: “I 

declare ___ the winner of this election.” Total vote counts should be included in the minutes of 
the meeting.  

●​ In the circumstance that the AGM is held simultaneously on multiple campuses then an electoral 
officer will be appointed on each campus by the Executive. They will distribute and count ballots 
on their campus. They will also report election results to the chair of the committee for counting 
and destroy the ballots when complete. 

●​ The Nominations Committee will ask for a motion to destroy the ballots. If the motion fails, a 
recount will be held immediately.  

●​ This process repeats as needed for each position. 
●​ After the completion of the elections for each position, the Nominations Committee will announce 

that they have concluded their business. The President will then dissolve the nominations 
committee. 

 
B. Electronic Voting/Balloting (Online Meeting): 

●​ Nominee names of all contested positions will be displayed on an anonymous online poll 
conducted by the nomination committee in the order they appear in the bylaws. 

●​ All VIUFA members in good standing present at the AGM are eligible to vote.  
●​ The Nominations Committee shall examine the results from the web election(s) at the end of the 

designated election period. 
●​ After the votes are counted, the chair of the Nominations Committee reads aloud the complete 

report of the votes: “____ blank ballots; ___ ballots for [name]; and ____ ballots for [name].” 
●​ The chair of the Nominations Committee then makes a formal declaration of the results: “I 

declare ___ the winner of this election.” Total vote counts should be included in the minutes of 
the meeting.  

 
The President will dissolve the nominations committee when the elections are completed. 
 
 

 



Absentee Ballots (Will not normally be used in an online meeting)​
  
The bylaws allow for members to vote via absentee ballots, as follows: 
 
BYLAWS ARTICLE XI, SECTION 9 and 10:​
“Absentee votes shall only be allowed at the direction of the Executive and only in the following 
circumstances (…) ​
(d) in the election of Officers. 
 
“Absentee votes must be given in writing to the President prior to the meeting, and each must 
specify to which vote it applies and be signed by the member. If the member is present when 
the vote is held, then the absentee vote is rescinded so that the member can vote in person.”  

 
Collection of Absentee Ballots:​
If members wish to vote via Absentee Ballot, they must attend at the VIUFA office and have their 
membership standing confirmed by the Secretary-Treasurer or the Office Manager.  
 
The voter will be given one ballot and one small envelope for each position they wish to vote for. They must 
write the first and last name of the nominee they wish to elect on the ballot slip, then seal the ballot inside a 
small envelope and write the name of the position on the outside of the envelope.  
​
The small envelope(s) shall then be sealed inside a large envelope. The voter must sign and print their 
name on the outside of the large envelope.​
 
Counting of Absentee Ballots: 
Absentee ballots will be turned over to the Nominations Committee at the beginning of the AGM. The 
Committee will be able to see the names of members who submitted absentee ballots, but not who the 
members voted for. 
 
The Nominations Committee should review the member names on the absentee ballots and confirm that 
those members are not in attendance at the AGM, via use of the member sign-in sheet. If the member is in 
attendance, the Nominations Committee should notify the member that their absentee ballot is rescinded, 
and they should proceed to vote in person. 
 
Once the absentee-voting members are confirmed to not be in attendance, the outer envelope with the 
member’s name can be removed. 
 
For each successive election, the Nominations Committee should add the relevant absentee ballots to the 
ballot box with the ballots collected from the members in attendance. 

 



​
 
BYLAWS ARTICLE VI- ELECTION OF OFFICERS 
 
1.​ Election of Officers and other members of the Executive, except for the Non-Regular Faculty 

Representative, shall take place at the Annual General Meeting of the Association in April. All 
terms of office, except for those of the Non-Regular Faculty Representative and the Pension 
Advisory Committee Representative, shall be from May 1 to April 30 of the following year. 

 
2.​  The term of office for the Pension Advisory Committee Representative shall be for the 

four-year period starting on the May 1 following the Annual General Meeting when the 
Pension Advisory Committee Representative was elected.  

 
3.​ Prior to September 30 of each year, a meeting of Non-Regular faculty will be held to elect a 

Representative who will sit on the Executive Committee.  The Representative must be a 
person who is now, or has, within the past two years, been a non-regular faculty member at 
Vancouver Island University.  Providing that the Non-Regular Faculty Representative remains 
eligible to hold that position, the Non-Regular Faculty Representative shall hold office until a 
successor is elected. 

 
4.​ An ad hoc Elections Committee of three, to be appointed by the Executive by March 15, shall 

call for written nominations for each position on the Executive. Each nomination form shall 
show the nominator and the consent of the nominee. The Elections Committee shall circulate 
the list of nominations to the membership at least three working days prior to the Annual 
Meeting.  

 
5.​ Election shall be by secret ballot.   
 
6.​ Candidates must receive a majority of votes to be elected. If no candidate receives a majority 

vote on the first ballot, a second ballot between the candidates receiving the two highest 
number of votes shall be held.  

 


