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Governance Flow Suite of Documents
These Terms of Reference (TOR) for the Priors’ Committee are found within the governance suite of documents as highlighted.BOARD HANDBOOK GOVERNANCE SUITE FLOW




Conventions
The following conventions are used in this document.
· “Board” means “Board of Directors.”
· Citations from other sources are in italics.
· Hyperlinks are used internally in this document or externally with other documents where practicable.
· “OStG” means the Order of St. George Corporation.
· Reference to the Policy and Guidance Manual will include the applicable Bylaw where appropriate.
· “TOR” means Terms of Reference.




Discussion
Purpose
These TORs are the framework for the Priors’ Committee to assist the Board of Directors in its fiduciary responsibilities for the effective management of human resources and the delivery of non-charitable and charitable programs.
Input
This document uses the following input references:
· [bookmark: _Hlk64728934]The OStG Policy and Guidance (PG) Manual, 
· Chapter 2 Self-Governance Policies
· Section 2.3.1 Membership Conditions
· Section 2.3.5 Membership Dues
· Section 2.3.6 Termination of Membership
· Section 2.3.8 Discipline of Members
· Section 2.3.9 Proposals Nominating Directors
· Section 2.4.1 Number of Directors
· Section 2.4.2 Term of Office of Directors
· Section 2.4.7 Committees of the Board of Directors policies and guidance
· Chapter 3 Human Resource Policies
· Chapter 4 Program Policies
Output
Given the input references and their general implications, the output of this document includes the TOR:
· Composition and meetings
· Responsibilities and functions
· Responsibility Assignment Matrix
· Administration, reports and returns
· Annex A – Membership Recruitment
· Appendix 1 Membership Recruitment Process
· Annex B – Recognition and Awards
· Appendix 1 Guidance for Honours & Awards
· Annex C – Procedures for nominating directors
· Appendix 1 – Information for prospective directors
· Appendix 1 – Statement of Agreement
· Annex D – Program Management
· Appendix 1 – Charitable Program
· Appendix 2 – Non-Charitable Program



COMPOSITION AND MEETINGS 
The Committee, as minimum, shall comprise the Grand Prior who shall be the Chairperson, and the Priors who shall sit as committee members. The committee is supported by other applicable committees, professional staff, and advisors where appropriate.
The Board of Directors, by resolution, may remove any Committee member per By-law, Section 31. 
The Board Chair is an ex officio committee member.
The Committee shall meet as often as necessary to conduct its work. Committee decisions are subject to Board approval.
AUTHORITY
The Committee conducts its work on behalf of the Board and, where specified, makes recommendations to the Board. The Committee has been delegated the authority to approve memberships on behalf of the Board. 
RESPONSIBILITIES AND FUNCTIONS
The Committee is responsible for assisting the Board by managing the 
· Human Resources (HR) tasks of:
· Recruiting 
· Retention,
· Recognition and Awards,
· Succession planning,
· HR records monitoring,
· HR recommendations to the Board, and
· HR policies and projects implementation.
· Program tasks of: 
· Program evaluation, 
· Program Implementation,
· Regulatory guidance,
· Long-range program planning review, and
· Other duties as designated.
RESPONSIBILITY ASSIGNMENT MATRIX
The table below reflects the assignment of tasks and management responsibilities against the key functions along with the related accountability. 
Legend:
R = Responsible – performs the assigned work to complete the task.
A = Accountable – delegates the work tasks to those responsible, ensuring the task is completed thoroughly and correctly. 
C = Consult – seek opinions from those who are typically subject matter expert or have relevant responsibilities; and with whom there is two-way communication.

	
Deliverables and Tasks
	Board
	Committee Chair
	HR sub-Committee
	Program Sub-committee
	Secretary
	Treasurer
	Applicable Advisors & Committees

Committees

	Human Resources

	Recruiting 
	
	
	
	
	
	
	

	Identify candidates and petitioners
	
	A
	R
	
	C
	
	C

	Manage the recruitment and application processes
	
	A
	R
	
	C
	
	C

	Recommend Petitioners to the Grand Prior for approval
	
	A
	R
	
	C
	
	C

	Retention
	
	
	
	
	
	
	

	Engage Knights/Dames in priory work
	
	A
	R
	
	C
	
	C

	As priors communicate on a regular basis
	
	A
	R
	
	C
	
	C

	Help match skills with the ORDER’S volunteer needs
	
	A
	R
	
	
	
	C

	Recognition and Awards
	
	
	
	
	
	
	

	Identify candidates for recognition and awards
	
	A
	R
	
	C
	
	C

	Manage the selection and application processes
	
	A
	R
	
	C
	
	C

	Publicize success internally and externally
	
	A
	R
	
	C
	
	C

	Succession Planning
	
	
	
	
	
	
	

	Identifying Knights/Dames having leadership potential
	C
	A
	R
	
	C
	
	C

	Make recommendations for Prior assistants and successors
	C
	A
	R
	
	C
	
	C

	Identify and recommend members to serve on committees
	C
	A
	R
	
	C
	
	C

	Identify and recommend members to serve as directors
	A
	
	R
	
	C
	
	C

	Identify and recommend individuals for Chivalric Appointments
	C
	A
	R
	
	C
	
	C

	HR Records Monitoring
	
	
	
	
	
	
	

	Review member Lists 
	
	
	A
	C
	R
	
	C

	Follow up on delinquent accounts
	C
	A
	R
	C
	
	
	C

	Review Field Knights and Field Dames Lists
	
	
	A
	C
	R
	
	C

	Review donor and volunteer lists as applicable
	
	A
	R
	C
	
	
	C

	Monitor Cadet Medals List/Awards
	C
	A
	R
	
	C
	
	C

	HR Recommendations to the Board
	
	
	
	
	
	
	

	Membership Conditions
	A
	R
	C
	
	C
	C
	C

	Member Discipline
	A
	R
	C
	
	C
	C
	C

	Member Termination
	A
	R
	C
	
	C
	C
	C

	Member Dues Setting
	A
	R
	C
	
	C
	C
	C

	Recommend appointment of mediator for dispute resolution if needed
	A
	R
	C
	
	C
	C
	C

	HR Policies and Projects
	
	
	
	
	
	
	

	Implement HR policies
	C
	A
	R
	
	C
	C
	C

	Implement HR projects
	C
	A
	R
	
	C
	C
	C

	Program

	Program Evaluation
	
	
	
	
	
	
	

	Review program requirements set out in current Strategic and Business Plans 
	C
	A
	C
	R
	C
	C
	C

	Conduct national and regional environmental screening within the OStG purpose for potential OStG involvement
	C
	A
	C
	R
	C
	C
	C

	Evaluate recurring programs and projects
	C
	A
	C
	R
	C
	C
	C

	Identify potential programs and projects 
	C
	A
	C
	R
	C
	C
	C

	Identify prospective Qualified Donees
	C
	A
	C
	R
	C
	C
	C

	Propose business cases for new and renewed initiatives 
	A
	R
	C
	C
	C
	C
	C

	Program Implementation
	
	
	
	
	
	
	

	Implement program policies
	C
	A
	C
	R
	C
	C
	C

	Implement non-charitable programs & projects
	C
	A
	C
	R
	C
	C
	C

	Support Order of St. George Foundation implementation of charitable programs & projects
	C
	A
	C
	R
	C
	C
	C

	Regulatory Guidance
	
	
	
	
	
	
	

	Recognize opportunities and constraints within OStG constating documents
	C
	A
	C
	R
	C
	C
	C

	Survey CRA regulatory framework and effects on programs, projects, fundraising and disbursements for charities and not for profits
	C
	A
	C
	R
	C
	C
	C

	Review Policy & Guidance Manual for applicable policies and guidance
	C
	A
	C
	R
	C
	C
	C

	Review applicable TORs for policy and guidance
	C
	A
	C
	R
	C
	C
	C

	Propose suggested changes to applicable OStG documents
	A
	R
	C
	C
	C
	C
	C

	Long-range Program Planning Review
	
	
	
	
	
	
	

	Evaluate impact of any impending government regulatory changes on program planning and delivery
	C
	A
	C
	R
	C
	C
	C

	Evaluate evolving internal issues and effects on program planning and delivery
	C
	A
	C
	R
	C
	C
	C

	Propose suggested changes to applicable OStG program documents
	A
	R
	C
	C
	C
	C
	C

	Other Duties
	
	
	
	
	
	
	

	Plan and manage program elements within the OStG mandate as directed
	A
	R
	C
	C
	C
	C
	C

	Perform other associated duties as may be required or assigned by the Board Chair
	A
	R
	C
	C
	C
	C
	C


ADMINISTRATION, REPORTS AND RETURNS
[bookmark: _Hlk25311538]The Chairperson is responsible for ensuring completion of committee work and for sending its reports and returns as follows:
a. meeting Records of Decision[footnoteRef:1], [1:  The Board Secretary is responsible for filing all Records of decisions.] 

b. progress reports for Board Meetings,
c. budget forecasts,
d. annual work plan,
e. annual report on the past year's activities, and
f. performance measures to show the committee performance/contribution to the OStG overall priorities and goals.	
Page 2 of 2
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[bookmark: _Toc103178147]Annex A to Priors’ Committee – Membership Recruitment Processes
Input: The Policy and Guidance Manual Section 2.3.1 (By-law Section 8) Membership Conditions
Output: 
· Applicable Definitions
· Regulatory Implications
· Policy Direction
· Statement of Member Recruitment Strategy
· Conditions of Membership
· Procedures
· Governance Approach

Applicable Definitions
Member means an individual that meets the membership conditions set out in By-law Section 8 and, has applied for and has been accepted into membership in the CORPORATION by resolution of the Board or in such other manner as may be determined by the Board.
Volunteer means a person who provides skill and knowledge for any type of work that is free of charge.

Regulatory Implications
Member Rights
The CORPORATION is subject to the Canada Not for Profit Corporation Act (CNCA) which specifies the rights of a member in a not-for-profit corporation. While the CNCA describes a host of rights, the member has the right to do the following: 
· Vote at a meeting of the members.
· Receive notice of members meetings.
· Add items to the agenda of members meetings.
· Request the directors to call a meeting of the members and to call a meeting themselves if the directors fail to do so.
· Elect directors and remove them from the board [footnoteRef:2] [2:  Canada Not for Profit Corporations Act Removal of directors, Article 130 (1) The members of a corporation may by ordinary resolution at a special meeting remove any director or directors from office.
] 

· Approve or confirm by-laws.
· Examine corporate records (i.e., minute book).
· Receive financial statements and accountant/auditor’s report.
· Approve major or fundamental changes (e.g., change to the objects/purposes of the corporation).
· Appoint the accountant/auditor.
If a member of a not-for-profit CORPORATION believes there is a denial of membership rights, the member can ask the Court to enforce a right or to address a problem with the CORPORATION.
Member Responsibilities
[bookmark: _Hlk16350881]A member, in addition to receiving membership rights, agrees to the responsibility for adhering to the articles, by-laws, or written policies of the CORPORATION which include inter alia membership conditions such as continuing interest in furthering the CORPORATION’s purposes and other provisions such as avoiding a conflict of interest.  The CORPORATION may discipline members where necessary.

Policy Direction
The primary contributions necessary for sustaining a Not-for-profit corporation are money, time, and control. Two (2) key participant groups, who believe in the mission are necessary – members and volunteers. Table 1 below illustrates each participant’s primary contribution, albeit some participants may offer both money and time in varying degrees. Members exercise control over the direction to further the CORPORATION’s purposes. 
	Participant
	Principal Motivation
	Primary Contribution

	
	
	Money
	Time
	Control

	Member
	Participate in the corporate direction
	Yes
	Some
	Most

	Volunteer
	Give time to support a cause
	Least
	Most
	Some


[bookmark: _Toc55137048][bookmark: _Toc74393472][bookmark: _Toc106634762]Table 1 Corporate Participants
Table 2 below sets out various conditions for participation as a Member AND Volunteer. 
	Condition
	Member
	Volunteer

	Qualify under the Membership criteria
	Yes
	No

	Agree with the Code of Conduct
	Yes
	Some

	Financial contribution
	Yes
	Maybe


[bookmark: _Toc55137049][bookmark: _Toc74393473][bookmark: _Toc106634763]Table 2 Participant Conditions

Statement of Member Recruitment Strategy
It is essential that the CORPORATION attract, recruit, and retain a diverse blend of members who will contribute support at all levels of the ORDER through their annual dues, their philanthropic donations, their time, and their leadership knowledge and skill. As a recruitment priority, it is desirable to seek members who have demonstrated leadership and who have the wherewithal to meet the financial and time requirements to advance the CORPORATION’s purposes. 

Conditions of Membership
Individual membership in the Corporation shall be subject to recognition as a Knight or Dame of the Order of St. George.

Procedures
Recruitment Attraction. 
The diversity of social motivations, age groups, working status and geographical location should determine the CORPORATION’s appeal for attracting members, volunteers, and donors. To promote the CORPORATION, the Priors’ Committee, working with the Corporate Services Committee, will develop the necessary attractors to encourage national and local involvement with all elements of the ORDER and its Priories. This must be an ongoing effort and revitalized on a continuing basis while using a variety of marketing tools. 
Application for Membership. 
A person wishing to become a member must complete the application form and submit it to the Secretary. The application form and explanatory details shall be in both on-line and in handout format. Payment of the right of passage fee and payment of annual dues are membership conditions along with adherence to the membership responsibilities noted above when accepted as a member. On receipt of the application and vetting by the applicable Prior, the Priors’ Committee shall review and recommend to the Grand Prior acceptance or denial of the Petition for Admission to the ORDER. Annex A describes the process details. 

[bookmark: _Toc380501281]Governance Approach
Authority Table
Table 3 below identifies the designated groups/individuals and their assigned authority for implementing the policy and procedures.
	The
	has/have the authority to...

	Board of Directors
	· Approve the strategy, policy, guidance, and procedures.
· Set the membership application and annual membership fees.

	Priors’ Committee
	· Screen the application forms for completeness.
· Maintain the content of application forms and related explanatory details for members and volunteers.
· Maintain data bases for members, volunteers, and donors. 
· Approve the membership application.

	Grand Prior
	· Conduct final vetting of Petitioner’s application. 
· Issue the acceptance/denial letter to the Petitioner.

	Governance Committee
	· Administer the currency of the Participant policy and procedures.

	Corporate Services Committee
	· Develop the recruitment communications products.
· Implement recruitment support activities.

	Priors
	· Endorse/deny Postulant application

	Prior’s Committee
	· Plan the recruiting strategy.
· Recruit members, volunteers, and donors.
· Coordinate with the other committees.


[bookmark: _Toc55137050][bookmark: _Toc74393474][bookmark: _Toc106634764][bookmark: _Toc380501319]Table 3 Membership Governance Table
Reporting
The Priors’ Committee Chair will report the monthly recruitment status to the Board of Directors.
[bookmark: _Toc103178148]APPENDIX 1 TO ANNEX A – MEMBERSHIP RECRUITMENT PROCESS (APPROVED 20 APRIL 2022)
Guidance
This guidance was recommended by the Grand Prior and the former Priors’ Round Table[footnoteRef:3] and approved by the Board of Directors on 20 April 2022. The guidance applies to all nominations received after June 2022. The Guide will be used by the Priors HR sub-committee in preparing their recommendations to the Grand Prior for the granting of Petitions for admittance to the ORDER.  [3:  Forerunner of Priors Committee] 


Applicable Definitions
The following definitions apply to this Policy Guidance 
A nominator is any Knight or Dame of the ORDER who nominates/proposes an individual for admittance into the ORDER. Prior to making nominations, a nominator connects with friends and acquaintances who are potentially deserving/qualified individuals, to discuss the ORDER, its Purpose and Mission, confirm the individual’s qualifications against basic criteria (see below) and to confirm interest in petitioning for admission. 
A sponsor is an individual, usually a Prior or an individual identified by a Prior, who is assigned responsibility for investigating the qualifications for admittance of a potential candidate who self identifies as desiring admittance into the ORDER.
A Petition for Admission is the final stage of the admission process commencing after interviews and discussions to validate the acceptability of the candidate and leading to the candidate being granted access to the online Petition form in order to complete a Petition for admittance into the Order.
A candidate is in individual who responds favourably to a member’s initial query regarding interest in joining the ORDER or an individual who self identifies as having interest in becoming a member once the assigned Prior has conducted a preliminary review.
A petitioner is an individual who following interviews and an initial assessment of qualifications is granted access to complete the online Petition form. 
A Postulant is an individual whose Petition received a favourable recommendation and whose petition is granted by the Grand Prior. A Postulant is invested as a Knight or a Dame, usually at a formal Investiture. 

Purpose of the Order
The Order of St. George in Canada is established and operated as a Chivalric Order for the purposes of:
· promoting, protecting, preserving, and furthering the chivalric traditions and heritage of The Order of St. George,
· practicing the chivalric virtues of Faith, Service, and Honour,
· promoting the well-being, morale, and the quality of life of veterans and members of the Canadian Armed Forces and their families, and
· supporting the programs of leadership, youth development and citizenship delivered by the Canadian Cadet Organizations and the Canadian Junior Rangers.

Admission by invitation Only
Admission into the ORDER, which brings with it the title Knight/Dame of the Order of St George and subsequent membership in the Corporation, is by invitation only. Candidates for admission must be fully cognisant or the Purpose of the ORDER and prepared to live out all aspects of the Purpose and the ORDER’S chivalric virtues. 
An invitation, the granting of a Petition for Admission, is extended in recognition of the individual’s contributions to society primarily through activities that align with the ORDER’S Purposes, Mission and Virtues up to their Petition for Admittance; their commitment to living by the chivalric virtues of Faith Service and Honour; their declared commitment to service as part of the ORDER and their assessed ability to meet the financial obligations that come with admittance to the ORDER.  
Invitations are conditional on the Candidate’s:
· Paying a fee of passage ($750) which helps to cover the cost of the Postulant’s personal regalia, scroll, vestments and the investiture ceremony, 
· Committing to paying annual fees currently set at $150, or such other fee as the Board may from time to time require, and
· Having the capacity to provide ongoing financial contributions to fundraisers and charitable campaigns.

Nominator/sponsor Responsibilities
Nominators/sponsors need to make sure that the people they recommend for admittance into the Order meet chivalric expectations and are committed to our mission and virtues. The Order has no capacity to conduct background checks on individuals, thus, nominators/sponsors must ensure they have enough knowledge of the proposed individual to make a reasonable assessment. 
It is the duty of the nominator to confirm that they have made appropriate enquiries to ensure that the candidate is of good standing and to declare any issues which may cause the ORDER harm. 
Sponsors must connect with potential candidates and through an interview process assess the general suitability of the candidate. Part of the assessment should involve identifying someone within the order and/or possible known referees who are willing to attest to the potential candidate’s suitability. 
Conflict of Interest. The nominator/sponsor must sign and date the nomination form and must declare their relationship with the candidate. Members should avoid, if possible, nominating individuals with whom they have a strong personal connection. An alternative could be to arrange for a member not having a connection to make the nomination. A connection means: 
· a child, stepchild, grandchild, foster child, a parent or sibling or, a child, stepchild, grandchild, foster child, parent, or sibling of the spouse;
· a spouse/civil partner of the member and any child of whom that spouse/partner is legal guardian;  
· any person who is in a business partnership with the member; and 
· any company, business, trust, or other organization in which the member (or any other person that is connected to them) has an interest as a beneficiary or through ownership, control, or influence. 

Criteria for selection
In addition to financial responsibilities, candidates must be made aware of other expectations. Time commitments will vary from Priory to Priory and can involve working to support the Order/Priory and the International Knightly Order of St George Foundation as part of the governance team (directors or Board Committee members); working as volunteer members of a fundraising team; representing the ORDER among its beneficiaries and within the community at large; attending Investiture Ceremonies to honour the accomplishments of Postulants (at one’s own personal cost); and supporting fellow Knights/ Dames at ceremonies recognizing their life accomplishments including attending their “celebrations of life/funerals” or other ceremonies related to their passing (death). 
Basic criteria for selection include but are not limited to the following:
· Candidates must be 18 years of age or older.
· Candidates must be nominated/sponsored.
· Nominators/Sponsors must provide a statement to justify their recommendation for admission and include empirical evidence of why the person is being nominated. The evidence must include specifics of service to society and the link between that service and the ORDER’S Mission and virtues.
· The Petition must provide:
1) Evidence of leadership and commitment to service in daily life.
2) The Petitioner’s confirmation of commitment to pay fees of passage and annual fees.
3)  The Petitioners explicit commitment to the "Code of Values" which speaks to contributing “as their resources permit,” to the work of the Order.
4) Evidence of time available and understanding of other requirements as specified.
5) The quality of the Petitioner’s submission outlining service, charitable and volunteer activities and including a statement of what the individual will contribute to the ORDER if admitted.
6) Referee statements supporting the Petition including attestation of the candidate’s leadership, service, and commitment to living in accordance with the chivalric virtues, Faith, Service and Honour. 

Process
The Process for admission is multi phase and includes:
· An existing member identifies a prospect, discusses the ORDER, its Mission, and Chivalric virtues, explains the Invitation Process and secures the prospect’s interest in pursuing admittance to the ORDER.
· The member, nominates the individual as a candidate for admittance by preparing a nomination form including the full name and all contacts for the candidate, statements as to the suitability of the candidate and evidence of why the candidate should be accepted as a Petitioner.
· For an individual who self identifies as being interested in joining the ORDER, the name and contacts are provided to the Prior of the area where the potential candidate lives. The Prior investigates the potential candidate’s suitability including an interview with the individual and follow up with any references provided. Based on the discussions and verifications that the potential candidate meets the criteria, the Sponsor completes the nomination form as per a normal nomination.
· The Prior/Prior’s Committee provides preliminary assessment of suitability of the candidate and if deemed suitable, the candidate is provided access to the web application - the Petition. 
· The Petitioner completes the form and submits all required documentation.
· The form goes to the Administrator, who generates the Nominator/Sponsor Recommendation Form.
· The Nominator/Sponsor completes the form with special attention to “why they are nominating/sponsoring this person and submits it through the Prior to the HR sub-committee.
· The PRIORS’ COMMITTEE reviews all documents and either recommends or does not recommend the Petition to the Grand Prior. 
· The Grand Prior approves or does not approve the Petition and sends it back to the  Administrator who completes the process in Member365 which triggers the welcome letter and fee of passage invoice. 
· When the postulant pays the fee of passage, they are put on the list for the next Investiture.
2022-08-03 Draft 1.2


[bookmark: _Toc65833656][bookmark: _Toc103261585]Annex B to Priors’ Policies – Recognition and Awards
OBJECTIVES
The objectives of the Recognition and Awards program are to:
· publicize the ORDER’S program to members, volunteers, and stakeholders,
· encourage and retain current volunteers and attract new volunteers,
· [bookmark: _Hlk102126378]recognize exceptional volunteerism,
· recognize long serving members, and
· recognize exceptional, ongoing, or other categories of contributors.

RECOGNITION CATEGORIES

Member Lapel Pins
On joining the ORDER, new members will receive an ORDER lapel pin. The pin is designed to identify members and contribute to a sense of belonging and participation as well as acting as a tool to attract new members. 

Promotions
Any Prior may nominate a member for promotion. Promotion is awarded an individual for unusual service and contributions to the ORDER. Nominations are submitted to the Board Secretary who will arrange for Honours and Awards Committee screening, and if suitable, for Grand Prior approval. The nomination must include a short biography of the individual, showing the reasons for the nomination and a proposed citation to accompany the promotion certificate.



Field Knight-Field Dame
The Field Knight/Dame recognition is awarded to deserving individuals (members of the public) in recognition of community contributions that align with the Order’s Purposes:  Recipients of this meritorious award are those who have provided outstanding service in their communities and are committed to the betterment of society. Any member may nominate a deserving individual. The Field Knight and Field Dame Award Program TOR provides the details.

The Order of St. George Commendations
The Grand Prior’s Commendation and the Prior’s Commendation are awarded as recognition of extraordinary commitment and service to the Order as a whole or to a particular Priory. The Order of St. George Commendations TOR provides the details.

Sovereign's Medal for Volunteerism and Other Volunteer Awards
The ORDER as a volunteer organization is committed to supporting the recognition of its members. Whether initiating the recommendation or supporting another organization’s recommendation regarding a person who is a member of both, the ORDER will maximize as far as possible the recognition of its members through its own nominations and support for nominations from the other organizations. 

The Order of St. George Medal of Merit – Cadets and Junior Canadian Rangers
The medal program is to recognize individuals who distinguish themselves in their performance as the Top Staff Cadets at Cadet Training Centres (CTC) Regional Gliding Schools (RGS) and Enhanced Training Sessions (ETS) and for distinguished and exemplary achievement in the JCR Program. The Medal of Merit TOR provides the details.
 
[bookmark: _Program_Policies][bookmark: _Toc39847148][bookmark: _Toc2589336][bookmark: _Toc1128928][bookmark: _Toc103265308][bookmark: _Hlk93245444]Annex C to Priors’ Policies – Procedures for Nominating Directors 
Input: 
· The Policy and Guidance Manual 
· Section 2.3.9 (By-law Section 16) Proposals for Nominating Directors at Annual Members’ Meetings.
· Section 2.4.1 (By-law Section 25) Number of Directors
· Section 2.4.2 (By-law Section 26) Term of Office of Directors
Output: 
· Applicable Definitions
· Regulatory Implications
· Policy Direction
· Procedures
· Governance Approach

Applicable Definitions
Board means the board of directors of the CORPORATION.
Director means a member of the Board.
Member means an individual who meets the requirements for membership set out in Section 8 of the By-law, has applied for and has been accepted into membership in the CORPORATION by resolution of the Board or in such other manner as may be determined by the Board.
Nominations Committee means the ad hoc group appointed by the Board chair that manages the nominations process.

Regulatory Implications
Canada Not for Profit Corporations Act (CNCA)
The CNCA inter alia states that members shall, by ordinary resolution at each annual meeting at which an election for directors is required, elect directors to hold office for a term expiring with the prescribed period. The CNCA also specifies a range of other requirements dealing with directors.


Office of the Public Guardian and Trustee (OPGT)
The Ontario OPGT Guidance state that Directors and trustees are expected to be actively involved in the charity's decision-making process. They should be selected based on their experience, skills, and knowledge. They will be ensuring that the charity operates effectively and within the law. The guidance also describes the duties of a director which will be set out in a separate CORPORATION’S document. While the ORDER is not a charity, the OPGT guidance for directors serves as accepted best practice.

Policy Direction
Statement of Leadership and Succession Strategy
To sustain the mission and vision, the CORPORATION must produce a diverse and strong leadership for board governance including standing strategic and operating committees. This need is achieved through developing and maintaining a culture of effective succession planning through talent management. Producing an essential leadership stream is critical to the CORPORATIONS’ survival as an effective champion of its belief statement.
Outcome
Succession planning guidance and procedures will produce the slate of prospective candidates for election to the Board of Directors and identify the required talent for appointment to key leadership positions.
Guidance Principles
While adhering to the CORPORATION’s By-laws and the CNCA, the policy and procedures should follow key best organizational practices employed by industry and other leading volunteer organizations. When seeking leadership talent, the two fundamental concepts are ‘to buy’ or ‘to make from within’. For the ORDER, the latter concept is the desired approach to sustain the inherent camaraderie within a volunteer organization, but also will consider bringing in talent where appropriate.
Succession Planning [footnoteRef:4] is used by best practice organizations who: [4:  Best Practices: Organizational Development: Sandra Weeks, Thomson Reuters Canada Limited, updated December 2013, Chapter 2.5
] 

a. recognize that succession management needs to be a core leadership competency,
b. recognize members based on their ability to attract and retain key individuals,
c. ensure succession management is owned by the Board chair, the Board of Directors and committee chairpersons respectively,
d. make decisions that ensure current and future leadership requirements drive the business strategy,
e. strengthen the competencies of future pools of leadership candidates, and
f. build succession plans through the leadership levels and down into individual contributor levels.
Succession Management [footnoteRef:5] goes beyond organizational planning for ORDER activities in that the leadership should strive to: [5: 	 Adapted from Best Practices, Op. Cit., Chapter 2.5] 

a. build a culture that recognizes the value of identifying, developing, and retaining top leaders and managers,
b. identify roles critical to the current and future success of the ORDER,
c. focus on strategies aimed at building a pipeline of high-potential candidates who will be capable of filling future leadership roles,
d. concentrate development activities on specific individuals with high potential for future leadership roles, and
e. provide a focus for the investment in leadership development initiatives.

Procedures
Figure 7 below illustrates seven (7) nomination management steps, each explained in the subsequent paragraphs.[bookmark: _Toc55137030][bookmark: _Toc103261965][bookmark: _Toc106634746]Figure 1 Nomination Management Steps

[bookmark: au]Step 1 - Nominating Committee
The Mandate is directed by By-law Section 16 regarding proposals for nominating Directors at Annual Members’ Meetings. The Board chair shall appoint an ad hoc Nominating Committee at least three (3) months prior to the Annual Members’ Meeting. The Nominating Committee should consist of not less than three (3) members and, if possible, a majority should be members with a minimum of one (1) year as a member of the ORDER. A Board Director shall be the Nominating Committee Chairperson. The Nominating Committee is to provide the Board of Directors with a proposed slate of nominees for election at least six (6) weeks before the Annual Members’ Meeting.
Selection of the Nominating Committee members is particularly important to facilitate effective succession planning. Therefore, to offer potential board nominees the best applied knowledge and experience on the demands of Corporate Directors the following steps should take place: 
a. Select Nominating Committee members from the roster of current ORDER members who have knowledge of potential leadership candidates. 
b. As Nominating Committee members may have different backgrounds, some with limited or out-of-date knowledge of the CORPORATION by-laws and its operating structure; the Committee Chairperson should provide an orientation for Nominating Committee, so they have the latest governance knowledge when interviewing potential leadership candidates. The orientation should include:
· an overview on the CORPORATE, goals, policies, and guidelines, 
· details on roles and responsibilities of the Nomination committee, and 
· details on the roles and responsibilities of directors and officers.
Actions of the Nominating Committee are determined by the Committee Chairperson but should follow the guidelines in this document. As a minimum, the committee should meet to:
a. attend the orientation described in the previous paragraph if required, 
b. identify and interview prospective directors, and
c. discuss and evaluate the interview results of potential candidates (discussed in Step 5 below).
Step 2 – Identifying Vacancies
Vacancies on the Board of Directors for the next financial year are determined through scheduled end-of-term expectations, and through other vacancies that may be created by incumbents who do not wish to continue within their elected term of office. Accordingly, the Nominating Committee Chairperson should canvass incumbent directors to fix the number of open Board positions at least three (3) months before the Annual Members’ Meeting. Incumbent Standing Committee chairpersons should make recommendations to the Board chair on respective committee successors for the next financial year.
Step 3 – Seeking Nominees
Knowing the number of open Board positions will provide the Nominating Committee with a recruiting target. Suitable nominees may come from four (4) sources: 
a. incumbent directors whose terms are expiring and who are interested in running for another term,
b. members-at-large identified by the Nominating Committee, 
c. members proposed by other ORDER members, and 
d. solicitation by individuals who wish to be nominated.
To encourage ORDER interest and participation in its leadership process, the Nominating Committee should seek nominees through various means including the following: 
a. advertising on the members web portal,
b. soliciting members’ advice through one-on-one approaches, and 
c. direct contact of good potential candidates based on recommendations from the membership.
Step 4 – Interviewing Prospects
In fairness to a prospective candidate and subsequently to the membership, a candidate must understand the expectations should the person be elected. Accordingly, the Nominating Committee – or the proposer/seconder putting a name forward for nomination – must interview the prospective candidate to ensure, as a minimum, the individual understands the:
a. length of the mandate term commitment for the nominated position,
b. monthly time commitment, 
c. legal implications of board membership concerning personal responsibilities and liabilities,
d. general responsibilities for the position being sought (see Part IV Governance in the Board Handbook), and
e. [bookmark: _Hlk16351197]basic contents of the prospective candidate’s CV will be released to the members as part of the pre-election information.
Appendix 1 contains suggested points of information so prospective nominees can make an informed decision before they commit to standing for a significant volunteer role. [footnoteRef:6] [6:  Ideas adapted from Institute of Corporate Directors, Board Recruitment, Development and Assessment – 20 Questions Directors of Not-For-Profit Organizations Should Ask About, 2010.
] 

 Appendix 2 contains a Statement of Consent for a prospective Board member to acknowledge their commitments should that person be elected.
Step 5 – Evaluation Guidelines
A basic assessment of the prospective candidate’s suitability for office [footnoteRef:7] should include whether the individual:  [7:  Ideas adapted from best practices used by the Project Management Institute Ottawa Chapter, a not-for-profit corporation of about 2100 members, governed by the Province of Ontario.] 

a. expresses clearly what personal attributes can be brought to strengthen the board,
b. has experience to manage volunteers,
c. has experience in strategic planning and/or establishing organizational goals, 
d. has experience delivering objectives with minimum supervision,
e. is willing to participate as a team member,
f. understands the required time commitment,
g. identifies potential for conflict of interests between personal and professional life and duties of director, and/or
h. has personal experience in at least one of the following disciplines: business development, marketing, communications, finance, and operations.
Step 6 – Post Election Procedures
Lessons learned are important to help conduct efficient and effective nomination activities for future elections. The Nominating Committee gathers observations (positive and negative) from its members and any other ORDER contributor. The committee assesses the observations to identify lessons for learning and suggest any valid change for process improvement. 
A Post-Election Report is prepared by the Election Committee Chairperson and submitted to the Board of Directors through the Board chair within three weeks of the election results. The report should include details of recommendations for lessons learned from the nomination process. If approved, the Board of Directors will provide lessons learned details to the Governance Committee to update the Succession Planning document for the following year.
Step 7 – Annual Cycle Actions
Success planning and talent management is a “top down” process. The incumbent leadership should establish ideas for mentoring potential leaders who occupy junior positions. The table below illustrates the annual cycle actions.

[bookmark: _Toc55137051][bookmark: _Toc103261805][bookmark: _Toc106634765]Table 4 Nomination Annual Cycle

Governance Approach
Authority Table
The table below identifies the designated groups/individuals and their assigned authority for implementing the nomination policy and procedures.
	The
	has/have the authority to...

	Board Chair
	· Appoint an ad hoc Nomination Committee.

	Board of Directors
	· Set the date for the Election and coordinate actions between affected committees.
· Approve the Nomination policy and procedures.

	Board Officers & Committee Chairs
	· Recommend ad hoc Nomination Committee members to the Board chair.

	Committee Chairs
	· Recommend successors as standing committee chairpersons to the Nominating Committee.

	Governance Committee
	· Administer currency of the Nomination Policy and Procedures through the Board.

	Individual ORDER Members
	· Recommend potential leaders to the Nominating Committee and to standing Committee Chairpersons.
· Nominate potential Board Members to the slate.
· Seek leadership opportunities.

	Nomination Committee
	· Seek input from various ORDER members about potential leadership candidates for the Board of Directors and Committee Chairs.
· Interview potential leadership candidates for Board of Directors and Committee Chairs.
· Submit Post-election Nomination Report to the Board of Directors through the Board chair.


[bookmark: _Toc55137052][bookmark: _Toc103261806][bookmark: _Toc106634766]Table 5 Participation Governance Table
Reporting
The Nomination Committee Chair reports the status of nomination activities to Board of Directors through the Board chair.
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[bookmark: _Appendix_1_–][bookmark: _Toc2589337][bookmark: _Toc1128929][bookmark: _Toc103265309]Appendix 1 to Annex C – Information for Prospective Directors
A commonly used approach is to give prospective directors a confidential briefing on the organization and its expectations of directors. 
Organization information may include:
· vision, mission, values. and code of conduct,
· board and committee mandates,
· programs and activities,
· financial statements, strategy, plans and major areas of risk and opportunity,
· stakeholders and accountabilities, and
· board members, office staff and volunteers.
Director information may include:
· director role descriptions, 
· the term of service, term limits (if applicable) and the expected number of terms to serve,
· time commitments,
· dates, locations, and duration of scheduled meetings,
· committee service requirements — including serving as chair,
· how individual directors might personally contribute to the board through their experience and skills, 
· any expectations regarding participation in fund-raising activities,
· orientation and continuing education opportunities, 
· reimbursement of permitted expenses and, if applicable, per diems, and
· summary of directors and officer’s liability insurance.
Time Commitment information may include:
· In-person and virtual attendance at meetings (Board and Committee),
· Preparation for meetings,
· Travel,
· Participation in orientation, educational and strategic planning sessions, 
· Availability for unscheduled meetings and phone calls,
· Attendance at events, 
· Serving as an ambassador for the organization, and
· Special requests or initiatives on behalf of the organization.


[bookmark: _Appendix_2_–][bookmark: _Appendix_1_%25E2%2580%2593_1][bookmark: _Toc39847149][bookmark: _Toc2589338][bookmark: _Toc1128930][bookmark: _Toc103265310]Appendix 2 to Annex C – Statement of Agreement
As an elected official of the ORDER of St. George Board of Directors, I, the undersigned, fully understand and do hereby agree to conform and abide by the following: 
1.	Attend all regular and special meetings of the Board when notified, unless prevented by circumstances outside my control. 
2.	Participate, to the best of my ability, in the determination of policy and other matters coming before the board; give full attention to problems of the organization, and vote on all issues submitted or proposed for board action. 
3. 	Consider certain matters of business of and, for the ORDER and its members, to be confidential in nature. 
4.	Give all assistance possible to Board and Committee colleagues, appointed officers, and the ORDER management team in the discharge of the duties of their offices and positions. 
5. 	Disclose to the Board and refrain from voting on issues related to any potential conflict should I find myself under obligation to any other group or organization that conflicts with the ORDER. 
6. 	Attend Strategic Planning and training sessions. 
7.	Continually seek to learn more about the ORDER and my individual responsibilities as a Board member through reading and preparation for all meetings and functions of business related to the ORDER. 
8. 	Recognize that my responsibility equates to approximately 15-20 volunteer hours a month and is essential for the board to function properly and to be successful in its endeavors. 
9. 	Understand that failure to perform my board duties consistently, or abide by the above items, may be used as reason for removal from the ORDER board. 






Date____________________________ Signed _____________________________
[bookmark: _Toc95738554]Annex D – Program Management (Approved 16 March 2022)
[bookmark: _Toc428174821][bookmark: _Toc431464023][bookmark: _Toc95738538]WHAT IS PROGRAM MANAGEMENT?
Program Management is an agreed process to manage business case files progressing through a workflow toward the successful delivery of charitable and non-charitable programs. 
[bookmark: _Toc428174823][bookmark: _Toc431464025][bookmark: _Toc95738539]RELATIONSHIP TO OTHER APPLICABLE DOCUMENTS
This Annex describes the interface between main actors who perform the program management functions while applying pre-approved governance and implementation documentation. As part of the process, potential delivery agents and potential beneficiaries agree to provide the Priors’ Committee with required information to undergo an evaluation to be recommended for OStG support. 
[bookmark: _Toc428174826][bookmark: _Toc431464028][bookmark: _Toc95738541]ACRONYMS AND DEFINITIONS
	Words/Terminology
	Definitions

	Actors
	means the following entities and individuals engaged in the CM process as described in Appendix 1 and Appendix 2.

	CONOP
	Concept of Operation

	OStG
	Order of St. George

	Program
	means a series of projects and recurring activities.

	SLA
	Service Level Agreement


PROGRAMS


2022-08-03 Draft 1.2

The OStG has two (2) types of programs and associated activities – Charitable and Non charitable. The former is delivered to external organizations through the OStG Foundation, and the latter is internal to support OStG chivalric and good works endeavours. Detailed management of these two (2) distinct programs are described at Appendix 1 and 2 respectively. 
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[bookmark: _Appendix_1_to]Appendix 1 to Annex D - Charitable Program Management
CHARITABLE PROGRAM CONCEPT OF OPERATION
The Concept of Operation (CONOP) describes the interaction between the actors to initiate, approve, execute, distribute funds and to deliver the charitable program to the beneficiaries. Moreover, the CONOP offers a basis to identify lessons for continuous improvement to future processes. 
Figure 1 below illustrates the eight (8) CM CONOP functional actors and the basic steps each actor undertakes to process the program delivery through five (5) stages – initiation, approval, execution, distribution, and delivery. 

Note: Figure 1 is arranged so each actors’ functions are identified by number and letter. The Explanatory Notes below the Figure summarizes each of the actor functions and outputs.
[bookmark: _Toc47194950]Figure 1 Concept of Operation


Strategic Activities
1. Priors’ Committee – lead the Initiation Phase. (Step 1A) identify and validate recurring and possible new national and local charitable causes to support within the Order’s mandate and within the approved strategic plan. Estimate the expected results from that support. (Step 1B) define the total contribution for each project. Examine proposed options for the charitable gift amount to the beneficiary and the fund-raising management cost. The management cost must define both the financial expense and human resource level of effort. (Step 1C) prepare a Business Case for each project proposal and recommendation for approval by the Order’s Board of Directors.
2. The Order Board – lead the Charitable Program Approval Phase. (Step 2A) with advice from the Program Advisor, approve/reject the business case(s). (Step 2B) enter approved projects into the Order’s Business Plan and return rejected projects to the Priors’ Committee for rework or dismissal. (Step 2C) implement Business Plan by participating in a Service Level Agreement (SLA) with the Foundation to execute the approved charitable program. (Step 2D) provide repayable seed funding to Foundation if necessary. 
Operational Activities
3. The Foundation - lead the Execution Phase by implementing the SLA with the Order. (Step 3A) create the Program Management Team (PMT) drawing from the resources of the Foundation, the Order, and the priories and approve the PMT Project Management Plan. (Step 3B) consider PMT recommendations and approve fundraising and disbursement agreements with Qualified Donees and/or the applicable priories who will supervise local contracts for the provision of goods and services to the beneficiary. (Step 3C) consider PMT recommendations for approving the marketing and fundraising plan. (Step 3D) receive donations from the donors. Upon receiving a donation, (Step 3E) issue tax receipts and a thank you letter to each donor. (Step 3F) disburse charitable funds following disbursement agreements and donor directions. (Step 3G) repay seed funding loan to the Order.
4. The Program Management Team – conduct the Execution Phase under Foundation control. (Step 4A) prepare project management plan. (Step 4B) develop and negotiate fundraising and disbursement agreements with Qualified Donees and/or designated priories as named in the Business Case for Foundation approval. (Step 4C) prepare the marketing and fundraising campaign for Foundation approval. (Step 4D) conduct the Foundation approved marketing and fundraising campaign with team resources.
5. Donors – support the cause with donated gifts. (Step 5A) in reaction to the marketing and fundraising campaign, donate contributions to the Foundation in support of the advertised cause. (Step 5B) receive contribution acknowledgement from the Foundation. (Step 5C) receive tax receipts from the Foundation Treasurer or Canada Helps. 
6. Qualified Donee Directed Programs – distribute charitable funds to help program delivery. (Step 6A) direct charitable funds per agreements with service providers to begin beneficiary program. (Step 6B) manage the service delivery contracts. (Step 6C) supply service delivery performance status and final reports to the Foundation. 
7. Foundation Directed Programs – distribute charitable funds to help program delivery (Step 7A) direct charitable funds per agreements with service providers to begin beneficiary program. (Step 7B) manage the service delivery contracts. (Step 7C) supply service delivery performance status and final reports to the Foundation. 
8. Beneficiaries receive charitable products and services.

[bookmark: _Toc27471617][bookmark: _Stakeholder_Benchmark_profiles][bookmark: _Toc95738555]STAKEHOLDER BENCHMARK PROFILES
[bookmark: _Toc95738556]The stakeholders in the Charitable Donation Program encompass two (2) benchmark actor groups – the Initiating Group to set and approve the strategic requirements and the Managing Group to manage the implementation that will produce the charitable benefits. These groups provide input and generate functional outputs which result in contributing successful program outcomes at various levels.
STRATEGIC MANAGEMENT INPUT
Table 1 below outlines the two (2) strategic actors and their basic input roles into defining and approving the charitable causes to support.
[bookmark: _Toc60232977][bookmark: _Toc106634767]Table 6 Strategic Input
	
	Strategic Actors

	1
	Priors’ Committee – identifies the charitable need. The committee comprises the priors to identify needs, the Program Advisor to provide technical regulatory advice, the Foundation Marketing Officer to provide specialist marketing and fund-raising advice, and other officers and committee chairs from the Order and/or the Foundation as required. 

	2
	The Order Board of Directors – provides strategic oversight based on the approved Strategic Plan.


[bookmark: _Toc95738557]OPERATIONAL MANAGEMENT INPUT
Table 2 below outlines the six (6) Managing Group actors and their basic input roles in the managing the approved charitable program.
[bookmark: _Toc60232978][bookmark: _Toc106634768]Table 7 Operational Input
	
	Managing Group Actors

	3
	The OStG Foundation – the corporation that leads the charitable program implementation effort through the provision of specialist financial and marketing services and overwatch on the Program Management Team.

	4
	Program Management Team – created by the Foundation and comprising either designated or all priories to manage various elements of the project implementation.

	5
	Donors – individuals or organizations who provide gifts of cash or property for which the donor receives nothing in return other than a tax receipt.

	6
	Qualified Donees – organizations that can issue official donation receipts for gifts it receives from individuals and/or corporations and can also receive gifts from registered charities such as the OStG Foundation to undertake directed programs on behalf of the donor. 

	7
	OStG Foundation Donee Program – priory directed programs in local areas where it is appropriate for the priory to oversee contracted program delivery rather than through a Qualified Donee.

	8
	Beneficiary – an individual or organization that receives charitable public benefits.


[bookmark: _Toc95738558]FUNCTIONAL OUTPUTS AND OUTCOMES
[bookmark: Table_3]Table 3 below is the stakeholders’ functional output and outcome relative to their respective process function.
[bookmark: _Toc60232979][bookmark: _Toc106634769]Table 8 Summary of Functional Outputs and Outcomes
	Stakeholders
	Actor
	Output
	Outcome

	Initiating Group
	Priors’ Committee

	Identified potential charitable causes for the OStG to support nationally or within specific priory operating areas by:
· ensuring potential causes are within the mandate set out in the approved strategic plan and judged to be affordable, achievable, and acceptable based on expected results
· Preparing business case(s) for BOD approval.
Deliverable: proposed Business Case(s)
	Priories engaged in the process for determining charitable causes for the Order to support 

	
	The Order Board
	Delivered strategic oversight for developing the chartable program by:
· Exercising due diligence through a review of the recommended business case(s)
· Approving or rejecting business case proposals
Deliverables: 
· Approved Business Case(s) inserted into corporate Business Plan
· SLA with the OStG Foundation
· Repayable seed funding loan to Foundation
	A demonstrated commitment to deliver charitable activities to mandated beneficiaries.


	Managing Group
	The OStG Foundation
	Supported the OStG charitable program by:
· Entering the SLA with the OStG BOD,
· Creating a program management team including members from the Order and members from external resources who have right knowledge and skill sets,
· Approving the fundraising and disbursement agreements,
· Approving the marketing and fundraising plans,
· Receiving donations, issuing receipts and thank you letters, and
· Paying program expenses and disbursing charitable funds.
Deliverables:
· SLA with the OStG Board
· Fundraising and disbursement agreements
· Marketing and fundraising plans
· Program reports to Order BOD
· Repaid seed funding loan to Order.
	Fulfilling the Foundation mission to support the approved OStG charitable program.

	
	The Program Management Team
	Executed the charitable program by:
· Negotiating fundraising and disbursement agreements with parties, and
· Preparing, executing the approved marketing, and fundraising campaign.
Deliverable: Program Management Plan
	Priories demonstrating local leadership to support delivery of the Order’s charitable program.

	
	Donors
	Reacted to the marketing campaign by:
· Donating tangible gifts to the Foundation,
· Receiving contribution acknowledgement and tax receipts.
Deliverable: Charitable gifts
	Public awareness of the OStG Foundation and support for the OStG charitable program.


	
	Qualified Donee Programs
	Distributed charitable funds for program delivery by:
· Directing charitable funds as per agreements,
· Managing service delivery contracts, and
Deliverable: Program results reports to the OStG Foundation
	An established and reliable network of Qualified Donees through third parties. 

	
	Foundation Directed Programs
	Distributed charitable funds for program delivery by:
· Directing charitable funds as per agreements,
· Managing service delivery contracts, and
Deliverable: Program results reports to the OStG Foundation.
	Priories engaged directly in managing charitable program delivery.

	
	Beneficiary
	Receive public benefit charitable funds that aided in resolving specified issues.
Deliverable: Program effectiveness reports to the Qualified Donee or the OStG managing priory.
	The OStG demonstrating charitable support for the Canadian Armed Forces and their families, veterans, cadets, and junior rangers.


DELIVERABLES SUMMARY
Table 4 below summarizes the pertinent deliverables for each actor engaged in enabling a Business Case to move toward successful program delivery. 
[bookmark: _Toc106634770]Table 9 Deliverables Overview 
	Participant Category
	Business Cases
	Business Plan

	Service Leve Agreement
	Repayable seed Funding loans
	Fundraising & Disbursement Agreements
	Marketing & Fundraising
	Program Management Plan
	Charitable Gifts
	Program Results Reports

	Priors’ Committee
	
	
	
	
	
	
	
	
	

	The Order Board
	
	
	
	
	
	
	
	
	

	OStG Foundation
	
	
	
	
	
	
	
	
	

	Program Management Team
	
	
	
	
	
	
	
	
	

	Donors
	
	
	
	
	
	
	
	
	

	Qualified Donees
	
	
	
	
	
	
	
	
	

	Foundation Programs
	
	
	
	
	
	
	
	
	

	Beneficiary
	
	
	
	
	
	
	
	
	



[bookmark: _Appendix_2_to]Appendix 2 to Annex D – Non-Charitable Program Management
NON-CHARITABLE PROGRAM CONCEPT OF OPERATION
The Concept of Operation (CONOP) describes the interaction between the actors to initiate, approve, and to execute the non-charitable and good works program to the priories. Moreover, the CONOP offers a basis to identify lessons for continuous improvement to future processes. 
Figure 2 below illustrates the five (5) CONOP functional actors and the basic steps each actor undertakes to process the program delivery through three (3) stages – initiation, approval, and execution. 

Note: Figure 2 is arranged so each actors’ functions are identified by number and letter. The Explanatory Notes below Figure 2 summarizes each of the actor functions and outputs.
[bookmark: _Toc106634747]Figure 2 Concept of Operation


Strategic Activities
1. Priors’ Committee – lead the Initiation Phase. (Step 1A) find and validate recurring and possible new chivalric or non-charitable activities within the ORDER’S approved strategic plan. Estimate the expected results from implementing the prospective endeavors. (Step 1B) define the total cost for each project and proposed funding options. The management cost must define both the financial expense and human resource level of effort. (Step 1C) prepare a Business Case for each project proposal and a recommendation for Order Board of Directors approval.
2. [bookmark: _Hlk94436149]The Order Board – lead the Non-charitable Program Approval Phase. (Step 2A) with advice from the Grand Prior, approve/reject the business case(s). (Step 2B) enter approved projects into the Business Plan and return rejected projects to the Priors’ Committee for rework or dismissal. (Step 2C) implement Business Plan by taking part in an SLA with the affected priories to execute the approved program. (Step 2D) provide seed funding to priories if necessary.
Operational Activities
3. The Priories - lead the Execution Phase by implementing the SLA with the Order. (Step 3A) create the Program Management Team (PMT) drawing from the resources of the Order and the priories and approve the PMT Project Management Plan. (Step 3B) consider PMT recommendations for approving local contract agreements for the provision of goods and services to the priory. (Step 3C) consider PMT recommendations for approving local marketing activities. (Step 3D) receive business taxable donations from donors. Upon receiving a donation, (Step 3E) issue business tax receipts through the Order’s Treasurer and a thank you letter to each donor from the affected Prior. (Step 3F) execute the approved non-charitable and good works activities.
4. The Program Management Team – conduct the Execution Phase under priory control. (Step 4A) prepare Project Management Plan for priory approval. (Step 4B) develop business and donation agreements with local suppliers as named in the approved Business Cases. (Step 4C) prepare the local marketing campaign for priory approval. (Step 4D) conduct the priory approved campaign with team resources. (Step 4E) as the progress through to completion, report results to the Priory.
5. Local Donors – support local priory. (Step 5A) in reaction to the local marketing campaign, donate business goods and services contributions to the priory in support of the advertised cause. (Step 5B) receive contribution acknowledgement from the local prior. (Step 5C) receive business tax receipts from the Order Treasurer. 
STAKEHOLDER BENCHMARK PROFILES
The stakeholders in the Charitable Donation Program encompass two (2) benchmark actor groups – the Initiating Group to set and approve the strategic requirements and the Managing Group to manage the implementation that will produce the non-charitable benefits. These groups provide input and generate functional outputs which result in contributing successful program outcomes at various levels.
1. 
STRATEGIC MANAGEMENT INPUT
Table 4 below outlines the two (2) strategic actors and their basic input roles into defining and approving the charitable causes to support.
Table 4 Strategic Input
	
	Strategic Actors

	1
	Priors’ Committee – identifies the chivalric and non-charitable needs. The committee comprises the priors to identify needs, the Grand Prior to provide the holistic view, the Program Advisor to provide technical regulatory advice, the Foundation Marketing Officer to provide specialist marketing advice, and other officers and committee chairs from the Order and/or the Foundation as required. 

	2
	The Order Board of Directors – provides strategic oversight based on the approved Strategic Plan.


OPERATIONAL MANAGEMENT INPUT
Table 5 below outlines the three (3) Managing Group actors and their basic input roles in managing the approved non-charitable and chivalric program.
Table 5 Operational Input
	
	Managing Group Actors

	3
	The Priories – the regional organizations who lead the Chivalric and non-charitable program implementation effort through the human resources and overwatch on the Program Management Team.

	4
	Program Management Team – created by the priories and comprising assigned priory members, volunteers, and required specialist resources from the OStG and the Foundation so the team can manage various elements of the project implementation.

	5
	Donors – business organizations who provide goods and services gratis for which the donor receives nothing in return other than a business tax receipt.


FUNCTIONAL OUTPUTS AND OUTCOMES
Table 6 below is the stakeholders’ functional output and outcome relative to their respective process function.
Table 6 Summary of Functional Outputs and Outcomes
	Stakeholders
	Actor
	Output
	Outcome

	Initiating Group
	Program Committee

	Identified potential chivalric and non-charitable needs for the OStG to support nationally or within priory operating areas by:
· Ensuring potential activities are within the mandate set out in the approved strategic plan and judged to be affordable, achievable, and acceptable based on expected results
· Preparing business case(s) for BOD approval.
Deliverable: proposed Business Case(s)
	Priories engaged in the process for determining chivalric and non-charitable causes for OStG support to its members.

	
	The Order Board
	Delivered strategic oversight for developing the chivalric and non-chartable program by:
· Exercising due diligence through a review of the recommended business case(s)
· Approving or rejecting business case proposals
Deliverables: 
· Approved Business Case(s) inserted into corporate Business Plan
· SLA with each priory
	A demonstrated commitment to deliver chivalric and non-charitable activities to the OStG members.


	Managing Group
	The Priories
	Supported the OStG approved charitable program by:
· Entering the SLA with the OStG BOD
· Creating a program management team including members from the priory and members from external resources who have right knowledge and skill sets
· Approving local contract agreements for goods and services
· Approving the marketing activities
· Receiving donated goods and services
· Ensuring the issue of business tax receipts 
· Issuing thank you letters
· Ensuring payment of local program expenses.
Deliverables:
· SLA with the OStG Board
· Program reports to Order BOD
	Fulfilling the OStG chivalric purpose within the priory operating areas

	
	The Program Management Team
	Executed the chivalric and non-charitable program by:

· Developing business and donation agreements with local suppliers
· Preparing and executing the approved local marketing campaign
· Reporting results to the priory
Deliverable: Program Management Plan
	Priory members engaged to support delivery of the local chivalric and non-charitable program.

	
	Business Donors
	Reacted to the local marketing campaign by:
· Donating tangible business goods and services contributions to the local priory
· Receiving contribution acknowledgement and business tax receipts.
Deliverable: donated goods and services
	Public awareness of the local OStG priory and support for the chivalric and non-charitable program.



DELIVERABLES SUMMARY
Table 4 below summarizes the pertinent deliverables for each actor engaged in enabling a Business Case to move toward successful program delivery. 
[bookmark: _Toc106634771]Table 10 Deliverables Overview 
	Participant Category
	Business Cases
	Business Plan

	Service Leve Agreement
	Seed Funding
	Business and Business Donation Agreements
	Local Marketing 
	Program Management Plan
	Donated Goods and Services
	Program Results Reports

	Priors’ Committee
	
	
	
	
	
	
	
	
	

	The Order Board
	
	
	
	
	
	
	
	
	

	Priories
	
	
	
	
	
	
	
	
	

	Program Management Team
	
	
	
	
	
	
	
	
	

	Business Donors
	
	
	
	
	
	
	
	
	



Legislation (on-line)


Bylaw        (Part II)


Policy , Guidance & Procedures (Part III)


Operating Documents (Part V)


Governance TORs         (Part IV)


Canada Corporation  Acts


By-Law


Framework


Self-Governance


Human Resource


Program


Financial


Advocacy


Members


Directors


Strategic Plan


Business Plan


Income Tax Act


Officers


Committees


Committee Guidance


Foundation (Part I)


Letters Patent


Objects


Activities


Applicable  Ontario Acts


Key Documents


Articles of Continuance


Governance Risk



Field Knight-Field Dame Award


Sovereign's Medal  and Other Volunteer Awards


Promotions


The Order of St. George Commendations


Member Lapel Pins


The OStG Medal of Merit - Cadets & Junior Canadian Rangers



Leaders


Motivate People


Manage Resources



Procedures


Nominating Committee


Identifying Vacancies


Seeking Nominees


Interviewing Prospects


Evaluation Guidelines


Annual Cycle Actions


Post-Election Actions



Mandate



Committee Selection



Committee Actions



Lessons learned


Report



2nd Quarter Apr-Jun


3rd Quarter Jul-Sep


 Board Chair starts to mentor potential leaders serving on the Board of Directors


4th Quarter Oct- Dec


 Governance Committee updates  approved Nomination policy and procedures for the next election


 Nomination Committee solicits and evaluates nominees for the Board of Directors


 All Committee chairpersons start to mentor potential leaders


 Board of Directors provide Lessons Learned details to the Governance Committee


 Nomination Committee submits proposed slate to Board of Directors at least 6 weeks before Annual Members' Meeting


 Annual Members' Meeting and election


 Nomination Committee calls for seconded nominations from the general membership at least  5 weeks before submitting the final slate to the Board of Directors


 Nomination Committee submits Post-Election Report to Board of Directors through the Board Chair 


 Continue leadership development


1st Quarter  Jan - Mar


 Board Chair appoints ad hoc Nomination Committee Chair and members


 Nominating Committee identifies potential vacancies and needs skill sets


 Nominating Committee identifies potential Corporate Officer positions to be filled  and solicits recommendations from incumbent corporate officers amd committee chairs



The Organization



Director's Overview



Time Commitment
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2 –The Order Board

1 – Priors’ Committee

3 –The Priories

5 – Local Donors

4 – Program ManagementTeam

A. Approve/reject business cases

B. Enter approved projects  into 

Business Plan

C. Participate in Service Level 

Agreement with affected priories

D. Provide seed funding

A. Identify recurring and new 

chivalric or non-charitable activities 

B. Define cost and funding options

C. Recommend Business Case to the 

BOD

A. Create program management team

B. Approve local contract agreements

C. Approve local marketing activities

D. Receive business donations

E. Issue business tax receipts & thank 

you letters to local donors

F. Execute approved projects and 

activities

A. Prepare Project Management Plan

B. Develop business and donation 

agreements with local suppliers as 

required. 

C. Prepare local marketing campaign

D.  Conduct local marketing campaign

E. Report results

Initiation

Approval

Execution

A. Provide business contributions 

B. Receive contribution 

acknowledgement

C. Receive business tax receipts
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