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HR COMMITTEE TERMS OF REFERENCE
1. Purpose & Objectives: 

To ensure successful recruitment, performance, development, and support of the Executive Director (ED). Specifically, the HR Committee will:

· Ensure that the ED job description is comprehensive and current

· Lead the recruitment process for ED vacancies to include screening resumes, interviewing and conducting reference checks for candidates

· Determine the ED performance review process and ensure the process is clearly understood by both the ED and the board

· Assess performance compared to goals mutually agreed to between the ED and the board

· Ensure opportunities for board, employee and key stakeholder input into the performance review process, as appropriate

· Determine development opportunities for the ED

2. Membership

Composition: Committee members will be appointed by the Board of Directors. The Chair of the Committee will be decided by the Committee members once appointed. Quorum will be a majority of the members of the committee.  

3. Frequency of Meetings

The HR Committee will meet at the request of the Chair. [Or insert schedule: i.e. 3rd Wednesday of each month from 5:30 until 6:30pm].
4. Minutes

Minutes of meetings will be recorded and circulated to Committee members and the board. 

5. Reporting Relationship/Procedure

Reports will be submitted to the board on matters relating to its responsibility and authority on a quarterly basis. Items of business are brought to the attention of the Committee by the Chair.

6. Decision-Making

Decisions of the Committee will be made by consensus
 and submitted to the board for consideration.  

7. Member Roles & Responsibilities

The Chair of the HR Committee will:
· Ensure the agenda is set and circulated to Committee members prior to the meeting

· Ensure minutes are recorded and distributed to Committee members within [one (1) week] of the meeting and submitted as an attachment to the agenda of the next board meeting

· Facilitate the meeting

· Ensure that a master file of all minutes and meeting documents is maintained

  Members of the HR Committee will:

· Prepare for and attend all meetings

· Respond to Committee requests in a timely fashion

8. Performance Review Process

Since the board is unable to assess performance on a daily basis, the HR Committee will lead the in-depth performance review process for the Executive Director or senior staff lead to gather relevant performance information.

The HR Committee will use the following as a starting place for evaluating the performance of the Executive Director or senior staff lead:

· Achievement as related to the role description
· Achievement as related to current strategic and operational plans

· Feedback from the board, employees and key stakeholders
9. Standard of Conduct
The standard of conduct guides Committee members to work more effectively with each other. The standard of conduct for Committee meetings may include considerations such as:

· Starting and stopping meetings on time

· Coming prepared to meetings, having read background information

· Honouring opinions, focusing on issues not individuals
· Participating fully in discussions and decision-making 
· Engaging in respectful, open and honest communication
· Completing action items in a timely fashion and being prepared to speak to them at the next meeting
10. Review of Terms of Reference
The Terms of Reference for the HR Committee will be reviewed [annually] and updated accordingly.
Signature: ____________________________________  Date: ___________________________________

      [NAME]

� Consensus decision-making is a group decision-making process in which all committee members have their chance to express their views with a focus of discussion amongst the group. Consensus seeks the agreement of participants with minority objections. Consensus does NOT mean everyone gets exactly what they want. It does mean that everyone can live with and support the decision.





