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1. Introduction 

The Volunteer Applicant Registry (VAR) is an extension of the CIA membership database. It contains 
additional profile information about CIA members that is related to their work experience, volunteer 
experience, and personal interests. It is used as a targeted recruitment tool for CIA chairs looking for 
volunteers to serve on their committees and task forces, as well as a retention/screening tool for the 
Head Office to track qualified prospective volunteers. 

The VAR is available to all CIA members in the form of an updatable online database.  

2. Members and Their Profile 

Members who are interested in volunteering on CIA committees, subcommittees, task forces, and 
working groups must complete a VAR profile. Members are encouraged to provide as much 
information as possible about their work and volunteer experience, skill set, and interests. A 
complete and updated profile will give chairs a more complete picture of prospective volunteers.  

Members may create or update their volunteer profile in the members section of the CIA website, 
under My Profile > My Volunteer Profile > Update Your Volunteer Profile. VAR profiles are also 
gathered through new Fellow/Associate enrolment forms and the Volunteer Booth.  

3. Volunteer Recruitment 

The Volunteer Management Policy outlines the requirements for volunteer participation on all CIA 
volunteer groups. In particular the following is noted with regard to recruitment: 

• Balanced representation should be sought by practice area, geographic location, experience, 
language, and employer type and size, as appropriate, based on the mandate of each group; 

• Procedures are set out to support volunteer opportunities for those members who are willing 
to participate; and 

• Succession planning is encouraged, which includes engaging younger members. 

In this context, the following rules were developed to provide chairs with a framework within which 
these requirements can be met: 

1. All volunteers with the exception of the chair and vice-chair of a volunteer group are to be 
recruited from the VAR before any other means/forms of recruitment are considered. Chairs 
and vice-chairs are normally, but not exclusively, recruited internally (i.e., succession from 
within the volunteer group). 

2. A volunteer shall remain as chair for no more than two years subject to reappointment. 
3. A volunteer shall remain as vice-chair for no more than two years subject to reappointment. 
4. A volunteer shall remain as a member for no more than three years unless such member 

becomes vice-chair by the end of the period. 
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5. In general a member appointed to a task force or a special committee is expected to serve 
until the task force or special committee is disbanded. 

6. The size of the volunteer group will be determined by the chair. It is acceptable for volunteer 
groups to form subcommittees to deal with specific projects. All subcommittee members, 
however, are appointed in the same manner as committee members. 

7. CIA members are to be considered first to serve on any CIA volunteer group. However, if a 
suitable CIA member cannot be found to fill a volunteer role, it is acceptable to consider a 
non-member. 

The effectiveness of volunteer work is paramount and consequently strict adherence to these rules is 
expected, except for volunteer groups with specific appointment rules established by the Board or 
council. If it is not possible to respect these rules in a particular circumstance, a chair must request a 
special exemption from its council and provide a rationale for the request (i.e., why the rule cannot 
be respected). 

The ability to search the VAR is given exclusively to chairs and vice-chairs of CIA volunteer groups. A 
link to a search tool is available through the volunteer group’s specific webpage (a link at the bottom 
of the page indicates how many members have expressed an interest in that committee.) The 
information available is fully searchable and can be displayed on-screen or saved as an Excel 
spreadsheet for better readability and data manipulation offline. 

All chairs are encouraged to contact Carmelina Santamaria, coordinator of volunteer services, at Head 
Office for assistance and guidance in the recruitment of volunteers. 

4. Volunteer Appointment Process 

The appointment of all volunteers must be approved by the council or Board to which the group 
reports before their work with the group can commence. Each chair must submit a request for a 
volunteer appointment to the coordinator of volunteer services, who manages the appointment 
process. The request should identify: 

• Name of the volunteer; 
• Volunteer group; 
• Position on the group (i.e., chair, vice-chair, member, and/or regulatory representative);  
• Method of recruitment (i.e., VAR, personally known to chair, etc.); and 
• Justification/rationale for selection. 

The coordinator will use this information to produce a volunteer information form to be sent to the 
appropriate council for approval. 

The councils approve all volunteer appointments during their regular meetings, which normally take 
place every six to eight weeks. Chairs should be aware of upcoming council and Board meeting dates, 
to ensure that appointments are coordinated in a timely manner. Notification should be provided to 
the support staff as soon as the appointment is known and normally no less than two weeks prior to 
the meeting date.  

Prior to approving an appointment, the council will consider the overall composition of the volunteer 
group and, regarding the member being considered: 
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• Their current volunteer workload;  
• Their qualifications and suitability; and 
• The method of their recruitment. 

5. Maintenance of the VAR 

The maintenance of the VAR is the responsibility of the coordinator of volunteer services. The registry 
is maintained routinely as part of the coordinator’s daily duties. 

Volunteers 

Once a year (typically in late winter), an e-mail is sent by the coordinator to all volunteers currently 
on the VAR, indicating the volunteers’ responsibility to update the information in their profile. The e-
mail outlines the process to follow to use the online tools to do so and reminds them of the 
importance of keeping their profile up to date for recruitment purposes. Follow-ups are made by the 
coordinator to ensure that the VAR profiles remain up to date. 

The VAR is also promoted at the Volunteer Booth, which is set up at all CIA events. Members can 
create or update their profile on-site.  

Chairs 

Once a year (typically in early spring), a membership review notice is sent to each chair via e-mail, 
requesting that they review the membership of their group and consider recruiting new members 
from the VAR, as current terms are completed.  
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