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1. Promotion of Volunteerism 

It is the policy of the CIA to actively promote volunteerism amongst its members, to set 
volunteer expectations for its members, and to manage its volunteer resources in an 
equitable and effective manner. This Volunteer Management Policy (the Policy) sets out 
the general principles that will be followed by the CIA when managing its volunteer 
resources.  

The Policy is applicable to all volunteer services within the CIA, except those that are 
governed by the Bylaws of the CIA. In particular, the Bylaws govern many aspects of the 
volunteers’ work on the Board of the CIA (the Board) and councils, and take precedence 
over the Policy in these areas. 

The Governance and Nominations Committee (GNC) shall appoint a Head Office 
advisory group (the Volunteer Management and Development Advisory Group 
(VMDAG)), a task force, or other volunteer entity, as appropriate, to assist the CIA’s 
Volunteer Services Department with the management of the volunteer resources. The 
Head Office is responsible for the review and maintenance of the policy and must 
submit all changes to the Board for approval. 

2. Encouraging CIA Volunteer Participation 

Volunteer work by members is not required in the CIA. However, to meet the long-term 
volunteer needs of the CIA, all members are encouraged to contribute at least one 
period of volunteer service (e.g., a three-year term on a committee or a period on a task 
force), during each decade of their careers. 

3. Volunteer Groups 

“Volunteer groups” include committees, task forces, panels, and all other non-elected 
volunteer entities which are formally established by a council or the Board to fulfil a 
specific mandate. A panel is a formal group of members appointed by a council or the 
Board, each of whom has agreed to be available to undertake a defined task that often 
requires specific expertise. Volunteer groups include CIA liaisons with other 
organizations that have been formally appointed by a council or the Board. Volunteer 
groups exclude actuarial clubs, student organizations, and other entities that are not 
formally established by a council or Board. 

4. Balanced Representation 

It is the policy of the CIA to promote balanced representation from all relevant parts of 
the profession for its volunteers as a whole. Each individual volunteer group is 
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encouraged to include representation from all relevant parts of the profession, as 
appropriate. Typically, representation of all relevant parts of the profession is in respect 
of geographical distribution, years since becoming a CIA member, areas of practice (if 
pertinent), and type and size of employer. 

With a balanced representation of volunteer resources, volunteerism is promoted, a 
greater range of views is identified, and CIA work becomes truly representative of the 
actuarial profession as a whole in Canada.  

For some volunteer groups, the mandate may justify a limited representation. In fact, a 
balanced representation from all parts of the profession may be inappropriate in some 
cases. An appropriate balance must be determined with reference to each volunteer 
group’s mandate. 

5. Volunteer Opportunities 

It is the policy of the CIA to promote CIA volunteerism by setting out procedures to 
support volunteer opportunities for all volunteer groups.  

Periodically, the Head Office and the VMDAG are to review the strategic and business 
plans of the CIA, and identify and assess the level of volunteer activity required. At the 
same time, the need for paid resources, and the appropriate balance between 
volunteers and paid resources, will be determined. 

6. Terms of Service 

It is the policy of the CIA to promote CIA volunteerism by setting out terms of service for 
members of its volunteer groups that promote regular and systematic turnover of 
membership and offices, where appropriate. This section governs all volunteer groups, 
except the Committee on Professional Conduct. Restrictions on membership and offices 
are set out in section 11 below. 

Committees 

Chairs are expected to support broad participation and balanced representation on their 
committees by making every practical effort to adhere to the policy governing terms of 
office.  

Individuals who have served their term of service shall generally be replaced as of July 1, 
coinciding with or following expiry of their term of service. Members can return to 
service on the same committee one year after completion of their term of office. No 
individual shall serve on a committee for more than seven continuous years. 

The term of service of a committee chair shall not exceed two years. 

Committee vice-chairs should normally be recommended to the appointment by the 
chair within the first year of the chair’s term of service. The term of service of a vice-
chair shall not exceed two years. 

Committee members shall serve for no more than three years. 
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Task Forces 

Typically a task force is established with a specific mandate, and is expected to complete 
its assignment within a set period of time, which rarely exceeds one year. Given the 
focus of the task force and its relatively short duration, it is expected that the chair, the 
vice-chair (if any), and the members of the task force will serve until the mandate is 
complete. 

Other Volunteer Groups 

In many cases, it may be appropriate to follow the same guidelines on terms of service 
as are applicable to a committee. When a new volunteer group is established, the 
appropriate council or the Board should confirm the applicable terms of office. 

7. Effective Management of Volunteer Groups  

It is the policy of the CIA to promote CIA volunteerism by setting out guidelines for the 
effective management of volunteer groups.  

7.1 Reporting 

Chairs of committees and other volunteer groups as appropriate will submit periodic 
reports (e.g., meeting minutes) to the Head Office for inclusion on the CIA website and 
for the information of the appropriate council or Board.  

At least annually, each council should review the status of all volunteer groups under its 
jurisdiction, drawing on the reports submitted. The councils are responsible for taking 
any further action needed to ensure the effective staffing and operation of the 
volunteer groups under their jurisdiction.  

7.2 Terms of Reference 

It is the responsibility of the chair of the volunteer group to ensure that all members of 
the group are aware of the terms of reference and that all work of the group falls within 
the scope of the terms of reference. At least annually, each group is to review its terms 
of reference in order to identify changes needed to ensure that the terms of reference 
are clear and continue to capture the scope of the work that the group should be 
undertaking on behalf of the CIA and its membership. Proposed changes will be 
reviewed with the Board and/or appropriate council. 

Once a volunteer group has fulfilled the task for which it was established, the 
responsible council should dissolve the group. 

7.3 Minutes of Meetings 

Chairs are asked to ensure that copies of their meeting minutes are sent to the Head 
Office for retention with the Institute’s permanent records, and for posting by the Head 
Office to the website. 

As minutes may be subpoenaed by a court of law, it is important that care be taken in 
preparing the minutes and that essential information is recorded. 
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7.4 Planning, Priority Setting, and Meetings 

It is important that volunteers work effectively on those matters that are of the highest 
importance to the CIA. 

Committees and other volunteer groups should hold a planning session at least 
annually, as appropriate.  

Each task force should hold a planning session at inception. 

7.5 Transparency 

It is the policy of the CIA that committees and other volunteer groups operate in a 
transparent fashion to the extent appropriate under the circumstances. 

8. Volunteer Costs 

It is the policy of the CIA that cost should not be a material barrier to volunteer 
participation. Reimbursement of volunteer expenses should be allowed for those with 
high travel costs, for those who may not be able to afford the costs, and for special one-
time projects directly approved by the applicable council or Board. 

9. Recognition of Volunteers 

It is the policy of the CIA that volunteer efforts should be recognized. To this end a 
Guideline for the Recognition and Awards Policy has been developed. 

10. Other  

It is the policy of the CIA to protect its volunteers against potential legal issues, in 
respect of volunteer work, as appropriate. The CIA will arrange for insurance coverage 
for its volunteers, as appropriate. 

The CIA will maintain conflict of interest policies as a guideline for its volunteers. 

11. Restrictions 

The following exceptions apply to this policy: 

Elections Committee 

The GNC appoints all members of the Elections Committee. 

Committee on Professional Conduct 

The Board appoints all members of the Committee on Professional Conduct. Due to the 
nature of the disciplinary process and the length of time required to gain experience, 
members of the Committee on Professional Conduct normally serve up to five years. 

Tribunal Panel 

The Board appoints all members of the Tribunal Panel. Members of the panel normally 
sit for five years, as recommended by the December 1997 Report of the Task Force on 
the Fundamental Review of the Disciplinary Process. The chair of the Tribunal Panel 
appoints the Committee of Adjudication. 

http://www.cia-ica.ca/docs/default-source/2018/218154e.pdf
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Other Board Committees and Task Forces 

The Board also appoints all members of the Governance and Nominations Committee, 
the Human Resources, Finance, Audit and Risk Committee, and all Board task forces. 

Non-members 

The following is the policy and procedure for appointing individuals not enrolled in the 
Institute to committees and task forces: 

• Non-members may be committee and task force members if the individuals are 
qualified to serve;  

• The Secretary-Treasurer, on the recommendation of the chair in question, will 
have the authority to approve, when appropriate, reimbursement of travel 
expenses for individuals not enrolled in or employed by the Institute for the 
purpose of attending CIA committee/task force meetings; and  

• The President or chair of the appropriate council shall inform the Board of the 
appointment of individuals not enrolled in or employed by the Institute to those 
committees/task forces under his/her responsibility.  

(Reference: Council Minute 132.4, September 1993.) 

12. Liaison Representatives 

12.1 Definition 

Liaison representatives represent the interests of the Institute in deliberations of 
committees of other actuarial or professional organizations. 

12.2 Appointment 

Liaison representatives are appointed by the Board or appropriate council. 

Once the Board or council has approved the appointment of a liaison representative, 
the Head Office will notify the organization concerned in writing. 

12.3 Management of Liaison Representatives 

Annually, normally in June or July, the Board and councils shall review the status of 
liaison representatives. 

The management process is similar to that for committees and requires that the Board 
and councils review liaison appointments periodically to ensure that they continue to be 
relevant, are performing effectively, and are rotated about once every three years. 
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