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GUIDELINE FOR THE RECOGNITION AND AWARDS POLICY  
(Approved and confirmed by the Member Services Council on April 30, 2013)  

Document 213069 

PURPOSE 
The purpose of this guideline is to set out the details by which the service recognition 
awards, referred to in the CIA’s Recognition and Awards Policy, will be administered. 
By design the recognition program is to be broad based to permit frequent opportunities 
for recognition of members for a wide range of volunteer services. 

RECOGNIZING VOLUNTEER CONTRIBUTIONS 
1.  Thank-you Letters  
Each volunteer who successfully completes a period of service as a volunteer (e.g., three 
years for a normal committee member or the full duration of a task force) should receive 
a personal letter of thanks from the CIA Executive Director. Council, committee, and task 
force chairs are responsible for issuing their own thank-you letters directly to each 
member leaving after the successful completion of a period of service. Council chairs and 
the appropriate Board members are responsible for issuing these letters to each chair or 
vice-chair of a committee or task force after the successful completion of the chair’s or 
vice-chair’s term of office.  

Board members, council chairs, and vice-chairs are to be thanked appropriately by the 
CIA at the end of their terms. 

2.  Certificates and Pins  
Each volunteer who successfully completes three, six, or 12 periods of service as a 
volunteer should receive a certificate of service suitable for framing, signed by the 
President. Volunteer service would be recognized for service both before and after 
becoming a Fellow.  

Certificates should be graded:  

• Bronze for three periods of service; 
• Silver for six periods of service; and 
• Gold for 12 periods of service.  

Those volunteers who earn gold certificates could be potential candidates for other 
awards under the Recognition and Awards Policy. 

In addition to service certificates, service lapel pins are to be awarded to bronze, silver, 
and gold members.  

3.  Annual presentation of certificates and pins  
The gold, silver, and bronze certificates and pins are presented at the CIA Annual 
Meeting to allow all members present to recognize the volunteers who have given the 
three highest levels of service. This will demonstrate how many members have 
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participated by volunteering and give an opportunity to encourage other members to 
become volunteers.  

An annual brochure will commemorate the volunteer award recipients along with photos 
of the gold and silver award recipients.  

4.  Service period  
Service on a CIA Committee, Task Force, Council, or other Volunteer Group 
A period of service would be defined as the normal three years for a committee or 
council member. (Service as a member of a council would be included as a period of 
service whether elected or non-elected.) A committee or council member who 
continued to become vice-chair and chair would earn two periods of service for the 
time on the committee or council (could be up to seven years). Subcommittee 
members who do not serve on the main committee itself would earn one period of 
service. Task force members would earn one period of service for the duration of the 
task force, usually less than three years but often more intensive than an ongoing 
committee. Some discretion would be required for unusual circumstances. This 
discretion would be exercised by the Volunteer Services Department of the CIA.  

All Past Presidents would be excluded from this recognition policy.  

Elected periods on the Board are not recognized as a period of service under this 
policy.  

Board members completing a period of non-elected volunteer service will be credited 
with that period of service under this policy, but will not be recognized for a 
volunteer award during their term of office. Recognition will be granted after their 
term of office. 

Regulatory representatives who are active, voting members, are granted credit for 
service under this policy. Administratively, recognition of such service commenced 
with the 2005 awards. Liaison representatives to the Board, to a council, or to another 
CIA committee or task force would not receive credit for this service as this is a 
reporting structure established to ensure appropriate communication throughout the 
leadership of the Institute. 

Service on an SOA/CIA or CAS/CIA Education (E&E) Committee 
Service recognition commenced with respect to service rendered during 2002, the year 
that the CIA became a joint sponsor with the SOA and CAS exams, and subsequent 
years. Administratively, recognition of this service commenced with the 2004 awards. A 
period of service completed after December 31, 2001, would be recognized for each of 
the following:  

• Service as a member on a Society of Actuaries (SOA)/CIA or Casualty 
Actuarial Society (CAS)/CIA E&E committee;  

• Service as a vice-chair and/or chair of an SOA/CIA or CAS/CIA E&E 
committee; 

• Service as an SOA/CIA or CAS/CIA E&E general officer; 
• Service on the SOA/CIA or CAS/CIA E&E Executive Group; or 
• Service as a member, vice-chair, or chair of a special E&E committee.  
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Service as a member on two or more different E&E committees would count as only 
one period of service. Service as vice-chair or chair on two or more E&E committees 
would count as only one period of service. Service as an E&E general officer or on 
the E&E Executive Group in more than one capacity or for two or more terms will 
count as only one period of service.  

Service on SOA/CIA or CAS/CIA E&E committees will be determined by the Head 
Office using the online E&E committee listings on the SOA and CAS websites. Some 
discretion would be required for unusual circumstances. This discretion would be 
exercised by the Committee on Volunteer Initiatives. 

Service is generally recognized only when volunteers complete their current period of 
volunteering. However, in the case of the recognition of service on E&E committees, 
the service will be recognized when first documented in the SOA or CAS yearbooks. 
This will allow some higher level awards to be given at the earliest opportunity.  

See the appendix for the Rules for Granting Credit for Terms of Service. 

Service on Special Projects 
Service as a member of a special project team appointed by the Institute (e.g., drafting 
a submission on behalf of the CIA, or a special research project) may be recognized 
by the CVI, at its discretion, based on a recommendation from the Board, a council, 
or the Head Office 

5.  Service prior to the commencement of the recognition program 
Service prior to the commencement of the recognition program is to be recognized. CIA 
records have been examined to develop a database for service prior to the commencement 
of the recognition program. If any doubt has arisen about the accuracy of past records, the 
CIA has generally accepted the word of the volunteer on the honour system.  

6.  Administration  
Each chair of a CIA committee, task force, or council is responsible for coordinating with 
the Head Office.  

The Head Office implemented a process commencing with the 2004 award year that 
recognizes education and examinations (E&E) service based on the 2002 and subsequent 
committee listings of the SOA and CAS according to the criteria set out above.  
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Appendix: Rules for Granting Credit for Terms of Service 

1. Situations Where Credit is Granted 
1.1. Term of service over six months on a committee, subcommittee, or council. Term of service on 

a subcommittee will not be granted if the member is serving on the main committee over 
roughly the same period. 

1.2. Service by Board members on committees or councils is recognized, even if this service is a 
consequence of being elected to the Board. However, no award earned by an acting Board 
member is presented until his or her elected term of office is completed. 

1.3. Service on a task force, regardless of length of the term. 
1.4. Service that has been completed in the previous year (except for CAS/SOA Education & 

Examination service that shows a thru date of 01/01/3333 for administrative purposes) or any 
other terms added to the historical information of the member (retroactively) during the 
previous year. 

1.5. Service on a disciplinary tribunal (TRIB-ACT) or tribunal panel.  
1.6. Term of service as a regulatory representative (RR) (treated the same as term of service as a 

member of a committee). 
1.7. Service on any Actuarial Standard Board designated group.  
1.8. Service as a member of a special project team, if approved by the CVI based on a 

recommendation from the volunteer services department of the CIA. 
1.9. Term as a liaison representative to outside organizations (LR). 
1.10. Term of service over six months as a chair, co-chair, or vice-chair on a committee or 

subcommittee (in addition to term of service as a member). 
1.11. For CAS/SOA Education & Examination service, only one term for each role, with the 

exception of CHED (chair) and VCED (vice-chair)—which would only be one term 
combined—will be credited. Multiple years of service would not be recognized. 
a. The following CAS/SOA roles are also recognized for a term of service: 

 Member (MED); 
 Consultants (MED);  
 Liaisons (MED); 
 Correspondents (MED); 
 General Officer (GOED); 
 Member of Executive Group (EXED). 

 
1.12. Service as a member on a main committee and its subcommittees over roughly the same period 

is combined and counts as one term of service for the member position. However, it can count 
as two periods if there is a gap of two years between different periods. 

1.13. Service as a member and as a co-chair on the same main committee over roughly the same 
period is combined to count as one terms of service. 

1.14. Service as a vice-chair and as a chair on the same main committee is combined to count as one 
term of service if the dates of service are continuous. 
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1.15. If a committee name changes, credit is not granted for service on both. However, if a committee 
structure and mandate change, credit is granted for service on both.  Below you will find 
clarifications of committee name changes from March 2011. 
a. Compliance Committee (Committee Code: CC) has changed its name to the Committee on 

Application of Rules and Standards (Committee Code: CARS); counts as one term of 
service. 

b. Committee on Investment Practice (Committee Code: IP) has been combined with Pension 
Investment Practice Subcommittee (Committee Code: IP-PIP); counts as one term of 
service. 

c. Committee on Education and Eligibility: Finance/Investment Subcommittee (Committee 
Code: EE-FI) and Individual Life and Annuities Subcommittee (Committee Code: EE-IND) 
are two separate tracks in the Practice Education Course (PEC). However, these two 
subcommittees have been combined and count only as one term of service. 

d. Joint Program-AA-Seminar-Life Subcommittee (Subcommittee Code: JC5L) has been 
combined with Organizing Committee for the AA Seminar; counts as one term of service. 

e. Member volunteer profiles showing a term of service on ASB-REV-3000, ASB-REV-PC, 
and ASB-REV-PPICSD shall only count as one term of service in total due to duplications 
in committees.   

 

2. Situations Where No Credit is Granted 
2.1. Term that is not yet completed 
2.2. Term of service on a committee or council < 6 months 
2.3. Service as an elected member (BOARD) or (Executive Committee)  
2.4. Service on an investigation team 
2.5. Service as an observer (OBS) 
2.6. Ex officio members (EXO) 
2.7. Staff resource (paid resource) 
2.8. Term as a liaison representative to a CIA committee or council (LRC) 
2.9. Liaison representative to the Board or to a council (REP) 
2.10. Actuarial Foundation of Canada Directors (FD) 

 

3. Position Codes 
3.1. ASB Chair (ASBC) 
3.2. ASB Vice-chair (ASBVC) 
3.3. ASB Member (ASBM)  
3.4. Committee Chair (C) 
3.5. Council Chair (CC) 
3.6. Co-chair – Subcommittee (CCS) 
3.7. Council Member (CM) 
3.8. Committee Co-Chair (COC) 
3.9. Chair – Subcommittee (CS) 
3.10. Council Vice-Chair (CVS) 
3.11. Director (DIR) 
3.12. Ex Officio Member (EXO) 
3.13. Foundation Chair (FC) 
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3.14. Liaison Representative (LR) 
3.15. Committee Member (M) 
3.16. Member Not Enrolled in the CIA (MN) 
3.17. Observer (OBS) 
3.18. President (P) 
3.19. President-elect (PE) 
3.20. Liaison Representative to Board or Council (REP) 
3.21. Staff Resources (SR) 
3.22. Secretary-Treasurer (ST) 
3.23. Committee Vice-chair (VC) 
3.24. Vice-President (VP/VPRES) 
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PURPOSE

The purpose of this guideline is to set out the details by which the service recognition awards, referred to in the CIA’s Recognition and Awards Policy, will be administered. By design the recognition program is to be broad based to permit frequent opportunities for recognition of members for a wide range of volunteer services.

RECOGNIZING VOLUNTEER CONTRIBUTIONS

1.  Thank-you Letters 

Each volunteer who successfully completes a period of service as a volunteer (e.g., three years for a normal committee member or the full duration of a task force) should receive a personal letter of thanks from the CIA Executive Director. Council, committee, and task force chairs are responsible for issuing their own thank-you letters directly to each member leaving after the successful completion of a period of service. Council chairs and the appropriate Board members are responsible for issuing these letters to each chair or vice-chair of a committee or task force after the successful completion of the chair’s or vice-chair’s term of office. 

Board members, council chairs, and vice-chairs are to be thanked appropriately by the CIA at the end of their terms.

2.  Certificates and Pins 

Each volunteer who successfully completes three, six, or 12 periods of service as a volunteer should receive a certificate of service suitable for framing, signed by the President. Volunteer service would be recognized for service both before and after becoming a Fellow. 

Certificates should be graded: 

· Bronze for three periods of service;

· Silver for six periods of service; and

· Gold for 12 periods of service. 

Those volunteers who earn gold certificates could be potential candidates for other awards under the Recognition and Awards Policy.

In addition to service certificates, service lapel pins are to be awarded to bronze, silver, and gold members. 

3.  Annual presentation of certificates and pins 

The gold, silver, and bronze certificates and pins are presented at the CIA Annual Meeting to allow all members present to recognize the volunteers who have given the three highest levels of service. This will demonstrate how many members have participated by volunteering and give an opportunity to encourage other members to become volunteers. 

An annual brochure will commemorate the volunteer award recipients along with photos of the gold and silver award recipients. 

4.  Service period 

Service on a CIA Committee, Task Force, Council, or other Volunteer Group

A period of service would be defined as the normal three years for a committee or council member. (Service as a member of a council would be included as a period of service whether elected or non-elected.) A committee or council member who continued to become vice-chair and chair would earn two periods of service for the time on the committee or council (could be up to seven years). Subcommittee members who do not serve on the main committee itself would earn one period of service. Task force members would earn one period of service for the duration of the task force, usually less than three years but often more intensive than an ongoing committee. Some discretion would be required for unusual circumstances. This discretion would be exercised by the Volunteer Services Department of the CIA. 

All Past Presidents would be excluded from this recognition policy. 

Elected periods on the Board are not recognized as a period of service under this policy. 

Board members completing a period of non-elected volunteer service will be credited with that period of service under this policy, but will not be recognized for a volunteer award during their term of office. Recognition will be granted after their term of office.

Regulatory representatives who are active, voting members, are granted credit for service under this policy. Administratively, recognition of such service commenced with the 2005 awards. Liaison representatives to the Board, to a council, or to another CIA committee or task force would not receive credit for this service as this is a reporting structure established to ensure appropriate communication throughout the leadership of the Institute.

Service on an SOA/CIA or CAS/CIA Education (E&E) Committee

Service recognition commenced with respect to service rendered during 2002, the year that the CIA became a joint sponsor with the SOA and CAS exams, and subsequent years. Administratively, recognition of this service commenced with the 2004 awards. A period of service completed after December 31, 2001, would be recognized for each of the following: 

· Service as a member on a Society of Actuaries (SOA)/CIA or Casualty Actuarial Society (CAS)/CIA E&E committee; 

· Service as a vice-chair and/or chair of an SOA/CIA or CAS/CIA E&E committee;

· Service as an SOA/CIA or CAS/CIA E&E general officer;

· Service on the SOA/CIA or CAS/CIA E&E Executive Group; or

· Service as a member, vice-chair, or chair of a special E&E committee. 

Service as a member on two or more different E&E committees would count as only one period of service. Service as vice-chair or chair on two or more E&E committees would count as only one period of service. Service as an E&E general officer or on the E&E Executive Group in more than one capacity or for two or more terms will count as only one period of service. 

Service on SOA/CIA or CAS/CIA E&E committees will be determined by the Head Office using the online E&E committee listings on the SOA and CAS websites. Some discretion would be required for unusual circumstances. This discretion would be exercised by the Committee on Volunteer Initiatives.

Service is generally recognized only when volunteers complete their current period of volunteering. However, in the case of the recognition of service on E&E committees, the service will be recognized when first documented in the SOA or CAS yearbooks. This will allow some higher level awards to be given at the earliest opportunity. 

See the appendix for the Rules for Granting Credit for Terms of Service.

Service on Special Projects

Service as a member of a special project team appointed by the Institute (e.g., drafting a submission on behalf of the CIA, or a special research project) may be recognized by the CVI, at its discretion, based on a recommendation from the Board, a council, or the Head Office

5.  Service prior to the commencement of the recognition program

Service prior to the commencement of the recognition program is to be recognized. CIA records have been examined to develop a database for service prior to the commencement of the recognition program. If any doubt has arisen about the accuracy of past records, the CIA has generally accepted the word of the volunteer on the honour system. 

6.  Administration 

Each chair of a CIA committee, task force, or council is responsible for coordinating with the Head Office. 

The Head Office implemented a process commencing with the 2004 award year that recognizes education and examinations (E&E) service based on the 2002 and subsequent committee listings of the SOA and CAS according to the criteria set out above. 


Appendix: Rules for Granting Credit for Terms of Service

		1. Situations Where Credit is Granted



		1.1. Term of service over six months on a committee, subcommittee, or council. Term of service on a subcommittee will not be granted if the member is serving on the main committee over roughly the same period.



		1.2. Service by Board members on committees or councils is recognized, even if this service is a consequence of being elected to the Board. However, no award earned by an acting Board member is presented until his or her elected term of office is completed.



		1.3. Service on a task force, regardless of length of the term.



		1.4. Service that has been completed in the previous year (except for CAS/SOA Education & Examination service that shows a thru date of 01/01/3333 for administrative purposes) or any other terms added to the historical information of the member (retroactively) during the previous year.



		1.5. Service on a disciplinary tribunal (TRIB-ACT) or tribunal panel. 



		1.6. Term of service as a regulatory representative (RR) (treated the same as term of service as a member of a committee).



		1.7. Service on any Actuarial Standard Board designated group. 



		1.8. Service as a member of a special project team, if approved by the CVI based on a recommendation from the volunteer services department of the CIA.



		1.9. Term as a liaison representative to outside organizations (LR).



		1.10. Term of service over six months as a chair, co-chair, or vice-chair on a committee or subcommittee (in addition to term of service as a member).



		1.11. For CAS/SOA Education & Examination service, only one term for each role, with the exception of CHED (chair) and VCED (vice-chair)—which would only be one term combined—will be credited. Multiple years of service would not be recognized.

a. The following CAS/SOA roles are also recognized for a term of service:

· Member (MED);

· Consultants (MED); 

· Liaisons (MED);

· Correspondents (MED);

· General Officer (GOED);

· Member of Executive Group (EXED).





		1.12. Service as a member on a main committee and its subcommittees over roughly the same period is combined and counts as one term of service for the member position. However, it can count as two periods if there is a gap of two years between different periods.



		1.13. Service as a member and as a co-chair on the same main committee over roughly the same period is combined to count as one terms of service.



		1.14. Service as a vice-chair and as a chair on the same main committee is combined to count as one term of service if the dates of service are continuous.



		1.15. If a committee name changes, credit is not granted for service on both. However, if a committee structure and mandate change, credit is granted for service on both.  Below you will find clarifications of committee name changes from March 2011.

a. Compliance Committee (Committee Code: CC) has changed its name to the Committee on Application of Rules and Standards (Committee Code: CARS); counts as one term of service.

b. Committee on Investment Practice (Committee Code: IP) has been combined with Pension Investment Practice Subcommittee (Committee Code: IP-PIP); counts as one term of service.

c. Committee on Education and Eligibility: Finance/Investment Subcommittee (Committee Code: EE-FI) and Individual Life and Annuities Subcommittee (Committee Code: EE-IND) are two separate tracks in the Practice Education Course (PEC). However, these two subcommittees have been combined and count only as one term of service.

d. Joint Program-AA-Seminar-Life Subcommittee (Subcommittee Code: JC5L) has been combined with Organizing Committee for the AA Seminar; counts as one term of service.

e. Member volunteer profiles showing a term of service on ASB-REV-3000, ASB-REV-PC, and ASB-REV-PPICSD shall only count as one term of service in total due to duplications in committees.  







		2. Situations Where No Credit is Granted



		2.1. Term that is not yet completed



		2.2. Term of service on a committee or council  6 months



		2.3. Service as an elected member (BOARD) or (Executive Committee) 



		2.4. Service on an investigation team



		2.5. Service as an observer (OBS)



		2.6. Ex officio members (EXO)



		2.7. Staff resource (paid resource)



		2.8. Term as a liaison representative to a CIA committee or council (LRC)



		2.9. Liaison representative to the Board or to a council (REP)



		2.10. Actuarial Foundation of Canada Directors (FD)







		3. Position Codes



		3.1. ASB Chair (ASBC)



		3.2. ASB Vice-chair (ASBVC)



		3.3. ASB Member (ASBM) 



		3.4. Committee Chair (C)



		3.5. Council Chair (CC)



		3.6. Co-chair – Subcommittee (CCS)



		3.7. Council Member (CM)



		3.8. Committee Co-Chair (COC)



		3.9. Chair – Subcommittee (CS)



		3.10. Council Vice-Chair (CVS)



		3.11. Director (DIR)



		3.12. Ex Officio Member (EXO)



		3.13. Foundation Chair (FC)



		3.14. Liaison Representative (LR)



		3.15. Committee Member (M)



		3.16. Member Not Enrolled in the CIA (MN)



		3.17. Observer (OBS)



		3.18. President (P)



		3.19. President-elect (PE)



		3.20. Liaison Representative to Board or Council (REP)



		3.21. Staff Resources (SR)



		3.22. Secretary-Treasurer (ST)



		3.23. Committee Vice-chair (VC)



		3.24. Vice-President (VP/VPRES)
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