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1. Overview 

 

1.1 Background 

 
The concept of a national association has been circulating for many years, 
prompted in part by Dr. Ainslie Clark’s Program review in 2002 recommending 
that a working group be established to investigate such an organisation.   

 
Attempts to pursue this association over the years had resulted in little success.  
The initiative gained momentum once again in early 2010 and a working group 
consisting of interested Board members and Executive Directors was formed to 
move it ahead.  A Terms of Reference (TOR) was written and as a result it was 
determined that an independent contractor should be engaged to conduct a 
feasibility study into a national association.  Each MFRC was asked to contribute 
$500.00 toward the cost of that independent contractor.  The NWG drew up a 
Statement of Work (SOW) to be provided to the selected contractor.   

 
The study was done in two parts; Phase one was the collection of responses from 
Key Informants (Executive Directors and Board Members) to a list of questions 
and the second phase looked at potential governance models, names and funding 
for a national association.   
 
Sixteen MFRC responded to the study with mixed results.  As a result in late 2011 
a core group of MFRC agreed to let go of securing a consensus and instead voted 
to adopt a “build it and they will come “ approach. 
 
A successful meeting of the working group with the Director General Personnel 
and Family Support Services (DGPFSS) and Director Military Family Services 
(DMFS) in January 2012 provided the impetus for moving forward with the 
establishment of a national body. 
 

1.2 Purpose of the Terms of Reference (TOR) 

The purpose of these TOR is: 
a. Give shape to the process: 
b. Enable the formation of a national association 

 

1.3   Meaning of the TOR 

These TOR are designed to reflect the common intent of all subscribing members.  
Terms of Reference are not legally binding but they do represent the values, goals 
and objectives that are supported in good faith by members.  As far as possible 
these TOR propose processes that are open, consultative and collaborative and 
also aim to produce effective and demonstrable outcomes. 
 

1.4     Committee Mission 

The mission of the committee is to enhance the collective strength of MFRC 
through the creation of a national association through which to share knowledge, 
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policies and resources.  

 

1.5 Members Principles and Values 

The members of the Steering Committee believe in: 

• Respecting each other’s diversity in planning and delivery 

• Respecting each other’s contributions 

• Collaborating to achieve the best approach to the formation of the national 

body 

• Transparency 

• Accountability 

 

The values and principles underpinning any proposed national body will 

include: 

• Accessibility - Services are accessible to all who need them 
• Inclusiveness - Services are offered in an inclusive manner, respectful of, and 

sensitive to, diversity 

• Empowerment – Services empower MFRC and the families they support 

• Client-focused - Services respond to needs as defined by members 

• Multi-dimensional - A system that appreciates that member MFRC will not 

always rely upon formal processes and institutional services 

• Respectfulness - Services are delivered in a manner that fully respects the 

rights and dignity of the member MFRC 

• Community-based - A system that rests on the strengths of the local community, 

including local organizations as well as local networks and assets 

• Collaboration - Services are delivered in a spirit of collaboration 

• Accountability - Service delivery is made accountable to the members served 

• Relevance - Services are based on reliable, up-to-date information 

• Effectiveness – Services that address the needs of member MFRC and that are 

delivered, as far as is possible, in a professional manner and according to high 

standards of program design and program implementation  
 

2. Roles and Responsibilities 

2.1 Function of the Steering Committee 

The function of the Steering Committee is to take responsibility for all matters 
associated with the formation of a national body (hereinafter referred to as the  
”Project”), which will include but is not limited to: 

• Structure of the national body 

• Budgetary considerations 

• Legal implications 

• Name 

• Timelines 

• Risks 
 
 

2.2 Role of the Steering Committee 

The role of the Steering Committee is to: 
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• Take on the responsibility for the project’s business plan and achievement of 
outcomes 

• Provide those directly involved with guidance on the formation of the 
association 

• Ensure effort and expenditure are appropriate  

• Address any issues that may have major implications for the project 

• Ensure the formation of the association remains under control as emergent 
issues force changes to be considered 

• Reconcile differences in opinion and approach, and resolve disputes arising 
from them 

• To share and disseminate knowledge and information regarding the project 

• To support the capacity of members to address their own needs  

• Report on progress to all MFRC and other stakeholders as required   

• To develop effective working relationships with those who can aid the project 

• To work toward the removal of barriers which currently prevent all MFRC 
participation 

• To identify appropriate evaluation approaches to track member requirements 

• To work toward a strategy that ensures the project is sustainable, accountable 
and capable of responding to the evolving needs of member MFRC 

 

2.3 Role of Individual Committee Members 

The role of the individual member of the Steering Committee is to: 

• Understand the strategic implications and outcomes of the project 

• Appreciate the significance of the project for all members and represent 

their interests 

• Be genuinely interested in the initiative and the outcomes being pursued 

• Be an advocate for the project’s outcomes 

In practice, this means they: 

• Ensure the requirements of members are met by the project’s outputs 

• Help balance conflicting priorities and resources 

• Consider all ideas and issues raised 

• Review the progress of the project 

• Check adherence of project activities to standards of best practise 

2.4 Role of Work Groups 
The Steering Committee may create workgroups in order to focus discussion and 

deliberation on specific elements of the project. Workgroups will develop draft 

TOR, which should include: 

• A description of the themes and issues covered by the workgroup; 

• An elaboration of the challenges sought to be addressed; 

• An overview of best practices in this field; 

• Outcomes being proposed and, where possible, timelines; 
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• As far as possible, assigning responsibility for major strategy tasks, activities 

or initiatives; 

• Identifying how activities or initiatives are to be resourced and, where new 

resources are required, what are the likely sources and how these are to be 

obtained; 

• Identifying capacity building needs; 

• Proposing further research; 

• Proposing an evaluation strategy. 

 

Workgroups will meet as required to complete their tasks. Membership in a 

workgroup is voluntary. 

 

3. General 

3.1 Committee Membership 

The Steering Committee shall be comprised of the following members: 

• Shannon Bisson, Winnipeg MFRC 

• Colleen Calvert, Halifax MFRC 

• Kaetlyn Corbould, Edmonton MFRC 

• Chantale Dubreuil, Valcartier MFRC 

• Regan Gorski, Moose Jaw MFRC 

• Lorie Hall, Esquimalt MFRC 

• Iain Harper, Kingston MFRC 

• Cindy Howlett, St John’s MFRC 

• Gaynor Jackson, Esquimalt MFRC 

• Marie-Claude Michaud, Valcartier MFRC 

• Carolyn O’Malley, Halifax MFRC 

• Susan Sweetman, Trenton MFRC 

 

3.2         Chair/Coordinator  

The role of the Chair/Coordinator is to: 

• Organise the project meetings 

• Liaise with committee members on a regular basis regarding progress of the 

project 

• Review issues for consultation and advice 

• Maintain agendas and minutes 

• Coordinate written reports with committee members 

• Maintain decorum within meetings 

• Ensure safe storage and privacy of documentation pertaining to the project 
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• Ensure MFRC (and other stakeholders) are kept up to date regarding the 

progress of the project 

• Ensure all members understand the requirements of being a member of the 

committee and ensure active participation in all committee activities 

 

3.3      Frequency of Meetings 

It is anticipated that meetings will be held monthly via teleconference for a period 

of one year or less.  Meetings may occur more or less frequently at the discretion 

of the committee. 

 

It is noted that some members of the committee are employees of organisations 

other than MFRC and the Chair/Coordinator will be responsive to this issue. 

 

The membership will discuss and decide upon the frequency of meetings. 

 

3.4 Decision making Process 

The decision making process shall be consistent with recognised committee 

practices: i.e., voting procedures with all recommendations and decisions 

recorded. 

 

The decision making process will be discussed and finalised with committee 

members. 

 

3.5      Participation in Meetings 

Each member of the Steering Committee shall be an equal and active partner. In 
order to ensure an efficient process, members of the committee will make all 
efforts to ensure continuity of attendance at meetings. Members, when unable to 
attend a Steering Committee meeting, may make their views known to the 
meeting via e-mail, which will form part of that Council meeting’s minutes. 
 

3.6 Quorum Requirements 

Quorum shall be two thirds of members of the committee.  In the event that there 
is no quorum for a meeting, it is recommended that the meeting continue.  When 
quorum is achieved for the next meeting, business and action items can be voted 
upon. 

3.7 Proxies to Meetings 

Members of the Steering Committee <shall; shall not> nominate a proxy to attend 
a meeting if the member is unable to attend. 

The Chair will be informed of the substitution at least seven working days prior to 
the scheduled nominated meeting. 
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The nominated proxy <shall; shall not> have voting rights at the attended 
meeting. The nominated proxy <shall; shall not> provide relevant 
comments/feedback, of the Steering Committee member they are representing, to 
the attended meeting. 

3.8 Agenda Items 

Agenda items and minutes from the meetings will be forwarded to the committee 
members one week prior to the next regularly scheduled meeting. 
 
The process for approval of minutes and agendas will follow recognized practice; 
i.e., voting by members to approve agendas and minutes. Any changes will be 
noted. 
 
Minutes and agendas will be published on the project website. 

A distribution list for access to minutes and agendas will also be included in the 
agenda. 

3.9 Minutes & Meeting Papers 
The format of the Steering Committee minutes shall follow accepted practices. 

A member designated by the Chair/Coordinator will prepare the minutes of each 
Steering Committee meeting. 

By agreement of the Committee, out-of-session decisions <will be; will not be> 
deemed acceptable.  Where agreed, all out-of-session decisions shall be recorded 
in the minutes of the next scheduled Steering Committee meeting. 

The Minutes of each Steering Committee meeting will be monitored and 
maintained by the Chair/Coordinator as a complete record. 

3.10 Withdrawal from the Committee 

Any member may withdraw from the Steering Committee Council by giving 
notice in writing to the Steering Committee.  
 
Any member failing to attend three consecutive Steering Committee meetings 
may be deemed to have withdrawn unless they communicate in writing their 
desire to continue as a Steering Committee member. 
 

3.11 Review the Purpose of the Steering Committee 

The Steering Committee will review its purpose, goals, objectives and 
achievements six months after the signing of these Terms of Reference. This 
review shall include consideration of the role and processes associated with the 
Steering Committee during the formation of the national association. 
 

3.12 Amendments to the Terms of Reference 
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Amendments to these Terms of Reference may be made at any time in the same 
manner as these Terms of Reference were reviewed and affirmed. 


