Terms of Reference

Halifax-Dartmouth Natal Day Steering Committee
(As approved by Council on October 23, 2007)

MANDATE

The Hdifax-Dartmouth Natal Day Steering Committee hereinafter caled " NDC" isa
volunteer body of citizens gppointed as a committee of council by the Mayor and Councillors of the
Halifax Regiond Municipdity to plan, coordinate and execute al facets of Natal Day fedtivities.

The NDC will be logigticaly supported by the saff of the Civic Events and Festivals Divison of
the Community Development Department of the Halifax Regiond Municipdity.

1. Composition of Committee

The NDC shdl be composed of 22 individuas, such number
serving on the committee being made up asfollows:

- 19 dtizens from the Hdifax Regiond Municipdlity;
- up to 3 Halifax Regiond Municipdity Coundcillors

2. Terms of Office

@ Citizens Appointments - The 19 citizens positions once appointed by the
Mayor and Council from the Haifax Regiond Municipdity shal serve
on the committee for ether athree or two year term or until resgnation
or remova by the members of the committee by recommendation to
Counall;

No member of the committee may be removed from the committee
except through a vote of 75% of the Committee members present
a aduly convened meeting recommending to Council remova of
such member. Such recommendation shdl not take effect until

such time as the committee's recommendation has been accepted

by Council.



(b) Council Appointments - The 3 members of the committee gppointed by
the Hdifax Regionad Municipaity Council shdl servefor such
term as may from time to time be decided upon by Council, and no
such appointed member can be removed or replaced except by
decison of Council itsdlf.

(© Citazens s0 gppointed shdl have the right to reapply for continued
gppointment to the NDC at the end of their term.

Vacancies/Replacements

Any vacancies which may arise within the 19 person citizens composition
on the committee, no matter how such vacancy may have arisen,
shdl befilled in the following manner:

- aduly composed advertissment caling for interested citizen applicants
to apply to fill such vacancy shdl be placed in a newspaper
carculaing within the Hdifax Regiond Municipdity;

- al responses to the advertisement shal be directed to the Clerk’ s office
of the or such other appropriate person or department as the
Mayor and Council may direct;

- the responses and applications so received shall be turned over to the
Executive Committee of the NDC for review and screening, with the
names of the required number of most quaified candidates being
presented as a written recommendation to the Mayor and Council for
the successful gpplicant(s) gppointment to the committee;

- inthe event that avacancy arisesin either of the postions held on the
committee by the 3 Regiona Councillors, the Mayor and Council

shdl beimmediatdy notified of such vacancy, accompanied by a
written request to the Mayor and Council to fill such vacancy as

soon as practicaly possible; and

- any person appointed to the Committee to fill any vacancy which may
have arisen on the NDC shdl be deemed to have been appointed to
complete the unfilled portion of the term of the vacancy they are
gppointed to fill.



4. Executive Committee

There shdl be an Executive Committee of the NDC composed of the
following: a Chairperson, Vice-Chairperson, Executive Secretary,
Executive Treasurer, Sponsorship Chairperson and the immediate Past
Chairperson.

- members of the Executive Committee shall be dected for and serve a
two year term;

- members of the Executive Committee shall be dected from within the
citizen members serving on the committee;

- the éection of the Executive Committee shal take place at the first
mesting of the NDC fallowing Natd Day in the year in which
elections are to take place. For the purpose of determining the
yearsin which dections will take place and determining the initial
terms of office, 2006 shall be deemed the base year for such
determinations,

- any individua who has held the pogition on the Executive Committee
shdl not be precluded from offering for the same or any other
position thereon in any subsequent year in which the Executive
Committee isto be eected; and

- inthe event of avacancy arisng for whatever reason on the Executive
Committee, with the exception of the position of Immediate Past
Chairperson, such vacancy shal be filled by means of an election of a
replacement(s) at the next full NDC meeting as determined by the Nata
Day Executive Committee.

5. Duties

a The Chairperson shall:

() Presde at dl NDC meetings,
(i) Presde at dl NDC Executive meetings,

@)  Act asprimary liaison between the NDC and the Mayor and



)
)

(i)

(vii)
(viii)

(i)

Council induding any and dl saff persons of the HRM;
Perform any and al duties incidentd to the Chairperson's office;

Be enabled to make such immediate decisions as may be necessary
in an emergency Stuation which affects either budget or
safety, when time to meet elther the Executive Committee
or full committee is neither available nor practicd,
provided that such decision is made after the Chairperson
shal have sought such advice as he or she deems
appropriate under the circumstances,

Seek rdification by the full committee of any and al actions taken
pursuant to subparagraph (v) a the next meeting of the
NDC following that date on which such decison was made
or action taken;

Act asthe officia spokesperson on behdf of the NDC; and

The Chairperson reserves the right in his’/her absence to gppoint
such person from within the Natal Day Executive to serve
intherole of Chair.

Prepare and present to the Mayor and Council the Final Natal Day
Report, together with any and dl interim reports as may be
requested by the Mayor and Council, by the end of their
term.

TheVice-Chairperson shall:

0] If designated by the Chairperson, fulfil the duties of the
Chairperson in their absence, disability or refusd of the
Chairperson to act; and
(i) Fulfil any duties assgned by either the Chairperson or the NDC
Executive,
The Executive Secretary shall:
0] Work in concert with Municipa gtaff to regulate

(i)

minutes of dl NDC mestings,

Process the official correspondence relating to Natal Day activities,



(i) Fulfil any duties properly assigned to he/she by the NDC
Executive or by the Chairperson.

d. The Executive Treasurer shall:
0] In conjunction with the Chairperson, Executive Committee and
gaff prepare and formulate the budget for Natal Day and
present it to the NDC for gpprovd;

(i) Receive and corrdate the individua budgets of sub-committees
and events chairpersons to the overal budget;

(i) Oversee the operation of the Natal Day budget both from an
income and expenditure base in conjunction with staff; and

(iv) Prepare and present afind financia report to the NDC at the
earliest possible meeting of the NDC following Nata Day.

e. The Sub-Committee Chair per sons shall:

0] Organize their event or area of respongbility;

(i) Prepare budget and submit to the NDC for approvd;

(i) Report timely to Committee

(iv)  Attend and oversee event or area of responsbility; and

v) Develop aform of practice manua of names, phone numbers,
contact persons and general operating notes for the event, etc.,
which could be used as a guiddine for successors of the event

chairperson.

f. The Civic Events & Fedtivals Staff Facilitator shall:

0] Arrange for meeting facilities for NDC mesetings,
(i) Attend al meetings of the NDC;

(i) Act in the capacity of facilitator to the NDC;



6.

8.

(iv)  Wherepracticaly possible provide HRM gtaff and resources to
carry out functions or tasks required by the NDC; and

v) Maintain alog of transactions, records, correspondence and files
every Nata Day year so asto keep an historica record and
file for posterity.

(vi)  Berespongblefor dl risk management and liability issues as

pertains to the NDC, staff, the HRM Corporation and
the generd public.
Quorum

Eight members of the NDC present and in person for any meeting of the

M eetings

@

(b)

(©

(d)

(€

NDC shdl condtitute a quorum.

Mesetings of the NDC shdl be held on Thursday evenings at
7:00 p.m. at locations to be decided upon, unless otherwise
agreed upon by amgority of members present at the first
meeting of the NDC;

Where practicaly possible, meetings of the NDC shall be held as
equaly as possble in the communities of Haifax and
Dartmouth, rotating between the two locations, if practical
facilities are available to do so; or unless otherwise decided by
the full committee;

Thefirgt full meeting of the NDC shdl take place prior to January
314t of the year in which the event will take place;

A wrap-up meeting of the NDC shall take place in each year within
45 days of the close of Natd Day eventsfor that year; and

Following the first meeting of the NDC, dl other meetings of the
committee shall be held on dates and times as are agreed
upon by the committee or as caled by the Chairperson.

Conflict of Interest



Any member of the NDC who finds that they have either adirect persond
interest or indirect businessinterest in any event held by or in
conjunction with Natal Day, which may giveriseto ether adirect
or perceived conflict between their duties and respongibilitiesasa
member of the committee and their interest in or involvement
with such event, they shdl immediatdly disclose dl revant

factsto the NDC and seek the advice, direction and guidance of the

committee in relation thereto.

0. Exofficio Members:

(i) From time to time the NDC will ask members of the generd public
to serve with the Committee in the capacity as a non-voting ex-
officio member for such alength of time that the NDC s0
determines appropriate.



