
Appendix 1: Executive Committee Members’ Job Descriptions
Job descriptions are based on current/accepted practice.  Where tasks are referred to in the Trust by-laws or legislation, footnotes have been inserted for explanation.

President
The President shall:
· preside over all meetings of the Trust and the Board, have general supervision of the affairs of the Trust, and perform such other duties as may be assigned by the Board1 
· act as a spokesperson for the Trust or designate other Board members or persons to act as spokespersons2
· call special general meetings of the Trust when advisable or when petitioned in writing by five members of the Trust3
· call Board meetings if requested by four members of the Board4
· serve on the Executive Committee5, and serve as an ex-officio member of all other committees

· hold not more than two consecutive terms in this office, each term lasting two years6 

· carry out Board resolutions

· appoint committee chairs 

· work with the Nominating Committee to interview potential Board members and oversee the search for Executive Director

· approve terms of reference for contracts in conjunction with the Executive Committee
· accept resignations, declare vacancies and determine removals of Board members
· prepare a report highlighting presidential business for Board and Executive meetings

Vice-President
The Vice-President shall:

· preside over any meeting of the Trust or the Board in the absence of the President, and perform such other duties as may be assigned by the Board7 
· hold not more than two consecutive terms in this office, each term lasting two years8 

· serve on the Executive Committee9 
· perform the President’s duties in his/her absence

Secretary
The Secretary shall:

· have custody of the corporate seal, keep minutes of all annual and special general meetings and meetings of the Board, maintain all records of the Trust as may be required by the Companies Act or similar legislation, and perform such other duties as are assigned by the Board10 
· serve on the Executive Committee11
· call Board meetings if requested by four members of the Board12   

· hold not more than two consecutive terms in this office, each term lasting two years13 

· maintain a “company registry” containing a list of all the Trust’s members for the Trust’s office14 

· keep official books containing a copy of the Letters Patent; the Trust’s by-laws; the names (alphabetized), addresses and telephone numbers of the Trust’s membership; the names, addresses, telephone numbers and dates of service of the Trust’s Board members; financial records and the minutes of the Board, Executive Committee and annual and special general meetings.15  Such books (excluding the Board and Executive Committee minutes) shall be available for inspection by the membership, creditors and their representatives16 
· circulate minutes of all Board and general meetings of the Trust as soon as possible afterward

· ensure the accuracy of the Board’s records including minutes, reports and policies, and file copies of these for future reference

· send agendas of Board, Executive Committee and annual and special general meetings to Board members as needed

· perform the President’s duties if the Vice-President is unable

Treasurer

The Treasurer shall:

· maintain all books of account of the Trust, have custody of all funds, including trust funds, of the Trust, cause to be prepared an annual audited financial report and other reports as requested by the Board and perform such other duties as may be assigned by the Board17 
· serve on the Executive Committee18 

· hold not more than two consecutive terms in this office, each term lasting two years19 

· prepare and file annually the Registered Charity Information Return (Form T3010) with the Canada Customs and Revenue Agency20
· prepare and file the Return of Organization Exempt from Income Tax (Form 990) with the U.S. Internal Revenue Service if the Trust has received more than $25,000 U.S. per year in U.S. donations21
· issue official donation receipts to donors of gifts that qualify for a charitable tax credit or deduction22
· serve on the Finance Committee

· receive and deposit monies, and authorize the financial transactions of the Trust

· prepare financial reports for review by the Board and Executive Committee, and an annual financial report for the annual general meeting

· review financial records with auditors in the event of an audit

· perform the President’s duties if the Secretary is unable 

Note: the position of Secretary and Treasurer may be combined as per the Trust’s by-laws.23
Executive Director
The Executive Director shall:

· serve on the Board by virtue of the office24 

· file notice of a change in the Trust’s directors25 or the address of its head office26 with the Minister of Justice (through the Corporate and Trust Affairs branch of Service New Brunswick) within fifteen days after the change has been made, and ensure payment of fees and advertisement for such changes as necessary
· file an annual statement with the Minister of Justice (through the Corporate and Trust Affairs branch of Service New Brunswick), signed by a Board member, before the last day of the month following the month the Trust received incorporated status in New Brunswick.27  The statement is a form that is sent to the Trust each year.

· request exemptions from property taxes to the Director of Assessment at Service New Brunswick for Trust preserves as they qualify28 
· register with the appropriate authorities and receive licences or permits for Trust functions involving solicitations29, public gatherings/demonstrations30  and alcohol31 
· ensure that the Trust meets its responsibilities as an employer under the New Brunswick Employment Standards Act, Occupational Health and Safety Act and Human Rights Act32
· attend Executive Committee meetings 

· serve on the Property, Newsletter and Fundraising Committees

· prepare regular reports summarizing the activities, accomplishments and needs of the Trust’s programs and projects 

· present staff and outside viewpoints, concerns and preferences to aid in the Board’s decision-making
· make the Board aware of issues in land conservation/not-for-profit operations, upcoming Trust events and other issues that affect the Board or its decision-making
· work with the Executive Committee to prepare the Board, Executive Committee and annual and special general meeting agendas and budgets

· be responsible for hiring, training, supervising and (if necessary and with the approval of the Executive Committee) dismissing staff
· other duties as requested by the Board

Appendix 2: Terms of Reference for Committees
Terms of reference are based on current/accepted practice.  Where terms are referred to in the Trust by-laws or legislation, footnotes have been inserted for explanation.
General Committee guidelines
Trust committees shall:

· have a chair to coordinate its activities (if possible)

· have a Board member to report to the Board

· meet as needed to review relevant issues, oversee their respective operations and make recommendations to the Board  

· prepare reports for Board and other meetings as required  

· may include people who are not members of the Board  

Trust committees include, but are not limited to, the following:

Executive Committee

The Executive Committee shall:

· consist of the President, Immediate Past-President, Vice-President, Secretary, Treasurer1 and Executive Director

· monitor the Trust’s programs, projects and affairs through committee reports, discuss new issues or activities, and follow-up on decisions made at Board meetings

· act on the Board's behalf in the event of an emergency, or when authorized to do so by the Board at a prior Board meeting

· authorize spending for non-budgeted items up to $1000 (which will be submitted to the Board for approval at the next meeting), and make recommendations to the Board for non-budgeted items in excess of $1000
· establish and consult with committees as needed

· review Board positions as needed

· approve terms of reference for contracts

· approve staff dismissals with the Executive Director

· investigate resignation requests for Board members and bring a recommendation to the President

· work with the Executive Director to prepare the Board, Executive Committee and annual general meeting agendas

· provide orientation for new Board members

Finance Committee
The Finance Committee shall:
· review and advise the Board on financial matters pertaining to the Trust, including the budget, taxes, financial records and reports, transfer of funds, emergency spending, existing or proposed accounts

· Finance Committeemonitor the disbursement quota, and ensure implementation of guidelines for the Trust’s Millennium (Endowment) Fund, General Stewardship Fund and other special accounts/funds

· work with the Executive Director on the Trust’s annual budget

· move approval of the Trust’s annual budget at the Board meeting prior to the fiscal year for which it applies

Nominating Committee
The Nominating Committee shall:

· identify potential worthy candidates to serve as new Board members, and bring these names to the attention of the Executive Committee for review and discussion 

· serve (nominating committee member only) on the interview team in conjunction with the President, noting the potential Board member’s enthusiasm, experience, skills and potential conflicts of interest
· nominate successful interviewees at the annual general meeting (chair only)

Property Committee
The Property Committee shall:
· identify and recommend potential land donors (where the first contact is with a committee member)
· recommend the acquisition or holding of potential properties
· work with the Executive Director in overseeing and assisting staff (including seasonal staff) or volunteers in stewardship (i.e. monitoring, management and enforcement) of existing properties, including preserves and conservation easements
· identify potential and existing problems related to properties and recommend action to the Board

Newsletter Committee
For the Trust’s annual report and newsletter, the Newsletter Committee shall:

· consult with Board members and committees to identify and approve items to appear in upcoming issues 

· contact and follow-up on contributions (i.e. articles, photographs and illustrations) 

· oversee the production and have final approval of these publications 

Scientific Advisory Committee
The Scientific Advisory Committee shall:

· oversee scientific studies undertaken by the Trust 

· advise, or identify potential advisors, for biology, ecology, forestry and other scientific topics related to the work of the Trust

· make recommendations concerning the conservation value of potential properties

· advise on the proposed use of preserves for scientific studies to be undertaken by others

Fund-raising Committee
The Fund-raising Committee shall:

· identify and approach potential donors for the Trust’s Millennium (Endowment) Fund, General Stewardship Fund, other special appeals, and for the acquisition of new properties

· implement the Trust’s fund-raising strategy
· review and advise the Board on matters pertaining to Trust fund-raising
Compensation Committee

The Compensation Committee shall:
· review and advise the Board on employee salaries and benefits, including periodic wage/rate reassessments 

1Trust by-laws: Article 5.01


2Trust by-laws: Article 5.09


3Trust by-laws: Article 7.02


4Trust by-laws: Article 4.04


5Trust by-laws: Article 4.03


6Trust by-laws: Article 5.01 and 5.10


7Trust by-laws: Article 5.02


8Trust by-laws: Article 5.02 and 5.10


9Trust by-laws: Article 4.03


10Trust by-laws: Article 5.03


11Trust by-laws: Article 4.03


12Trust by-laws: Article 4.04


13Trust by-laws: Article 5.03 and 5.10


14Task has been delegated to the Secretary, New Brunswick Companies Act: 18(2)(c)


15New Brunswick Companies Act: 104


16New Brunswick Companies Act: 106(1). See also the Companies Act: 107, which states that Board members who neglect to keep such books or allow for their inspection risk a fine and imprisonment, and Companies Act: 108, which states that Board members who knowingly make/assist in making false entries in the books are liable for the resulting damages that persons interested in those entries may have sustained. 


17Trust by-laws: Article 5.04


18Trust by-laws: Article 4.03


19Trust by-laws: Article 5.04 and 5.10


20Task has been delegated to the Treasurer, Canadian Income Tax Act


21Task has been delegated to the Treasurer, U.S. Internal Revenue Code


22Task has been delegated to the Treasurer, Canadian Income Tax Act


23Trust by-law: Article 5.05


24Trust by-law: Article 5.07


25Task has been delegated to the Executive Director, New Brunswick Companies Act: 87(6) which states that changes should be sent within fifteen days of the change 


26Task has been delegated to the Executive Director, New Brunswick Companies Act: 39(6), 39(7) and 39(8) which state that changes in address should be sent within fifteen days of the change and advertised in the Royal Gazette


27Task has been delegated to the Executive Director, New Brunswick Companies Act: 126(1) and 126(1.1).  See also the New Brunswick Companies Act: 35(1), which states that failure to file this statement for three consecutive years may result in the loss of the Trust’s charter.


28Task has been delegated to the Executive Director, New Brunswick Assessment Act: 4(1) and 7.1(1)


29Task has been delegated to the Executive Director, see Fredericton Municipal By-law No. R-7:2 (By-law to license peddlers). 


30Task  has been delegated to the Executive Director, see Fredericton Municipal By-law No. L-9 (By-law respecting parklands and recreational areas)


31Tasks  have been delegated to the Executive Director, see Fredericton Municipal By-law No. L-9 (By-law respecting parklands and recreational areas) and the New Brunswick Liquor Control Act: 102(1) and 102(2)


32Task delegated to the Executive Director, see Items 2.3.1, 2.3.2, and 2.3.3 of this policy under “Duty to employees”.


1Trust by-laws: Article 4.03 and 5.08 






