SMTRA 
TERMS OF REFERENCE 
March 2015
terms of reference
Section 1- Purpose:
Simcoe Muskoka Therapeutic Recreation Association (SMTRA) will unify Therapeutic Recreation Ontario (TRO) members from the Simcoe Muskoka region to respond to the issues and initiatives of TRO for the purpose of ensuring representation at the Provincial level, as well as to act on issues and initiatives unique and important to the Simcoe Muskoka region.

Section 2- Goals:
· To increase the awareness of Therapeutic Recreation in the Simcoe Muskoka region.

· To provide the opportunity for networking, communication, support and sharing of information and resources.

· To provide a formal means of addressing the current issues affecting Therapeutic Recreation Service delivery.

· To support development of a formal link between Therapeutic Recreation Ontario and the Simcoe Muskoka Therapeutic Recreation Association.

· To support the profession of Therapeutic Recreation.

· To provide SMTRA members an opportunity for professional development and educational opportunities. 
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Section 3- Frequency of general meetings:
· The Association will meet a minimum of 3 times annually.  
· A member of the executive will email minutes to all members in a timely manner. Agenda will be distributed 2 weeks before scheduled meeting.

· A “Special General Meeting” can be called by e-mail sent to all members at least 2 weeks prior to the meeting date.     

Section 4- Membership:
4.1 Membership Status

· Voting Members: Members in good standing with TRO.
· Professional Members: Individuals who are currently employed in the Therapeutic Recreation field, seeking employment in or retired from the Therapeutic Recreation field. Must attend a minimum of 1 meeting in 12 months.
· Student Members:  Individuals who are currently studying in the field of Therapeutic Recreation. Must attend at least 1 meeting in 12 months. 
4.2 Membership Fee/Renewal *
· All memberships expire at the end of the year Dec 31st.

· Membership renewal is paid yearly January 1st. 
· Membership fees are determined by the executive committee.
*SMTRA is not currently collecting membership fees*

4.3 Membership Entitlements
SMTRA members are entitled to: 


· Invitations to meetings
· Access to minutes and agendas
· Job postings or opportunities
· Networking with other Recreation Therapy Practitioner in the region
· Join sub committees
· Support the work of TRO  by working on current initiatives
· Annual educational opportunities
· Vote (Voting members)
· Run for SMTRA Executive Committee (if holding TRO-R designation)
4.4 Membership Responsibilities

· Maintain TRO membership as applicable 
· Attend meetings and events.

· Contribute by joining sub committees
· Contribute to education sessions and site visits
· Share information related to profession such as resources, job postings, research, e
4.4.1 Sub-Committees
Sub-committees of SMTRA will be chaired by at least one member of the executive committee.  All members can volunteer to sit on a sub-committee. Sub-committees will be established as needed.

4.5 Voting Members
· Shall meet the membership status (stated above)

· Shall uphold the SMTRA Terms of Reference
· Maintain TRO membership
· Attend a minimum of 2 meetings per year 12 months
4.6 Termination of Membership 

A membership shall be terminated for the following reasons:

· Failure to adhere to SMTRA Terms of Reference

· Unprofessional, disrespectful, verbal/written or physical harassment towards members.
· No longer a member in good standing of TRO (for Voting/Executive Committee members.) 
4.7 Guest

Potential membership, guest speaker, presenter, etc.
Section 5- Executive Committee:
5.1 Executive Committee Eligibility

The candidate must have TRO-R and be a Voting Member in good standing with SMTRA in order to be nominated as an executive committee member

5.2 Executive Committee Positions

The Executive Committee of SMTRA will consist of the following six positions:

President 


Treasurer
Past President


Professional Development Coordinator

Secretary                                Membership Coordinator
· Each of the above positions will have a 2 year term, running from January 1- December 31.  

· Each position can be renewed for a second, 2-year term.
· The executive committee can appoint an eligible member to fill a position for the remainder of the current term in the event of a vacancy. 
5.3 Nominations to the Executive Committee
· The nomination committee for upcoming elections will consist of the Past President and one volunteer SMTRA member.  Note:  If the Past President has been nominated for a position at large another member of the executive who is not currently up for nomination can fill this position.  
· The volunteer will be determined at the meeting prior to the AGM (AGM – first meeting of the calendar year).

· The executive positions are to be staggered in rotation in order to keep continuity with in the executive committee.
Elections will be divided as follows:

· Year 1- President, Secretary and Professional Development 

· Year 2- Treasurer, Membership Coordinator 
5.3.1 Roles and Duties of the Nomination Committee
· Recruit members of SMTRA for vacant positions.
· Receive nominations for the upcoming vacant committee positions.
· Are excluded from the positions being elected. 

· Report the progress of the committee to the executive committee
· Present the nominations for elections to the membership at least one month prior to voting at the AGM.

· Tally the votes and announce the successful candidates at the AGM.
· In the case that there are no nominations put forward, the Executive Committee may appoint a SMTRA member in good standing and/or ask SMTRA members to volunteer to fill vacant executive positions.

· In the case that a vacant position is not filled the executive committee will work to the best of there abilities. 
5.4   
Job descriptions of the executive committee positions: 


5.4.1 
President 




LENGTH OF TERM: Three (3) years
JOB SUMMARY: 
The President shall be the executive chief officer for SMTRA.  He/She is responsible for the supervision of the SMTRA executive committee.

RESPONSIBILITIES: 

· Attends all SMTRA meetings.

· Sets agenda for SMTRA meetings in co-ordination with the secretary.

· Chairs all SMTRA meetings which includes; following agenda, keeping discussion on topic, recognizing members present and calling votes when applicable.

· Liaison between SMTRA and TRO Executive Director. 

· Actively participates in executive committee discussions.

· Helps to develop/revise SMTRA policies.

· Reviews Terms of Reference every 2 years.  

· Guides and directs the executive committee with initiatives and subcommittees.

· Ensures all membership initiatives are endorsed by SMTRA.

· Communicates to members and others about meetings, networking events and educational events.

5.4.2 Past President
           Length of term: Two (2) years (Whose appointment shall be automatic and without election). 
JOB SUMMARY: 

The Past President is available to the current President and the current board to provide information and advice especially in areas requiring knowledge of the past activities/issues.
RESPONSIBILITIES: 

· Attends all SMTRA meetings.

· Actively participates in executive committee discussions.

· Is available to the President to advise and support his/her role.
· Serves as co-ordinator during an election process.

· Chairs meetings and acts on behalf of the President in his/her absence.

· Carries out all other duties required to fulfill the position.
5.4.3 Secretary 




    LENGTH OF TERM: Two (2) years

JOB SUMMARY: 
The secretary is responsible for keeping all records for SMTRA  

              RESPONSIBILITIES: 
· Attends all SMTRA meetings.

· Recording minutes at all meetings 

· Types minutes and agenda and ensures they are distributed to the membership.

· Actively participates in executive committee discussions.
· Co-signs cheques for expenditures (when applicable).

· Advertise for networking and educational events

· Carries out all other duties required to fulfill the position. 
· Strong computer, interpersonal and organizational skills required.
5.4.4. Treasurer



 
LENGTH OF TERM: Two (2) years
JOB SUMMARY: 
The Treasurer is responsible for all financial issues with regard to SMTRA
RESPONSIBILITIES: 
· Attends all SMTRA meetings

· Actively participates in executive committee decisions.

· Co-signs cheques for expenditures.

· Has custody of the funds and securities of the association.

· Manages and keeps up to date records of bank accounts.

· Deposits all monies and receipts and disbursements.

· Renders a financial statement at each executive committee meeting and general meetings.

· Deposits cheques and monies associated with the finances of the association.

· Provides an annual Financial Report to the executive committee and all active members re: the previous years’ activities.

· Responsible for purchasing any supplies required for maintaining financial records.

· Carries out all other duties required to fulfill the position.
5.4.5
Professional Development Coordinator     
   LENGTH OF TERM: Two (2) years
        JOB SUMMARY:  
The professional Development Coordinator is responsible for providing educational opportunities for SMTRA members.

              RESPONSIBILITIES: 
· Attends all SMTRA meetings.

· Coordinates education events for SMTRA members.

· Ensures that all education events are endorsed by SMTRA.

· Acts as chair for any education subcommittee. 
· Actively participates in executive committee discussions.

· Helps to develop/revise association policies.
· Communicates to members and others about educational events around the province. 

5.4.6
Membership Coordinator 


LENGTH OF TERM: Two (2) years


JOB SUMMARY: 
The Membership Coordinator is responsible for all membership issues with regard to SMTRA.
RESPONSIBILITIES: 

· Attends all SMTRA meetings.
· Keeps records of attendance and status of Professional and Student members
· Actively participates in executive committee discussions.

· Maintain membership records and monitor the eligibility of membership applications.

· Ensure all membership initiatives are endorsed by SMTRA.

· Provides an updated membership list to the membership including the executive committee two times a year.
· Carries out all other duties required to fulfill the position. 
Section 6 –Quorum:
· A quorum will consist of 50% plus 1 of the Voting membership
Section 7 –MOTIONS, AMENDMENTS AND VOTING: 

· A motion is a proposal to take a certain action. A motion is made by a member obtaining the floor and saying, “I move that”, than stating the action that he/she proposes. The motion must be seconded. When a motion is made and seconded, it is the duty of the President to state the motion or have the Secretary re-read the motion if necessary. After the motion is stated by the President, it is then before the Association for debate. In the debate, each member has the right to speak twice on the same motion. Speakers must address the President and not the members of the Association. The President has the right to rule any speaker out of order if he/she does not address comments to the motion on the floor.
When the debate has closed the President asks, “Are you ready for the motion?” and if no one rises, the President calls the vote on the motion.
· For a vote to be valid there must be a quorum.

Section 8- Amendment of the Terms of Reference:
· Changes to the terms of reference must be voted on and require a quorum. 
· Terms of Reference will be reviewed by the President every two (2) years   

Section 9- Association Expenditures:
SMTRA currently collects no membership fees has no revenue and expenses. Establishing such practices requires amendment to the Terms of Reference. The following under Section 9 is included for future consideration. 
· The executive committee shall have the discretion to spend up to and including $1000 without approval of the membership.

· No member may gain monetary benefit from the work done for SMTRA.

· An executive committee member will not have to pay SMTRA membership fees during their term.

· All expenses shall be approved by executive committee prior to the purchase
Section 10- Education Sessions: 

·  SMTRA will hold regular education sessions.

· Educational events will be organized by the Professional Development Coordinator. 
· A subcommittee can be developed to assist the Professional Development Coordinator.
· The committee will organize the date, location and educational session.

· Advertising for networking events is the responsibility of the secretary.  Invitations are sent to all SMTRA members and community facilities.
Section 11 – Termination of the Association:
· A special general meeting will be held to dissolve SMTRA
· No part of the net earnings shall benefit or be distributed to its members or executive committee.

· After debts are fully paid, the assets and profits shall be donated to an organization that appeals to the goals of SMTRA.  The choosing of this organization shall be done by majority vote.
*Please note that wherever ‘TRO’ membership/registration is mentioned in the above document, this term is synonymous with CTRS*
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