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INFORMATION PACKAGE 
FOR COMMITTEE/TASK FORCE CHAIRPERSONS  

AND VICE-CHAIRPERSONS 

 

1. INTRODUCTION 

CIA committees and task forces can be very productive tools for 
accomplishing much of the work of the Institute. In your role as chair, the 
Institute is looking to you for leadership, both to accomplish your work 
challenges and to manage your group of volunteers, in an effective and 
timely manner. 

Your leadership and your contribution will determine the success or 
failure of your group. Even with capable members on your 
committee/task force, a firm goal to achieve, and the support of Institute 
staff, a committee/task force without strong leadership will be 
handicapped. 

The findings of a committee/task force have a direct impact on the 
decisions made by the Board of the Institute. The energy you put into 
your work on the committee/task force has a direct influence on the 
direction the Institute takes. 

This booklet presents guidelines that should make your term on the 
committee/task force more productive. It is based on experiences of those 
who have served on many committees/task forces, and have identified 
certain factors that make them work. Use their experiences and add your 
own to them as you discover what works for you. 

In addition, the Institute provides leadership training opportunities which 
are available to all chairpersons and vice-chairpersons. You are 
encouraged to take advantage of these training opportunities. 

Another useful reference is the Administrative Handbook , the current 
version of which is posted on the CIA website. A hard copy of the 
booklet is also available, and was published in May 2002. In particular, 
you should review the section on volunteer management policy.  
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2. RESOURCES AVAILABLE 

A number of resources are available at the Institute to assist you with the 
operation and management of your committee/task force. In part icular, 
the membership department at the Secretariat, the director of volunteer 
initiatives, the communications representative, and your council 
representative (if applicable) are four important resources. To a great 
extent, your ability to work with the councils, the Board, and the Institute 
staff will determine your success as head of your committee/task force, 
and as a leader in the Institute. 

The director of volunteer initiatives is a member of the Institute’s 
Member Services Council (MSC), and is accountable for the CIA’s 
volunteer management policy, program, and system. In this role, the 
director assists with the effective management of the Institute’s various 
committees and task forces, and promotes consistency in the application 
of volunteer policies, and initiates change regarding volunteer issues. 
You are encouraged to contact the director of volunteer initiatives with 
any volunteer issues or challenges which you may have. 

The communications representative is a member of the Institute’s MSC, 
who focuses on communication issues and development. The mandate of 
the communications representative is to ensure timely and pertinent 
communications between the membership and the various levels of the 
CIA structure, allowing an efficient flow of information between 
members, the Board, councils, committees, task forces and the 
Secretariat. An Employer Contact List, for which the communications 
representative acts as custodian, has been created to provide CIA 
working parties with an informal access to the membership on specific 
issues. This list is composed of a pool of individuals who can rapidly 
branch out to appropriate colleagues within their respective organizations 
and who carry sufficient influence to trigger a response when required. If 
you are interested in using the Employer Contact List you should contact 
the communications representative. 

If your committee/task force has been established by a council, then that 
council should have delegated oversight responsibility for your volunteer 
group to one of its  members. That member, your council representative, 
is your primary link to the council, and is available to assist you with 
your committee/task force work and business issues. 
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The services which are offered by the membership department to support 
the chairs of committees/task forces are as follows: 

• to survey membership to determine the interest in serving on CIA 
committees; 

• to maintain a volunteer registry on the CIA’s website, which is 
accessible to chairpersons as a convenient tool to assist with 
committee/task force recruiting. There is a list containing the names 
of volunteer applicants willing to serve on any committee as well as 
a list for each specific committee. Both lists are available for your 
use. The self-enrolment feature allows members to add their names 
to the volunteer applicant registry via the website. A confirmation 
letter is then sent automatically on your behalf to members showing 
an interest in your committee or task force.  

• to maintain information on the website on each committee, including 
terms of reference, committee membership, goals, objectives, 
minutes of meetings and recent accomplishments. Materials to be 
added to the committee website should be forwarded to the 
publications assistant in the publications department of the 
Secretariat (<publications@actuaries.ca>); 

• to provide statistics (i.e., practice area, geographical location, length 
of terms, etc.) to chairpersons, when requested, in order to assist 
them in staffing their committee with respect to proportional 
representation; 

• to provide assistance to the chairperson in the form of correspondence to 
volunteers, when appropriate for the Secretariat to do so (sometimes it 
may be best for the chairperson to send letters themselves); 

• to maintain a database of members’ volunteer histories and track 
awards offered for periods of service; 

• to assist with booking committee meetings and hotels when the use 
of company premises is not an option; 

• to arrange teleconferences; 

• to participate on committees, when appropriate, and provide input from 
the Secretariat’s perspective on the administration of committee activities;  

• to coordinate periodic committee reports; 

• to coordinate production of committee reports, submissions, etc.;  

• to work with chairperson on organizing a session at a CIA meeting, 
if required; and 

• to contact practice committee chairs to attend external meetings (i.e., 
OSFI, FSCO); 
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3. COMMITTEE/TASK FORCE MEMBERSHIP  

As chairperson, you are responsible for maintaining appropriate and 
effective membership on your committee or task force. 

“Appropriate and effective” membership means: 

• balanced representation from all relevant parts of the profession; 

• adherence to the Institute guidelines on the length of the terms of the 
committee members; 

• a reasonable contribution from each of the members of the 
committee or task force; and 

• development of at least one or two members to become the future 
vice-chairperson and/or chairperson of the committee.  

Many of the CIA activities, including the terms of Board members, are 
tied to the activity year running from July 1 to June 30. Hence, all 
chairpersons are encouraged to operate on the same activity year, and to 
arrange for most membership departures, annual planning schedules, etc. 
to be effective on July 1. The chairpersons should consider adding new 
members early (i.e., in April) to allow overlap between new and 
departing members. 

Balanced Representation 

All committees and task forces should include balanced representation 
from all parts of the profession, when appropriate. With balanced 
representation, a greater range of views and issues will be identified, and 
the work of the committee or task force should be more reflective of the 
profession as a whole in Canada. Although maintaining balanced 
representation will be a challenge, you are encouraged to make your best 
efforts towards this goal. 

Relevant demographics may include area of practice, years since 
Fellowship, geographic location, and type of employer. Such statistics for 
the profession, as a whole, are shown in Exhibit 1 (found at the end of 
this  section). The membership of many committees and some task forces 
should reflect this diversification in our profession. Depending on the 
mandate of the committee or task force, diversification in some of these 
areas may be less relevant. 

In most cases, committees and task forces should include members who 
show a range of years since Fellowship, and geographic diversification. 
There will be some exceptions, however. For example, the panel of 
Members available for disciplinary tribunals would normally include 
experienced Members only. 
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As the membership characteristics of the profession change over time, so 
too should the composition of your group. From time to time, different 
parts of the profession may be under-represented temporarily on 
committees and task forces. If all committee and task force chairs work 
towards balanced representation, the occurrences of such under-
representation will be minimized. 

It is important to ensure that your committee/task force membership 
includes at least one new Fellow (i.e. , a member who has attained 
Fellowship within the last five years), where appropriate. Inclusion of 
new Fellows will help the CIA hear the views of our newest members 
and encourage the leaders of tomorrow. You may also wish to consider 
adding an Associate to your committee or task force, or possibly an 
individual who is neither a Member nor an Associate of the CIA. 

At the other end of the experience spectrum are our retired members. 
Many newly retired Fellows are anxious to continue making a 
contribution to the profession, have a wealth of experience, and have 
more time available than some of our other members. You are 
encouraged to consider this valuable resource when reviewing your 
committee or task force membership. 

Geographic representation is another important factor. For example, 
many committees and task forces can become dominated by members 
from one region. All groups should include at least one member from 
Ontario and one from Québec. There should also be consideration for a 
representative from Western Canada or Atlantic Canada, or both, where 
possible. Due to the relatively small number of Members in Atlantic 
Canada, however, representation from that area may not always be 
possible. 

Unless your committee/task force is focused on a specific practice 
area(s), the group should include representation from the major practice 
areas, (i.e., life insurance, pensions, and property and casualty) and at 
least one member from a smaller practice area or from non-traditional 
employment. Similarly, representation from various types of employers 
should be sought (i.e., insurance companies, consulting firms, and 
government/ universities/other). 

You are also encouraged to consider bilingual representation in your 
committee/task force. 

At least once a year, you should review your committee/task force 
membership, to ensure that the group includes appropriate representation 
from the various parts of the profession, as applicable. 
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Length of Terms  

The Institute’s policy on terms of office is included in the Administrative 
Handbook . Briefly, this policy provides for the following terms: 

Committee Member: Three years 

Committee Vice-Chairperson: Two years 

Committee Chairperson: Two years 

The maximum term for sitting on a committee is seven continuous years. 
As chairperson, you will be responsible for ensuring that your committee 
complies with this policy. At least once a year, you should review your 
committee membership in this respect.  

At times, it will be appropriate to make exceptions to these terms of 
service. Where you believe an exception is warranted, you should contact 
the Director of Volunteer Initiatives, who will review the issues with 
you. With this process, a consistent interpretation of the Institute’s policy 
on terms of office should result. 

Most task forces should operate with defined sunset clauses; when their 
work is done they should be dissolved. 

Maintaining the Membership 

Planning for the future membership of your committee/task force is 
important. At least once a year, you should review your group to identify: 

• the expected terminations during the year as a result of the three-year 
rule; 

• areas of the profession which require increased representation on 
your committee/task force; and 

• potential candidates for the position of vice-chairperson. 

Such succession planning will improve the effectiveness of your 
committee/task force, by ensuring a gradual change in membership, and 
continuity of work, a balanced perspective, and training of future leaders. 

Every year your committee will need to add new members. To help you 
identify potential candidates, you may wish to: 

• review the volunteer applicant registry available on the website, 
which identifies those Members who have offered to volunteer on 
your committee (or on any committee); and 

• request a special listing from the CIA’s Membership Manager, 
which will identify Members who meet the specific requirements 
needed for your available position. 
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Historically, new committee members have sometimes been chosen 
based on their links to other committee members. While potential 
candidates can certainly be identified using this approach, it is critical 
that the CIA’s database be used as well. In this way, we can better ensure 
equal opportunities for all of our Members to contribute to the 
profession. 

Where you anticipate a challenge in the recruitment of appropriate 
members, or where you prefer to broaden your search for new members, 
you are encouraged to place a Notice of Volunteer Opportunities on the 
CIA website, and in the Bulletin. Please contact the membership manager 
for assistance. The director of volunteer initiatives is also available to 
help with any recruiting challenges. 

Using the listings and other information sources which you may have, 
you should match the potential candidates with the demographic and 
experience needs of your committee/task force. The chairperson may 
request a brief résumé from potential candidates, as well as conduct 
informal interviews in order to find the best matches. The individuals 
with the best match should be the preferred candidates for your new 
committee/task force members. The chairperson may offer potential new 
members a trial period or project. 

When choosing members for your committee/task force, you may wish to 
consider the following qualities of the ideal volunteer: 

• a team player; 

• a good communicator; 

• a leader and motivator; 

• a good track record of Institute accomplishments; 

• a desire to help the Institute and its members; 

• knowledge of the Institute and its operations; 

• the time to do the job; 

• empathy with the Members’ concerns; 

• organization skills; and 

• energy and enthusiasm. 
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New members should be referred to the committee’s section on the CIA 
website for information on the committee. In addition, a welcome letter 
should be sent to the new members. The following information should 
also be provided if it is not available on the website: 

• names, addresses, phone and fax numbers, e-mail addresses of all 
committee members; 

• the mandate of the group; 

• the responsibilities which he/she is assuming; 

• performance expectations for members, including time 
commitments; 

• current committee/task force initiatives; and 

• minutes of recent meetings. 

The size of the committee/task force is primarily determined by its purpose 
and the nature of its work. If prompt action is essential, it is best to limit the 
number of committee members. A smaller group takes less time to 
organize, can communicate more rapidly, and will be able to act faster. 

A larger group, on the other hand, will allow more diverse viewpoints to 
be heard, although it will usually require longer to do so. A larger group 
will be able to solve a greater variety of problems because the number of 
skills available will increase proportionately with the group’s size. 

Any issues relating to the membership of your committee or task force 
can be referred to the director of volunteer initiatives. 

Sub-committees of three or more members should be set up for projects 
or issues as appropriate which are managed by the chairperson.  

You may wish to recruit people to help on the committee or task force 
projects because of special knowledge or expertise without recruiting 
them to be committee or task force members. 

Vice-Chairpersons 

Since part of the chairperson’s responsibilities is succession planning, the 
chairperson should look for the following qualities in a vice-chairperson: 

• a good motivator and leader;  

• the time to do the job; 

• the necessary skills to do the job (technical, project management, 
organizational); 

• energy and enthusiasm; and 

• a good communicator. 
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As chair, it is your responsibility to provide for your replacement well 
before retiring. Usually when a person accepts the position of vice-
chairperson, it is with the understanding of becoming the next chair. In 
order to share the workload, a committee can have more than one vice-
chairperson but one of the vice-chairpersons should be responsible for 
taking over as chair. 

Performance Evaluation 

A committee or task force can be effective only if its members are 
contributing and working as a team. As chair, your contribution and 
participation in this respect will be key to the success of your group. An 
important task for you as chair is to motivate the members on your 
committee. 

All members of the committee or task force should be attending 
meetings, assuming a fair share of the work, participating in the 
discussions, and raising issues on a regular basis. These expectations 
should be communicated to new members when they join the 
committee/task force, and an estimate of expected hours should be 
provided. 

As chairperson, you should encourage all members to contribute 
effectively, delegate specific projects to individuals, monitor progress, 
and provide feedback to the individuals. Good performers can be 
groomed for the role of vice-chairperson and ultimately chairperson. 
When a member is not meeting expectations, the performance issue 
should be discussed with the member. At times, you may wish to confer 
with the director of volunteer initiatives regarding some of the more 
challenging situations which you encounter. If a member’s performance 
cannot be changed or stabilized within a reasonable period of time, the 
member should be encouraged to resign from the committee or task 
force. 

At times, some members of the committee or task force may benefit from 
training, or some form of mentoring from more experienced members. 
You are encouraged to arrange for opportunities to develop the skills and 
enhance the contribution of your members. One such opportunity would 
include members leading sessions at CIA meetings. 

Legal Services 

If you require legal services in connection with your CIA volunteer work, 
you should contact the executive director of the CIA. 

A copy of the CIA conflict of interest guidelines is found in Appendix D. 
These guidelines are also posted on the CIA website as part of the 
Administrative Handbook . 
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EXHIBIT 1 

FELLOWS OF THE CANADIAN INSTITUTE OF ACTUARIES  
DEMOGRAPHICS AT JANUARY 2002 

 
Unadjusted % of  

Profession 
Adjusted %  
of Profession 

By Province   

• Atlantic Canada 2% 2%* 

• Ontario 46% 57%* 

• Québec 24% 29%* 

• Western Canada 10% 12%* 

• Out of Canada 18% - 

• Unknown  - - 

 100% 100% 

By Years Since Fellowship   

• 21 or more 34% n/a 

• 11-20 28% n/a 

• 6-10 20% n/a 

• 3-5 9% n/a 

• 0-2 9% n/a 

 100% n/a 

By Practice Area   

• Life Insurance 39% 46%** 

• P&C 9% 10%** 

• Pensions 32% 37%** 

• Non-Traditional 5% 6%** 

• Non-Actuarial 3% - 

• Out of the workforce 10% - 

• Actuarial Evidence 

• Unknown 

1% 

1% 

1% 

- 

 100% 100% 

*  excluding out of Canada and unknown 
** excluding non-actuarial, out of workforce, and unknown 
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Unadjusted % of  

Profession 
Adjusted %  
of Profession 

By Employer Type    

• Life Insurance Co. 30% 34%* 

• P&C Insurance Co. 4% 5%* 

• Consulting Firm 39% 45%* 

• Reinsurance Co. 4% 5%* 

• Government 3% 4%* 

• University/College 1% 1%* 

• Bank/Trust Co. 1% 1%* 

• Other Financial Institution 1% 2%* 

• Technology Co. 1% 1%* 

• Other Corporation 2% 2%* 

• Unemployed 1% - 

• Retired 10% - 

• Other/Unknown 3% - 

 100% 100% 

* excluding out of workforce and unknown 
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4. ANNUAL PLANNING SESSION 

As appropriate, all committees should include a planning session, at least 
once each year, as part of their meetings. Again, given the focus of the 
Institute on the activity year running from July 1 to June 30 all 
committees are also encouraged to focus their planning on the same 
activity year. 

The work of all committees and task forces should be linked to the 
strategic plan of the Institute. You may wish to discuss this strategic plan, 
and the focus of your committee or task force with the appropriate 
council representative. As another consideration, you may wish to 
coordinate the planning for your group with that of related committees 
and task forces. (Appendix A provides a sample activity planning report 
which you are encouraged to use.) 

The annual planning session for your committee would identify the work 
to be undertaken during the year, and the resources needed to effectively 
complete such work. A representative from the appropriate council 
should be invited to contribute to or attend the session. 

A possible agenda for the planning session would be: 

• review of committee/task force mandate; 

• review status, priority, resource requirements, accountabilities and 
timelines of existing projects; 

• identification of various projects which should/could be undertaken 
during the year;  

• prioritizing of such projects; 

• scoping out those projects which have highest priority and 
identifying the deliverables; 

• allocation of responsibility for each project to one or more of the 
committee members; 

• determination of additional resources needed (i.e., from the 
committee, from other committees, from the Secretariat, from the 
staff actuary); 

• development of realistic timelines for each project broken down by 
deliverables (include sufficient allowance for seasonal issues, 
review, due process, consensus, follow-up, etc.);  

• establishment of dates for the committee meetings during the year. 

The discussions and decisions resulting from the planning session should 
be documented shortly thereafter, and an activity plan prepared. 
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Following the planning session, you should arrange for any resources, 
external to your committee, which may be required, and provide 
feedback to the appropriate council representative. 

When additional resources are required, you may wish to consider the 
members who have expressed an interest in your committee through the 
volunteer registry on the CIA website or the CIA annual interest survey. 
Such individuals could be asked to assist the committee. 

5. COMMITTEE MEETINGS 

Committee meetings are important. At the same time, it can be both 
difficult and expensive to convene all members at the same time. Hence, 
to the extent possible, meetings should be made as effective and efficient 
as possible, and much of the committee’s work should be completed 
outside of the scheduled meetings. 

Many groups can accomplish much of their work without face-to-face 
meetings. Regularly scheduled two-hour conference calls can be effective 
(i.e., monthly or bi-weekly).  

Format 

Various meeting formats can be used, depending on the purpose of the 
meeting (e.g., face-to-face meetings, conference calls, video 
conferences). Sometimes a combination of approaches can be used (e.g., 
some members meet face-to-face, where others join by video conference 
or conference call). Also, for some agenda items, an e-mail exchange of 
ideas in advance can be useful. 

The traditional face-to-face meetings work best when the agenda is long, 
the topics require extensive discussion and debate, and/or new members 
are to be introduced. When choosing a location for the meeting, consider 
the travel convenience and cost for all of the members. Use of an 
employer’s meeting room or communication facilities helps reduce costs. 
Often, an airport location, or a committee meeting in conjunction with a 
CIA meeting, will be appropriate. The CIA has special arrangements 
with a number of hotels across the country, and can assist with setting up 
your meeting (contact the meeting manager at the Secretariat). Also, refer 
to the Administrative Handbook  for more information on meeting 
formats, arrangements, and costs. 

Due to the cost and inconvenience for some of the members, such face-
to-face meetings should be minimized, with alternative formats used as 
much as possible. 
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Video conferencing may be a good alternative to face-to-face meetings, 
when only two or three locations are involved, and committee members 
have reasonable access to the necessary facilities. 

For shorter meetings (i.e., three hours or less), and when members are 
widely dispersed, a conference call can work well. 

Effective Meetings 

Some suggestions to enhance the effectiveness of your committee or task 
force meetings include: 

• set the dates, locations, and other arrangements well in advance; 

• develop the agenda carefully, prioritize and order agenda items 
appropriately, add time for each agenda item, if possible; 

• distribute an agenda and a package of “pre-read” information to the 
members at least one week prior to the meeting date; 

• appoint a chairperson and minute-taker for the meeting; 

• start and stop the meeting on time, and keep to the agenda;  

• keep a low profile and encourage the participation of all members;  

• limit lengthy, aimless or irrelevant discussion, where appropriate; 

• periodically summarize the discussion; 

• insist on order and group discussions only; 

• invite criticism, disagreement, and all points of view; 

• ask questions and remain neutral - don’t argue; 

• invite non-committee members, when appropriate; 

• allocate agenda items to individuals in advance of the meeting; 

• arrange for research, draft documents, etc. to be available in time for 
inclusion in the “pre-read” package; 

• at the end of the meeting, summarize the action plans and next steps, 
and ensure that all topics have been adequately covered; 

• ensure that the minutes (in draft form) are distributed within one 
week of the meeting; and 

• copy the appropriate council and other interested groups on the 
minutes. 

The status of all ongoing projects should be reviewed as a part of the 
agenda at each committee or task force meeting and appropriate action 
items established to ensure that the projects are all progressing as 
planned. 
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Effective Meeting Minutes 

Minutes should clearly document issues discussed including decisions 
made, motions passed, all action items with accountabilities and 
timeframes, and any changes to project timelines. Agendas should allow 
time to review the minutes and action items. Minutes should be 
forwarded to the publications assistant in the publications department of 
the Secretariat who will post them to the Committee Section of the 
website. 

6. COMMUNICATION 

As chairperson of the committee/task force, you are the key link with the 
applicable council, the Secretariat, and the rest of the CIA membership. 

Some of your responsibilities in this area include: 

• maintaining website regarding committee mandate, membership, 
activities, minutes from meetings (focus on issues, action items and 
motions), documents, etc. These items should be forwarded to the 
publications assistant in the publications department at the 
Secretariat; 

• promptly advising the membership manager at the Secretariat of all 
changes in committee/task force membership, and the effective 
dates; 

• keeping the appropriate council or Board advised of your 
committee’s work, via copies of meeting minutes, invitations to 
meetings, etc.;  

• identifying relevant links to other volunteer groups and setting up a 
liaison with that group, as appropriate, 

• raising important issues with the appropriate council, or with other 
committees or task forces, as appropriate; 

• preparation of periodic progress reports, etc., on request;  

• updating priorities semi -annually and submitting to the appropriate 
council;  

• keeping the membership informed of your committee’s activities via 
periodic reports, Bulletin articles, etc. 

• inviting interested individuals to contribute to your committee’s 
work (e.g., a review of draft material); 

• arranging for administrative support from the Secretariat, where 
appropriate; 
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• ensuring translation of documents in accordance with the CIA policy 
on bilingualism; and  

• helping the CIA document the work of your group, by sending 
copies of all meeting minutes to the Secretariat. 

To assist with your communication with other chairs, and council and 
Board members, you are encouraged to use the e-mail Leaders’ List 
maintained by the membership department of the Secretariat. This tool 
will allow the leaders of the profession to share information on a timely 
and efficient basis. 
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APPENDIX A 

STRATEGIC MANAGEMENT AND  
ACTIVITY PLANNING REPORTS 

The Canadian Institute of Actuaries uses a Strategic Management model 
to support its planning efforts. The model has three components – 
Strategic Direction, Implementation, and Evaluation. Information on the 
model used is available from the CIA executive director. Committees and 
task forces play a key role in the implementation of planned strategic 
direction. 

Activity Planning Reports are used to support implementation of 
strategy. They assist to maintain focus on direction, measure progress, 
and provide accountability. Key CIA groups who are responsible for 
implementing strategy develop an Activity Planning Report and the 
required reporting. 

The Activity Planning Reports identify the planning group and the key 
individual responsible for reporting. Information is recorded in two parts. 
The first deals with new strategic initiatives, and the second deals with 
regular strategy, and action previously approved and underway. 
Information on whom the group will coordinate with and timing for 
actions is provided. It should be noted that the timing for some actions 
extends beyond the current fiscal period. This acknowledges the fact that 
some of the new strategic initiatives may take more than a year to 
complete. An example of an Activity Planning Report along with a blank 
form is attached for your reference. 

 

 



 

 

2000/2001 ACTIVITY PLANNING REPORT 
AS AT NOVEMBER 30, 2000 

Action 
Item No. Activity Description 

Coordinate 
With 

Planned 
Start 

Planned 
Finish 

Actual 
Start 

Actual 
Finish 

 “Example”      
 Planning Group:  Task Force on Adoption of Standards 

of Practice 
Responsibility of:  Name of Task Force Chair 

     

1. New Strategic Initiatives 
Identify and obtain agreement from key stakeholders 
on emerging issues and develop a fast track pro cess for 
dealing with them 

     

 Supporting Action      
 • Identify and evaluate fast track process used by 

other organizations 
Staff Dec/00 Feb/01 Nov/00 Nov/00 

 • Establish criteria for development of standards  Jan/01 Mar/01   

 • Prioritize emerging issues and development of 
standards 

Standards 
Council 

Nov/00 Jan/01 Nov/00  



 

 

 
2. Dialogue with regulators on standards and practice 

areas 
     

 Supporting Action      
 • Arrange for a series of regular meetings to review 

current and future needs 
President 
and Public 
Relations 

Nov/00 Dec/00   

 Regular Activity      

 • List other key routine/regular activity normally 
undertaken by the committee in accordance with 
their terms of reference 

     

 



 

 

 

CANADIAN INSTITUTE OF ACTUARIES  
2002/2003 ACTIVITY PLANNING REPORT 

AS AT      

Action 
Item 
No. Activity Description 

Coordinate 
With 

Planned 
Start 

Planned 
Finish 

Actual 
Start 

Actual 
Finish 
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APPENDIX B 

STRUCTURE OF THE CIA 

The CIA consis ts of the Board and three councils. 

The Board 

Most of the work of the Institute is done through the councils and their 
committees and task forces, rather than through the Board itself. The 
Board has very few committees reporting directly to it, and every attempt 
is made to keep it that way. The Board focuses on strategic management, 
not operational issues. It attempts to operate in a policy-setting manner, 
setting the framework within which the councils and the Secretariat 
operate. Agendas are intended to focus on the longer-term direction of 
the profession.  

All 16 members of the Board are elected by the membership of the 
Institute. Twelve are elected as Board directors, four each every year for 
three-year terms. The other four Board members are the Secretary-
Treasurer who oversees the management of our financial affairs, and is 
elected for a two-year term, the President, President-elect, and Immediate 
Past President. The Board exercises reasonable due diligence on the 
activities of the councils. The intent is not to interfere in how things are 
done (as long as due process is observed), but rather to ensure that the 
right things are getting done. While the council chairs are not necessarily 
Board members, they are invited to attend all Board meetings and 
participate in agenda setting and discussions. However, non-Board 
council chairs may not vote. As well, to help ensure good communication 
between the Board and the councils, each council has at least two Board 
members on it. The remainder of the council members, including the 
chairs, is also appointed by the Board. 

The Eligibility and Education Council (EEC) 

This council ensures that our eligibility standards are appropriately 
developed and enforced, and oversees the development of education 
programs to meet the needs of both our new and existing members (and 
ultimately, the needs of the publics we serve). It also oversees the work 
of the Committee on Rules of Professional Conduct and of the 
Committee on the Application of Rules and Standards.  

Continuing education is the most obvious area where the work done by 
this council and its committees applies directly to the membership. But 
the future direction of the profession will be heavily influenced by some 
of the decisions being taken in North America and elsewhere on the 
direction of our education system, and the EEC is the vehicle 
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coordinating our input into those decisions. Another key recent initiative 
piloted by the EEC is the co-sponsorship of the exams of the CAS and 
the SOA. Also falling under this council’s jurisdiction is work on mutual 
recognition of credentials, which can aid Canadians practising elsewhere 
in the world, while also requiring appropriate vigilance in granting 
similar rights to those actuaries coming to Canada.  

The Practice Standards Council (PSC) 

Our standards are the responsibility of the PSC. It is charged with 
managing the various practice committees, ensuring that our standards 
are kept appropriate and up-to-date, and that due process is observed as 
standards are introduced or modified. 

The PSC, not the Board, formally adopts our standards. The practice 
committees develop the standards. However, there is enshrined in our 
Bylaws an appeal process to the elected Board, in case of disagreement 
by a sufficiently large part of our membership with a standard adopted by 
the PSC. 

The structure of the PSC, since it is appointed, is such that all practice 
areas are adequately represented. 

The Member Services Council (MSC) 

The MSC is charged with providing support to the membership. This 
includes public relations, internal and external communications, and 
other member services, basically ensuring that the Institute is doing what 
it should for the benefit of its current and future members. It is spear-
heading, for example, our current initiative in determining what the role 
of the actuary should be in the planning and financial analysis of the 
provision of health care in Canada, and how we as a profession should 
get there. Determining our messages in several key practice areas and 
getting them to the regulators (and the public) falls under the MSC. 

Relations Between the Councils and their Committees 

Each committee has a council member designated to perform the liaison 
role between committee and council.  

For further information on the structure of the CIA, visit the CIA website. 
From the Members Only page, you can get information on the Board and 
the councils, which includes the names of the members, information on the 
management of that entity, its current priorities, information on upcoming 
and past meetings, links to the various committees and task forces 
reporting to that entity, and its terms of reference.  
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APPENDIX C 

 

RESOURCES  

Director of Volunteer Initiatives: Nancy Yake 

Communications Representative: Daniel Pellerin 

Secretariat:  (613) 236-8196 

Executive Director:   Rick Neugebauer 
<rick.neugebauer@actuaries.ca> 

Publications Assistant:   Jean Levasseur (for posting items to CIA 
website) at <jean.levasseur@actuaries.ca> 
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APPENDIX D 

CONFLICT OF INTEREST GUIDELINES FOR COUNCILS, 
COMMITTEES AND TASK FORCES 

Introduction 

These guidelines are provided as guidance for members of all councils, 
committees and task forces of the Institute in the accomplishment of their 
duties. One of the objects of the Institute is to establish, promote and 
maintain high standards of competence and conduct within the actuarial 
profession. This imposes a duty on each member of a council, committee 
or task force to ensure that he or she is objective and acts in the best 
interest of the Institute at all times, and refrains from participating in the 
deliberations of a council, committee or task force on issues with respect 
to which he or she may be in a conflict of interest. These guidelines are 
not rules that result in sanctions if they are not followed. They are 
designed to assist members of councils, committees and task forces in 
determining whether or not they are or may be in such a situation. In such 
event, it is essential that the member disclose the situation to the council, 
committee or task force, which may result in him or her being asked not 
to participate in the deliberations of the council, committee or task force. 

These guidelines are also provided as guidance for members of councils, 
committees and task forces to ensure that their processes and 
deliberations are fair and impartial and that they are visibly so. This 
imposes a duty on members of councils, committees and task forces to 
ensure that they are objective and free of bias in matters under 
consideration. In doing so, the perspective of the inquirer and of 
interested third parties must also be considered. 

No set of guidelines can anticipate all possible circumstances that may 
arise, but they have been drafted in the hope that they will assist 
members of councils, committees and task forces in most instances in 
making a decision as to whether a situation involving a conflict of 
interest exists or may be perceived to exist. The guidelines can be 
expected to change over time as the Institute evolves. Therefore, each 
member of a council, committee or task force is encouraged to 
communicate with the President of the Institute or with the Institute’s 
legal counsel in case of doubt or if a situation arises that is not covered 
by the guidelines, but which perhaps ought to be. 

Ultimately, the responsibility belongs to each member of a council, 
committee or task force to ensure that the deliberations of those councils, 
committees or task forces remain above reproach. 
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Definitions 

In these guidelines, the expression “CCTF” refers to any council 
established pursuant to the Bylaws, or any committee or task force 
appointed pursuant to the Bylaws. 

In these guidelines, the expression “Inquirer” refers to any person who 
consults a CCTF, including a Member, Associate or regulator, regarding 
an “Inquiry”, which refers to a request for an interpretation of the 
Standards of Practice or the Rules of Professional Conduct of the 
Institute, an interpretation of accepted actuarial practice, consideration of 
an application to become a Member or Associate, or guidance in any 
other respect. 

GENERAL MATTERS 

Pecuniary Interest 

Guideline No. 1: No person should participate in the deliberations of 
a CCTF if the matter under consideration involves a contract, an 
appointment or any other commercial or profitable transaction in 
which that person, his or her firm or partnership, or any member of 
his or her immediate family has a material interest. A member of a 
CCTF who knows of any reason that would give rise to a reasonable 
belief that a member of such CCTF might be in such a situation, 
including himself or herself, must disclose such knowledge 
immediately to that CCTF. 

Professional Interest 

Guideline No. 2: No person should participate in the deliberations of 
a CCTF regarding matters which may affect the practice of that 
person or that of his or her firm or partnership, or the interests of one 
of his or her clients, in a manner that is personal and specific to that 
person, his or her firm or partnership or one of his or her clients and 
that is distinct from the manner in which that matter will affect the 
practice of all or of a group of Members or Associates and their 
firms or partnerships or the interests of all or of a group of members 
of the general public. A member of a CCTF who knows of any 
reason that would give rise to a reasonable belief that a member of 
such CCTF might be in such a situation, including himself or herself, 
must disclose such knowledge immediately to that CCTF. 
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Disciplinary Action Against a Member of a CCTF 

Guideline No. 3: No person should serve as Chairperson or Vice-
Chairperson of a CCTF if that person is currently charged with an 
Offence pursuant to Bylaws 20.04(1)(c) or 20.04(1)(d). Such person 
may, however, serve as Chairperson or Vice-Chairperson if and 
when the said charge is dismissed by a Disciplinary Tribunal and no 
notice of appeal has been filed within the specified delays for the 
filing of a notice of appeal, or the charge is dismissed by an Appeal 
Tribunal. 

Guideline No. 4: No person should serve as Chairperson or Vice-
Chairperson of a CCTF if that person has, within the last five years, 
admitted guilt and accepted a recommendation of sanction pursuant 
to Bylaw 20.05, or has been found guilty of an Offence by a 
Disciplinary Tribunal and no notice of appeal has been filed within 
the specified delays for the filing of a notice of appeal, or that person 
has been found guilty of an Offence by an Appeal Tribunal. 

INQUIRIES  

General 

Guideline No. 5: No person should participate in the deliberations of 
a CCTF with respect to an Inquiry where there are circumstances 
that would give rise to a reasonable belief that such person might be 
in a situation of conflict of interest or that would give rise to a 
reasonable belief that such person might be biased in any way, either 
in favour of or against the Inquirer, unless the Inquirer and a 
majority of the other members of the CCTF agree to the person’s 
participation. Situations include, for example: 

a) if the person or any member of his or her immediate family: 

i) is related to the Inquirer; 
ii)  is or has been within the last two years, a member of, or 

associated with, a firm or partnership to which the Inquirer 
belongs, or which was involved in the circumstances out of 
which the Inquiry arose; 

iii) is or has been within the last two years, engaged in any sort 
of commercial or profitable relationship with the Inquirer;  
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b)  if the person, his or her firm, or any member of his or her 
immediate family is a party to any action, proceedings or other 
sort of litigation involving a question similar to the one under 
consideration. 

A member of a CCTF who knows of any reason that would give 
rise to a reasonable belief that a member of a CCTF, including 
himself or herself, might be in a situation of conflict of interest 
or might be biased in any way, either in favour of or against the 
Inquirer, must disclose such knowledge immediately to that 
CCTF. 

Confidentiality 

Guideline No. 6: Meetings of CCTFs may be attended by any 
Member or Associate and by any other person invited to attend by 
the Chairperson of the CCTF. However, of its own initiative or upon 
request, a CCTF may, at its discretion, decide that all or part of a 
meeting be held in camera or that certain information obtained be 
treated as confidential. 

In such event, no member of a CCTF, including a member who did 
not participate in the deliberations of the CCTF in conformity with 
any of the other guidelines, shall disclose the deliberations of the 
CCTF that took place in camera or any confidential information 
obtained in connection with such a meeting, unless requested by a 
third party and authorized expressly by the Chairperson of the CCTF 
or required to do so by law or by order of a Disciplinary Tribunal or 
an Appeal Tribunal. 
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