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Be a part of Haliburton Highlands’  
vibrant community radio station!



WElCOME

Running a successful community radio station is a lot 
of work.  To help things run effectively and smoothly, 
CANOE FM currently has three standing committees.  
Periodically the Board will form ad hoc committees 
and then dissolve them as appropriate. The work of 
committees is integral to the operation and growth of 
the station. The current standing committees are:  Music 
Committee, Bylaw Committee and Programming 
Committee.

Standing committee mandates and terms of reference 
for committees are included in this handbook – as well 
as the duties, skills and requirements of a Committee 
Chairperson and Committee Member.  

The purpose of the Committee Chair is to provide 
leadership and direction to the committee, and 
communicate information to the Board at their monthly 
meetings. Committees make things happen!

StANdiNg COMMittEE CHAiRpERSON 

Duties 

•   Reviews the terms of reference and mandate of the 
committee as outlined by the Board

•   Recruits the appropriate number of committee 
members to carry out the mandate

•   Orients members to committee mandate and position 
in the organization

•   Calls committee meetings and develops agendas with 
the input of the members

•   Chairs committee meetings

•   Encourages members to participate 

•   Keeps discussion on topic by summarizing issues

•   If a tie of votes are cast on a decision arising from a 
question at the meeting, shall vote to break the tie.  

•   Guides the committee through its meetings to fulfill 
the committee’s purpose 

•   Recognizes each member’s contribution to the 
committee’s work

•   Delegates appropriate tasks to individual committee 
members

•   Knows employee member’s role on committees and 
makes sure they have an opportunity to be heard 
before recommendations are sent to the Board
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•   Plans and evaluates the committee’s work with the help 
of the members

•   Makes sure meeting minutes and other relevant 
information is recorded and filed

•   Reports the committee’s progress to the Board of 
Directors and the membership on a regular basis

•   Orients the new Committee Chairperson

Skills

•   Leadership ability to work with Committee members

•   Ability to identify the significance of issues as they arise

•   Ability to delegate

•   Good oral, listening and written communication skills

•   Impartial, objective, fair and approachable

•   Ability to respect confidences

Requirements   

•   Commitment to a two year term in office

•   Knowledge in one or more areas of Canoe FM: 
governance, program planning, strategic planning, and 
music mandates and regulations

•   Experience with committee involvement

StANdiNg COMMittEE MEMBER

Duties 

• Attends meetings of the standing committee

• Supports the work of the standing committee in 
order for the committee to achieve its aims within its 
particular mandate

• Assists in identifying and developing items and issues 
for inclusion in the Committee meeting agenda

• Contributes to the discussion and considers each 
matter referred to the Committee under its mandate.

• Recommends to the Committee Chairperson 
other potential members for appointments to the 
Committee, when required

Skills

• Willingness to devote the necessary time and effort

• Possession of good listening skills

• Ability to identify the significance of issues as they arise

• Ability to work as a member of a team
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• Good communication and interpersonal skills

• Impartiality, fairness and the ability to respect 
confidences

• Ability to think creatively

Requirements   

• Commitment to a minimum two year term on the 
committee

• Commitment to the work of Canoe FM 

• Knowledge in one or more areas of Canoe FM 
governance, program planning, strategic planning, and 
music mandates and regulations

• Ability to develop a positive and professional 
relationship with members of the Committee and 
Canoe FM officers and employees

• Willingness to engage in personal development related 
to the mandate of the Committee

Reports To: 

Chairperson of Standing Committee

StANdiNg COMMittEES ANd tHEiR 
MANdAtES

Music Committee

The primary mandate of the Music Committee is to 
ensure that the Corporation is in compliance with 
applicable regulations and will include the following:

•   Maintain up-to-date and accurate records (music log 
books)

•   Maintain Can-Con and daily playlist 

•   Update and organize the Music Library

•   Collaborates with the Program Committee to ensure 
programming is coherent and in alignment with the 
CRTC requirements 

The Music Committee will communicate with the 
volunteers through the Station Manager’s newsletter and 
other means.

Bylaw Committee

The primary mandate of the Committee is to:

•   Review and update the by-laws of the Corporation, the 
Policies and Procedures Manual and the composition 
and Terms of Reference of the existing committees of 
the Board.  
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•   Ensure that the by-laws and any proposed changes are 
in accordance with all regulatory agencies as required.

Programming Committee

•   Reviews the programming schedule and maintains 
alignment with the Strategic Plan.

•   Solicits program proposals, reviews program proposals 
for suitability and recommends programming 
enhancements for existing programs.

• Annually reviews each program for renewal.

•   Searches available sources for possible ‘shared’ 
programs suitable to our demographic and mission 
statement.

•   Reviews program placements in the schedule and 
assumes responsibility for designing and maintaining a 
coherent weekly schedule of programming, subject to 
approval by the Board.

•   Considers community input, CRTC requirements and 
revenue when making programming decisions.

•   Reviews demo programs of all prospective on air hosts 
and collaborates with the Station Manager in the 
selection, training and placement of on air hosts.

•   Collaborates with the Music Committee to ensure 
programming is coherent and in alignment with 
CRTC requirements.

•   Develops and reviews annually a programming policy 
to be presented to the Board for its consideration.

SpECiAl COMMittEES OF tHE BOARd

Strategic Planning Committee

The Strategic Planning Committee formulates the 
strategic direction of the station in three year increments.  

Nominating Committee

The Nominating Committee’s mandate is to seek, identify 
and recruit qualified individuals to stand for election by 
Directors.

tERMS OF REFERENCE FOR COMMittEES At 
CANOE FM

The terms of reference for all three standing committees 
are the same.

1. Standing Committees of the Board of Directors shall 
consist of up to six members – appointed by the board.  
The members shall include:



•   At least one Director of the Corporation, excluding the 
President

•   Two members of the Corporation

•   One community representative (may also be a member 
of the corporation)

•   The Station Manager (by invitation)

•   The President (ex officio)

2.  The board shall appoint a Chair of each committee 
from the membership at the first regular meeting of the 
board following the AGM.  The Chair may serve at the 
pleasure of the Board for a maximum of two consecutive 
two year terms, unless the Board deems that there are 
exceptional circumstances.

3.  The Board shall appoint committee members from the 
general membership (or community) on recommendation 
of the Chair at the regular meeting of the Board following 
the appointment of the Chair.  A committee member may 
serve at the pleasure of the board for a maximum of two 
consecutive two year terms unless the Board deems that 
there are exceptional circumstances.

4.  A minimum of one sitting member will be replaced 
following the Annual General Meeting each November.  
This shall be the sitting member of the committee who 
has served the longest.  Should more than one member 
have the same length of service, the Board shall replace 
one member at its discretion.

5. All decisions made at scheduled meetings shall require 
approval by a majority of members present.  A quorum 
shall consist of a majority of the committee membership. 
The Chair will not participate in voting unless a tied 
vote occurs.   In the event of a tied vote, the Chair shall 
exercise the deciding vote.  Emailed votes shall require a 
majority of all members of the committee.

Any and all substantial changes contemplated shall 
be presented to the Board for its approval prior to 
implementation and subsequently presented to the 
members at the next AGM for their ratification.

6.  Committees shall hold a minimum of ten regularly 
scheduled meetings per annum.

7. Any individual who misses three consecutive scheduled 
meetings, or a total of five meetings in a year shall 
withdraw as a committee member and be replaced by 
decision of the Board on recommendation of the Chair.
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HOW tO BECOME A COMMittEE MEMBER:

Members of the Board of Directors approach CANOE 
FM volunteers who have skills, interests and experiences 
that would contribute to the success of a committee and 
invite them to join.  All committee members, therefore, 
have been through the volunteer process and are currently 
volunteering at the station.  

iF yOu WOuld likE tO BECOME A 
vOluNtEER, HERE’S HOW yOu dO it:

1.  Attend Training Session #1: Volunteer Orientation

Volunteer Orientation is held at the station on the first 
Monday of each month, starting at 4:30 and ending at 
5:30.

You will receive an introduction to the station, have your 
questions answered, and receive a Welcome Kit that 
contains our Orientation Manual, an application form, 
and reference forms. 

2.  Complete forms and bring them into the station.

After your application and references have been processed, 
you will be contacted to set up a time to attend the 
Policies and Procedures Orientation.  

3.  Attend Training Session #2: CANOE FM’s Policies 
and Procedures Orientation.

While at this session, you will sign that you acknowledge 
and understand CANOE FM’s Policies and Procedures.  
At this time, you will schedule your training sessions.   
This is where the real fun begins!

4.  Complete required hours of training. 

  



We look forward to hearing from you and welcoming 
you as a Committee Member Volunteer at 100.9 

CANOE FM, ‘The Voice of Haliburton Highlands’!

CONtACt uS

The CANOE FM studios are located at 739 Mountain 
Street in Haliburton, Ontario.  

Telephone  
705-457-1009 

Fax  
705-457-9522

Mailing Address 
PO Box 1125  
Haliburton, ON  K0M 1S0

Email  
canoefm@bellnet.ca

Website 
www.canoefm.com
 

Canoe FM, as a not for profit,  
volunteer based community radio station,  
is the Voice of the Haliburton Highlands.  

Our mission is to provide balanced  
programming, including entertainment  

and vital information. We strive to  
showcase local talent and meet community needs.  

Canoe FM will remain a strong partner in the 
development of our community.


