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Jerry Forbes Centre Foundation 
 
BOARD of DIRECTORS 

May 2014 
 

Terms of Reference 
 
 

I. PURPOSE 

The Jerry Forbes Centre Foundation Board of Directors provides leadership and overall 

strategic direction for the Jerry Forbes Centre.  As a governance board its primary 
responsibility is the oversight and approval of the work of the committees involved in 

implementation of the vision, mission, values, policies and goals of the Jerry Forbes 
Centre.   

 

II. DUTIES AND RESPONSIBILITIES 
 

1. The Jerry Forbes Centre Foundation Board of Directors primary role is to develop 

policies that provide overall direction for the Jerry Forbes Centre.  This includes: 
 

a) Establish the Jerry Forbes Centre’s vision, mission and direction; 
b) Keeping the vision, mission and values up-to-date and ensure these are 

communicated to the Jerry Forbes Centre board committees, volunteers, staff; 

c) Conduct regular evaluations on how effectively the organization is achieving its 
mission; 

d) Undertake strategic planning to ensure that the Jerry Forbes Centre is headed in 
the appropriate direction and that the Jerry Forbes Centre Board of Directors has 

the resources needed to reach its goals; 

 
2. To provide oversight in the development of  the Jerry Forbes Centre to the following 

committees and to ensure they operate within their Terms of Reference approved by 
this Board: 

1) Governance 

2) Capital Campaign 
3) Marketing & Communications 

4) Finance 

5) Centre Policy and Management 
6) Design and Construction 

 
3. To support, encourage and liaise with all capital campaign activities and promotions; 

 

4. To ensure Committees operate within the terms of reference as approved by the Board; 
 

5. To recommend additional expertise as members or advisors to the Board as needed; 
 

6. To strike such further sub-committees as it deems appropriate. 

 
III.  COMPOSITION 

 

The Board shall be made up of one representative appointed by the Board of Santas 
Anonymous, one representative appointed by the Board of the Christmas Bureau of 

Edmonton and from 3 to 7 additional members as elected by the members at the 
annual general meeting.  Board members serve 3 years terms and may be re-elected 

for 2 additional terms.   
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The Jerry Forbes Centre, Executive Director and Capital Campaign leading staff will 

generally be in attendance at the meetings of the Committee in an ex-officio role and 
will provide consultation and advice. 

 

 
IV. MEETINGS 

 
The Board will meet as required throughout the Jerry Forbes Centre campaign.  

Individual members will be expected to join the Executive Director and/or Capital 

Campaign staff at select donor prospect cultivation and solicitation meetings.  Annual 
time commitment will vary from member to member.  

 

The Board is required to meet annually immediately following their election by the 
Members at the Annual General Meeting. 

 
 

V. BUDGET 

 
The Board will work with the Executive Director and Treasurer to create and approve a 

budget for the Jerry Forbes Centre Foundation. 
 

 

VI. BOARD EVALUATION 
 

An evaluation of the Jerry Forbes Centre Board of Directors will be conducted by the 

Board from time-to-time as the Board determines necessary. 

 
 

VII. BENEFITS of SERVING on the BOARD 

 
 Contribute to the development of a community driven multi-tenant facility 

 Develop and share skills and knowledge with Board and Committee colleagues 
 Develop and strengthen relationships with diverse community organizations  

 As a volunteer, participate in events and activities in the Centre and it’s outreach  
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Jerry Forbes Centre Foundation 
 
Governance Committee 

April 2015 
 

Terms of Reference 

 
I. PURPOSE 

 

The Governance Committee is responsible for advising the Board of Directors in effective 

governance processes and developing and recommending appropriate governance policies. 
The Governance Committee is responsible for advising the Board of Directors on strategic 

issues and developing and recommending appropriate strategic plans. 
 

II. DUTIES AND RESPONSIBILITIES 

 
a) Review board governance structure, identifying gaps and recommending changes and 

improvements to the Board of Directors. 
 

b) Conduct periodic assessments of the effectiveness of the Board of Directors and 

recommend opportunities for improvement to the Board of Directors. 
 

c) Review board governance policies on a regular basis, identifying gaps and recommending 
changes and improvements to the Board of Directors. 

 

d) Review policies with respect to conflict of interest and ethical requirements for directors 
and Executive Director, identifying gaps and recommending changes and improvements 

to the Board of Directors, and overseeing administration of such policies. 
  

e) Review policies with respect to the conduct and ethics of employees and volunteers and 

the resolution of complaints, identifying gaps and recommending changes and 
improvements to the Board of Directors, and oversee administration of such policies. 

 
f) Oversee ethical and legal issues on behalf of the Board of Directors.  

 

g) Review policies relating to ethical fundraising, identifying gaps and recommending 
changes and improvements to the Board of Directors. 

 
h) Develop and recommend strategic plans for consideration by the Board of Directors.   

 

i) Receive from the Board of Directors and, or Executive Director, directions for review and 
recommendation of specific strategic initiatives and, or questions, including but not limited 

to; financial stewardship, strategic alignments, and fulfilling of general mandate and 
mission. 

 

j) With the Board of Directors, ensure that appropriate developmental opportunities are 
available for Directors and Executive Director, including orientation and ongoing 

development activities. 
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GOALS for 2015: 

 
a) Review  proposed purchase of facility and oversee due-diligence work 

 

b) Develop and Recommend to the Board approval of: 
i. Board Governance Manual (Governance and Policy) 

ii. Strategic Plan and policy for review and revisions 
iii. Operations Plan including the proposed operations cost calculations for use in 

calculating lese rates for tenants 

 
c) Review and approve operational policies as requested by various committees for items 

related to governance, design and costing 
 

d) Research and develop templates for “Intent to Lease” and “Lease” documents to move 

forward with Founding partners and others tenants that fit the Centre’s vision; 
 

e) Research and recommend a policy for funding Tenant Improvements including options 
for amortizing costs for such should a tenant prospect require this option; as well 

approve the rules and regulations for Tenant Improvements; 

f) Develop a policy for calculation of operations costs for communicating to all potential 
tenants for their lease calculations. 

 
III. COMPOSITION 

Chairperson of this committee should be a Director on the Board; 2 to 4 additional 

members may be added;   
   

IV. MEETINGS 
 

The committee will meet on an ad-hoc basis as required  

 
V. BUDGET 

 
The Committee will work with the Executive Director to create and approve a budget for 

the Committee if one is required. 

 
VI. EVALUATION 

 
An evaluation of the committee will be conducted by the Board from time-to-time as the 

Board determines necessary. 

 
VII. BENEFITS of SERVING on the GOVERNANCE COMMITTEE 

 
 Contribute to the strategic development of a community driven multi-tenant facility 

 Develop and share skills and knowledge with Board and Committee colleagues 

 Develop and strengthen relationships with diverse community organizations  
 As a volunteer, participate in events and activities in the Centre and it’s outreach  
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Jerry Forbes Centre Foundation 
 
Finance Committee 

May 2014 
 

Terms of Reference 

 
I. PURPOSE 

 

The Finance Committee is a standing committee reporting to the Board of Directors.  The 

Committee's mandate is to manage the Financial Operations of the Jerry Forbes Centre 
Foundation. (the Foundation). 

 
II. DUTIES AND RESPONSIBILITIES 

 

1. Develop, in consultation with the Executive Director and other Committee Chairpersons, 
the annual operating budget of the Foundation.  The bulk of the preparation should be 

completed by April 30 of each year and be finalized by August for presentation to the 

Board's meeting in September for approval for the fiscal year ending August 31. 
 

2. Work with the Executive Director, on a regular basis, to ensure that regular financial 
reports are prepared for presentation to the Board at its regular meetings. 

 

3. Assist the Executive Director with preparation for the audit of the Foundation’s annual 
financial statements. 

 
4. Develop investment strategy and recommend, to the Board, placement of surplus funds 

in an endowment in low risk, high yield instruments.  Follow up Board approval by 

initiating investment of surplus funds. 

 
5. Develop, with the assistance of the Executive Director, a "Collection Policy" to receive 

and deposit in the Foundation’s bank account, all donations received. 

 
6. Develop a capital reserve plan to ensure the financial sustainability of the Centre when 

major facility maintenance occurs. 

 
7. Ensure that the Executive Director prepares and files with Revenue Canada, Registered 

Charity Information Return (T3010) within 6 months of the Foundation’s fiscal year end 

(August 31). 

 
 

III. COMPOSITION 
 

Chair of the committee shall be the Treasurer of the Board; additionally up to 2 to 4 more 

members may be added as expertise is needed for such things as costing of leases, 
endowment considerations and planning for capital reserve. 

 
IV. MEETINGS 

 

The committee will meet on an ad-hoc basis as required throughout the Jerry Forbes 
Centre capital campaign and annually to assist in preparation for the annual general 

meeting.   
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V. BUDGET 

 
The Committee will work with the Executive Director to create a budget for the 

Committee if one is required. 

 
VI. COMMITTEE EVALUATION 

 
An evaluation of the committee will be conducted by the Board from time-to-time as the 

Board determines necessary. 

 
 

VII. BENEFITS of SERVING on the FINANCE COMMITTEE 
 

 Contribute to the strategic development of a community driven multi-tenant facility 
 Develop and share skills and knowledge with Board and Committee colleagues 

 Develop and strengthen relationships with diverse community organizations  

 As a volunteer, participate in events and activities in the Centre and it’s outreach  
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Jerry Forbes Centre Foundation 
 
Centre Operations and Management 

Committee 

April 2015 
 

Terms of Reference 

I. PURPOSE 

a) The Centre Operations and Management Committee (“the Committee”) is directed 

by the Board of the Jerry Forbes Centre Foundation.  This Committee is to draft 
and recommend to the Board, appropriate policies relating to the Jerry Forbes 

Centre’s (“the Centre”) current and future operations.   

(This would include, but is not limited to policies for: tenancy, leases and rates 

charged, human resources, property management, lease-hold improvements, and 

common-space usage). 

II. DUTIES and RESPONSIBILITIES 

a) To ensure that the vision for the Jerry Forbes Centre for Community Spirit is clearly 
understood and implemented through defined process implementing  documented 

policy and governance; to be the curator of the Centre’s Business Operations Plan 

and the Operations Manual; 

b) To develop and recommend to the Board, policies related to partners, lessees or 

licensees that shall share the space in the Jerry Forbes Centre for Community 
Spirit in terms of the warehouse, office and/or storage space;  

c) To receive from the Board and other sub-committees, directions for review, 

research and recommendation of specific strategic initiatives or questions, 
including but not limited to; partnerships, financial stewardship, strategic 

alignments, and fulfilling of general mandate and mission of the Jerry Forbes 
Centre; 

COMMITTEE GOALS FOR 2015:   

a) Adopt a policy for ethical practices for the Jerry Forbes Centre Foundation; 

b) Develop a clear policy and process for qualifying organizations for tenancy in the 

Centre based on selection criteria; make recommendations to the Board; 

c) Enable staff to move minimum of 10 additional qualified tenants forward as soon 

as possible in 2015 as detailed by the process.  Assist staff with communications 

to either continue data gathering or decline their interest in tenancy; 

d) Research and develop templates for “Intent to Lease” and “Lease” documents 

Make recommendation to the Governance Committee; 

e) Recommend policy for operations use and fees for shared space and services as 

developed  and make recommendation to Governance Committee; (could be staff, 

equipment or services within the Centre); 

f) Set new policy goals of this committee as priorities arise;                                                                                                                                                                                                
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III. COMPOSITION 

a) This committee shall have at least 5 members recruited from the community with 
expertise and knowledge in the non-profit sector and/or experience in tenant 

relations, property management and risk management. 

b) The Chair and Co-Chair of the Committee shall be nominated by the members for 
approval by the Board.  Membership is reviewed annually.  

  

IV. BUDGET 

The Jerry Forbes Centre will reimburse expenses incurred by committee members for 

travel and/or administration costs when receipts are submitted for such expenses within 
the limitations of approved budgets. 

 

V. EVALUATION 

 

An evaluation of the committee will be conducted by the Board from time-to-time as the 
Board determines necessary. 

 

VI. BENEFITS of SERVING ON THE COMMITTEE 

 Contribute to the development of a community driven multi-tenant facility 

 Develop and share skills and knowledge with committee colleagues 
 Develop and strengthen relationships with diverse organizations in the                                

community 
 As a volunteer, participate in events and activities in the Centre and it’s outreach  
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