
 

 
 

 

North Renfrew Family 
Services Inc. 

 

 

 

 

 

 

 

 

 

CONSTITUTION 

 
Revision 2021 April 27 

Previous Versions of the Constitution  

were approved on 2008 April 29 and  
on 2010 April 20 

 
 

 
 

   

 
  



 

 

 
1.0 NAME AND INCORPORATION 
 

The name of this organization shall be the North Renfrew Family Services Incorporated  
(NRFS). Incorporation took place under the Ontario Corporations Act on September 9 
1975 as described in  the Letters Patent, a copy of which provided  in Appendix I. 
 

 

2.0 OBJECTIVE 
 

The objective of this organization is to: 
 
2.1 provide a professionally trained guidance and counselling service to families not 

entitled to such services provided under the Child Welfare Act and administered 
by the Family & Children’s Services of Renfrew County.  

 
2.2                              provide referral information to other existing agencies when warranted. 
 
2.3 provide a standard of professional social services as prescribed by the Board of 

Directors. 
 
 

3.0     MISSION STATEMENT 
 

To provide a counselling and referral service for all persons of North Renfrew seeking 
help.  To assist the community to respond to the changing social needs.  

  
 

3.0 SERVICE PHILOSOPHY 
 

3.1 To respond as quickly as possible to crises and to those in need, recognizing the 
courage needed to ask for help. 

 
3.2                        To treat each individual with dignity and respect. 
 
3.3           To build on each individual’s strengths, encourage self-worth and independence. 

 

4.0 BOARD OF DIRECTORS 
 

4.1 The management and administration of the affairs of this organization shall be by 
a Board of Directors composed of no fewer than seven members elected at an 
Annual General Meeting to be held before April 30th   The agenda for the Annual 
General Meeting is provided in Appendix II. The Board of Directors shall comprise 
of a Chair, Vice-Chair, Secretary and Treasurer, and no fewer than three other 
members.  

 



 

4.2 A member of the Board of Directors who has served four consecutive years must 
stand for re-nomination. If resigning, that member is encouraged to find a 
replacement. 

  
4.3 The Chair of the Board of Directors who has served two consecutive years must 

stand for re-nomination. If resigning, that member is encouraged to find a 
replacement. 

 
4.4 The Board of Directors shall fill any vacancy in the Board of Directors until the next 

annual meeting of the members. 
 
 

5.0 DUTIES OF BOARD OF DIRECTORS 
 

5.1 The Board of Directors, before the thirty-first day of October each year and 
otherwise upon request, shall prepare a budget, for the following year. 

 
5.2 The Board of Directors shall produce financial statements at the end of each fiscal 

year, and otherwise upon request, in a form required by the government and/or 
funding agencies. 

 
5.3 The Board of Directors shall ensure that all requirements for funding sources be 

fulfilled. 
 
5.4 All volunteers, the Executive Director and all personnel employed by NRFS Inc. 

shall be subject to the decision of the Board of Directors, in all matters pertaining 
to the work of NRFS.  They shall be governed by and answerable only to the Board 
of Directors in all matters pertaining to the operation and welfare of NRFS. 

 
 

6.0    DUTIES OF OFFICERS OF THE BOARD OF DIRECTORS 
 
                                            6.1                     CHAIR 

 
To preside at all meetings of the Board of Directors and any general. A job 
description for the Chair is  given in Appendix III 

 
 
 

 



 

 6.2  VICE-CHAIR 
 
 To take-over all the duties of the Chair in case of his/her unavailability, and to assist 

the Chair in completing his/her duties.  A job description for the Vice-Chair is  given 
in Appendix III. 

 
 
 
6.3     TREASURER   
 

To prepare a Monthly Financial Statement and an Annual Financial Statement to be 
submitted to the Board of Directors at a meeting prior to the Annual General Meeting.   
A job description for the Treasurer is  given in Appendix III. 
  

 
6.4      SECRETARY    
 

To give notice of all meetings, take minutes at the Board meetings and to keep 
records of Board Meeting Minutes.  A job description for the Secretary is  given in 
Appendix III. 
 
 
 

7.0 MEETINGS 
 

7.1    GENERAL MEETINGS 
 
 There shall be an Annual General Meeting held before April 30 each year, at such 

time and place as the Board of Directors shall determine, for the purpose of electing 
the executive officers and receiving reports and transacting any business presented 
to it.  Additional general meetings may be held on call of the Board of Directors, and 
must be called upon written petition made to the Board of Directors.  

 Prior notice shall be sent to each member of the Board of Directors at least two 
weeks in advance of any general meeting and notice of the Annual General Meeting 
shall be published in the North Renfrew Times, at least one week in advance of the 
Annual General Meeting.  

 
7.2     BOARD OF DIRECTOR’S MEETINGS  
 

At least six meetings of the Board of Directors shall be held each year to review the 
operations and policies of NRFS.  Each member of the Board of Directors shall be 
notified in advance of the meeting.  Additional meetings may be called as required 
throughout the year. 

 
 
 

7.3  QUORUMS 
 

7.3.1 Four directors shall constitute a quorum for a Board of Director’s meeting 
and for any general meeting.    



 

 
7.3.2 Members of the Board shall attend at least 60 percent of all Board meetings 

or be asked to resign. 
 
 

 
8.0 AMENDMENTS 

 
 

8.1 This constitution and by-laws may be enlarged, amended or repeated in all or in 
part by a majority vote at any general meeting. 

 
8.2 Proposed changes shall have first been submitted to the Board of Directors for 

recommendation. 
 
8.3     Notice of changes to the constitution together with the time and place of the  Annual 

General Meeting shall be given full newspaper publicity at least a week  before the 
Annual General Meeting. 
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LETTERS PATENT 

 

 
  



 

  
 



 

 



 

  
 



 

 



 

 APPENDIX II 
 

BY-LAWS 
 

 
 
1. AGENDA FOR ANNUAL GENERAL MEETING 
 

1.1  Reading the 
1.1.1  Minutes of the previous meeting and approval 
1.1.2  Business arising from the minutes. 
1.1.3  Report of the Board of Directors including the audited financial statement 
1.1.4  Report of the Executive Director 
1.1.5  Report of the Chair of the Board of Directors 

1.2  New Business (which may include changes to the Constitution) 
1.3  Election of the Board of Directors 
 

 
 
2. CONFIDENTIALITY 
 

2.1  Every member of the Board of Directors, every employee and every volunteer shall 
respect the confidentiality of matters pertaining to NFRS keeping in mind that 
unauthorized statements could adversely affect the interests of NRFS. Members 
of the Board of Directors are required to sign a non-disclosure agreement which is 
provided in The Policy and Procedures (Appendix IV)  

 
2.2 The Board of Directors shall give authority to one or more members of the Board 

of Directors to make statements to the media or public about matters brought 
before the Board of Directors. 

 
 
 
3. CONFLICT OF INTEREST 

 
Every member of the Board of Directors who has or thinks he/she has, in any way, a 
Conflict of Interest with respect to matters before the Board of Directors shall disclose the 
nature and extent of that conflict at that meeting of the Board of Directors. 

  



 

APPENDIX III 
 

JOB DESCRIPTIONS FOR THE BOARD OF DIRECTOR OFFICERS 
 

JOB DESCRIPTION OF THE CHAIR OF THE BOARD OF DIRECTORS OF NRFS 

1. Presides over all meetings of the Board of Directors.  
2. Calls regular and special meetings, as required 
3. Be an ex-officio member on all committees.  
4. Ensures an agenda is issued well prior to the meetings (In consultation with Executive Director and 

Secretary, and Office Manager, provides input for agenda) 
5. Holds at least 6 meetings during the year 
6. Ensures that an Annual General Meeting (AGM) will be held  before the end of April  

• provides Chair’s report for AGM 
7. The Chair, after having served for 2 years must stand for re-nomination. If resigning, the Chair is 

encouraged to find a replacement  
8. Delegates tasks and issues to the Executive Director, Office Manager, Committee Chairs or Board 

Members for resolution 

• staff concerns will be dealt with by the Staff Relations Committee, Finance issues by Finance 
Committee 

• ensures that all board members are involved in committee activities 
9. Serves as the contact point for Board Members on board issues.  
10. Sets goals and objectives for the Board and ensures that they are met. 
11. Serves, along with the Executive Director, as the public figure for NRFS (attending fundraisers, media 

commitments etc.)  
 

JOB DESCRIPTION OF THE VICE CHAIR OF THE BOARD OF DIRECTORS OF NRFS 

1. In the absence or disability of the Chair, performs the duties and exercises the powers of the Chair 
2. Performs  from time to time other duties as imposed upon him/her by the Chair. 
3. In the event of the Chair’s death, resignation, total disability or removal, the Vice-Chair shall become 

Acting Chair and shall perform all duties of the Chair for the remainder of the term. At that point, the 
position of the Vice-Chair will be filled from the ranks of the Board of Directors. 

 

JOB DESCRIPTION OF THE PAST-CHAIR OF THE BOARD OF DIRECTORS OF NRFS 
 

Acts as an advisor to the Board of Directors and performs such duties as may, from time to time, be 
required of him/her by the Board of Directors. 

 
JOB DESCRIPTION OF THE SECRETARY OF THE BOARD OF DIRECTORS OF NRFS 
 
1. Is the designated recorder of all meetings of the Board of Directors. 
2. Attends all meetings of the Board of Directors and ensures that all facts, motions, and actions are 

recorded in minutes and are forwarded to the Office Manager for filing in the NRFS office and/or on a 
secure electronic platform . If the secretary is unable to attend meetings, she/he will ensure a 
designate will fulfill her/his duties in his/her absence. 

3. Ensures the minutes of meetings are distributed to the Board of Directors and staff in a timely manner 
after the meeting, so that actions can be carried out promptly. 

4. Ensures all relevant documents pertaining to the next meeting, including the minutes of the last 
meeting, are sent out to the Board of Directors and staff with sufficient time for them to examine 
before the next meeting. 

5. Assists the Chair in compiling the agenda for meetings.  Offers to sit on other committees as required. 
6. Performs such other duties as may from time to time be determined by the Board of Directors. 
 



 

 
JOB DESCRIPTION OF THE TREASURER OF THE BOARD OF DIRECTORS OF NRFS 
 

1. Has custody of all funds of the organization and pays out the same upon direction of the Board of 
Directors.   Activities performed as part of this requirement:  

• be one of the cheque signing authorities which requires the review of backup information to 
ensure expenditures are reasonable as well as confirming cheque accuracy before signing.  

•  reviews the NRFS Ledger on a monthly basis for revenue and expenses and prepares a 
monthly report.  This report is presented to the Board of Directors at each monthly meeting for 
review and discussion and also tracks revenue and expenses on a year to date basis.  

•  reviews the Emergency Account and prepare a synopsis for the Board of Directors. 
2. Assists the volunteer accountant in preparing an Annual Financial Statement (“statement of 

accounts”) that is part of the Annual Report presented at the Annual General Meeting (AGM).  This 
Statement is to be reviewed and approved by the Board of Directors prior to the AGM.   

3. As per NRFS Policy & Procedures'  “Investment Statement” arranges and monitors low risk 
investments with a high rate of liquidity of NRFS contingency funds. 

4. As per NRFS Policy & Procedures', “Budget Preparations”, leads the Budget/Salary Review 
Committee in preparing an annual budget for review by the NRFS Board of Directors at the 
November Monthly Meeting.  Included in the budget preparation is an updating of the annual salary 
scales. 

5. Contributes financial/budgetary information to other proposals and NRFS activities as required. 
6. Supports the Office Manager and accountant as required. 
7. Update the cheque signing authority as required.  

 
 
In the past, the treasurer has assisted the Executive Director in preparing the United Way proposal, and 
maintained the Ontario Corporation Profile report (see https://www.ontario.ca/page/form-initial-return-
notice-change-making-changes-corporate-information).  This profile report must be updated annually to 
reflect any changes to the Board of Directors.   
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POLICY AND 

PROCEDURE MANUAL 

 
Revision 2021 April 27 

 
 Previous Versions of the Policy and Procedures Manual were 

approved by NRFS Board on  2010 March 9 and on 2013 June 18. 

 
 

 


