CONSTITUTION OF THE

NORTHUMBERLAND ORCHESTRA SOCIETY

(Amended June 2002)

ARTICLE ONE: DEFINITIONS

The Constitution of the Northumberland Orchestra Society is the basic charter of the Society, guaranteeing rights and powers to its members. 

The By-laws of the Society contain the policies, rules and guidelines used to conduct the affairs of the Society, which includes the Northumberland Symphony Orchestra, the Northumberland Philharmonic Choir and the Northumberland Youth Ensemble.

ARTICLE TWO: NAME

The name of the organization shall be “THE NORTHUMBERLAND ORCHESTRA SOCIETY,” hereinafter referred to as the “Society.” It shall be a legally incorporated not-for-profit organization.

ARTICLE THREE: PURPOSE AND LIMITATIONS

The purpose of the Society shall be to promote interest in and performance of orchestral and choral music and their variations, and the musical development of orchestral and choral musicians.

The Society shall be non-profit, non-partisan and non-sectarian in its purposes and activities.

ARTICLE FOUR: MEMBERSHIP AND VOTING PRIVILEGES

Membership in the Society shall be open to any interested person. Categories of membership and membership fees relative to each category may be established by the Society and shall be as prescribed in the By-laws. Voting privileges as set out in the By-laws shall be accorded to all members.

ARTICLE FIVE: OFFICERS

The Officers of the Society shall be the President, Vice-President, Secretary, Treasurer, and Immediate Past President. All Officers shall be members of the Society and shall serve a term of office as prescribed by the By-laws.

ARTICLE SIX: DIRECTORS

The affairs of the Society shall be managed by a Board of Directors which shall take action on recommendations from the Executive Committee.

ARTICLE SEVEN: EXECUTIVE COMMITTEE

There shall be an Executive Committee consisting of elected Officers of the Society who shall be charged with conducting all matters of business and the continuous affairs of the Society.

ARTICLE EIGHT: CONSTITUTION AND BY-LAWS

The Constitution and By-laws of the Society shall provide the guidelines, policy and procedures for the Society and shall be adhered to by the Board of Directors.

Amendments, deletions or additions to the Constitution and/or By-laws shall require a two-thirds (2/3) majority vote by the members present at the annual general meeting or such special meeting as may be called to consider the matter. Proposed amendments, deletions or additions to the Constitution and/or By-laws must be presented in writing to the members at least thirty (30) days prior to the vote.

Conditional By-laws are not permitted nor shall any By-law be established or amended unless it is in accordance with the Constitution of the Society. 

Should there be any questions as to the interpretation of the Constitution and/or By-laws, the interpretation as determined by the Board of Directors shall be final.

ARTICLE NINE: COMMITTEES

There shall be standing and ad hoc committees appointed to fulfill the functions of the Society. The duties of the standing committees shall be described in the By-laws. Every standing committee shall be chaired by a member of the Board of Directors.

ARTICLE TEN: MEETINGS

There shall be an Annual General Meeting of the members in accordance with the procedures set out in the By-laws. The Board of Directors shall meet at regular intervals as prescribed in the By-laws. Meetings of the members and meetings of the Board of Directors may be either regular or special. Regular and special meetings differ in the notice required and in the subjects that may be voted on, as prescribed in the By-laws.

ARTICLE ELEVEN: FINANCES

The financial affairs of the Society shall be overseen by the Board of Directors. The Directors and the Officers shall keep such records and do such things as are consistent with good business practices and in accordance with the By-laws.

BY-LAWS OF THE NORTHUMBERLAND ORCHESTRA SOCIETY

BY-LAW ONE

The Corporation shall encompass the Northumberland Symphony Orchestra, the Northumberland Philharmonic Choir and the Northumberland Youth Ensemble and any other performance or related endeavour, artistic and/or educational, as the Board of Directors may from time to time determine; shall be non-profit, non-partisan and non-sectarian in its purposes and activities; and shall hereinafter be referred to as the “Society.”

BY-LAW TWO: OFFICE AND EMPLOYEES

2.1
The Society shall maintain its Head Office in the County of Northumberland and at such place therein as the Board of Directors may from time to time determine.

2.2
The Society may from time to time employ professional and support staff such as a General Manager and/or Administrative Manager to accomplish its purposes and may enter into such contractual agreements with this staff as may be deemed necessary. 

2.3
Duties of Administrative Manager – the Administration Manager shall perform such duties as set out in Schedule A of these by-laws.  Where such duties also vest with any Officer or Director, the Officer or Director may delegate those duties to the Administrative Manager while maintaining responsibility for same on an oversight basis.
4.62.4
Duties of General Manager – The General Manager shall have general supervision of the affairs of the Society, shall have such powers and duties as are set out in the latest statement of powers and duties that has been approved by the Board from time to time and such further duties as the Board or the President may prescribe. These shall include the following: The General Manager shall be responsible for compliance by the Society with all provisions of the Corporations Act and any other applicable laws relating to the entry in record books of minutes of the proceedings at such meetings, the keeping of corporate documents and registers of members and Directors and the filing of all required information returns in respect thereof, and shall be responsible for the safe custody of all books, papers, records and documents of the Society except those in respect of which some other Officer or agent has been appointed by the Board for that purpose.

BY-LAW THREE: MEMBERSHIP AND VOTING PRIVILEGES

There shall be three classes of membership in the Society, namely: Members, Performing Members and Honorary Members. 

3.1
Membership shall be open to any interested person or firm. Members shall pay annual membership dues, the amount of which shall be set from time to time by the Board of Directors of the Society and members may receive any benefits as may be determined from time to time at the discretion of the Board of Directors. 

3.2
Performing members shall include the conductor and members of the Symphony Orchestra, the Philharmonic Choir, the Youth Ensemble and members of any other performance or endeavour as set out in By-law One.

3.3
Honorary members shall be those who, in the opinion of the Board of Directors, would contribute to the prestige and the welfare of the Society.

3.4
The membership year shall be September 1 to August 31 in each year.

3.5
Each member shall be entitled to one vote on each question arising at the annual general meeting or any special meeting of the members. Only the individual in whose name the membership is registered shall be entitled to vote. Only one individual designated by a member firm shall be entitled to vote. Only currently paid-up members shall be entitled to vote and a member must be present at a meeting in order to vote. A member may resign at any time by submitting a resignation in writing, but no refund of fees shall 
be made.
BY-LAW FOUR: OFFICERS

4.1
General – At the meeting of the Board of Directors to be held immediately following the Annual General Meeting of members, the Board, acting on the recommendations of the board development committee and from any nomination received at such meeting, shall elect the Officers of the Society.  The Officers of the Society shall consist of the President, Vice-President, Secretary, Treasurer, and Immediate Past President, who shall hold office for one year or until a successor is elected. All such Officers shall be members of the Board and shall be the Executive Committee of the Society. In addition, the Board shall appoint a General Manager. 

4.2
Duties of  President – The President is the Chief Executive Officer of the Society and, subject to the authority of the Board, has general supervision of and is responsible for the management and direction of the business and affairs of the Society. The President presides at all meetings of the Board, the Executive Committee and members. The President shall have such other powers and duties as may from time to time be assigned by the Board, and shall also be an ex officio member of all committees. 

4.3
Duties of  Vice-President – During the absence or disability of the President, the Vice-President exercises the authority and performs the duties of the President. The Vice-President shall have such other powers and duties as the Board or the President may prescribe. 

4.4
Duties of  Secretary – Unless otherwise provided herein, the Secretary shall give or cause to be given all notices and minutes required to be given to members, Directors and auditors. The Secretary shall be the secretary of each meeting of the Board, the Executive Committee, and members, and shall perform such other duties as the Board or the President may prescribe.

4.5
Duties of Treasurer – The Treasurer shall be the Chairman of the Finance and Planning Committee, shall keep or cause to be kept proper books of account and accounting records required by the Corporations Act with respect to all financial transactions of the Society, and shall file or cause to be filed all reports and returns relating to the financial affairs of the Society required by any applicable laws. The Treasurer shall control or cause to be controlled the deposit of money, the safekeeping of securities and the disbursement of the funds of the Society, shall be responsible for the Society and its assets being insured at all times in such amounts and against such risks as the Board shall from time to time prescribe or approve, shall render to the Finance and Planning Committee and the Board when required a report on all his transactions as Treasurer and on the financial position of the Society, and shall have such other duties as the Board or the President may prescribe.
4.6
Vacancies and Delegation of Duties – If a vacancy occurs in any office, the Board may by resolution appoint a qualified person to fill such a vacancy. In case of the absence or disability of any Officer or for any other reason that the Board may consider sufficient, the Board may direct that any of the powers and duties of such Officer be performed for the time being by any other Officer or other person.

4.7
Fidelity Bonds – The Board may require such Officers, employees and agents of the Society as the Board deems advisable to furnish bonds for the faithful discharge of their duties, in such form and with such surety as the Board may from time to time prescribe.

4.8
Duties of Immediate Past-President – The Immediate Past-President shall serve in an advisory capacity on the Executive Committee and the Board of Directors.

BY-LAW FIVE: DIRECTORS

The affairs of the Society shall be managed by a Board of Directors whose maximum number including Officers, shall be twenty (20). Each Director and Officer at the time of his/her election, or within ten (10) days thereafter, shall be a member of the Society.

5.1
Selection of Directors and Officers – Following the Annual General Meeting, hereinafter referred to as AGM, the President shall appoint a Board Development  Committee that shall report at the next AGM. The Committee shall include the Immediate Past-President. The names of candidates for Directors, including Officers, shall be submitted by the Board Development Committee. The Chairman of the Board Development Committee shall call for further nominations from the membership. Candidates shall be elected to office by vote of the membership at the AGM. Voting shall be by a show of hands or by a ballot if demanded by any member.
5.2
Terms of Office – The term of office is two years with a maximum of three consecutive terms (six years). After one year off the Board, during which a former director may serve as a volunteer, s/he is again eligible for election to the Board. To be eligible for re-election, a Director must satisfactorily perform all duties in the Director Job Description while in office. The Board of Directors may, by simple majority, vote to appoint additional Directors up to the number of twenty (20) to fill any vacancies. Such appointed Directors shall serve until the next annual general meeting. A Director may be removed from the elected post by a two-thirds (2/3) majority of those members present and entitled to vote at a meeting called for that purpose.

5.3
Protection of Directors and Officers – Indemnification - Every Director and Officer of the Society, and their heirs, executors and administrators, and estate and effects respectively shall, from time to time and at all times, be indemnified and saved harmless out of the funds of the Society, from and against:


a) all costs, charges and expenses whatsoever that they sustain or incur in or about any action, suit or proceeding that is brought, commenced or prosecuted against them, for or in respect of any act, deed, matter or thing whatsoever, made, done or permitted by them, in or about the execution of the duties of their office, and


b) all other costs, charges and expenses that they sustain or incur in or about or in relation to the affairs of the Society, except such costs, charges and expenses as are occasioned by their own willful neglect or default.

BY-LAW SIX: COMMITTEES

The Executive Committee is composed of five members all of whom are members ex officio, namely the President, the Vice-President, the Secretary, the Treasurer and the Immediate Past-President, and the provisions set out below apply thereto.

6.1
Powers – Subject to any limitations or directions which may be imposed or given by the Board, the Executive Committee may exercise such powers of the Board as are necessary to deal with any matter that arises between meetings of the Board and requires action during that period, provided that such Committee shall not have the power to borrow money on the credit of the Society to levy an assessment, to adopt, amend or repeal any by-law or special resolution, to admit, suspend or expel a member, to appoint or remove any Officer other than an assistant Officer, or to take any action which, by the terms of any provision of this by-law, must be authorized by the votes of more than a majority of those present at a meeting of the Board.


Chairman and Secretary – The Chairman of the Executive Committee shall be the President or, in his/her absence, the Vice-President; and the secretary of the Committee shall be the Secretary or the Assistant Secretary.

Meetings and Minutes – The times at which and the places where meetings of the Executive Committee are held and the calling of meetings and the procedure in all things at such meetings shall be determined by the Executive Committee. It shall keep minutes of its meetings in which shall be recorded all expenditures authorized and other actions taken, and such minutes shall be submitted to the Board for its next meeting.

6.2
Standing Committees – At the meeting of the Board held immediately following each annual general meeting of members, the Board shall appoint or confirm the composition of the following standing committees: Finance and Planning; Development; Programming; Board Development; Marketing; Volunteers; Special Events; Subscription and Ticket Sales; and Performing Members.

6.2.1
Duties of Standing Committees – In addition to any other matters designated by the President or the Board of Directors from time to time, the general responsibilities shall be as follows:


6.2.1.1. Finance and Planning Committee – is responsible for short and long-term organizational planning including personnel, and the general financial operation of the Society including budget preparation, monitoring and financial statements.


6.2.1.2. Development Committee –  is responsible for community, corporate and individual fundraising for the Society.


6.2.1.3 Programming Advisory Committee - working closely with the Music Director, this committee is responsible for music program development, projecting at least three years and having consideration for artistic merit, appeal to performers and audience, practicability, cost, and overall balance.  Schedule A B, appended to these by-laws, attached describes the guiding principles and procedures to be followed by the committee. Schedule B may be amended at any time by a motion carried by the Board and ratified by the membership at the next Annual General Meeting.  (June 2015)

6.2.1.4. Board Development Committee – is responsible for the recruitment of Directors of the Society, and preparation of the Nomination Slate for the AGM. It also coordinates Board assessment projects and organizes ongoing training and development to ensure Board effectiveness.


6.2.1.5. Volunteer Committee – is responsible for recruiting and maintaining a body of volunteers to assist the Society and its committees. It is also responsible for organizing post-concert receptions.


6.2.1.6. Marketing Committee – is responsible for the promotion of the Society and its events, including advertising, public relations, media relations, photography and the generation of materials thereto.


6.2.1.7. Special Events Committee – is responsible for creating, organizing and implementing community and fundraising special events.


6.2.1.8. Subscription and Ticket Sales Committee – is responsible for maximizing and co-ordinating subscription and single ticket sales, maintaining mailing lists of current and potential subscribers, mailing subscription tickets, and co-ordinating ticket sales with retail outlets and door sales on concert nights.


6.2.1.9. Performing Members Committee –  is responsible for the Membership Policy, recruitment and management of performing members, and communication between the Board of Directors and performing members. It resolves conflicts, maintains current membership lists, monitors rehearsal attendance and performance standards, and collects dues. 

6.3
Other Committees – The Board may from time to time appoint such other committees as it may deem necessary or advisable and may assign to each such committee such duties as the Board may prescribe.

6.4 
Quorum for Committees – A majority of the members of a committee shall constitute a quorum and no business may be transacted by any committee unless a quorum is present. The minimum number to form a committee shall be three members.

6.5
Vacancies – If a vacancy exists on a committee, the remaining members may exercise its powers so long as a quorum remains. If any member of a committee who was appointed by the Board ceases to be a member thereof, the resulting vacancy shall be filled by the Board. 

6.6  
Conflict Resolution – Whereas it is expected that the decisions or recommendations of a committee may reflect the will of a majority of committee members and may be fairly communicated to the Board by committee chairs, if any committee member feels that the will of a committee has not been fairly communicated to the Board, said member may apply to the President in writing for review of his/her concern by the Board. This request must include a summary of the issue for which the review is requested.  A decision on the matter will be rendered by the Board and communicated to the member at the earliest opportunity. At the Board’s discretion, the member may be required to attend a Board meeting to address his/her concern further.
BY-LAW SEVEN: MEETINGS

There shall be an Annual General Meeting of the members in accordance with the procedures set herein. The Board of Directors shall meet at regular intervals as prescribed herein. Meetings of the members and meetings of the Board of Directors may be either regular or special. Regular and special meetings differ in the notice required and in the subjects which may be voted on, as prescribed herein.

7.1
Regular Meetings of the Executive Committee – and – Regular Meetings of the Board of Directors – The Executive Committee shall meet at the call of the President. Notice of regular meetings shall be given in the minutes of the previous meeting and no other notice shall be required. Minutes of the previous meeting shall be delivered to members of the Executive Committee no later than one week prior to the next meeting. A quorum for the transaction of business shall be a majority of the Executive Committee.


The Board of Directors shall meet monthly or at the call of the President. Notice of meetings shall be delivered to members no later than two weeks prior to the meeting together with minutes of the previous meeting and minutes of the previous Executive Committee meetings. A quorum for the transaction of business shall be a majority of the Board of Directors but in no case shall a quorum be less than two-fifths (2/5) of the number of Directors.


Except as otherwise required by law, the Board of Directors and the Executive Committee may meet at such places as each may from time to time determine. Questions arising shall be decided by a majority of votes. The President or in the absence of the President, the Chairperson of the meeting, shall not take part in the vote but in the event of an equality of votes, the President or Chairperson may cast the deciding vote. Votes may be by show of hands unless a ballot vote is required by any Director present.

7.2
Meetings of the Standing Committees – Meetings of the standing committees shall be at the call of the Chairperson of each committee.

7.3
Annual General Meeting of Members – The annual general meeting of members shall be held within the forty-five (45) days following the fiscal year-end, at a place determined by the Board of Directors. Notice shall be given by advertisement or by mail but must be not less than two (2) weeks prior to the meeting.


In addition to any other business that may be transacted, the reports of the Executive Committee, auditors and the financial statement shall be presented, a Board of Directors elected and an auditor appointed. A quorum for the transaction of business shall be twelve (12) members.


Voting procedures at the AGM shall be as set out in By-law 3.5 with the following additional provision: the President, or in the absence of the President, the Chairperson of the meeting, shall not take part in any vote but in the event of an equality of votes, the President or Chairperson may cast the deciding vote.

7.4
Special Meeting – The Board of Directors or the President or the Vice-President may at any time 
call a Special Meeting of the Board of Directors or of the members. Notice of the meeting must include notice of the question or questions to be discussed and no other business may be transacted at the meeting.


Notice of a Board of Directors Special Meeting may be as short a time as is necessary to allow all Directors to be contacted. If it is not possible to reach all Directors, at least two-thirds (2/3) of the Directors must be contacted before the meeting is convened. Voting procedures and quorum requirements at a Directors’ Special Meeting shall be the same as set out in Article 7.1.


Notice of a Membership Special Meeting shall be given at least one week before the meeting and may be by advertisement or by mail but must be written. Voting procedures and quorum requirements at a Membership Special Meeting shall be the same as set out in By-laws 3.5 and 7.3.

7.5
Voting by Staff of the Society – The professional and support staff of the Society, including the Music Director, Administrative Manager and the General Manager, may attend meetings of the Board of Directors and of the Executive Committee but may not take part in any vote at these meetings. However, staff who are also members of the Society may vote at the Annual General Meeting and at Membership Special Meetings.
BY-LAW EIGHT: BUSINESS OF THE ASSOCIATION

8.1
Fiscal Year – Until changed by resolution of the Board, the fiscal year of the Society shall end on the 31st day of May in each year.

8.2
Borrowing Powers – The Board shall have the power from time to time for the purposes of the Society:


a) to borrow money on the credit of the Society; or


b) to issue, sell or pledge securities of the Society, provided that no invitation shall be extended to the public to subscribe for any such securities; or


c) charge, mortgage, hypothecate or pledge all or any of the real or personal property of the Society, including book debts and its undertaking, to secure any such securities or any money borrowed, or other debt or any other obligation or liability of the Society.

8.3
Banking Arrangements – The banking business of the Society shall be transacted with such chartered bank or banks, trust companies or other financial institutions as the Board may by resolution designate from time to time, and such banking business, or any part thereof, shall be transacted under such agreements, instructions and delegation of powers as the Board may by resolution from time to time prescribe or authorize.

8.4
Appointment of Auditor – At each annual general meeting of Members the Members shall appoint an auditor or firm of auditors to hold office until the next annual meeting. The remuneration of such auditor or firm shall be fixed by the Board.

8.5
Financial Statements – The Directors shall have available at the Annual General Meeting:


a)  for each Voting Member,  the financial statements of the Society for the immediately preceding fiscal year and the report of the auditors therein, which reports shall be read at such meeting; and


b)  any report to the Members at each such meeting on all matters of significance relating to the business and affairs of the Society including, in particular, matters relating to its financial position.

8.6
Corporate Seal – Until changed by resolution of the Board, the seal of the Society shall be in the form impressed hereon.

8.7
Execution of Documents – Any document may be signed in the name of and on behalf of the Society by two persons, one of whom holds the office of President or Vice-President and the other of whom holds one of the said offices or the office of  Secretary or Treasurer or General Manager. The Board may from time to time by resolution appoint any other Officer or Officers or any persons on behalf of the Society to sign documents generally or to sign specific documents. The seal of the Society may be affixed to any document on the authority of the Board or of any of the Officers named or persons referred to in this section.
BY-LAW NINE: GENERAL PROVISIONS

9.1
Notices – Any notice to a member, Director or Officer of the Society shall be in writing and, except as otherwise provided in this By-law, shall be sufficiently given if:


a) delivered personally to the person to whom it is to be given; or


b) sent by prepaid mail addressed to such person, if a Member or Director of the Society at his/her address as shown in the records of the Society.

9.2
Amendments – The Board may repeal, amend or re-enact any provision or provisions of this By-law by a by-law passed by a vote of at least two-thirds (2/3) of those present at a meeting, the notice of which has stated that such by-law will be considered. Unless in the meantime confirmed by at least two-thirds (2/3) of the votes cast at a meeting of members duly called for that purpose, such by-law shall be effective only until the next annual meeting of members unless so confirmed thereat, and, in default of confirmation thereat, shall cease to have effect at and from that time, and in that case no new by-law of the same or like substance shall have any effect until so confirmed at a meeting of members duly called for that purpose.

9.3
Effective Date – This By-law shall come into force on the date on which it has been confirmed by two-thirds (2/3) of the votes cast at a meeting of members duly called for that purpose.

9.4
Repeal – The provisions presently regulating the business and affairs of the Society are repealed as of the coming into force of this By-law; provided that such repeal shall not affect the previous operation of any provision of the said By-law or affect the validity of any act done or right, privilege, obligation or liability acquired or incurred under, or the validity of any agreement made pursuant to, the said By-law prior to its repeal. All Officers and persons acting under the said By-law shall continue to act is if elected or appointed under the provisions of this By-law and all resolutions with continuing effect passed by the Executive Committee under the said By-law shall continue to be good and valid, except to the extent inconsistent with this By-law and until amended or rescinded. 

9.5
Remuneration of Directors and Officers – The Directors and Officers shall receive no remuneration for acting as such.

9.6
Dedication of Funds and Dissolution – The Society shall use its funds only to accomplish the objectives and purposes specified in the incorporating Letters Patent and amendments thereto and no part of the said funds shall inure to or be distributed to the members of the Society.


On dissolution of the Corporation any funds remaining after the payment of all debts shall be distributed to one or more not-for-profit organizations with goals similar to those of the Society.
9.7
Adoption of Work Authorized by the Executive Committee – The Board of Directors may by motion confirm or reject all the proceedings, motions, and decisions made by the Executive Committee since the last meeting of the Board.

9.8
Rules of Order – All meetings of the Society shall be in accordance with Robert’s Rules of Order.
Schedule A
Administrative Manager – Duties & Responsibilities


The role and responsibilities of the Administrative Manager shall include:

1.  General

a. Attend Board meetings, the Annual General Meeting (AGM) and any other special meetings of the Board as requested and record/distribute the minutes of these meetings.  

b. Assist Board members in the performance of their respective work/tasks. 

c. Provide timely input to any/all committee initiatives as requested by the Board or Committee Chairs.  

2. Concerts

a. Arrange for the sale of tickets through approved sales outlets, print tickets as necessary and track the sale of tickets.  Liaise with the Marketing Committee as required. 

b. Prepare a ticket sales report, rationalizing tickets sales and revenue received, or as defined by the Treasurer.

c. Deposit sales revenues in the bank and ensure appropriate paper trails meet the requirements of the Treasurer.  

d. Make complimentary tickets available to Board members and others as approved.

e. Three weeks prior to concert dates, prepare a list of soloists and extra musicians to be paid along with costs and copies of relevant contracts and forward to Treasurer and Marketing Chair.

f. Enter all payments in the database for guest soloists and extra musicians 2 weeks in advance of concert dates, notifying Treasurer to ensure payments are made.

g. Ensure copies of contracts needed for hire of guest performers/conductors are prepared by a member of the Board of Directors. 

h. Two weeks prior to each concert, request cheque for float and arrange appropriate denominations for two sales points.

3. Financial Accounting & Reporting

a. Enter transactions into the accounting database, using appropriate account references and ensure supporting records are sent to Treasurer bi-weekly. 

b. Ensure that the value of NOC inventories is current for insurance purposes.

c. Arrange for the payment of bills/invoices and for the follow-up on any accounts payable and receivable.

d. Participate in all Finance Committee meetings.

e. Manage the subscription and ticket sales process.  Receive requests on-line, in the mail, and through Square Reader.  Ensure payments are deposited, tickets distributed and all information recorded in the financial database.

f. Make copies of all cheques received.

g. Make bank deposits on a weekly basis. 

h. Prioritize petty cash submissions, enter bill and convey to Treasurer for approval and payment.

4. Office Administration 

a. Monitor the NOC admin phone line, respond to enquiries or forward to other Board members when appropriate.

b. Maintain administrative files/records and keep archives up to date.

c. Collect mail from post box and redirect as appropriate.

d. Book venues for meetings, concerts and rehearsals.

e. Ensure adequate backup of computerized data files. 

f. Provide for required office supplies and printing services.

g. Ensure proper branding on all mail-out materials.

h. Ensure adequate supply of standard mail products (letterhead, envelopes, etc.).

i. Participate as required in the updating of the NOC Member Handbook.

j. Coordinate and prepare as requested, documentation for the Annual General Meeting (AGM).

k. Take monthly readings of photocopier usage and send to the Treasurer. 

5. Fundraising

a. Participate in the fundraising/sponsorship plan as directed by the Development Committee.

b. Prepare and maintain the donor database(s).

c. Prepare fundraising solicitation letters for signature.

d. Arrange for envelope stuffing, stamping and mailing.

e. Maintain record of monies received, and prepare and distribute “thank you” letters and tax receipts.

f. Prepare progress and final reports for Development Committee Chair as requested.

g. Provide administrative support to the Board representative in advertising NOC scholarship opportunities.

6. Production Programming

a. Create and maintain a calendar (project plan) of oranizational events and deadlines based on information provided by the Marketing Director and specific plans approved by the Music Director, including the repertoire provided by the Music Director. 

7. NOC Asset Management

a. Maintain inventory of instruments/assets owned by the NOC.

b. Arrange for the loan of instruments within policy guidelines, as required.

c. Arrange for service and repairs of assets as requested.

d. Provide information to the Treasurer on the need to review insurance coverage

8. Stakeholder Relations and Communications

a. Provide information updates on a regular and event-specific basis.

b. Maintain effective communications with other similar organizations, the Church administrator and any other important constituents.

Schedule B

Procedures and Guiding Principles for the 
Programming Advisory Committee 


9. The Committee shall consist of three orchestra members, three choir members, and the Marketing Director. The committee shall be jointly chaired by one choir member and one orchestra member, who shall alternate chairing meetings and taking minutes. The opportunity to serve on the Programming Advisory Committee shall be open to all members via application and based on selection criteria established by the co-Chairs.  

10. The Committee should meet at least once each month, on dates determined and published before the first meeting. The Committee chairs may jointly convene extra meetings or waive a meeting if they agree there is insufficient agenda. The Music Director may attend meetings at his own discretion, but shall not vote. 

11. The Committee should submit guidelines and make suggestions to the Music Director. The Music Director shall design each program and submit it to the Committee for review and discussion. Before approving a program submission to the Board, the Committee will assess its overall cohesiveness and appeal and must verify that each item is suitable and available at reasonable cost. 

12. Program proposals shall be submitted to the Board for final approval by the Committee when they have been approved by 5 of 7 members. A full season’s programs must be submitted for approval to the Board at the December meeting of the Board in the preceding season or such other date that is deemed appropriate in order to ensure that season brochures can be released on or before the last concert of the current season. 

13. The Programming Advisory Committee and Music Director shall be guided by a reasonable standard of familiarity and challenge when proposing music selections. 

14. Programs should feature the choir approximately equally over the course of the concert season, where possible.  

15. Parts for soloists should be offered to qualified members before paid soloists are hired, and, in any event, the use of paid soloists should be limited to one concert per season.
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