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1) Role/Purpose

The role of the Canadian Glaucoma Society (CGS) Executive Committee
secretary/treasurer is to promote the mandate of the CGS. They report to the
CGS president, and work closely with the councillors, and the immediate past
president. This individual must be a practicing, fellowship-trained glaucoma
specialist in Canada, and an active member of the CGS. As much as possible,
geographic, sub-specialty, gender and other aspects of diversity should be
considered to ensure the Executive Committee provides a broad representation
of our members and patients across Canada.

2) Term of reference document

This Term of Reference is effective July 1st, 2022 and continues until June 30th,
2024. The Terms of Reference is to be reviewed and revised if necessary, by the
CGS executive committee every two years upon the recommendation of the
CGS.

3) Areas of involvement

Finances:

The secretary/treasurer works closely with the CGS Administrative Assistant to
maintain the financial books of the CGS and to monitor its cashflow. They are
also responsible for presenting the financial statement of the CGS at its annual
meetings.



Meetings:
The secretary/treasurer is expected to attend all meetings of the executive
committee either in-person or virtually. They should contribute substantially to all
discussions of the executive committee and attend all Annual CGS meetings
during their term, including the annual Business Meeting. It is the responsibility of
the Secretary/Treasurer to prepare accurate and detailed Minutes of the
Business meetings. The Minutes are an essential record of the conduct of the
CGS and an important component of the financial reporting submitted with the
annual CGS Tax Return. The Minutes should be prepared in sufficient time to
allow review by meeting participants with final approval at the following Business
meeting.

Advocacy:
The secretary/treasurer should support the CGS’s outreach efforts with the
Canadian Ophthalmological Society (COS), government entities, corporate
partners, and other stakeholders.

Innovation:
The secretary/treasurer should propose or contribute to the formulation of new
ideas and initiatives that promote the mandate of the CGS.

Sub-committees:
The secretary/treasurer should build, direct, and contribute to sub-committees
that may be formed by the CGS to carry out specific and time-limited projects

Communication:
The secretary/treasurer should be reachable by CGS members as a source of
information and support. They should also communicate with the CGS executive
any topics brought forward from CGS members and propose appropriate
responses as necessary.

4) Skill Set

The secretary/treasurer should demonstrate a high level of proficiency in team
dynamics, confidentiality, trust, respect, integrity, and understanding of
diverse cultures and stakeholders. They should have excellent communication

and collaboration skills, as well as exceptional critical thinking and analytical
abilities.



5)

6)

7)

Experience

Ideally, the secretary/treasurer should have at least two years of experience in
governance, either in practice or during medical training. It is the responsibility of
the treasurer/secretary to declare any relevant conflicts of interest in a timely
manner.

Time Commitment and Length of Service

The secretary/treasurer will serve a 2-year term, renewable once (4-year term),
and in certain circumstances twice (for a maximum of 6 years). These exceptions
will be vetted by the CGS president. At the beginning of each 2-year term, the
treasurer/secretary will be contacted by the president to confirm their willingness
to participate in the next term.

The secretary/treasurer will be expected to contribute the equivalent of two to
fifteen hours a month for meetings and electronic correspondences. Meetings of
the Executive Committee will generally occur three times a year, as well as ad
hoc should an item arise that requires deliberation. The time commitment may
increase before and after annual meetings and general assembly meetings, or if
time-sensitive or critical issues arise that require significant input from the CGS
Executive Committee.

Amendment, Modification or Variation

This Terms of Reference may be amended, varied or modified after consultation
and agreement by the CGS



