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1. 
Introduction

1.1. Mission Statement

The Federation of Medical Women of Canada (FMWC) is a national organization committed to the professional, social and personal advancement of women physicians and to the promotion of the well-being of women both in the medical profession and in society at large.

· Provides a unified public voice for women physicians;

· Facilitates networking between women physicians at the local, national and international levels;

· Promotes interests of women physicians within medical organizations and with the government;

· Improves management of women’s health issues;

· Aids and encourages on-going education of students and physicians;

· Influences health care policies pertaining to women and the general population.

1.2. The Emblem

The emblem of the Federation of Medical Women of Canada consists of the staff and snake of Aesculapius, the god of healing in Greek mythology. The addition of the single wing symbolizes the spread of peace through the alleviation of disease and ignorance. 

1.3. History

In 1924 a group of women physicians, while attending the Canadian Medical Association’s Annual General Meeting, met to found the Federation of Medical Women of Canada.

The six founding physicians were:

· Dr. Maude Abbott (Chair)
· internationally known pathologist and researcher

· Dr. Helen MacMurchy

· one of the few doctors working in a senior position in federal government

· Dr. Jennie Smilie

· surgeon at Women’s College Hospital, Toronto

· Dr. Janet Hall

· family doctor (Trinity, 1899)

· Dr. Elizabeth Embury

· one of the first women to graduate in medicine in Canada (Queen’s 1888)

Since its formation, FMWC has acted as a guardian for women physicians and medical students, giving scholarships, mentoring and networking opportunities, and acting as a powerful voice in dealing with issues that concern women physicians and women’s health in society. Most of the women physician leaders in Canada have received their training and support through membership in FMWC.

FMWC was initially affiliated with the British Federation of Medical Women, and later became an independent nation member of Medical Women’s International Association.

To learn more about the history of FMWC and women in medicine in Canada, read The Indomitable Lady Doctors, available through the FMWC national office.
1.4. Membership Information

The Federation of Medical Women of Canada was formed in 1924 to provide women physicians with mentors, networking and the opportunity to improve women’s health in Canada and around the world.

Membership dues, which are tax deductible, offer:

· Networking opportunities with other women physicians at local, national and international events.
· CME events at both the national and branch levels.

· Opportunity for members to develop their leadership and advocacy skills (with a governance structure at the branch and national levels).
· Scholarships and awards to help you pursue an interest in any women’s health related area.
· A tri-annual newsletter to keep members current on issues and events.

· A new interactive website which includes a discussion forum, also a tool for networking and keeping informed.

· Annual General Meeting, with topics and speakers geared to women’s health and concerns.
· Free membership in Medical Women’s International Association (MWIA), with opportunity to attend/present papers at international conferences on women’s health.

Membership in FMWC opens doors to individual women physicians to make a difference to the health care of women, not only at their local level, but at national and international levels.


2. Goals & Objectives

Internal Goals

Raise the Profile:

· Work on National Identity

· Proactive Political Action 

· Articles to Relevant Journals & Media

· Press Releases on Relevant Topics 

· Highlight FMWC Attendance at Relevant Meetings

· Recognition of Individual Members 

Develop Leadership Skills:

· Encourage Attendance of Executive Members at Appropriate Meetings 

· Mentoring within our Organization 

· Incorporate Leadership Education into Board Meetings 

Political Lobbying:

· Learn When to Lobby, Who to Lobby & How to Lobby 

· Focus on Issues to Lobby 

· Maintain Relevant Contacts 
Women’s Health Issues 

Issues to Address:
· Advocacy Role for Women's Health 

· Education of Women Lobbying on Behalf of Women's Health Issues 

· Development of Position Papers 

Medical Women in General 

Issues to Address:
· Identification of Issues re: Women-in-Training 

a) Mentoring at Medical Schools 

b) Representatives to Board & Branches

· Identification of Women Physicians’ Needs 

· Increase Membership & Address Needs of Members 

Management of Organization 

Internal Goals:
· Maintenance of Fiscal Viability 

· Development and Maintenance of Appropriate Management Structure 
3. Bylaws 
 http://www.fmwc.ca/index.php?page=17
4. Organizational Structure – Positions & Terms of Office
For a current list of board members and their positions, please see: http://www.fmwc.ca/index.php?page=446
4.1 Executive Committee

The Executive Committee consists of 6 officers and the Newsletter Editor.
	
	Term
	Eligible for

Re-election
	Limitation
	Notes

	President
	1 year
	No
	One term
	Filled by Pres-Elect.

	Past President
	1 year
	No
	One term
	Filled by President.

	President-Elect
	1 year
	No
	One term
	Preferable to have Board experience.

	Honorary Secretary
	1 year
	yes
	One term
	Preferable to reside in the same region as the President.  Elected from general membership.

	National Treasurer
	2 years
	Once
	Two terms
	To reside in the same area as the National Office.

	MWIA National Coordinator 
	3 years
	Yes
	Unlimited
	Elected from general membership.

	Newsletter  Editor 

(ex officio) 
	3 years
	Yes
	Unlimited
	Ex-officio member of Executive.


4.2 Standing Committees
	
	Term
	Eligible for 
Re-election
	Limitation

	Archives/Bylaws 
	1 year 
	Yes 
	Unlimited

	Awards 
	4 years 
	4th year member = Chair,

one (1) new member each year, 
four (4) members in total
	

	Newsletter Editor
	3 years 
	Yes 
	Unlimited

	Nominating Committee* 
	
	
	

	Chair 
	1 year 
	Immediate Past-President 
	One term

	Member #2 
	1 year 
	Yes
	

	Member #3 
	1 year 
	Yes
	

	*Bylaws state Chair should be the Immediate Past President if possible. The other two (2) members of the committee are elected from the floor at the AGM. Common practice has been to nominate and elect the President and President Elect. 

	Finance Committee 

	Chair*
	2 years
	Yes
	Unlimited

	Member #2
	1 year 
	Yes
	Unlimited

	Member #3
	1 year
	Yes
	Unlimited

	*In a year when a new chair is being elected, at least one other member must be re-elected to provide continuity on the committee.

	MA Research Fund Committee

	Chair
	2 years
	Yes
	One more term

	Member #2
	2 years
	Yes
	One more term

	Member #3
	2 years
	Yes
	One more term

	Member #4
	2 years
	Yes
	One more term

	Member #5
	2 years
	Yes
	One more term


4.3 CMA Representatives

	
	Term
	Eligible for

Re-election
	Limitation

	CMA Specialist Forum Representative
	3-5 years 
	Once
	Two terms

	CMA Education Rep
	2 years 
	Yes
	Two terms

	CAIR Rep 
	[ex officio, by invitation]
	
	

	MWIA Rep 
	[ex officio, by invitation] 
	
	


4.4 Regional Representatives

	
	Term
	Eligible for

Re-election
	Limitation

	Region I, BC/Yukon
	2 years
	Yes
	Unlimited

	Region II, AB, SK, MB, NWT & Nunavut
	2 years
	Yes
	Unlimited

	Region III, ON & QC
	2 years
	Yes
	Unlimited

	Region IV, NB, NS, PEI, NFLD & Labrador
	2 years
	Yes
	Unlimited


5 National Executive Job Descriptions
5.1 President

BYLAWS Sec. 5.02 

The President shall: 

· Preside at all meetings of the Corporation, Board and Executive Committee; 
· Direct the administration of the Corporation;

· Be the official spokesperson for the Corporation; 

· Make official contacts with the Federal Government and other National Organizations; 

· Delegate such business of the Corporation as she deems appropriate to other members of the Board;  

· Prepare an Annual Report on the activities of the Corporation as she deems appropriate to other members of the Board; 

· Be an Ex Officio member with a vote on all Committees.  

BYLAW Sec. 6.01 

The President shall be the member who served as President-Elect for the preceding year. She shall hold office for one (1) year.  

5.1.1 Interpretation of President’s Role
In addition to the job description in the Bylaws, the President's role can be described as addressing four major tasks: 

1. A Spokesperson for the Organization - In fulfilling this role the President publicizes the organization, raises the profile and increases its relevance in our society.  In so doing, we increase support for the organization, for its membership and its goals. It is important that the President remember that she is speaking on behalf of the organization in fulfilling this task in whatever forum is appropriate. It also involves ensuring that the opportunity to address issues of importance to Canadian women and to women physicians are identified and addressed by the organization in general and by the President or her delegate more specifically. 

2. Chairs Meetings of the Board/Formulates Agenda for Conference Calls - This is done in order to ensure that the business of the organization is handled appropriately and expeditiously and in order to move us forward in defining and pursuing our strategic objectives and in continuing to strive to fulfill our mission. 

3. Close Contact with the National Office -The President maintains an overview of the general day-to-day activities of the organization. This involves regular contact with the National Office Executive Coordinator, with members of the Executive and with various members of the organization as required. 

4. Branch/Region Contact - Act as a facilitator in increasing the sense of belonging to a national organization through visits to various regions and branches and ongoing contact with Branch Presidents and Regional Directors as required. 

5.2 Past President
BYLAWS Sec. 5.04 

The Past President shall: 

· Act in an advisory capacity to the President; 

· Make suggestions as to suitable alterations in the Bylaws for consideration by the Corporation; and 

· Usually act as Chair of the Nominating Committee. 

BYLAWS Sec.6.03 

The Past President shall be the member who served as President for the preceding year.  She shall hold office for one (I) year. 

5.2.1 Interpretation of Past President’s Role
1. The Past President has an important role in ensuring continuity as the Presidency changes hands, providing information, pertinent correspondence and notes from the preceding year's activities, etc. 

2. It is desirable for the Past President to be prepared to provide support as required or requested by the President. 

3. The possibility of having a Past President's Council was explored in 1993. Initially, the format was arranged as an informal breakfast meeting (which could be considered on an annual basis) immediately prior to the AGM, with those National Past Presidents attending the Annual General Meeting taking part. As well as having a social networking function, the Council provides an opportunity for input from members with experience and long-standing interest in the organization with the potential benefits of increasing continuity of information, current Board members learning from past experience previously-involved leaders, and sustaining interest of Past Presidents in the activities of the organization. 

4. The Past President should play a key role in coordinating nominations as Chair of the Nominating Committee to the Board. Familiarity with nomination and election procedure stipulated in the bylaws is important. (see Nominating Committee notes in this Manual). 

5.3 President-Elect

BYLAWS Sec.5.03 

The President-Elect shall: 

· Delegate and chair a local committee to plan the annual meeting of the members of the Corporation and the Scientific Session. This committee shall: 

· Arrange for funding and co-ordinate with the Treasurer; 

· Organize speakers; 

· Liaise with venue hotel for accommodation and meals; and

· Apply and arrange for Continuing Medical Education credits. 


· If necessary, preside at the annual general meeting of the Corporation and at the preceding meeting of the Board in the absence of the President; 


· Assume the duties of the President if the President is unable to do so; and


· Co-ordinate and evaluate national membership drives. 

BYLAWS Sec. 6.02 

The President-Elect shall be elected from the general membership and shall hold office for one (1) year. 

5.3.1 Interpretation of President Elect’s Role
1. The President-Elect is formally responsible for the organization of the following years' Scientific Session and for Membership. 

2. With respect to the Scientific Session, this includes participation in the decision about speakers, local arrangements in terms of facilities, meals, and refreshments, audio-visual equipment, and registration details. It includes communication with the speakers, ongoing communication with the National Office to ensure that publicity concerning the meeting is widespread and that all necessary arrangements and documents are prepared.  It is also necessary to obtain permission to grant study credits from the College of Family Physicians for the Scientific Session.

3. When the Scientific Session and Annual General Meeting take place in the city in which the President-Elect lives, this task is somewhat simplified – but by no means simple.  Should the site of the meeting be in a city other than where the President-Elect lives, it is important that the President-Elect ensure that a local committee has been established and that close liaison is maintained with the local committee in terms of the arrangements. The local committee (in conjunction with the President-Elect) has also been responsible for organizing the social activities which occur in conjunction with the Board and Annual General Meetings and which are so important in maintaining the spirit of the organization. 

4. Membership is the lifeblood of our organization and as President-Elect there are a variety of different activities which can be undertaken to enhance membership. Different incumbents have dealt with this in different ways but maintaining surveillance over membership by means of regular reports from national office, communication with Regional Directors/Branch Presidents and above all, personal communication with potential members (be they friends, acquaintances, women read about in the paper, etc.) is critical in encouraging students and women to join. 

5. The President-Elect is a member of the organization's Executive Committee and participates in all of the policy formulation and in the ongoing decisions with respect to the directions and priorities of the organization and acts as a support and help to the President. 

6. It is important for the President-Elect to become familiar with the organization's Bylaws. 

5.4 Treasurer
BYLAWS See.5.06 

The Treasurer shall: 

· Be responsible to the Board for the management of all monies, securities, and deeds which are the property of the Corporation, 

· Study the present and future financial needs of the Corporation and the ways and means of providing for them, 

· Prepare the annual budget for the Corporation to be presented at the annual meeting of the Corporation, 

· Arrange for the annual audit of the books of the Corporation, 

· Prepare an annual report for presentation to the Board at their annual meeting which shall include a description of all financial activities of the Corporation during the previous fiscal year, 

· Seek financial advice as necessary

· Co-ordinate the administration of any loans or bursaries in accordance with the provisions of the Bylaws, 

· Co-ordinate with the Newsletter Editor the budget and finances of the Newsletter; 

· Ensure, in co-operation with the National Corresponding Secretary, that the membership fee for members of the Corporation is paid annually to the Medical Women's International Association, 

· Ensure that all authorized accounts are paid by cheque, and 
· Supervise the running of the National office.
BYLAW Sec. 6.05 

The Treasurer shall be elected from the general membership but shall reside in the same area as the National Office. She shall hold office for two (2) years and may be re-elected at the end of her term of office. 

BYLAW Sec. 7.02 

The Treasurer shall serve as an advisor and voting member of the (Awards) Committee. 

5.5 Honorary Secretary 

BYLAWS Sec. 5.05 

The Honorary Secretary shall: 

· supervise any voting process to those members entitled to vote for election of Board members;


· receive nominations or applications for Senior Membership and shall bring such nominations of application to the Board for their consideration prior to the annual meeting of the Corporation; 

· receive nominations for Honorary Membership and bring such nominations to the Board for their consideration prior to the annual meeting of the Corporation; 

· receive and present reports of Chairs of committees to the Board and to the membership at the annual meeting of the Corporation in the absence of the reporting director or directors; and

· ensure minutes are kept and accurately recorded of all meetings of the Executive Committee, the Board and the annual meeting of the Corporation, 

BYLAWS Sec. 6.04
The Honorary Secretary shall be elected from those members who are residing in the region in which the President resides, or failing this, from the general membership.  She shall hold office for one (1) year.  

5.5.1 Interpretation of Honorary Secretary’s Role 

1. The Honorary Secretary receives nominations for Honorary Senior members and Honorary members, presents these nominations to the Board for their consideration prior to the AGM, and formally presents these nominations for approval and acceptance at the AGM. 

2. The Honorary Secretary works with the National Office to ensure that the minutes of all meetings of the Executive Committee (Board meetings, AGM, Conference Calls) are kept and accurately recorded. 

The Honorary Secretary prepares report(s) on Board activities for every Newsletter. These should be submitted by the November 15, March 1, June 1 and September 1 to correspond with National Newsletter distribution. 

3. The Honorary Secretary is a member of the organization's Executive Committee and participates in all of the policy formulation and in the ongoing decisions with respect to the directions and priorities of the organization and acts as a support and help to the President and/or other members of the Executive Committee.  

4. It is important for the Honorary Secretary to become familiar with the Organization's Bylaws. 

5.6 MWIA National Coordinator
BYLAWS See. 5.07 

The MWIA National Coordinator shall: 

· report the activities of the Corporation to the Regional Vice-President of the Medical Women's International Association and to the meetings of the Medical Women's 
International Association; 

· act as a liaison officer between the Corporation and the Medical Women' s International Association and supervise all correspondence between them; and

· report on the activities of the Medical Women's International Association at the meetings of the Corporation and Board. 

BYLAWS Sec. 6.07 

The MWIA Coordinator shall be elected from the general membership. She shall hold office for three (3) years and may be re-elected at the end of her term of office for one (1) more term. 

5.6.1 Interpretation of MWIA National Co-ordinator’s Role

1. The role is to provide the major link between FMWC and MWIA through personal communications and/or correspondence. 

2. The MWIA Coordinator receives and reviews the MWIA Newsletter and correspondence, and keeps the FMWC Executive and membership informed about important MWIA issues and meetings at the meetings of the Board, Conference Calls, and the Annual General Meeting. 


3. The MWIA Coordinator keeps the FMWC membership informed by reporting important MWIA information in articles and announcement(s) submitted to the Newsletter Editor for publication in the Newsletter. These should be submitted to correspond with the FMWC’s Newsletter distribution schedule. 


4. The MWIA Coordinator keeps MWIA informed about FMWC activities and special international concerns, by communication (personal/correspondence) with the Regional Vice-President of MWIA, and attends at MWIA meetings. 

5. The MWIA Coordinator is a member of the organization's Executive Committee and participates in all of the policy formulation and in the ongoing decisions with respect to the direction and priorities of the organization. 


6. As a member of the Executive Committee, the MWIA Coordinator should become familiar with the organization's ByIaws. 

5.6.2 Guidelines for the MWIA National Co-ordinator


1. The MWIA Coordinator should be a member of the Board of her National Association if possible.  The MWIA Executive recommends that different officers hold the offices of MWIA Coordinator and President of the National Association. 

2. The MWIA Coordinator should study the MWIA Statutes and By-laws carefully. 

3. The MWIA Coordinator is the vital link in the communication chain between the National Association and the MWIA Secretariat.  She transmits to the MWIA Secretariat national news on scientific meetings, projects, medical and other activities, as well as changes of officers within her Association. She is responsible to the attention of her National Association, e.g., by circular letters, articles in her Association's journal, or orally at meetings. This does not apply, of course to personal correspondence.  
Please send a copy of all correspondence to your Regional Vice-President. 

4. Prior to the MWIA Congress, the MWIA Coordinator will be requested to send a narrative report on items of importance to her Association during the years since the previous Congress.  A memorandum on items for inclusion in this report is enclosed. This report will not be read at the General Assembly; it will be included in the MWIA Congress Report, which is printed after the Congress and is sent to all members who attended the Congress, as well as to other international Organizations and United Nations bodies. 

5. Before the Congress the MWIA Coordinator will also receive a form for the submission of her statistical report. The MWIA Coordinator is requested carefully to fill in this form and return it to the Secretariat. 

6. Immediately before the Congress opens, during the MWIA Coordinator.  Briefing at the Congress venue, the MWIA Coordinator will receive information on the items which will be discussed at the business meetings of the Congress.   Attendance at this meeting is essential. Please send an alternate if you cannot attend yourself. The MWIA Coordinator (or the alternate) is responsible for transmitting to the delegates of her Association all information received at this briefing, and for giving them the papers and voting cards which will be distributed. There will be very little new information, as most items will have been announced in Circular Letters which the MWIA Coordinator will have received from the Secretariat before coming to the Congress. 

7. If a National Association wishes to present a matter to the MWIA Executive for discussion, this matter should be put in the form of a resolution signed by the MWIA Coordinator on behalf of her Association. This resolution should then be sent to the Secretary-General. The Executive will decide whether this Resolution is to be presented to the General Assembly. 

8. The MWIA Coordinator should introduce her successor in office to the Regional Vice-President and to the MWIA Secretariat. If this cannot be done personally, then please do it in writing. It is appreciated if some explanation on the current mutual concerns and business matters between your National Association and the MWIA Secretariat is transmitted to your successor. [last updated January 1994] 

6 Branch President Job Description
Entrusted with ensuring that FMWC activities at Branch level, are true to the mission statement of FMWC. 
· Contact person for National Office & Board of Directors. 

· Monitors Branch membership and dues.

· Ensures that Branch members receive all communications from National Office and from the Branch. 

· Branch financial statements prepared for the Annual Board Meeting.

· Annual Branch AGM, election of Executive,

· Branch Executive: Treasurer, Secretary, member at large.

· Promote FMWC and FMWC membership. 

· Ensure FMWC voice all local issues affecting women physicians.

· Notify National Board Executive of local issues that have national implications.

· Branch report to National IBM and ABM.

· Attend National IBM and ABM or ensure a representative attends (in case of smaller Branches this can be a Regional Director) 

· Report on National Board Meeting to Branch Executive.

· Branch newsletter submission

· Oversee Branch events -a minimum number of events should be organized [depending on branch size] to ensure members receive local benefit of membership. 

· Report all upcoming activities and events to National Office for inclusion on website.
7 Committee Job Descriptions

7.1 Archives and Bylaws Committee Job Description
BYLAWS Sec. 6.11

Chairs of the Standing Committees, except the Nominating Committee and the Awards Committee shall be elected from the general membership. They shall hold office for one (1) 

year and may be re-elected at the end of their term of office.

BYLAWS Sec. 7.05

The Archives and Bylaws Committee: 


1. the Chair shall be elected at the annual meeting of the members of the Corporation; 

2. the President and Past President are Ex Officio voting members of the Committee; 


3. the Archives and Bylaws Committee shall receive recommendations and from time to time, make suggestions as to suitable alterations to the Letters Patent and Bylaws, which shall be presented to the members of the Corporation; and 


4. the Archives Committee shall collect material of historical interest to the Corporation and shall (deposit same for safekeeping in the Public Archives of Canada from time to time as directed by the Board. 

7.1.1 Amendments to the Bylaws 

BYLAWS Sec. 2.07 

These Bylaws may be amended at any annual meeting of the members of the Corporation by a two-thirds (2/3) vote of the votes cast provided notice in writing of the proposed amendment has been sent to each member one (1) month prior to the annual meeting together with a ballot, which if marked and returned, shall be accepted at the annual meeting as a vote cast on the proposed amendment. The enactment, repeal, or amendment of such Bylaws shall not be enforced or acted upon until the approval of the Minister of Consumer and Corporate Affairs has been obtained. 

7.1.2 Interpretation of Archives and Bylaws Committee

1. The Chair of the Archives and Bylaws Committee receives obituaries and historical notes which are passed on to National office for safe-keeping, and in some cases to the Newsletter Editor. 

2. Historical information of interest and suitable for publication in the Newsletter is forwarded to the Newsletter Editor for review and consideration for publication.

3. It has been recommended that each Branch have a member designated (historian) to record historical notes of interest to its members, passing on copies to the  Archives Committee. [Dr. Frances Forrest-Richards, 1993] 

4. A recommendation has also been made that the Chair of Archives reside, if possible, in or near the region of the National Office for easy access to archives stored there. . [Dr. Frances Forrest-Richards, 1993] 


5. It is regretful that little historical information has been kept over the years in the National office.  Hopefully, this is something that can be improved upon, with the help of the Archives Chair, now that the office has been re-organized and updated. 

7.2 Awards Committee Job Description
BYLAWS Sec. 7.02
The Awards Committee shall oversee the administration of: 

· The Maude Abbott Loan Fund;

· The Margaret Owens Waite Memorial Fund; 

· The May Cohen Award; and 

· Any other fund struck to consider the presentation of awards.
The Awards Committee shall: 

· consist of four (4) members, one (1) elected at each annual meeting of the members of the Corporation to hold office for four (4) years. The member will succeed to the Chair of the Committee in the fourth (4th) year of her term of office. The Treasurer shall serve as an advisor and voting member of the Committee; 

· shall review the qualifications of applicants for scholarships or grants; and 
· shall make recommendations to the Treasurer for granting of awards in accordance with the Provisions of the Bylaws. 

BYLAWS Sec. 6.12 

The Chair of the Awards Committee shall be the person designated according to Article Seven, section 7.02 (1). 

7.2.1 Interpretation of the Awards Committee Role
1. Margaret Owens-Waite Memorial Fund (MOWMF) 
http://www.fmwc.ca/index.php?page=280
2. Maude Abbott Loan Fund (MALF) 
http://www.fmwc.ca/index.php?page=278
3. Committee confers through Conference Call (January) to make final decisions re: awards.

4. Chair of Awards Committee prepares a written Awards Committee Report one month in advance of the Interim Board meeting and Annual board meeting, outlining awards granted (with pertinent background information) and any Committee recommendations to the Board. 


5. In addition to the above awards, the Awards Committee is encouraged to explore and make suggestions to the Board regarding awards to honour and recognize a variety of contributions made by women physician members to our profession and to our FMWC organization.

7.3 Nominating Committee Job Description
BYLAWS Sec. 7.06 

· The Past President shall usually be the Chair. 

· The Nominating Committee shall consist of three (3) members, which will include the immediate Past President (if available) and two (2) members of the Corporation at large elected from the floor at the annual general meeting. 

· The Nominating Committee shall nominate one (1) or more candidates for each office for which there is to be an election. They shall solicit nominations from the membership three (3) calendar months before the annual meeting. Further nominations may be made from the floor at the annual general meeting of the members of the Corporation. 

· The Nominating Committee is responsible for the nomination of the Resident Representative.

· The Nominating Committee is responsible for the nomination of the Student Representative. 

7.3.1 Interpretation of the Nominating Committee Roles
1. The Past President is responsible for chairing and coordinating nominations for new positions on the Board. 

2. Nominations should be solicited from the membership three months before the AGM. 

3. At the AGM, two (2) Committee members must be elected to serve on the Committee, chaired by the Past-President.  Commonly, the President and President-Elect are elected to fulfill this function. 

7.3.2 Elections & Nominations Procedures
Who?

· Each year at the Annual General Meeting, the FMWC accepts nominations and elects members to positions open on the Board of Directors.
· The term of office for each position must be taken into account when determining if a particular position is open for nomination. 
· Consideration is given to electing an Honorary member of the FMWC 
· Consideration is given to electing selected eligible Senior members. The Honorary categories of membership require unanimous approval of the Board of Directors prior to being presented to the general membership for election at the AGM. 

How?

1. Nominating Committee proposes a slate of officers to be voted on at the AGM. The Bylaws state that when possible it is desirable for the Chair of the Nominating Committed to be the Immediate Past President. Two other committee members are elected from the membership-at-large from the floor by the general membership at the AGM. In recent years the President and the President-Elect have been elected as the additional two members of the Nominating committee.
2. The Bylaws state that a call for nominations (for open positions on BOD) from the general membership should be given 3 months prior to the annual general meeting of the corporation. 

3. The Bylaws state that the nominations should be directed to the Honorary Secretary. 

7.3.3 Vacancies -Directors (Board of Management) 

[Bylaws 4.14]
1. Vacancies on the Board, however caused, may so long as a quorum of the Board remain in office, be filled by the directors from among the qualified members of the Corporation, or by a general meeting of the members called for that purpose. 

2. The office of the Director shall be vacated upon: 

a. written resignation to the Honorary Secretary of the Corporation, 

b. proof of mental in competency or suspension of medical license due to disciplinary action; 

c. if the Director becomes bankrupt or suspends payment or compounds with their creditors; 

d. termination of her membership as an active member; 

e. a resolution that she be removed from office at a special meeting passed by three quarters (3/4) of the Board; 
f. death. 

7.3.4 Background Information
Referencing fairness of nominations and elections: 

1.
By Committee 

In large organizations, or those that do not meet very often, it is common to establish a slate of nominees for each office by referring the matter to a nominations committee. Such a committee should itself be elected. Unfortunately, the use of such a committee is often misunderstood and gives rise to resentment and the feeling that election to office is “fixed" and unfair. The real purpose of a nominating committee is to make sure that people 
separated by large distances have an opportunity to be nominated or have input into the nomination process. It allows the process of selection to be carried out over a longer period of time than just the day of the meeting, which is beneficial in an organization where members are not well known to each other. 

Once the report of the nomination committee is received, the chair declares the person(s) in the report to be duly nominated. At that point, the chair asks if there are any nominations from the floor. In the interest of fairness, an organization should never adopt a system that precludes nominations from the floor. Regardless of the quality of the work of a nominations committee, the organization as a whole must feel that it is in control of its leadership selection. 

2. 
From the Floor 

Presentation of nominations can be done one position at a time or as a block slate. 

If there has been a report submitted by a nominations committee, the chair should state something like -"Ms. X has been duly nominated for the position of president."  Then nominations can be made by anyone at the meeting. Nominations are accepted from the floor. The Chair should insist that members be properly recognized before they can make a nomination.  The chair should ask the member if he or she wishes to be nominated. If the member refuses nomination, that ends the matter. If she accepts the nomination, name stands.  Additional nominations are requested, and when no further nominations are forthcoming, nominations are declared closed, and either a vote proceeds or the chair declares “Dr. X elected by acclamation".
Reference: Chairing a Meeting, Kevin Paul, pp 60-62. 

7.3.5 Additional Nominations

In addition to seeking nominations for open positions on the Board of Directors each year, nominations for one (1) Honorary Membership and eligible Senior Members are put forward for election and recognition at the National Annual General Meeting. 

Honorary Membership (non member)

· a woman who has made a significant contribution to the advancement and well being of Canadian women in general, including Canadian women physicians; such an individual is not necessarily a physician; limited to one per year; 

· may be nominated by any member of the Corporation; 

· Time frame: desirable to have discussion re: nominations at the IBM with deadline for submissions 1 month prior to National Annual Board meetings 

· elected only with unanimous approval of the Board of Directors prior to the AGM, and with majority approval at the AGM; and

· not required to pay an annual fee, shall not vote, and shall not hold office. 

Senior Members

· any member who has been a FMWC member for 10 consecutive years and has attained the age of 65 years and/or who has retired from active practice may be 
nominated or apply for this category of membership; nominations are typically submitted by Branch Executive and/or Regional Representative (Region I -VI). 

· Time frame: desirable to have nominations decided and submitted to Honorary Secretary (or Chair Nominating Committee) 1 month prior to National Board meetings. 

· elected unanimous approval of the Board of Directors prior to AGM, with majority approval at the AGM. 

· Application to be advertised in Fall Newsletter and Website.

· The total number of senior members shall not exceed ten percent (10%) of the active membership.

8 New Standing Committees Job Descriptions
8.1   Finance Committee 
The Finance Committee is intended to assist the Treasurer and the entire Board by assuming responsibility beyond the day-to-day financial matters, keeping an eye on the “big picture”.
Purpose of the Committee (Mandate)

· To study the present and future financial needs of the Corporation and the ways and means of providing for them.

Function of the Committee

· To review all pertinent financial reports of the national organization, including audited statements, budgets, quarterly and monthly reports as prepared and furnished by the National Treasurer.

· To review all annual financial reports of the branch organizations, as prepared by the branch treasurers, in order to be aware of their financial situations and to plan financial interactions between the national organization and the branches accordingly.

· Receive and review proposals from within or from outside its ranks to address the future financial well-being of the Corporation.  These proposals could address any aspect of proposed or actual expenditures of the corporation as well as any aspect of financial resource development.

· Report to the Board of Directors at the Annual and Interim Board Meetings, to include advice regarding the financial affairs of the Corporation and the investment of funds.

Membership on the Committee

· Three (3) members elected from the general membership at the annual meeting of the Corporation.  The Chair shall hold office for two (2) years and may be re-elected 
at the end of her term of office for one (1) more term.  The two other members shall hold office for 1 year and may be re-elected to serve one more term of 1 year.  In a year when a new chair is elected, at least one other member must be re-elected to 
provide continuity on the committee.  Regional representation must be considered when electing members.
· President as ex-officio with voting privilege.

· Treasurer as ex-officio with voting privilege.

· President-elect as ex-officio without voting privilege.

Operation of the Committee

· Meetings in person, by conference call or by e-mail to be held at least four times per year. 

· If the Chair is unable to participate in the meeting, she shall designate her alternate

· Minutes of meeting must be taken and distributed to committee members and all Board members.

· Quorum shall be a simple majority of the members of the Committee.

8.2   Maude Abbott Research Fund Committee

The Maude Abbott Research Fund Committee shall consist of five (5) members elected at the annual meeting of the corporation.  

The Maude Abbott Research Fund was established as an extension of the capital fund formed with Dr. Abbott’s bequest in her will in 1940.

At the Federation’s Annual Meeting in August 2001, the membership agreed that the word research should be added to this second component of the fund to identify more clearly the fact that grants will be made available to women physicians to undertake clinical research in their offices.  Research topics can relate to the broad topic of women’s health issues.  The results will be widely disseminated to the public as well as the medical profession.  

Fund Management
The Maude Abbott Research Fund is an Endowment Fund; it will be invested with MD Management.  This requires that all donors to the Fund sign an undertaking directing the Federation to hold the gift in perpetuity. This is known as the “ten-year rule” as regulated by Canada Customs and Revenue Agency (the new name for Revenue Canada). It stipulates that the original donation and any capital gains earned on that amount must be held as capital for a minimum of ten years or in perpetuity and must not be disbursed in the year it was collected.

8.3   Newsletter Editor Job Description 
BYLAWS (Sec. 7.04)

1. The Newsletter Editor is elected to the Board at the annual meeting of the Corporation. She should hold office for three (3) years and the term may be renewed. 
2. The Editor shall coordinate and supervise the compilation and printing of the Newsletter which shall be distributed to the members of the Corporation from time to time as determined by the Board.
3. The Editor shall provide the Treasurer with an accurate record of all financial activities pertaining to the publication of the Newsletter. 

4. The Editor shall assist the Treasurer in preparation of the budget as it pertains to the publication of the Newsletter. 

8.3.1 Interpretation of Newsletter Editor
1. The Newsletter provides a vital link in our organization for communication and for promotion purposes. 

2. The Executive Committee is committed to provide the Newsletter Editor with as much support as possible to achieve a timely, worthwhile publication by forwarding appropriate newsworthy material, facilitating a smooth production and distribution process, and being available to discuss and resolve issues and concerns.
3. Responsible financing of the Newsletter requires close cooperation between the Newsletter Editor and Treasurer. 

4. It is advantageous for each new Newsletter Editor to discuss the Newsletter production & distribution process with the preceding Editor and the Executive Committee, outlining their personal preferences and goals regarding the Newsletter (content, format, production process, set-up of production /distribution, etc.). 

5. 
The Newsletter Editor traditionally writes an Editorial for each Newsletter coordinates and supervises compilation and printing. 

6. 
The Newsletter Editor prepares a Newsletter Report for presentation to the Board at the Interim Board meeting and the Annual Board meeting. 

7. 
The Newsletter Editor is a member of the organization's Executive Committee (Ex Officio without vote), and as such is aware of all of the policy formulation and ongoing decisions with respect the directions and priorities of the organization. 

8. 
The newsletter is published three times a year, one in Winter (January), one in Spring (May) and one in the Fall (September/October) with the notice/deadline for submissions being set one month from the date of publication. The Winter newsletter should report on the Pap test campaign and introduce the AGM.  The Spring newsletter should report on the Interim Board meeting (usually January/February), promote the AGM (and its award winners) and Pap test campaign as well as advertising the June deadline for MALF and MOWMF applications. The Fall newsletter should report on the AGM and promote December award deadlines (i.e. May Cohen, Enid Johnson MacLeod, Honorary Member, MALF, MOWMF).
It is desirable and advantageous for the Newsletter Editor to anticipate the need for a successor for the Newsletter Editor position and to involve the future editor in the production of the Newsletter prior to taking over, so that she is familiar with the whole process. 

9 Scholarships/Awards

9.1   Maude Abbott Loan Fund 
See http://www.fmwc.ca/index.php?page=278  for details and for the application form. Members are asked donate yearly when they renew their membership.
9.2   Margaret Owens-Waite Memorial Fund Award 
See http://www.fmwc.ca/index.php?page=280 for details and for the application form.
9.3   May Cohen Award 
See http://www.fmwc.ca/index.php?page=281 for details and for the nomination form.
9.4 Maude Abbott Research Fund 
See http://www.fmwc.ca/index.php?page=279 for details. Members are asked donate yearly when they renew their membership and a request for donations is advertised in every newsletter. 
10 Proposal Submission Instructions

All projects must coincide with FMWC’s Mission Statement.  

“The Federation of Medical Women of Canada (FMWC) is a national organization committed to the professional, social and personal advancement of women physicians and to the promotion of the well-being of women both in the medical profession and in society at large”.


* * * * * * * * *

The following are directions for completing a Proposal Submission to FMWC.

1.
Prepare a written report complete with:


a.
A summary of the proposal (100 words or less)

b.
The following questions must be answered in your report:

· State the expected outcomes of this project.

· How does this project assist in furthering FMWC’s Mission Statement?

· What kind of advertising would FMWC receive by funding this project?

· Provide a simple budget with projected cost of funding this project.
· State length of project, ( a one-time event or ( ongoing (yearly).

· When is the project scheduled to begin and end?

3.
The applicant is expected to present a written proposal to the Board and/or present it at the AGM for approval.  

4.
Upon completion of the project a full report must also be presented to the Board.

Appendix A
Board Member Acknowledgement Form 
I, ______________________________ (full name), hereby accept the position of _____________________________(position).  

I agree to (please check all):

· familiarize myself with the terms of this position (structure, role and length of term) 


· fulfill the duties listed in my position’s terms of reference (see bylaws on the website)

· maintain a current FMWC membership;

· provide a photo for publicity purposes as needed;

· provide an up to date resume for publicity purposes as needed;

· provide a current email, phone, fax and mailing address;

· notify National Office if knowingly unreachable for over one week;

· allow my contact information to be shared with other FMWC members;

· notify National Office of any proxy representation of my position;

· provide written notification to National Office should I need to resign prior to the end of my term;

· consider the non-fulfillment of my position’s duties for more than three months without reason as equivalent to my written resignation; and

· inform the National Office of any events held in the name of FMWC.

___________________________



______________

Signature

                                                           Date 

Contact information, information required for the Audit* & for sponsorships**:

Name to be used for FMWC Correspondence: Dr._________________________________

Primary email address: ______________________________________________________

Home phone #:________________________ Work phone #:_________________________

Primary fax: _______________________________________________________________

Home Address*: ___________________________________________________________

Birthdate*: _______________________________________________________________

S.I.N #*:____________________________________________________________________

Conflict of interest**: Please indicate whether you are a “Government Official”  i.e. an employee or expert (paid or unpaid) to the government/government entity, in particular, serving in an official capacity to any reimbursement committee, pricing committee, drug approval committee, formulary or similar committee.

· No                            

· Yes

If “Yes”, please provide full details below:

__________________________________________________________________________________________________________________________________________________

Once completed, this form should be sent immediately to the FMWC National office by fax (1-877-772-5777) or mail (780 Echo Dr, Ottawa, ON K1S 5R7) 












