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Name: Community Service Awards Task Force 

Type of Advisory Body: Task Force (project specific; time durated) 

Effective Date: June 6, 2019 Revision Date: January 28, 2021 

TOR Approved by: Mark Roberts, Chief Administrative Officer 

Authorizing Signature: 

1. Background

a) On April 30, 2019, Pitt Meadows City Council approved the Community Service and
Civic Recognition Council Policy (C073). This policy established an annual recognition
program to encourage, support and recognize community groups, teams, organizations
and individuals who have contributed to the betterment of Pitt Meadows.

2. Mandate

a) The mandate of the Community Service Awards Task Force (the “Task Force”) is to:

i. review all approved nomination packages;
ii. select the annual recipients of the Community Service Awards;
iii. inform Council of decisions through a delegation and committee report at a

closed council meeting; and
iv. participate in the annual awards celebration where the winners are announced

and presented with their awards.

3. Enabling Legislation/Authority

a) The Task Force is an advisory body given authority through the Community Service and
Civic Recognition Council Policy (C073) and the City Committees Policy (C102).

4. Reporting Relationship

a) The Task Force will report to City Council through the Chief Administrative Officer
(“CAO”). The CAO will assign a Staff Liaison to the Task Force who will be responsible
for coordinating all communications with the CAO and, ultimately, with Council.
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5. Membership

a) The Task Force will be comprised of the following members:

i. up to five (5) voting members from the general public, appointed by the Chief
Administrative Officer (CAO), who are:

• either residents of, or business owners in, Pitt Meadows;
• not current members of Pitt Meadows City Council; and
• not current employees of the City of Pitt Meadows.

ii. two (2) non-voting members, including:
• an employee of the City, appointed by the CAO, who will be the Staff

Liaison for the Task Force and will be in attendance at all meetings to
provide technical advice and staff assistance;

• The CAO may choose to appoint an alternate Staff Liaison to support the
Task Force and to act as Vice Chair; and

• an employee of the City, appointed by the Corporate Officer, who will
be the Committee Clerk for the Task Force and who will be responsible
for agenda preparation, minute taking and meeting preparations.

b) The CAO may remove or replace any member of the Task Force at any given time.

6. Term

a) Task Force members are appointed annually for one (1) calendar year term.
b) Task Force members are eligible to serve multiple terms. Members are required to re-

apply each year, or re-appointed at the discretion of the CAO.
c) Appointments to the Task Force will be made in accordance with sections 5.4 and 5.5

of the City Committees Policy (C102).
d) A member who is absent, except for reasons of extended illness, from three

consecutive meetings of the Task Force is deemed to have resigned effective as of the
end of the third such meeting.

7. Remuneration

a) None.

8. Budget

a) There is no budget assigned to the Task Force. Costs associated with the overall
Awards Program will be managed by City staff.
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9. Governance Principles 

a) Legislation. The Task Force will operate in accordance with the City of Pitt Meadows 
Council Procedure Bylaw (Bylaw No 2690, 2015), the Community Service & Civic 
Recognition Policy (C073), the Respectful Workplace Policy (C1010), and any other 
applicable enactments, bylaws or policies, as amended or replaced from time to time. 

b) Procedural Rules. All Task Force meetings will be conducted in a respectful, orderly and 
business-like manner, following the procedural rules for conduct, motions, debate, and 
voting as outlined in Council’s Procedure Bylaw. 

c) Conflict of Interest. A Task Force member will make known any personal or familial 
relationship with any award nominee that might constitute a conflict of interest. If the 
Task Force member declares a conflict of interest, they will not remain in, or attend, any 
part of a meeting during which the application is under consideration, participate in any 
discussion of the application, vote or make recommendations in respect of the 
application, or attempt in any way, whether before, during or after such a meeting, to 
influence the voting on any question related to the application. 

10. Responsibilities 

a) The voting members of the Task Force have the following responsibilities: 
i. Attend and actively participate in the Task Force meetings as scheduled; 
ii. Inform the Staff Liaison and Committee Clerk if unable to attend a meeting; 
iii. Elect a Vice Chair to act as the Chair in the absence of the Staff Liaison; 
iv. Familiarize themselves with the awards categories, criteria and selection process; 
v. Review nomination forms and follow up with nominators as required; 
vi. Work collaboratively and respectfully as a team to confirm the recipients of the 

annual Community Service Awards; 
vii. As per section 13(k), maintain confidentiality regarding nominees, nomination 

packages, and award recipients until the information is made public by Council; 
viii. As per section 9(c), make known to the Task Force any personal or familial 

relationships with any award nominees that might constitute a conflict of 
interest. 

b) The Staff Liaison has the following responsibilities: 
i. Determine agenda items for each Task Force meeting and relay to the 

Committee Clerk for agenda production purposes; 
ii. Chair all Task Force meetings when in attendance; 
iii. Set timeline for Task Force deliverables, including: 

• Initial meeting 
• Initial review of nomination packages 
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• Selection of annual recipients of the Community Service Awards 
• Presentation to Council of Task Force decisions. 

iv. Compile, approve (in consultation with the CAO), and present nomination 
packages to the Task Force for review; 

v. Coordinate Task Force delegation to a closed council meeting for presentation 
of Task Force results; 

vi. Ensure the coordination of the awards presentation to the annual recipients of 
the Community Service Awards; 

vii. Ensure bylaws and policies are adhered to. 

c) The Committee Clerk has the following responsibilities: 
i. Coordinate and produce all Task Force agendas and minutes; 
ii. Calendar all Task Force meetings; 
iii. Manage general correspondence with Task Force members; 
iv. Maintain the files of the Task Force including minutes, agendas, policies, terms 

of reference, correspondence and other file information, in accordance with the 
City’s records management practices. 

11. Award Categories 

a) The Task Force assesses nomination packages for potential recipients for the following 
Community Service Awards: 

i. Against the Odds Achievement. To recognize individuals who achieve 
excellence despite the special challenges they face. 

ii. Community Service. To recognize exemplary leadership and outstanding 
community service provided without regard for personal gain. This award 
encompasses: coaching; volunteerism; arts and cultural contributions; teaching; 
environmental and humanitarian champions; significant acts of philanthropy or 
heroism; advocates for community inclusion; and other noteworthy endeavours. 

iii. Community Service Youth (18 years and under). For demonstrating exemplary 
leadership in community service. This award is intended to recognize the 
positive contributions of  young members of the community, who have provided 
outstanding service to the community without regard for their own personal 
gain. Such an award is to establish an example for others of a young age to 
follow.  Each year, the City awards two bursaries each valued at $500; ideally 
one award for each category of 5 - 12 year-olds and 13 - 18year-olds with 
authorization to award two in one category based on submitted nominations.  
Recipients must be residents of Pitt Meadows. 
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i. Good Neighbour Award. For an individual, who has contributed to their 
neighbourhood community through a single act of kindness, to multiple good 
deeds benefitting many people. This is a resident that is an unsung hero and 
makes their local neighbourhood a better place to live. 

ii. Business of the Year. To recognize local businesses that, on a regular basis, 
contribute to the overall quality of life in Pitt Meadows through endeavors that 
support community service, programs or events, and/or foster positive 
relationships with volunteer groups or activities. 

iii. Outstanding Resident of the Year. Recognizing the contributions of one 
individual for their overall outstanding community service, dedication and 
commitment to improving the quality of life for the citizens of Pitt Meadows. 
This individual has dedicated many years of service to the community, has made 
a difference through volunteerism and/or philanthropy, and provides informal 
leadership resulting in the betterment of the City.   

12. Award Eligibility and Selection Criteria 

a) The following criteria apply to the nomination process: 
i. Nominations by immediate family members and self-nominations will not be 

accepted; 
ii. Nominations by or for current members of City Council will not be accepted; 
iii. Nominations by or for current members of the Task Force will not be accepted;  
iv. Nominations by or for current City employees will not be accepted;  
v. Eligible nominations from previous years may be reconsidered and added into 

the collection of eligible nominations in the current year; and 
vi. Nominations for past City employees and members of Council will not be 

accepted for projects or achievements during employment or term of Council. 

b) To be eligible for an award, the nominee must be: 
i. a resident of Pitt Meadows or, in the case of a business, operating from a Pitt 

Meadows location; and 
ii. a positive role model for the community and in good standing with the City. 

c) All nomination packages receive cursory review by the Staff Liaison, in consultation with 
the CAO, for initial approval before referral to the Task Force for deliberations. A 
nomination package is considered approved when it is: 

i. submitted in accordance with sections 12(a) and (b); 
ii. submitted before the advertised deadline for nominations; 
iii. completed in its entirety; and 
iv. in alignment with the general category purpose, criteria, and guidelines. 
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d) When considering approved nomination packages, the Task Force will assess each 
nominee using the following criteria: 

i. Significant contributions and achievements over the past year that set them 
apart; 

ii. ongoing contributions to, and positive impact on, the community; 
iii. length of service; 
iv. demonstration of civic mindedness; 
v. Serves as a positive role model;  
vi. diversity of service; and 
vii. exemplary leadership. 

e) Only one award will be granted per category each year with the exception of the 
Community Service Child/Youth under 18 Years category which may award two based 
on submitted nominations. 

f) Awards will be granted each year as merited; there may not be awards in each category 
each year, depending on nominations received. 

g) Previous award recipients may be considered for additional awards; however, the work 
that the person or organization made in receiving the original award will not be taken 
into consideration during future award deliberations. 

h) Task Force members will consider past recipients to ensure that over the course of 
several years, a range of ages, genders and types of service are recognized. 

i) Exceptions to these criteria may exist and will be reviewed by the CAO, on a per case 
basis, through communications from the Staff Liaison as required. 

13. Meeting Procedures 

a) Meeting Schedule. The Task Force will meet as established at their first meeting, and as 
required to fulfill their mandate by the deadline provided by the Staff Liaison. 

b) Closed Meetings. Meetings of the Task Force will be closed to the public as the subject 
matter being considered pertains to personal information about identifiable individuals 
who are being considered for municipal awards, as per section 90.1(b) of the 
Community Charter. 

c) Chair/Vice Chair. The Staff Liaison will chair all meetings when in attendance. The Task 
Force will elect a Vice Chair at the first meeting each year, to act as Chair in the 
absence of the Staff Liaison. 

d) Quorum/Voting. A majority of the existing voting members will constitute a quorum. 
Meetings may be held without quorum; however, a quorum will be required for voting 
purposes. All decisions of the Task Force will be determined by a simple majority vote 
of the members present. 
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e) Agendas. An agenda will be prepared by the Committee Clerk for each meeting, with 
input from the Staff Liaison, and provided to the Task Force members a minimum of 72 
hours prior to each meeting, unless the Task Force meeting schedule does not allow for 
such turn around. 

f) Minutes. The Committee Clerk will record each meeting, produce draft minutes for 
review within 1 week of the meeting, and include draft minutes on the next agenda for 
approval by the Task Force. 

g) Nomination Packages. Subject to section 12(c), the Staff Liaison will compile and 
present to the Task Force all approved nomination packages for review and 
consideration.  

h) Assessment.  The Task Force will review all approved nomination packages against the 
criteria established in section 12. 

i) Additional Information. The Task Force may request additional documentation or 
information from a nominator before making their decision. 

j) Deliberations. By a majority resolution of members present, The Task Force will select 
the annual winners of the Community Services Awards as outlined in section 11. 

k) Deferral of Award. The Task Force may choose not to grant an award within a specific 
category where the nominees do not sufficiently meet the award criteria. 

l) Confidentiality. Information regarding nominees, nomination packages, and award 
recipients will be kept confidential until the information is made public by Council at a 
Council meeting or a coordinated event recognizing the award winners. 

m) TOR Amendments. The Committee may from time to time recommend to the CAO an 
amendment to these terms of reference following a majority resolution. 
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