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INTRODUCTION 

As stated in the By-Laws of A&WMA Ottawa Valley Chapter (see Appendix A, 
December 2013 By-Laws), the Chapter shall maintain a Policy Manual that details the 
operation of the Chapter and the interpretation of these By-Laws, specifically including 
the duties and responsibilities of Board Members, the Officers, and Chapter 
Committees. 

This Policy Manual also contains operating guidelines that have been developed based 
on the By-Laws, resolutions of the Board, and decisions of the Officers.   

All members of the Board and committee chairs should read and be aware of the full 
contents of the Manual to properly understand the role that they are expected to play. 

ORGANIZATION STRUCTURE 

The Air & Waste Management Association (A&WMA) – Ottawa Valley Chapter 
(Chapter) of the Ontario Section (Section) operates as a non-profit incorporated 
company in Ontario under the auspices of the Air and Waste Management Association 
(Association). 

The Association is a non-profit, non-partisan professional organization that enhances 
knowledge and expertise by providing a neutral forum for information exchange, 
professional development, networking opportunities, public education, and outreach to 
more than 8000 environmental professionals in 65 countries.  The Association also 
promotes global environmental responsibility and increases the effectiveness of 
organizations to make critical decisions that benefit society. 

The Mission of the Association is to assist in the professional development and critical 
environmental decision-making of our members to benefit society. 

The core Purpose of the Association is to improve environmental knowledge and 
decisions by providing a neutral forum for exchanging information. 

As outlined in Articles VI and VII of the By-Laws, the organization structure of the 
Chapter includes a Board and Officers.  The structure can also include Committees 
which exist at the discretion of the Chair.  The current structure of the Board and 
Officers is illustrated on Table 1 and Figure 1. 
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Figure 1:  A&WMA – Ottawa Valley Chapter Organization as per the December 
2013 By-Laws 

Title Number Elected by Term (years) Notes

Individuals 12 Members 2 At least 5 each year; 

Board fills vacancies

Title Number Elected by Term (years) Notes

Chairperson 

(Chair)

1 - 2 Shall serve as Past-Chair for 

1 year, following term

Vice-Chair 1 Members 3 Shall serve as Chair the year 

following their incumbency 

as Vice-Chair.

Past-Chair 1 - 1 Serves 1 year as Past-Chair 

following incumbency as 

Chair, Chairs the 

Nominations Committee

Treasurer 1 Board 2

Secretary 1 Board 1

A&WMA - Ontario Section - Ottawa Valley Chapter
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Committees 

The Board

A Quorum of the Board shall be 5 Directors including either the Chair or Vice 

Chair

Officers (who are also Board Members)
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Table 1:  2017 Board, Officers and Observers

Position First Name Last Name Affiliation 

1 Chair Giulia Brutesco Fertilizer Canada 

2 
Vice/Past-
Chair David Cotsman RWDI 

3 Secretary Emily MacKay Golder 

4 Treasurer Camille Taylor Golder 

5 -- Julie Clement Maxxam 

6 -- Holly Dole UofOttawa 

7 -- Zachary Hart UofOttawa 

8 -- Yasmine Hajar UofOttawa 

9 Shazadi Rana UofOttawa 

10 Carole Pietka DST 

11 Vacant 

12 Vacant 
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General 

Air and Waste Management Association rules require that all Officers and all 
Directors of the Chapter belong to the Association. 

All Officers and Directors are encouraged to regularly review the By-Laws and 
this Manual to keep responsibilities and/or scheduling in mind. 

Board Members 

The Board is composed of a minimum of 7 and maximum 12 individuals. 

The Board should concern itself with policy matters.  Most of the detailed 
discussions involved in the Chapter’s activities should take place at the 
committee level.  Board members with interest in specific activities are 
encouraged to provide input at that level. 

Officers 

The Executive Committee consists of the following Officers: 

 Chair;

 Vice-Chair;

 Past-Chair;

 Secretary; and

 Treasurer.

Standing Committees 

The following are the intended committees for the upcoming year: 

 Program;

 Membership

 Communications & Social Media;

 Student Liaison;

 Nominations;

Note: The Board should examine this list each year for potential changes. 

Although Committee Chairs are frequently Board members, it is not a 
requirement.  They must, however, be Members of the Association. 

Board members are encouraged to be actively involved in at least one 
committee. 
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Committee Chairs should solicit committee members from the Chapter 
membership.  The Board can assist with this. 

Committee Chairs should delegate tasks to committee members. 

Turnover of the Board and Officers 

The Secretary shall be selected annually, by the Board, to serve a 1-year term. 

The Treasurer shall be selected on a biennial basis (once every two years), by 
the Board, to serve a 2-year term.   

The Vice-Chair shall become the Chair in the succeeding year.  

The retiring Chair shall serve as Past-Chair during the year following their 
incumbency as Chair.   

New Board Members and Officers take office at the adjournment of the Section 
annual business meeting which is to be scheduled in November or December.  
At this meeting, appropriate files, reports and manuals shall be given to the new 
officers and Board members.  

If any Board Member demonstrates inactivity over a period of months, the Board 
Member shall be contacted by the Chair and/or Past-Chair to determine 
continued interest in participating on the Board.  The Board fills vacancies until 
the next election at its sole discretion. 
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FINANCIAL RITUALS 

1. Approvals and Payments

1.1 Board members may not commit to expenditures unless specific approval 
has been obtained from the Board.  Approval can be through an 
authorized annual budget or a specific resolution of the Board. 

1.2 Invoices for expenditures that are within Board approval are to be dated, 
approved by a Board member and forwarded to the Treasurer for 
payment. 

1.3 Cheques or other income received by the Board members are to be 
forwarded to the Treasurer, for deposit, with explanatory documentation. 

2. Accounts for Conferences and Other Events (e.g., Seminars,
Meetings)

2.1 All income and expenditures relating to an event are to be handled 
through the Treasurer.  The Committee or individual responsible for 
specific program must liaise with the Treasurer on all financial matters. 

2.2 If advance moneys are required for an event and within Board approval, 
the Treasurer will issue these upon request. 

2.3 Following the conclusion of an event, the Committee or individual 
responsible will present a full financial statement concerning the event to 
the Board. 

2.4 The Treasurer has the responsibility to verify that the financial records for 
the event are correct and complete.   
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OFFICERS OBJECTIVES 

CHAIR 

Giulia Brutesco 

OBJECTIVES: 

Provide support and direction to: 

 Officers;

 Committees;

 Chapter Members

Plan Board meetings for the year. 

Chair meetings of the Board and Officers. 

Provide support and direction to the Board. 

Provide support for the Committees, as required, specifically including assistance 
with relations, both existing and developing, with other organizations. 

Explore closer relations and/or co-operative ventures with other professional 
organizations, and with other A&WMA Chapters and Sections. 

Prior to the initial Board Meeting of the operating year (the Change Over 
Meeting) develop specific objectives that are important to the membership. 

At the initial Board Meeting of the operating year, provide information to prepare 
Officers and Directors for their duties in the forthcoming year. 

Review of By-Laws from time to time to ensure that these meet the needs and 
agree with the operation of the Association. 
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PAST-CHAIR  

David Cotsman 

OBJECTIVES: 

Chair the Nomination Committee 

Provide support to the Chair as required 

Provide support to the Board 

Coordinate the preparation of the annual report for the preceding year to the 
Section and Association.  Ensure the report is presented to and approved by 
the Board.  

Start the Nomination process by September 1 of each year.  The Nomination 
process will include: canvasing the membership for nomination for the Board. 
Appoint and coordinate a Nomination Committee of not less than three full 
members.   

Review of By-Laws from time to time to ensure that these meet the needs and 
agree with the operation of the organization. 
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VICE-CHAIR 

David Cotsman 

OBJECTIVES: 

Provide support for the Chair, as required, specifically including assistance with 
relations, both existing and developing, with other organizations. 

Chair meetings in the absence of the Chair. 

Provide support and direction to the Board. 

Provide support for the Committees, as required, specifically including assistance 
with relations, both existing and developing, with other organizations. 

Prepare an action plan and priorities for the upcoming year. 

Review of By-Laws from time to time to ensure that these meet the needs and 
agree with the operation of the organization. 
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SECRETARY 

Emily MacKay 

OBJECTIVES: 

Maintain the Chapter’s master timetable, to facilitate planning Chapter activities. 

Assist with booking Board meetings as requested by the Board.  The planning of 
meetings should include making any necessary preliminary arrangements (e.g., 
making reservations for meeting space, room rates (as applicable), parking, food 
and beverages). 

Distribute meeting notices and agenda for Board meetings no less than five 
calendar days prior to each meeting. 

Record, and with five business days following any meeting of the Board, 
distribute official recordings of the business of the Chapter through the 
distribution of minutes.  The Secretary or designee should record all meetings of 
the Officers and Board of Directors. 

Maintain paper or electronic copies of all official business for the Chapter, 
including: meeting minutes, letters, conference flyers and program materials, and 
other archival information that may be applicable to future events. 

Maintain the Chapter Policy Manual. 

Ensure that the Association’s annual report is completed and sent out by the 
deadline to include written annual committee reports from committee chairs. 
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TREASURER 

Camille Taylor 

TD Bank cheque signing authority: Bahman, Wayne, Camille 

OBJECTIVES: 

Receive and disperse moneys and keep accurate and complete records of 
transactions in accordance with the Financial Rituals.  

Reconcile the monthly bank statement to the record-keeping system. 

Report to each Board Meeting in person or by deputy on the financial state of 
the Chapter. 

Assist in preparation of the annual operating budget. 

Provide an annual recommendation to the Board with regard to meeting the audit 
requirements for a non-profit incorporated company. 

Assist in compiling financial information for the periodic audit and the annual 
report to the Association. 
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PROGRAM COMMITTEE 

CHAIR: David Cotsman 

MEMBERS: Giulia Brutesco, Emily MacKay 

REPORTS TO: Board 

OBJECTIVES: 

Assist in preparing a detailed action plan for the year, which would include the 
following: 

 a review of the Chapter’s performance during the current and immediately
past years.

 a plan for meetings and themes for current and upcoming year.

Consider planning activities such as: 

 Breakfast/lunch meetings

 Workshops  and Panels

 Joint events with other groups

 Special meetings

 Any other worthwhile ideas

NOTE: Try to maintain balance in the preparation of technical programs with 
respect to orientation of papers and speakers (government – industry – 
general public – consultant, etc.) 

Proposed events and event budgets are to be submitted to the Board for 
approval.  
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MEMBERSHIP 

CHAIR: Camille Taylor 

MEMBER: TBD 
REPORTS TO: Board 

OBJECTIVES: 

The committee should address the following: 

 In conjunction with the Association, ensure that the Chapter’s membership list
is updated on a regular basis.

 Provide quarterly reports to the Board on membership numbers.

 Contact delinquent members and encourage them to renew their
memberships.

The Membership Committee Chair should nominate a deputy preferably from the 
Section’s Membership Committee. 
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COMMUNICATIONS AND SOCIAL MEDIA COMMITTEE 

CHAIR: Emily MacKay 

MEMBER: Camille Taylor, Giulia Brutesco, Carole Pietka 

WEBMASTER: Sarah (Ontario Section), Emily (back-up) 

LINKEDIN: Emily MacKay 

NEWSLETTER: Camille Taylor  Sarah McQuaig (ON Section) 

TWITTER:  Giulia Brutesco 

FACEBOOK:  Carole Pietka 

REPORTS TO: Board 

OBJECTIVES: 

Develop and maintain the chapter’s content on the Ontario Section website and 
LinkedIn account. 

Post Chapter and Section reference and publicity materials. 

Promotion of the Chapter through e-mail notices as provided by Board Members 
and others. 

In conjunction with the Webmaster monitor options for ensuring optimal efficiency 
and reduced costs for section publications, mailings and electronic publishing. 
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STUDENT LIAISON 

CHAIR: Holly Dole 

MEMBER:  

REPORTS TO: Board 

OBJECTIVE: 

Recruit Board members to assist with career nights/seminars hosted at local 
Universities and Colleges 

Coordinate with Student representative for Scholarship Awards. 

Provide representative from the Board to judge the Thesis presentations and 
subsequent award of the prizes for Best Thesis Presentation 

Act as Liaison between the Students and the Board 

Provide support to student members as required 
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NOMINATIONS COMMITTEE 

CHAIR: David Cotsman (Past-Chair) 

MEMBERS: Camille Taylor 

OBJECTIVES: 

Preparation of lists of nominees for Officers and for Board Members for the 
next year. 

By September 1 of each year, the Past-Chair will select a Nomination Committee 
of no less than three full Members who may or may not be Directors of the 
Board.   

By October 1 of each year, deliver a Call for Nominations to the Board to be 
advertised to the membership.   

Elections, if required, are to take place at the Annual General Meeting.   The 
Nomination Committee shall nominate one or more candidates for each Director 
position.  The Committee shall obtain acceptances and present the slate to the 
Board at the November Board meeting.   

Assistance for Committee Chairs, as required, with recruitment of committee 
members. 




