Canadian Society of Nephrology/ Commun ications Comm ittee

Société canadienne de néphrologie

CSN/SCN (Advisory CtE)

/

Terms of Reference

1. Purpose

The CSN Communications Committee is responsible for supporting and enhancing the Society’s
communication strategies. Its mandate is to develop, implement, and promote clear, consistent, and
engaging messaging across all official CSN platforms—including email, the CSN website, and social media
channels. Through these efforts, the Committee aims to effectively inform, connect, and empower CSN
members and stakeholders, while upholding the Society’s values and advancing its mission.

Additionally, the Communications Committee is responsible for supporting Membership Outreach and
Retention strategies. This includes the development and promotion of targeted outreach initiatives to
attract and retain members, communicate benefits, and foster stronger engagement.

2. Frequency of Meetings & Attendance

Full committee meetings will be held every 3-4 months via teleconference, including one face-face meeting
per year scheduled around the CSN Annual General Meeting if it coincides with the meeting schedule. (i.e.,
~3 total meetings per year).

Committee members should make every effort to attend all meetings and are expected to review material
and provide feedback to the Chair/Vice Chair when unable to attend.

Participation in at least 65% of meetings is required, barring extenuating circumstances. Attendance will be
monitored by the CSN administration.

3. Governance

A quorum for a meeting is constituted by a simple majority (50% + 1) of the Committee members, present
either in person (when applicable) or by teleconference. Decisions can only be made if quorum is met. If the
qguorum is not met, the meeting may be adjourned and rescheduled.

All members on the Committee are voting members, except administrative staff, ad hoc members and/or
guests. Major policy changes require subsequent approval by the CSN Officers.

Voting Procedures:

e Decisions shall be made by a simple majority vote of the members present.
e Each member shall have one vote. In the case of a tie, the Chair shall cast the deciding vote.

e Voting may occur during a meeting, either in person or virtually. Votes must be cast by members
who are present at the meeting in accordance with CSN bylaws. Proxy or absentee voting is not
permitted.
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4. Membership & Member Selection

COMMITTEE CHAIR:

The Chair is a CSN member in good standing, appointed by the CSN Officers based on recommendations
from the outgoing Chair or other relevant committee members. As this is an ad hoc committee, the Chair
does not sit on the CSN Board of Directors but will liaise regularly with the CSN Officers and Director of
Operations to ensure alignment with the Society’s strategic priorities.
Aside from the Chair, the other members will include:

e Vice-Chair

e Past-Chair

e Representative from CSN Education Committee

e Representative from CSN Scientific Committee

e Representative from CSN CPG Committee (guidelines)

e Representative from CSN SNAP Committee (green nephrology)

e Representative from CSN Community Nephrology Committee

e Representative from CSN QUIS Committee (quality improvement)

e Representative from CSN Industry Liaison Committee

e Representative from CSN Advisory Committee

e Representative from CAPN (peds)

e Representative from CJKHD (journal)

e Representative from CKD-N (basic science)

e Representative from CNTN (clinical trials network)

e (2) Trainees

e The Committee shall consist of a maximum of 17 members

All members should be CSN members in good standing, apart from patient and non-physician providers,
should they be part of the committee.

To note —included in the committee, with no voting rights, will be the CSN Admin office team
representative(s) and the CSN webmaster.

Expressions of interest will be called for to fill missing roles and whenever a vacancy presents. Specific skill
sets will be posted to reflect the needs of the committee, considering geographic representation, gender
balance, and upholding equity, diversity, and inclusion. Appropriate candidates will be appointed by the
Chair and/or President of the CSN, with a commitment to creating a diverse and inclusive environment that
reflects the broader community we serve.
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Selection Criteria Term Limit

Chair Served at least one term on Communications 3 years,
Committee, proposed by outgoing Committee Chair and | 2 term limit
determined by committee consensus.

Vice-Chair Appointed by the Communications Committee Chair 3 years,
and selected from open call to committee members. 2 term limit
Prior serving Communications Committee member for
two (2) years or longer.

Past-Chair After term as Chair, individual will move automatically 1 year,
to Past-Chair role for a 1-year term with voting rights 1 term limit
and will then transit to Emeritus Member position.
Emeritus In this non-voting advisory role, past chairs will 1 year,
Member contribute to discussions and committee activities. no term limit
Member(s) CSN members in good standing. 3 years,

2 term limit
or unless vacancies exist and
continued active involvement

All committee members must be active members of CSN if they have voting privileges.

5. Responsibilities

a. Chair
The Chair is responsible for the following:
e Chairing all Committee meetings.
e Consulting with CSN Administration to draft/distribute meeting agendas and minutes.
e Reporting to the CSN President/Officers through sharing of all meeting minutes and documents.
e Preparing an annual report for presentation to the CSN Board of Directors.

e Report all potential conflicts by any Committee member to the CSN Admin Office — Director of
Operations, who manages and reviews the conflicts with the CSN Officers.

b. Vice-Chair
The Vice-Chair is responsible for the following:
e Support Chair and act as proxy when absent.
e Disclosing any potential conflicts of interest to the Chair.

o  Fulfill regular member responsibilities (see below).

c. Committee Members
Members are accountable for contributing to the effectiveness of the committee by:
e Participating in at least 65% of meetings, barring extenuating circumstances.

e Disclosing any potential conflicts of interest to the Chair.
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e Liaising with CSN members to assist with information dissemination.
e Contribute to membership outreach initiatives.
e Support communication of DEI efforts, coordinated with other committees.

e Actively participating in all meetings; being open, honest, and transparent; discuss matters
respectfully and professionally and being open to other member’s ideas and perspectives to
work together to advance the purpose/mandate of the Committee.

Membership will be reviewed if participation does not meet terms of reference criteria.

d. CSN Administration
The CSN Administration is responsible for the following:
e Providing administrative support for meeting organization and minute-taking.

e Working closely with the Chair and Vice Chair.

6. Emeritus Committee Member (non-voting)

The Emeritus Committee Member designation is an honorary status granted to former Chairs of the
Committee who have demonstrated significant contributions and exemplary service. This role allows for the
continued involvement of experienced leaders, providing historical knowledge, mentorship, and strategic
guidance to current committee activities.

Responsibilities
e Serve as an advisor to the Committee, offering insights based on prior experience and
institutional knowledge.
e Participate in committee meetings as requested, providing input on key discussions and
decisions without assuming active project or task responsibilities.
e Engage in strategic discussions to support the committee’s goals and objectives.

Voting Rights
Emeritus Committee Members are non-voting members of the committee. Their input is valued in

deliberations, though their participation in formal votes is limited based on the committee’s requirements.

Meeting Attendance

Emeritus Committee Members are encouraged, though not required, to attend all scheduled committee
meetings. Their attendance is at the discretion of the committee Chair and may be requested for meetings
where their expertise and historical perspective would be beneficial.

Exclusion from Membership Cap

Emeritus Committee Members are honorary participants and, as such, are not counted within the maximum
number of committee members allowed under the TOR. This designation ensures the committee retains
sufficient capacity for active roles.
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7. Liaison Roles and Subcommittees
The Communications Committee will coordinate with other CSN committees to ensure consistent

and unified messaging across CSN initiatives. This includes:

e Liaising with the Education Committee regarding all Diversity, Equity, and Inclusion (DEI)
initiatives. DEI content and messaging will be communicated in alignment with the work of

a DEI Subcommittee under Education

e Supporting DEl-related communications, as appropriate, across platforms.

8. Funding

The CSN Communications Committee has no direct responsibility for fundraising to support its events. The
CSN Officers will be responsible for securing funds to allow the CSN Communications committee to perform

their responsibilities.

9. Approval Date
Approved by the Communications Committee on December 8", 2025

CSN | Community Nephrology Committee

Terms of Reference Page 5



