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A.  Mandate 
 
To provide advice and guidance to Citizenship and Immigration Canada on broad 
operational issues and policies relating to the Settlement Workers in the Schools 
Program (SWIS). Broad operational issues are those that would impact on the 
entire SWIS program and across the province.  
 
To review, assess and make recommendations on proposals for funding under 
Stream B of the Immigrant Settlement and Adaptation (ISAP) program that are of 
a provincial scope and relate to the SWIS program. 
 
 

 
The specific areas that fall within the Committee’s mandate are: 
 

B.  Terms of Reference 

 Identification of broad operational and policy issues relating to SWIS with 
advice on possible solutions 

 
 Identification of gaps in services or special needs that may require a co-

ordinated or proactive approach under SWIS 
 
 Identification of yearly funding priorities for regional SWIS ISAP “B” projects. 
 
 Review of proposals for funding under ISAP Stream “B”, for the SWIS 

program, that are innovative, and/or have application in areas where SWIS is 
funded 

 
 Identification of resource materials that facilitate outreach to newcomer 

families and the delivery of settlement assistance to newcomer families and 
secondary students  

 
 Assistance with implementation of a regular process of program review and 

evaluation   
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The committee is to be comprised of representatives from constituencies that 
have an interest or are stakeholders in settlement programs and have expertise 
related to the committee’s mandate and terms of reference: 
 
Membership is drawn from these sectors and organizations: 
 

C.  Representation 

 Provincial SWIS coordinator 
 
 School Boards: 
 Toronto 
 Outside Toronto 
 French 
 Public 
 Catholic 

 
 Ontario Ministry of Education  
 
 United Way 
 
 Canadian Heritage 
 
 Public Libraries 
 
 Ontario Council of Agencies Serving Immigrants (OCASI)  
 
 SWIS Agency Executive Director: 
 Toronto 
 Outside Toronto 

 
 Local SWIS coordinator: 
 Toronto 
 Outside Toronto 

 
• City of Toronto 
 
• Ontario Ministry of Citizenship and Immigration 
 
 CIC SWIS Lead Program Consultant 
 
 CIC Operations Manager 
 
  
Other groups could possibly be included but the above would form basis for the 
committee. 
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In addition to expertise related to the committees’ mandate and terms of 
reference the following criteria should be considered by these sectors or 
organizations in selecting their representative: 
 
 Familiarity with the educational system in Ontario 

 
 Familiarity with settlement issues of immigrants 

 
 Familiarity with community-based programming 

 
 Experience working on advisory committees 

 
 Ability to express the interests of the sector or organization that is to be 

represented, and to work collaboratively to problem-solve in a manner that 
respects the interests of their own and other sectors. 

 
 Commitment to report back to the sector or organization they represent 

 
 Experience in assessing or preparing funding proposals 

 
 The ability to apply assessment criteria to proposals and make an informed 

opinion 
 
 Knowledge of the principles of administrative fairness 

 
Representatives from all sectors and organizations are named to sit on the 
committee for a one or two year term. At least 50% of the representatives should 
serve a two year term in order to ensure stability for the committee.  In the last 
month of a term, the sectors or organisations from which the membership is 
drawn are to be requested either to reappoint their representative on the 
committee or name a new one. This request will be done by the SWISAC chair in 
writing.   
 
 

 
To participate in the committee, a member must endorse the mandate, terms of 
reference and all other items detailed in this document.  After providing his/her 
endorsement, a member of the committee may at any time request a revision of 
any item or items in this document.  Upon receiving such a request and as soon 
as practicable, the chair shall place it on the committee’s agenda for due 
consideration. 
 
 
 
 

D.  Endorsements and Revisions 
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E. 
 
A representative from Citizenship and Immigration Canada (CIC) is to chair the 
meetings of the committee and to represent the interests of the department.   
 
The chair, in consultation with the committee, should on a regular basis review 
the composition of the committee with respect to its compliance to the guidelines 
in Section “C” Representation and in other parts of this document.   
 
 

Chair 

 
The following are the general procedures for conducting the business of the 
committee: 
 

F.  Operating Procedures  

 Whenever possible, meetings are to be held quarterly 
 
 The attendance of all the members, or their designated alternates, at all 

meetings is expected. If both fail to attend three consecutive meetings without 
good reason, the chair, after consulting with the committee, may request their 
resignation from the committee and request that a replacement is named. 

 
 The expenses incurred by members in attending the committee’s meetings 

are to be reimbursed by CIC 
 
 In conducting the business of the committee, all members are to be given 

equal opportunity to express the concerns, interests and views of the 
organization or sector they represent 

 
 Minutes for each meeting of the committee are to be prepared by CIC.  

Minutes from a meeting are to be reviewed by the members at the next 
meeting, corrected if need be and then approved.  Only then can they be 
considered part of the official record of the business of the committee. 

 
 Before reviewing any proposal for funding, each member of the committee is 

to be requested to identify any conflict of interest, potential or otherwise, that 
may or does exist between him/her and the applicant.  In identifying conflict of 
interest the enclosed guidelines are to be used. 

 
 After the committee reviews a proposal, the members in attendance are to 

indicate individually if the proposal should be recommended to CIC for 
approval or refusal.  If the committee cannot unanimously agree, the 
recommendation supported by the majority of the members is to be accepted 
for referral to CIC.  A final recommendation can only be made if half the 
members plus one or more are in attendance. 
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 In all cases the final decision to approve or refuse a proposal resides with 
Citizenship and Immigration Canada.  A recommendation made by the 
committee is in no way binding on CIC. 

 
 All assessments of proposals are to be documented.  In particular, the results 

of reviewing the proposal against each criterion established for this purpose 
are to be recorded as well as the reason(s) for recommending the proposal 
for approval or refusal.   

 
 With respect to the provision of advice on operational issues and policies 

relating to the SWIS program or on matters related to the functioning of the 
committee, the members in attendance are to indicate individually the 
recommendation that they support.  If the committee cannot unanimously 
agree, the recommmendation supported by the majority of the members is to 
be accepted for referral to CIC.  A final recommendation only can be made if 
half the members plus one or more are in attendance. 

 
 There is no obligation on the part of CIC to adopt or implement a 

recommendation on operational issues and policies relating to the SWIS 
program made by the committee. 

 
 To avoid the perception of a potential conflict of interest, a member cannot 

participate on the advisory committee of a proposal that is submitted for 
review.  If need be, a member will be appointed to sit on the advisory 
committee of a proposal that is under review only after the proposal is 
recommended for approval.   

 
 New members are to receive orientation to the committee and all items 

included in this document. 
 
 
G. 
 
Unless criteria specific to a project are developed, all proposals reviewed by the 
committee are to be assessed against these factors: 
 

 Funding Proposal Assessment Criteria 

• The ability of the applicant to demonstrate that a clear need for the proposal 
exists 

 
• Whether the proposal meets the priorities established for the fiscal year 
 
• The regional applicability of the proposal 
 
• The viability of the proposal 
 
• Whether the proposal duplicates existing products or services 
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• The expertise of the applicants to successfully complete the proposal 
 
• The cost effectiveness of the proposal 
 
• The acceptability of the proposal if it were altered. 
 
 

 
Compliance with the following guidelines is required at all times during the 
assessment of a proposal: 
 

H.  Conflict of Interest Guidelines 

1. A conflict of interest will arise in a situation where a member’s private and/or 
professional interest (normally of a financial or material nature) conflicts with 
his/her duties and responsibilities as a member of the committee.  The conflict 
is of concern whether the conflict is real or apparent. 

 
2. Members should ensure that conflict does not exist or appear to exist 

between their private and/or professional interests and their duties as a 
member of the committee. 

 
3. Members should not place themselves in a position where they or members 

of their immediate family could derive any direct or indirect benefit from 
decisions with respect to which the member has influence.  All new members 
should, prior to accepting their appointment, disclose any actual or potential 
areas of conflict and all existing members should disclose any changes that 
may create conflicts. 

 
4. A conflict shall be deemed to be present where a proposal is before the 

committee with respect to which 
 

I. A member (or his/her immediate family) has a financial interest; 
II. Has been put forward by an organization with respect to which the 

member is a director, officer or employee or, 
III. Has been put forward by an organization to which the member is a 

member 
 
5. It is understood that, given the goals of the committee and the need to have 

members with certain expertise, potential conflicts will arise.  When a potential 
conflict does arise, the member shall immediately advise the committee of the 
conflict, refrain from discussing with any other member of the committee the 
matter with respect to which he/she has a conflict and refrain from voting with 
respect thereto.  The member should excuse himself/herself from the 
committee while the matter that gave rise to the conflict is under 
consideration. 
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