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1. Overview 
The Committees and Key Volunteer policies outline the structure, responsibilities and interaction of the 
various Standing and Ad Hoc Committees and specific volunteer positions within the Association.  
 
Procedures to establish a Committee or key volunteer role and the terms under which those entities 
function are contained in this policy document. 

2. Committees 

2.1 Authority to Establish Committees 

Bylaw 5.17 states that “The Board may appoint such committees as it deems necessary for managing the 
affairs of the Association and may appoint members of committees or provide for the election of 
members of committees, may prescribe the duties of committees, and may delegate to any committee 
any of its powers, duties, and functions except where prohibited by the Act or these Bylaws”. 

2.2 Reporting by Committees 

All Committees report to the Executive Committee through either the Committee Chairperson or a 
designated Executive Committee (“EC”) liaison. 
 
At the request of the Executive Committee, Committee Chairpersons may be asked to submit an annual 
report to the membership, for presentation at the Annual General Meeting (“AGM”). 

2.3 Categories of Committees in Karate Alberta 

2.3.1 Standing Committees 
Standing Committees are permanent committees of the Association and set up as either “Committees of 
the Board” or “Operational Committees”. 
 

a. “Committees of the Board” are established to oversee topics areas which may more effectively 
be discussed in detail by a smaller group of Directors with recommendations then being made to 
the whole Executive Committee.  Each Committee of the Board will have a Terms of Reference. 

 
b. “Operational Committees” are struck to bring together technical and operational expertise to 

support an approved Strategic Plan and help drive activity in their subject area. Each 
Operational Committee will have a Terms of Reference.  
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2.3.2 Ad Hoc Committees 
Ad Hoc Committees are struck to undertake a specific short-term task that is outside of or in addition to 
the normal scope of work of existing Committees or staff (e.g. Casino Committee, Audit Committee, 
Discipline Committee, Appeals Panel).  Each Ad Hoc Committee will have a Terms of Reference. 

2.3.3 Standing Committees (as of November 2021)  

Committees of the Board 
1. Finance 
2. Governance 
3. Nominations 
4. Human Resources  
5. Dispute Resolution 

 
Operational Committees 

1. Tournament 
2. Officials 
3. Coaching 
4. Technical 
5. Volunteer 

2.4 Appointments to Committees 

2.4.1 Committees of the Board 
The President shall manage assignments of Directors to Committees of the Board at the first meeting of 
the Executive Committee after the Annual General Meeting.  

▪ Directors may sit on a Committee due to their portfolio (e.g.: President and Treasurer on the 
Finance Committee) 

▪ Directors may be asked their preference for assignment 
▪ Directors may be appointed to a Committee due to their expertise or interest in a topic area 
▪ Directors may be appointed to a Committee to spread the workload more evenly 
▪ Each Director should sit on at least one Standing Committee 

 
The President may appoint an External Advisor to a Committee of the Board if certain expertise is 
required and not available amongst current Directors.  The External Advisor will be non-voting, will be 
appointed only until the next AGM and must abide by the Karate Alberta Confidentiality and Conflict of 
Interest Policy. External Advisors may be re-appointed although the Association shall strive to have a 
succession plan in place to ensure that required skills and expertise are found among elected Directors. 
 
2.4.2 Operational Committees 
The Executive Committee shall confirm all appointments to Operational Committees or delegate that 
responsibility to the President. 
 
The following procedure will be used to solicit candidates for Committee roles:  

a. A call for interested candidates to fill expiring terms on all Operational Committees shall be 
made at least 30 days prior to every Annual General Meeting.  
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b. The call will note the desired level of knowledge and expertise for each Committee, including 
any requirements for technical certification levels. 

c. Candidate applications will be reviewed by the Human Resources Committee, with further 
inquiries about interest in Committee appointment being directed to the President. 

d. The Executive Committee shall make Operational Committee appointments within 30 days of 
the Annual General Meeting. 
 

2.4.3 Length of Appointments to Committees 
Appointments shall be for two-year terms and go to the second Annual General Meeting following the 
appointment. For appointments to new Committees, approximately half of the appointments should be 
made for two- year terms, and half for three-year terms, to create a rotation of terms for Committee 
members. 
 
2.4.4 Appointment of Committee Chairpersons 
Unless otherwise stated in the Committee Terms of Reference, Standing Committees Chairpersons shall 
be appointed by the Executive Committee.  
 
2.4.5 Membership in Karate Alberta for Committee Members  
All appointees to Committees will be an Individual, Coach, or Officials Member of Karate Alberta and 
over the age of 18, unless this requirement is specifically waived by the Executive Committee. 
 
2.4.6 Vacancies on Committees 
The Board shall fill vacancies on Standing Committees by appointment as necessary with the 
appointment for the vacated term to expire based on the existing Committee member rotation. 
Committee members can be re-appointed in accordance with the Terms of Reference for that 
Committee. 
 
2.4.7 Sub-Committees 
With the approval of the Executive Committee, an Operational Committee may strike a Sub-Committee 
to undertake special projects under that Operational Committee’s general jurisdiction. Generally, Sub-
Committees exist for a year or shorter duration.  
 
Sub-Committee members will be tentatively appointed by the Committee Chairperson and could include 
individuals external to the Committee. Appointments require final approval by the President before the 
appointment is finalized. 
 
2.4.8 Ad Hoc Committees 
The Executive Committee or President may appoint Ad Hoc Committees as required. A Terms of 
Reference will be developed and approved by the Executive Committee prior to Ad Hoc Committee 
appointments being made. 

2.5 Authority of Committees 

All Committees must work within the parameters of an approved Karate Alberta Strategic Plan and 
approved annual budget, and keep the Executive Committee informed of activities and major decisions 
in accordance with the accountability outlined in their Terms of Reference. 
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Annual Committee budget requests are submitted to the Treasurer and Finance Committee for review 
and inclusion in the budget process. Committee budget submissions may be revised to meet the needs 
of the Association. The Executive Committee approves the overall budget.   
 
Implementation Plans and operational timelines must be developed by each Committee based on an 
approved Strategic Plan and be submitted in a timely manner to the Executive Committee or Executive 
Director (if so designated) for approval. Once approval is granted, the Committee is expected to activate 
their Implementation Plan and report to the Executive Committee through their Chairperson or EC 
liaison.  

2.6 Functioning of Committees 

Each Karate Alberta Standing and Ad Hoc Committee will function in accordance with the Karate Alberta 
Bylaws, the Alberta Societies Act and Roberts Rules of Order (current edition), with specifics noted 
below. 

a. Committees will meet monthly, or more often as deemed necessary by the Committee 
Chairperson. 

b. Committee decisions will be reached by consensus or by simple majority. 
c. Committee Chairpersons can vote on any motion being considered by the Committee. 
d. Meetings can be held in person, by teleconference or through other electronic meeting 

methods, provided that all Committee members have audio access to the meeting. 
e. A quorum is a simple majority of Committee members appointed at the time of the meeting. 
f. If the Chairperson is not able to attend the meeting, the Committee shall appointment a 

Chairperson for the meeting from amongst the members present. 
g. Meeting documentation and reports should be distributed to all Committee members at least 5 

days prior to any Committee meeting. 
h. A Committee member shall be appointed as recording secretary for each meeting, with draft 

minutes being circulated within 10 days of the meeting. 
i. Meeting minutes for Committees of the Board will be distributed to Directors and the Executive 

Director. 
j. Meeting Minutes for Operational Committees will be distributed to that Committee’s Members, 

the Executive Director and Directors.  
k. Any member of a Committee who misses three consecutive meetings of that Committee will be 

removed from Committee responsibilities.  
l. An Operational Committee, or Ad Hoc Committee that does not have a Director as a Committee 

member may be assigned an Executive Committee liaison who may attend any or all Committee 
meetings in a non-voting capacity.  

m. If warranted by discussion items, the Committee may invite a non-Committee staff member to 
attend all or portions of a Committee meeting. 

n. Committees may invite Members of Karate Alberta to attend portions of a meeting if they can 
provide special expertise to an agenda topic. Attendance is restricted to the applicable portion 
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of the meeting and invitees are not privy to Committee decisions or recommendations until the 
decision or recommendation is available to all Members. 

2.7 Committee Standards of Conduct 

2.7.1 Committees of the Board 
Committees of the Board are held to the same standards of conduct, confidentiality and conflict of 
interest as any discussion or deliberation of the Executive Committee as a whole.  
 
If warranted by discussion items, the Committee may invite another Director or staff member to attend 
all or portions of a Committee meeting.  
 
2.7.2 Operational Committees and Ad Hoc Committees 
Committee members and advisors shall maintain the confidentiality and privacy of all deliberations, and 
of records, materials and information which are not generally available to Members or the public.  
 
A Committee may obtain the advice and counsel of external advisors, providing the Executive 
Committee or Executive Director (if so designated) has approved the involvement and any cost of 
engagement of such advisors. 

2.8 Committee Terms of Reference 

Each Committee must have a Terms of Reference approved by the Executive Committee in place prior to 
any appointment of Committee members being made. The Terms of Reference for existing Karate 
Alberta Standing Committees can be found in Appendix A of this document. 
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3. Additional Key Volunteer Positions 
Within the technical programs, Karate Alberta appoints individuals to several key volunteer positions.  
These positions report to a Standing Committee Chairperson.  The key volunteer positions (as of 
November 2021) are: 
 

1. Alberta Team Technical Director 
2. Alberta Team  Coaches  
3. Tournament Director 
4. Alberta Team Manager 

3.1 Appointment of Key Volunteers 

The needs of the Association and the applicable program, as well as the scope of responsibility of each 
key volunteer position will determine the specific appointment criteria, including core competencies, 
professional or certification requirements, reporting pathway and decision-making authority.   
 
In general, key volunteer appointments will be made annually, but may be extended to a two-year term 
if more suitable to the program implementation.  

3.2 Position Descriptions 

A brief description of the roles and responsibilities of key volunteers can be found in Appendix B of this 
document.  Specific written terms of reference, containing objectives and expectations will be 
developed and mutually agreed to with individual volunteers at the beginning of their term of 
appointment. 

3.3 Key Volunteer Position Evaluations 

Each key volunteer will be evaluated annually by their supervising Committee, based on the written 
Terms of Reference as outlined in section 3.2. 

3.4 Key Volunteer Honorariums 

The Association may provide honorariums to key volunteers as a token of appreciation.  The amount of 
such honorariums to be approved by the Board as part of the annual budget. 
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APPENDIX A – Standing Committees Terms of Reference 
1. Committees of the Board 

A-1  Finance 
A-2  Governance 
A-3  Human Resources  
A-4 Nominations 
A-5 Dispute Resolution 
 
2. Operational Committees 

A-6  Coaching 
A-7  Officials 
A-8  Technical 
A-9 Tournament 
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A-1 Finance Committee Terms of Reference 
 
1. Committee Purpose 
The Finance Committee is a Committee of the Board and provides support to the Treasurer for his or her 
responsibility for financial management of Karate Alberta. The Executive Committee maintains over-all 
oversight responsibility for the financial position of the Association. 
 
2. Composition 
The Finance Committee has three members: 

▪ Treasurer (Chairperson) 
▪ President 
▪ Executive Director 

 
3. Term of Office 
Committee members serve on the Finance Committee while in the designated Director Positions or 
while employed in the appropriate staff position. 
 
4. Scope of Responsibility 
The Finance Committee is responsible to: 

▪ Review and advise on the annual budget for presentation by the Treasurer to the Executive 
Committee for approval; 

▪ Review of quarterly Financial Statements before presentation to the Executive Committee by 
the Treasurer; 

▪ Liaise with the Auditor as may be required; 
▪ If appropriate, undertake an investigation and make recommendations for any change to the 

Association’s Auditor; 
▪ Annually review the Financial Policies and Procedures of the Association and make 

recommendations to the Executive Committee as required; 
▪ Setting annual dues for membership in the Association; 
▪ Long-term financial planning including the development of an Operating Reserve Fund; 
▪ Fund development activities, including completion of grant applications, negotiation of 

corporate sponsorships and cost recovery agreements; 
▪ Supervision of the bookkeeping staff; 
▪ Identification, evaluation, selection and management of any investments; and 
▪ Work cooperatively with the Audit Committee each year to review the accounting records of the 

Association prior to engaging the Auditor for preparing the financial statements and tax return 
for the Association. 

 
5. Accountability and Authority 
The Finance Committee reports to the Executive Committee through the Treasurer. Every meeting of 
the Executive Committee includes a Financial Report as a required item on the agenda.  
 
A quarterly Financial Statement and Budget Variance Report will be made available to all Directors for 
every Executive Committee meeting. 
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A-2 Governance Committee Terms of Reference 
 
1. Committee Purpose 
The Governance Committee is a Committee of the Board, and responsible for recommendations to the 
Executive Committee regarding the Constitution, Bylaws and policies for the Association.  
 
2. Composition 
The Governance Committee has four members: 

▪ President (Chairperson) 
▪ 2 other Directors 
▪ Executive Director 

 
3. Term of Office 
The President serves on the Governance Committee while in office. Committee members are appointed 
as outlined in section 2.4.3. The Executive Director serves on the Committee while employed in that 
position. 
 
4. Scope of Responsibility 
The Governance Committee is responsible for: 

▪ annual review and recommendations of the Constitution and Bylaws to ensure compliance with 
the Alberta Societies Act and appropriate direction for Association business and practices; 

▪ annual review and recommendations of existing policies and procedures, and development of 
new policies and procedures to ensure reflection of appropriate requirements and practices that 
protect the best interests of Karate Alberta; 

▪ bi-annual review of the current Executive Committee and Standing Committee structure and 
Terms of Reference to ensure alignment with the Strategic Plan and Operating Plan;  

▪ creating a Board Development Strategy and Plan, including a new Director Orientation & 
Onboarding Procedure; 

▪ creating an ongoing training program for Directors; and 
▪ creating a Board Evaluation Framework and annually conducting evaluations of all Board 

members. 
 
5. Accountability and Authority 
The Governance Committee reports to the Executive Committee through the President.  
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A-3 Human Resources Committee Terms of Reference 
 
1. Committee Purpose 
The Human Resources Committee is a Committee of the Board, and is responsible for the hiring process, 
appointment and annual performance review of the Executive Director, other staff, service providers 
and External Advisors of the Association. 
 
2. Composition 
The Human Resources Committee has a minimum of three and maximum of four members: 

▪ the President (Chairperson) 
▪ at least two and up to three additional Directors appointed by the Executive Committee 

 
3. Term of Office 
The President serves on the Human Resources Committee while in office. Other Directors are appointed 
as outlined in section 2.4.3. 
 
4. Scope of Responsibility 
The Human Resources Committee is responsible for: 

▪ conducting the hiring process and recommending the appointment of the Executive Director to 
the Executive Committee; 

▪ reviewing and evaluating the Executive Director’s performance annually, based on agreed upon 
objectives and indicators; 

▪ making recommendations to the Executive Committee regarding Executive Director’s 
compensation; 

▪ receiving the Executive Director’s recommendations regarding staff compensation and 
alterations in employment benefits or personnel policies; 

▪ if requested by the Executive Director, participating in the hiring process for Administration and 
Programming employees; 

▪ creation and updating of job descriptions for all staff and volunteer roles; 
▪ creation and implementation of all training programs; 
▪ creation and maintenance of an Occupational Health & Safety Program; 
▪ developing and maintaining a system to manage the records and documents for all human 

resources to ensure compliance with legislation. 
 
5. Accountability and Authority 
The Human Resources Committee reports to the Executive Committee through the President.  
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A-4 Nominations Committee Terms of Reference 
 
1. Committee Purpose 
The Nominations Committee is a Committee of the Board and is responsible for identifying potential 
candidates for the position of Director of Karate Alberta. 
 
2. Composition 
The Nominations Committee has three Directors whose terms are not expiring at the next Annual 
General Meeting. The Executive Committee will appoint the Committee Chairperson.  
 
3. Term of Office 
Directors are appointed as outlined in section 2.4.3.  
 
4. Scope of Responsibility 
The Nominations Committee is responsible for: 

▪ developing a slate of candidates for the Director positions that will be open for election at the 
upcoming Annual General Meeting; 

▪ finding potential candidates who have the attributes, knowledge and expertise required for the 
specific Director positions that will be open for election; 

▪ ensuring that the principles of Equity, Diversity and Inclusion (“EDI”) are honoured in the 
candidate recruiting process; 

▪ screening, interviewing and evaluating the possible candidates to ensure that they meet the 
requirements for membership in the Association, and have the qualifications desired for 
members of the Board; and 

▪ submitting the list of recommended candidates to the Executive Committee at least 3 weeks 
prior to the Notice of the Annual General Meeting being circulated. 

 
5. Accountability and Authority 
The Nomination Committee reports to the Executive Committee through the Committee Chairperson.  
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A-5 Dispute Resolution Committee Terms of Reference 
 
1. Committee Purpose 
The Dispute Resolution Committee is a Committee of the Board and is responsible for the oversight and 
management of the membership Codes of Conduct, as well as review of the disciplinary and appeal 
policies and procedures of the Association.  
 
2. Composition 
The Committee has a minimum of three and maximum of five members:  

▪ The Chairperson is named by the Executive Committee 
▪ An additional two to four members are appointed by the Executive Committee from 

applications received from the general membership. In the absence of applications, the 
Executive Committee will appoint Directors as needed 

▪ The Executive Director is the staff liaison to the Committee 
 
3. Term of Office 
Committee members are appointed as outlined in section 2.4.3. Committee members may be re-
appointed.  
 
4. Scope of Responsibility 
The Committee has responsibility for: 

▪ conducting a regular review of the Association’s Codes of Conduct and make appropriate 
recommendations for revision to the Executive Committee; 

▪ conducting a regular review of the Association’s Disciplinary Policies and Procedures and Appeal 
Policies and Procedures and make appropriate recommendations for revision to the Executive 
Committee; 

▪ working with the President or designate as required to develop the specific parameters that will 
be utilized by an Ad Hoc Discipline Committee or Appeals Panel appointed for a specific 
complaint or investigation; 

▪ developing and regularly reviewing a list of attributes, expertise and experience desired for 
individuals who will be sought out and named to the Association’s list of potential Disciplinary 
Committee or Appeal Committee members;  

▪ developing, regularly reviewing and maintaining a list of potential Discipline Committee and 
Appeal Panel members which can be accessed by the President or designate as needed. 

 
5. Accountability and Authority 
The Dispute Resolution Committee reports to the Executive Committee through the Committee 
Chairperson.  The Committee Chairperson will provide a written report to the Executive Committee 
when requested and will provide a year-end report for the Annual General Meeting with the activities of 
the Committee. 
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A-6 Coaching Committee Terms of Reference 
 
 
1. Committee Purpose 
The Coaching Committee is an Operational Standing Committee of Karate Alberta and is responsible for 
the development and oversight of the Provincial High Performance Program.   The Committee shall 
identify prospective adult and junior athletes and encourage training and competition opportunities. 
The Committee shall select the Provincial Teams and Canada Games Team and be responsible for its 
training, organization, travel and discipline. It is also responsible for implementing the NCCP coach 
development and certification program for the benefit of Club Members. 
 
2. Composition 
The Coaching Committee is confirmed by the Executive Committee and includes: 

▪ Alberta Team Technical Director – Chairperson; 
▪ National Coaching Certification Program (NCCP) Learning Facilitator; 
▪ National Tournament Planning Coordinator – nonvoting;  
▪ *Athlete Representative; 
▪ Executive Committee (or Board) Member; 
▪ Karate Alberta President – nonvoting, 

 
*Selection of Athlete Representative – An athlete representative will be selected by their peers during a face-to-face 
or electronic meeting during which the Committee member is also present to answer questions about the 
Committee and the roles of the Athlete Representatives. 
 
2.1 Provincial Team Sub-Committee 
The Provincial Team Sub-Committee is a sub-committee of the Coaching Committee responsible for the 
development and implementation of the Provincial Team Program, and consists of: 

▪ Alberta Team Technical Director; 
▪ Provincial Program Head Coaches; 
▪ Alberta Team Manager. 

 
2.2 Canada Games Team Sub-Committee 
The Canada Games Team Sub-Committee is a sub-committee of the Coaching Committee responsible for 
the development and implementation of the Canada Games Team Program, and consists of: 

▪ Alberta Team Technical Director; 
▪ Canada Games Program Head Coaches; 
▪ Alberta Team Manager. 

 
2.3 Coaching Development (NCCP) Sub-Committee 
The Coaching Development (NCCP) Sub-Committee is a sub-committee of the Coaching Committee 
responsible for the development and implementation of coaching development plans and programs for 
Club Members and Instructors, and consists of: 
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▪ Up to three NCCP Learning Facilitators with a Chairperson appointed by the Executive 
Committee. 

 
 
3. Terms of Office 
Committee members are appointed as outlined in section 2.4.3 with the exception of the Athlete 
Representative which serves a one-year term.   Committee members may be re-appointed.  
 
4. Scope of Responsibilities 
Within the parameters of a Strategic Plan, the Coaching Committee is responsible for developing, 
implementing and monitoring the High Performance Program.  
 
The Committee Chairperson serves as the Alberta liaison to the Karate Canada High Performance 
Committee. 
 
In addition, the Committee has the following responsibilities: 

▪ reviewing, updating, and maintaining Alberta Athlete Agreement and submitting to the 
Executive Committee for approval; 

▪ reviewing selection of teams and submitting to the Executive Committee for approval; 
▪ participation on the Officials Committee; 
▪ ensuring that information is made available to athletes regarding funding opportunities such as 

athlete grants from external Associations;  
▪ acting as described in the Member Conduct, Discipline, Disputes, and Appeals Policy on all 

athlete conduct, and discipline issues; 
▪ acting as described in the Member Conduct, Discipline, Disputes, and Appeals Policy on all coach 

conduct, and discipline issues; 
▪ working with the Finance Committee in the development of the High Performance budget for 

both the program and the Committee; 
▪ making recommendations to the Executive Committee from time to time regarding High 

Performance Program opportunities, program policies and other issues. 
 
4.1 Provincial Team Sub-Committee Additional Responsibilities 
The Provincial Team Committee is a Sub-Committee of the Coaching Committee responsible for the 
development and implementation of the Provincial Team Program, by: 

▪ creating Emergency Action Plans (“EAPs”) ; 
▪ overseeing record keeping for team selection; 
▪ creating Athlete Agreements 
▪ creating Yearly Training Programs (“YTPs”), training and strength and condition plans for 

athletes; 
▪ preparing athletes for competition including mental preparation, competition plans and 

nutritional information; 
▪ fostering positive safe and inclusive team culture; 
▪ working with the Coaching and Finance Committees in the development of the annual budget 

for the provincial team. 
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4.2 Canada Games Team Sub-Committee Additional Responsibilities 
The Canada Games Team Committee is a sub-committee of the Coaching Committee responsible for the 
development and implementation of the Canada Games Team Program, by: 

▪ developing Athlete selection criteria; 
▪ overseeing record keeping for team selection; 
▪ creating Athlete Agreements; 
▪ creating YTPs, training and strength and condition plans for athletes; 
▪ preparing athletes for competition including mental preparation, competition plans and 

nutritional information; 
▪ fostering positive safe and inclusive team culture; 
▪ ensuring adherence to the Canada Games Technical document; 
▪ working with the Coaching and Finance Committees in the development of the budget for the 

Canada Games team. 
 
4.3 Coaching Development (NCCP) Sub-Committee Additional Responsibilities 
The Coaching Development (NCCP) Sub-Committee is responsible for ensuring that Alberta has a strong 
and robust coaching development program, by: 

▪ implementing the Karate Canada National Coaching Certification Program (NCCP) in Alberta; 
▪ planning and hosting annual coaching development activities and opportunities including NCCP 

Introduction-Beginner Karate and Competition-Introduction courses; 
▪ evaluating and certifying Instructors and coaches; 
▪ mentoring junior coaches; 
▪ integrating the coaching development program for Club Members with the certification and 

professional development requirements of the high performance coaches; 
▪ communicating with Karate Canada to assist coaches achieving Comp Dev and Advanced 

coaching diplomas; 
▪ working with the Coaching and Finance Committees in the development of the annual budget 

for coaching development; 
▪ annually reviewing and making recommendations as necessary to the Executive Committee 

regarding all Coaching Policies and Procedures. 
 
5. Accountability 
The Coaching Committee reports to the Executive Committee through the Committee Chairperson.  The 
Chairperson will provide a written report to the Board when requested. The Committee will also provide 
a year-end report to the Annual General Meeting outlining the activities of the program and Committee, 
including all performance program results and future significant competitions. 
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A-7 Officials Committee Terms of Reference 
 
1. Committee Purpose 
The Officials Committee is an Operational Standing Committee of Karate Alberta and is responsible for 
the development and implementation of the Officials Program.  The committee’s mandate is to: 

▪ recruit, develop and evaluate Provincial officials; 
▪ increase the quantity and quality of officials and set a high standard of officiating in Alberta; 
▪ assist coaches and athletes as requested; 
▪ keep up to date with the WKF rules and makes amendments to the Provincial rules of 

competition; 
▪ assist and perform other duties or tasks as requested by the Board of Directors. 

 
2. Composition 
The Committee has a minimum of three members. All committee members must be active officials: 

▪ The Chairperson is appointed by the Executive Committee 
 
3. Term of Office 
Committee members are appointed as outlined in section 2.4.3. Committee members may be re-
appointed.  
 
4. Scope of Responsibility 
Within the parameters of an approved Strategic Plan, the Committee is responsible for implementation 
of the Officials Program in Alberta, including the following responsibilities: 

▪ oversee the training and development of all Provincial level officials; 
▪ monitor the development and certification of all officials; 
▪ provide officials to Karate Alberta events; 

o encourage officials to attend a minimum of two KA sanctioned tournaments; 
o provide oversight to ensure a high quality of officiating at all levels of competition; 

▪ ensure that all WKF rule updates are tracked and communicated to officials, clubs and 
members; 

▪ establish criteria for eligibility to become officials; 
▪ organize and promote clinics for officials at all levels of experience;  

o At least 2 clinics per year - one each in Northern and Southern Alberta 
o train officials in requirements of athlete safety and how officiating can influence such 

safety; 
o provide written and practical exams for officials; 

▪ work with the Coaching Committee to provide practical training opportunities for officials at 
team training events; 
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▪ award appropriate levels of certification to officials and provide certificates to certified officials; 
▪ assist officials wishing to obtain National, Pan-American, and World certifications; 
▪ maintain a list of officials; 
▪ liaise with Karate Canada on all matters regarding the officials’ certification program in Canada, 

and assignments to national events; 
▪ Establish criteria for funding and identify those officials that are eligible for funding to attend 

national or international  events; 
▪ work with the Finance Committee in the development of the annual budget for officials. 

 
5. Accountability and Authority 
The Officials Committee reports to the Executive Committee through the Committee Chairperson. The 
Committee Chairperson will provide a written report to the Board when requested and provides a year-
end report for the Annual General Meeting with the activities of the Committee, including assignments 
to major events and individual achievements of note. 
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A-8 Technical Committee Terms of Reference 
 
1. Committee Purpose 
The Technical Committee is an Operational Standing Committee of Karate Alberta and has 
responsibilities within the club accreditation process and for the development program for the 
Association. 
 
2. Composition 
The committee has a minimum of three members. All appointed members must have a Sandan or higher 
rank as recognized by Karate Canada. 
 

▪ The Chairperson is appointed by the Executive Committee 
▪ No more than one voting member of the Committee can belong to the same Karate style.  
▪ A voting member must have trained at least 15 years since receiving their Shodan and trained at 

least 10 years in a single style. 
▪ The Executive Committee may appoint associated members to the Committee as advisors 

 
3. Term of Office 
Committee members are appointed as outlined in section 2.4.3. Committee members may be re-
appointed.  
 
4. Scope of Responsibility 
Within the parameters of an approved Strategic Plan, the Committee is responsible for providing 
technical expertise and guidance for the benefit of Karate Alberta and its membership. 
This includes, but is not limited to: 

▪ provide advice to the Executive Committee when requested in matters related to membership 
and the authenticity, traditional nature, and skill level of groups or individuals; 

▪ evaluate club applications to Karate Alberta to determine the degree to which the club practices 
authentic traditional karate;   

▪ evaluate of the credentials of the chief instructor of applying clubs to verify a lineage from 
traditional karate, or if no lineage is demonstrable, the technical competency of the chief 
instructor;    

▪ visit with Club Members and applicant clubs to conduct or observe training and determine 
relative level of technical competency of instructors;   

▪ provide the Executive Committee  or other Committees with answers to technical questions or 
topics with regard to karate style; 

▪ administer or provide seminars on traditional kata and technical matters; 

▪ perform examinations for the issuance of Karate Alberta instructor certificates and Karate 
Alberta dan certificates; 
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▪ provide a liaison role between Karate Alberta and the Karate Canada Technical Committee; 

▪ work with the Finance Committee in the development of the annual budget. 

 
 
5. Accountability and Authority 
The Technical Committee reports to the Executive Committee through the Committee Chairperson. The 
Committee Chairperson will provide a written report to the Board when requested, and a year-end 
report for the Annual General Meeting with the activities of the Committee, including development 
programming and seminar information. 
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A-9 Tournament Committee Terms of Reference 

 
1. Committee Purpose 
The Tournament Committee is an Operational Standing Committee of Karate Alberta and is responsible 
for the Association and management of Provincial Tournaments. 
 
2. Composition 
The Committee has a minimum of four members. 

▪ The Chairperson is appointed by the Executive Committee 
▪ The Tournament Director is appointed by the Executive Committee 
▪ At least two and possibly more Committee members are appointed by the Chairperson as 

needed 
▪ The Executive Director or staff designate is the staff liaison to the committee 

 
3. Term of Office 
When appropriate and based on the location of the tournaments, Committee members are appointed 
as outlined in section 2.4.3. Committee members may be re-appointed.  
 
4. Scope of Responsibility 
The Committee is responsible for ensuring that the Karate Alberta tournaments are organized and 
conducted to a high standard with safety, enjoyment and development being of paramount importance. 
Specifically, the Committee: 

▪ is responsible for the on-site management of the tournament on behalf of the Association; 
▪ is responsible for all tournament logistical needs including, but not limited to: 

o selecting an appropriate venue 
o first aid arrangements 
o competitive schedules 
o tournament communication 
o equipment set-up and break down, delivery and rental 
o food for volunteers and officials 
o tournament awards and presentations; 

▪ participate as a member of the Officials Committee; 
▪ will consult with the Officials Committee to determine the Rules of the Competition, and will 

review these from time to time to ensure that they meet the developmental and competitive 
needs of the sport; 

▪ develops and distributes the tournament packages to zones and clubs, including competition 
rules, fees and deadlines, ensuring that the information is also available through the website; 

▪ works with Coaching Committee to ensure that programming calendars are complementary and 
provide a logical progression for athletes; 

▪ works with the Coaching Committee and the Technical Committee to ensure Provincial 
Tournaments align with Long-Term Athlete Development; 
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▪ appoints a liaison to the Officials Committee and works with the Committee as required to meet 
the needs of the event; 

▪ works with the Finance Committee to develop the annual program and individual Tournament 
budgets; 

▪ works with the Chairperson of the Volunteer Committee, who is responsible for determining the 
needs of the event and recruiting and training volunteers to meet those needs. 

 
5. Accountability and Authority 
The Tournament Committee reports to the Executive Committee through the Committee Chairperson. 
The Committee Chairperson will provide a written report to the Board when requested, and a year-end 
report for the Annual General Meeting with the activities of the Committee, including entry information, 
tournament results, a financial statement and recommendations for any rule changes or tournament 
changes for future years. 
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APPENDIX B – Key Volunteer Position Descriptions 
 
B-1  Alberta Team Technical Director 
B-2 Alberta Team (Head and Assistant) Coaches 
B-3 Tournament Director 
B-4 Alberta Team Manager 
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B-1 Alberta Team Technical Director 
 
1. General Responsibilities 
The Alberta Team Technical Director will provide leadership to the Alberta Team to improve the quality 
of athletes’ and club instructors’ Competition Excellence experience with the Alberta High Performance 
Program.   
 
The Alberta Team Technical Director: 

▪ works with Alberta Team athletes to compete at regional, national, and international 
competitions; 

▪ monitors the physical, technical and psychological conditioning of athletes; 
▪ attends all training sessions and competitions involving Team Alberta in various areas of the 

province; 
▪ travels with the Alberta Team to national competitions; 
▪ actively engages with government multi-sport agencies from a local to national level. 

 
The Alberta Team Technical Director is a member of the Coaching Committee. 
 
2. Core Competencies 
The Alberta Team Technical Director is expected to have the following experience: 

▪ 3 years head coaching experience at a Alberta Member Club 
▪ Experience as a coach at a minimum of two national championships 
▪ competitive experience as a high performance athlete 
▪ experience selecting, monitoring and supervising other coaches 

 
Karate Alberta requires an up-to-date Criminal Record Check to be completed for this position. 
 
3. Professional or Certification Requirements 
The Alberta Team Technical Director must have the following qualifications: 

▪ certified NCCP Comp-Dev coach as required by Karate Canada for leading provincial teams 
▪ Minimum Sandan 

 
4. Reporting To 
The Alberta Team Technical Director reports to the Executive Committee through the Coaching 
Committee. 
 
5. Decision-Making Authority 
Within the approved policies and procedures of the Alberta Team program, the Alberta Team Technical 
Director will, with the assistance of Alberta Team Coaches, establish and oversee the athlete 
identification, training, and selection and competition programs for all Provincial Teams and Canada 
Games Teams. 
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B-2 Alberta Team Coaches 
 
1. General Responsibilities 
The Alberta Team Coaches will support and coach Alberta athletes at the Karate Canada national 
championship, under the direction of the Alberta Team Technical Director. Alberta Team Coaches also 
work with athletes at the team selection events if their club coach is not available and attend Alberta 
Team and regional training sessions.  Alberta Team Coaches work with an assigned age group and assist 
with team planning. 
 
2. Core Competencies 
Alberta Team Coaches are expected to the following experience and attributes: 

▪ experience coaching kata and/or kumite at the Karate Canada Nationals, the Alberta Winter 
Games and/or as a Karate Alberta zone coach at the Alberta Provincial Championships 

▪ experience training high-performance karate athletes 
▪ demonstrated ability to communicate verbally and in written form 
▪ must have good administration, organizational and communication skills 
▪ (if possible) one or more Alberta Team Coaches will have Strength and Conditioning Training 

experience and Sports First Aid Certification, 
 
Karate Alberta requires an up-to-date records checks for these positions as per Karate Alberta’s 
screening policy.  
 
3. Professional and/or Certification Requirements 
Alberta Team Coaches are required to have NCCP Competition-Introduction Trained or higher 
certification or be able to attain this status prior to the Karate Canada Nationals. 
 
4. Reporting To: 
The Alberta Team Coaches report to the Coaching Committee through the Alberta Team Technical 
Director.   
 
5. Decision-Making Authority 
The Alberta Team Coaches work under the direction of the Alberta Team Technical Director. 
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B-3 Tournament Director 
 
1. General Responsibilities 
The Tournament Director is responsible for the Tournament Program. He/she makes recommendations 
to the Executive Committee on tournament rules and regulations. The Tournament Director also assists 
with the organization and running of the Karate Alberta Provincials and other Tournaments as required. 
 
The Tournament Director is a member of the Tournament Committee and the Officials Committee. 
 
2. Core Competencies 
The Tournament Director is appointed by the Executive Committee and expected to have the following 
experience and background: 

▪ experience as a member of host organizing committees for Karate Alberta tournaments 
▪ strong background in the sport as an instructor, coach and/or official 
▪ understanding of the competitive structure and priorities of Karate Alberta with the tournament 

program 
▪ ability to provide leadership and supervision for the Tournament Program while encouraging 

and supporting tournament volunteers 
 
Karate Alberta requires an up-to-date records checks for these positions as per Karate Alberta’s 
screening policy.  
 
3. Professional and/or Certification Requirements 
The Tournament Director is not required to have any specific professional or certification achievements. 
 
4. Reporting To: 
The Tournament Director reports to the Executive Committee. 
 
5. Decision-Making Authority: 
Within the approved policies and procedures of the Tournament Committee, approved budget and any 
other approved tournament policies of the Association, the Tournament Director will provide direction 
to the Tournament Committee. 
 
Decisions outside of these parameters must be directed, with a recommended solution or options, to 
the Executive Committee. In an emergency situation, the Tournament Director will contact Karate 
Alberta’s President and/or the Executive Director for guidance.  
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B-4 Alberta Team Manager 
 
1. General Responsibilities 
 
 
 
2. Core Competencies 
 
: 

▪  
▪  
▪  

 
Karate Alberta requires an up-to-date records checks for these positions as per Karate Alberta’s 
screening policy.  
 
3. Professional and/or Certification Requirements 
The Alberta Team Manger is not required to have any specific professional or certification 
achievements. 
 
4. Reporting To: 
The Alberta Team Manager reports to the Coaching Committee. 
 
5. Decision-Making Authority: 
 
 


