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TERMS OF REFERENCE 
COMMITTEE: MENTORSHIP 

Last Date approved: Approved on June 25, 2026 
 

 
Committee Type: Standing 
 
Purpose/Mandate: 
 
To coordinate all aspects specific to the official annual CLA mentorship program. 
Consulted if/when another mentorship offering is being proposed/offered by another CLA 
committee. 
 
Activities including goals and objectives: 
 

1. Call for mentor and mentee applications release each February with an end of 
March application deadline. 

2. Pairing confirmations in April. 
3. Official program date of May 1 to November 30 annually. 
4. Separate virtual mentor and mentee orientation meetings in May. 
5. Tracking of pairings throughout the program, check-in with all mentors and 

mentees in July and provide tips on increasing success of mentorship. 
6. Closing virtual meeting in December with participants for incorporating feedback 

for next year. 
 
Co-Chairs: 

• The Co-Chairs shall be appointed by the CLA Board and shall serve for 
one two-year term, but may be re-appointed by the Board for a total of 
two 2-year terms. Chair may serve a maximum of 4 years as Co-Chair. 

• Responsibilities: 
o Convene Committee meetings as required, including designating 

and communicating the times and dates of those meetings; 
o Ensure Committee meetings are duly convened and that a 

quorum is present when required; 
o Develop agendas and related materials for the Committee 

meetings (CLA office will provide information/planning support as 
needed); 

o Ensure Committee meetings are conducted in an efficient, 
effective and focused manner; 

o Ensure the Committee has sufficient information to make fully 
informed decisions; 

o Ensure that accurate minutes are kept of each meeting and 
provide meeting minutes to the Committee and CLA office; 
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o Provide leadership to the Committee and assist the Committee in 
reviewing and monitoring its responsibilities; 

o Report formally to the Board annually on Committee activities and 
achievements 

o Review the Committee Terms of Reference annually and submit 
to the Governance Committee for review any proposed 
amendments to these Terms of Reference, including the reason 
for the proposed change. 

 
Composition: 
 

• Outside of the co-chairs, CLA office representative, one board member and up to 
ten members at large should serve on this Committee.  

• The Committee will comprise one member who is a recent call (called to the bar 
in the last seven years) 

• Committee membership should demonstrate geographic, gender and 
background diversity. 

• Must be current CLA members and maintain a membership in good standing 
while serving on the committee. 

• The maximum term of any committee membership is 6 years. Members may be 
re-appointed after standing down for a period of not less than two years. 

 
Meetings: 
 

• Frequency of meetings should be noted as needed. 
• A quorum of the Committee shall be deemed to be a simple majority of members, 

including the Co-Chairs. A quorum shall be required in a meeting to vote on a 
Committee actions and a decision shall be made by a simple majority of the 
quorum. Decisions may also be made by e-mail if unanimous. 

 
Reporting: 
 

• Board of directors as needed. 
• Treasurer to for financial management. 
• Submit formal written report annually by November 1 for sharing on the website 

for all members and prospective members to access. The report should continue 
goals, objectives, key accomplishments and any statistical information available. 
No personal information should be included. 

• At minimum once per board year, report to the Board of Directors on significant 
updates as well as needs/requests. 

• By February 1 annually, submit any budget requests for the next fiscal year 
commencing April 1 along with details on why, how used, benefits and how will 
be monitored. 
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• All expenses to be submitted to the CLA office within 30-days of being incurred 
for reimbursement. 

 
Policy References: 
 

• CLA Finance Policy – Expense /disbursement. 
• CLA Privacy Policy 
• CLA Conflict of Interest Policy 


