Save Ontario Shipwrecks - Terms of Reference

SOS Position Job Descriptions
The following job descriptions outline some of the basic characteristics and expectations for
various positions within SOS. These positions represent leadership roles in SOS and as
such, people should be prepared to attend meetings, events and contribute to the overall
goals of the organization on a continual basis.
Leadership people in SOS should lead by example and work with others in a professional
business like manner, given various personality styles. They should keep the overall goals
of SOS in primary focus and keep in mind timeframes that allow for the smooth flow of
information and the readiness that is needed to run the corporation effectively.
People must recognize that by volunteering to accept their SOS role they are committed to
applying their best efforts to fulfilling their role. Should one be unable to perform their role,
it is that person’s responsibility to notify a more senior person of this situation so that
alternate plans can be made in advance of a deadline.
One person may hold positions at multiple levels within SOS. People on the Board as a
Director or Officer may also hold Chair positions in Chapters or Chair positions in what are
referred to as SOS Special Functions. Special Functions are Chair positions that work on
corporate wide initiatives for the betterment and service of all members. Chapter Chairs
and Chapter roles refer to a regionally localized area and are of service and leadership to
the members in that area.
Upon resignation of any position in SOS, one must forward all SOS property/assets, files,
documentation, monies, records, archives, and electronically stored data to the next more
senior position or the replacement person as requested. The electronically stored data
should be put on CD-R or DVD+/-R media (labeled with marker) for this purpose. Upon
ensuring that the files have been received and that the electronic data is in good useable
order, one will destroy all traces of digital data through electronic file shredding software
that resides on one’s personal computers and storage devices within 3 months.
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Board Chair
Is an elected Director as per the By-Law. The President and Board Chair may be the same
individual.
a. Calls and chairs Board of Directors’ meetings as laid down in the By-Law, and in this
connection:
I. Notifies Officers, Directors and Special Functions (as may be appropriate) of the time
and place of meeting;
II. Generates the proposed agenda for distribution with notification of the meeting;
III. Conducts such business as may be required, ensuring that fair opportunity for
discussion is given, but that discussions remain relevant; and,
IV. Ensures that resolutions are voted in the proper manner as described in the By-Law.
b. Develops and maintains a close working relationship with the other members of the
Board;
c. Signs as Board Chair on such documents as required;
d. Calls and chairs the AGM of the members of the Corporation in accordance with the ByLaw, and in this connection:
I. Notifies or sees to it that the members are notified of the time and place of the
meeting;
II. Sends agenda and minutes for distribution;
III. Conducts such business as may be required, ensuring that fair opportunity for
discussion is afforded to the members, but that discussions remain brief and
relevant;
IV. Ensures that proper voting procedures are used in voting on all matters requiring a
vote by the members; and,
e. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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President
Is an elected Director as per the By-Law. The President and Board Chair may be the same
individual. Will compiling grant requests and financial reports and preparing such fund
raising activities as the budget may require.
a. As Chief Executive Officer, is responsible for coordinating and directing the activities of
the Committee Chairpersons in accordance with the Policies of the Board, and Objectives of
the Corporation;
b. Recruits and recommends individuals to the Board for appointment as Secretary and
Treasurer of the Corporation;
c. Recruits and appoints individuals as standing or temporary Committee Chairperson as
required;
d. Is ex-officio a member of the Board of Directors, and provides such reports and
information to the Board as they may require;
e. Prepares or works with other board members to prepare grant requests and solicits
corporate or other funding to meet the budget requirements of the organization insuring
such follow-up reports as may be required from time to time; and,
f. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Secretary
Is an elected Director as per the By-Law. The Secretary and Treasurer may be the same
individual. Is responsible to the Board and members for the proper maintenance of the
records of the Corporation. Also responsible for ensuring that the Corporation operates
within the parameters of the By-Laws and statutes.
a. Keeps the Minute Book of the corporation;
b. Receives distributes and replies to the correspondence of the Corporation as directed;
c. Prepares, copies and distributes notifications, agendas and minutes of the Board and
Executive meetings;
d. Ensures that the actions of the Board of Directors and the Executive are in accordance
with any relevant statutes and the By-Laws of the Corporation;
e. May be a signing officer of the Corporation as laid down in the By-Laws;
f. Prepares, signs and dispatches such reports and returns of the Corporation as may be
required from time to time; and,
g. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Treasurer
Is an elected Director as per the By-Law. The Secretary and Treasurer may be the same
individual. Is responsible to the Board and members for the financial affairs of the
Corporation. Is responsible for preparing the annual operating budget and reporting
throughout the year.
a. As chief financial officer, is responsible for maintaining or having maintained an accurate
and up to date record of all financial transactions and statements;
b. Provides up to date financial information to the Board of Directors as required;
c. Ensures that audited financial reports from each Chapter are received annually as
required;
d. Arranges for and ensures that duly audited financial statements are prepared annually at
the Corporation’s fiscal year end, and that these statements are presented to the members
at each AGM for ratification;
e. Administers the banking arrangements of the Corporation and makes recommendations
to the Board for changes as necessary and circumstances warrant;
f. Arranges for all financial assets of the Corporation to be held in joint custody as required
by the By-Law;
g. Prepares, signs and forwards such financial reports and returns of the Corporation as may
be required from time to time in an accurate and timely matter;
h. During the third fiscal quarter of each year, the finance chair requests budget inputs from
all departments, officers and Board members for consolidation into a Draft Budget for
presentation to the Board of Directors for approval;
i. Prepares and presents the Draft Budget to the Board during the fourth quarter Board
meeting and upon request distributes the budget with any required changes to the
appropriate officers and departments for the year’s operation; and,
j. Ensures that each department, officer and Board member operates within the guidelines
approved by the Directors and brings deviations to the attention of the appropriate officer.
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Membership Chair
Is appointed by the Board as required, and is responsible to them for all matters pertaining
to membership in SOS.
a. Receives and processes all applications for membership promptly as follows:
I. Accepts membership applications from Local Chapters. Ensures that applicants have
complied with the requirements for membership as specified in the By-Law, and have
paid the appropriate membership fees. Enters the member’s name and address into
the books of the Corporation, and forwards membership welcome letter and cards to
the member to signify his membership. Forwards periodic reports to the Board along
with membership fees collected;
II. Accepts membership applications from other sources, processes them as above and
in addition, forwards and advises the appropriate local Chapter Chair of the
membership for follow up;
III. Deposits the appropriate funds and reports this to the Treasurer and Office Manager
as appropriate; and,
IV. Reviews applications and brings to the Boards attention any application or situation
that warrants further scrutiny given current corporate policies, ethics and standards.
b. Maintains an accurate and up to date record of all members of the Corporation.
c. Generates mailing labels and manages the distribution of the hardcopy newsletter in
conjunction with other documents like yearly tax receipts for membership (as applicable
under CRA regulations, and providing log data to HQ for CRA audit) and renewals. Works
with the newsletter editor to balance the size/weight and the timeframes for the newsletter
as well as keeping postage to a minimum;
d. Generates the softcopy email distribution list as required to send the softcopy newsletter
HTML email template out with a link to the website where the latest newsletter PDF file
resides;
e. Generates membership lists, email lists and mailing address lists as required from time
to time;
d. Perform mailings as required by the corporation;
f. Accepts application for renewal of membership for processing as follows:
I. Receives applications from all sources and responds by issuing a welcome letter and
a new membership card; provides monthly reports to the Board;
II. Deposits the appropriate funds and reports this to the Treasurer and Office Manager
as appropriate;
III. Forwards a notice to members who have not renewed their membership within
thirty days following the expiry of their membership, following up with a copy to the
relative Local Chapter Chair; and,
IV. Removes the member’s name from the roll of members sixty days after his
membership expires if no renewal has been received;
g. Receives and responds to requests for information regarding the formation of new Local
Chapters as follows:
I. Receives request for information and assistance in setting up new Chapters from all
sources;
II. Follows up on such requests and determines the most appropriate form of response;
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III. Forwards an appropriate information package, depending upon the stage of
development of the new group;
IV. Maintains a liaison between the new group and the Board until the new Chapter is
formed, or a decision not to form a Chapter is made; and,
V. In the event that a new Chapter is to be formed, process the application for Chapter
Certification as specified in the By-Law;
h. Provides such reports and returns concerning membership as the Board may require from
time to time;
i. Maintains membership records in compliance with privacy laws and policies and ensures
adequate data backup and retention of electronic data and an auditable paper trail; and,
j. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Insurance Chair
Is appointed by the Board as required, and is responsible to them for all matters pertaining
to Insurance in SOS.
a. Works with all levels of the organization to ensure that insurance for SOS
activities/events and the insurance protection of the Board of Directors are in place through
one or more suppliers;
b. Works with the Insurance provider and/or Broker to insure that SOS has adequate
protection and is up holding all documented requirements, processes and procedures as
specified by the Insurer;
c. Will complete application and renewal forms as required and ensure that processing and
submission is completed in the required timeframes and insuring any minimums as may be
required are met by the organization;
d. Develops and updates procedures within SOS to ensure data flow and processing of
insurance payments and applications are working smoothly and effectively for the Insurer,
the Board, Special Functions, Chapters and for Members;
e. Maintains the web-based Insurance FAQ and other pages and seeks answers to questions
on behalf of members and the board;
f. Works with event organizers to get a quote for special events that may fall outside the
documented guidelines of covered activities; and,
g. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Ethics Chair
Is appointed by the Board as required, and is responsible to them for all matters pertaining
to Ethical Standards, Privacy Guidelines, Lobbying and Advocacy by SOS.
a. Responsible for the effectiveness of the SOS Privacy Policy. Researches and recommends
changes as may be required;
b. Responsible for the effectiveness of the SOS Code of Ethics Policy.
recommends changes as may be required;

Researches and

c. Manages all ethics-related correspondence with all levels of government, industry,
corporations, not-for-profit organizations and in certain cases private citizens to highlight
important issues, recommendations, and direction deemed worthy of SOS involvement;
and,
d. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.

Page 12 of 26

Save Ontario Shipwrecks - Terms of Reference
Newsletter Editor
Is appointed by the Board as required, and is responsible to them for the publication of the
SOS Newsletter.
a. Establishes a network of Chapter Correspondents and actively solicits Newsletter articles
and other material from the membership, Local Chapters and other sources; and,
b. Prepares and publishes the SOS Newsletter as follows:
I. Compiles and edits articles and other material submitted for publication;
II. Arranges for typesetting, photographing, printing and distribution of the Newsletter
on a quarterly basis; on schedule, and,
III. Ensures that the Newsletter maintains an appropriate balance of Chapter news and
other Marine Heritage Conservation information.
c. Reminds submitters of deadlines and escalates issues to the Board;
d. Works with the chosen printer to ensure that the hardcopy newsletter meets the
standards of SOS and that softcopy PDF is available for the website;
e. Works with the Membership chair to ensure that the newsletter gets mailed and that the
number of pages in the newsletter meet a balance required as membership renewals and
other documents are mailed in the same envelope - the goal is to keep postage costs
minimal by balancing total content;
f. Ensure that no published article or letter will damage any reputation and that the content
is produced with a semi-professional appearance; and,
g. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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SOS Forum Chair
Is appointed by the Board as required and is responsible to them for planning and
production of the annual SOS Forum.
a. Recruits and co-ordinates a staff of volunteers to assist with the production of the Marine
Forum annually. The Forum Committee could be organized as follows:
I. REGISTRATION - Responsible for soliciting, receiving, tabulating and issuing
registrations for the Forum;
II. PROMOTION - Responsible for advance promotion and publicity of the Forum to
members and general public, the academic and the diving communities;
III. FINANCE - Responsible for budgets and planning to ensure that the Forum operates
on a paying basis. Also responsible for maintaining a complete and accurate record
of Forum funds and providing a financial statement to the Treasurer of SOS as at the
fiscal year end annually;
IV. SPEAKERS - Responsible for obtaining speakers in keeping with the theme of the
Forum and the wishes of the Board of Directors. Also responsible to provide
appropriate accommodation, transportation, honoraria, hosting and thanking of
speakers as required. Also responsible for producing bio-sketches on each speaker
for use by the Master of Ceremonies in speaker introductions;
V. FOOD SERVICES - Responsible for catering, coffee, cocktails, dinners and receptions
as necessary;
VI. AUDIO-VISUAL - Responsible for ensuring that all necessary audio-visual equipment
and technical support are available as required: and,
VII. PROGRAM - Responsible for scheduling and coordinating speakers, and for
publishing speaker’s papers.
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Quartermaster
Is appointed by the board as required and is responsible to them for the cost-effective
operation of the Ship’s Stores.
a. Responds in a timely manner for the shipping and delivery of purchases to Ships Stores
customers and responds to inquiries of the store;
b. Maintains inventory of sale items, promotional items (brochures, pins, stickers, etc.),
internal use only items and consumable supplies (letterhead, envelopes, etc.) used by SOS;
c. Prepares an annual budget of operations for approval by the Board of Directors;
d. Purchases stock as required, and maintains appropriate levels of inventory as required by
sales volumes, ensuring that dead stock is kept to a minimum;
e. Promotes Ship’s Stores as appropriate;
f. Receives and fills orders, maintaining a complete and accurate record of all transactions;
g. Prepares year-end financial statements for submission to the Treasurer including a
balance sheet and income expense statement; and,
h. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Webmaster
Is appointed by the board as required and is responsible to them for the cost-effective
operation of the corporation’s web presence. May be a team leader for a group of people
contributing to the maintenance and development of web-based applications such as Ships
Stores, Shipwreck Geek, SOS Poll, Heritage Database, Buoy Database and Membership
database and possibly others.
a. Maintain the SOS website(s) and domain name(s) and add content regularly to keep the
home page, events page and past news changing regularly;
b. Ensure that website is searchable via web-bots to index materials and that SOS Private
area remains secure;
b. Solicit others to contribute materials and content;
c. Make recommendations as to a good Hosting Service for the evolving requirements of the
website;
d. Responds in a timely manner to inquiries and technical issues, as well as manage the
maintenance of email addresses, DNS entries for sub-domains, domain forwarding and
name servers; and,
e. Prepares an annual budget of operations for approval by the Board of Directors.
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Historical Chair
Is appointed by the Board as required and is responsible to them for advising the
Corporation and its Local Chapters on historical matters, developing and maintaining a
liaison with marine historians and researchers, and assisting Local Chapters and members
with historical research.
a. Develops and maintains a close liaison with marine historians, historical organizations and
societies in and around the Province;
b. Develops and maintains a network of researchers to assist Local Chapters and members
with historical research as appropriate;
c. Acts as a historical advisor to the Corporation and Local Chapters. Reviews the content of
the SOS Newsletter to ensure accuracy of the published information;
d. Prepares quarterly articles for the Newsletter on matters of historical interest;
e. Prepares an annual budget of operations for approval by the Board of Directors; and,
f. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Training Coordinator/Instructor
(Senior Tutor or Senior Tutor in training)
Is appointed by the Board as required and is responsible to them for the educational
activities of the Corporation in conjunction with approved curriculums under appropriate
license. Duties include those of Training Instructor and those listed below.
a. Is responsible for planning and conducting SOS seminars and courses on Heritage
Conservation and Survey techniques as required throughout the province using approved
curriculums such as (but not limited too) NAS:
I. Develops and maintains a close liaison with the NAS who is responsible for training
curriculum guidelines;
II. Assesses the need for training of SOS members and others across the Province,
developing plans with Chapters and other organizations to meet those needs; and,
III. Provides administrative support to Local Chapters and other organizations in the
setting up and running of training events;
b. Is responsible for planning and coordinating the activities of SOS aimed at the education
of sport divers and the general public about marine heritage conservation;
c. Liaise with other organizations (such as Ministry of Culture, Parks Canada) for course
development, standards, Awarding of points for NAS credits and the review of NAS course
work submissions;
d. Maintain archive of course dates, attendance, grades and student submissions, as well as
the training modules developed by SOS, the NAS and other organizations;
e. Maintains information is a secure environment and provides information to others based
on a need-to-know basis respecting the intellectual property of SOS and other organizations
and maintaining its security;
f. Prepares and submits an annual budget of operations and year-end reports as required by
SOS and other organizations;
g. Develops a team of instructors capable of delivering the NAS and other curriculums
h. Organize and chair committee meetings; and,
i. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Training Instructor
(Tutor or Tutor in training)
Is approved by the Board as required and is responsible to them for developing and
delivering educational materials in conjunction with approved curriculums under appropriate
license.
a. Volunteer to teach modules or run the course at various annually scheduled courses;
b. Deliver prescribed materials to students adhering to the course syllabus;
c. Enhance course modules from base materials and/or develop new modules using personal
experience and regionally appropriate materials;
d. Maintain security and confidentiality of course materials (intellectual property);
e. Attend committee meetings and workshops; and,
f. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Public Relations Chair
Is appointed by the Board as required and is responsible to them for promoting SOS to the
general public and the diving community.
a. Is responsible for producing and distributing SOS promotional material as appropriate;
b. Develops and maintains a working relationship with various elements of the media,
ensuring that noteworthy events and projects of SOS receive appropriate news coverage;
c. Maintains a scrap book of media coverage of SOS, including newspaper and periodical
articles, radio interviews taping, and video tapes of television coverage;
d. Provides articles and news releases about SOS as appropriate, Including support for Local
Chapter promotion as requested by Chapter; and,
e. Prepares annual budgets of operations for approval by the Board of Directors; and,
f. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Special Events Chair
Is appointed by the Board as required and is responsible to them for the coordination and
efficient operation of Provincial Special Events other than the SOS Forum or educational
events.
a. Is responsible for planning and organizing such special events as directed by the Board of
Directors. As such, the Special Events Coordinator:
I. Schedules special events at appropriate times of the year, and ensures that publicity
and promotion of the events take place to ensure adequate participation by SOS
members and others;
II. Prepares budgets and plans events, which are financially acceptable to the
Corporation;
III. Provides the Treasurer with detailed financial reports of each event for inclusion in
the Corporation’s financial statements; and,
IV. Seeks opportunities to involve the general public and diving communities in the
activities of SOS as appropriate; and,
b. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
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Office Manager
Is appointed by the Board as required and is responsible to them for the coordination and
efficient operation of Provincial head office (also referred to as Head Quarters or HQ);
a. Is responsible for collecting postal mail and courier deliveries, then forwarding as
required to the correct SOS contact. If not sure, contact the President for direction before
sending;
b. Manages and updates corporate financial records as requested by the Board and meeting
the requirements of the Corporations Act and By-Law;
c. Pays bills of the corporation as required and processes requests for payment of invoices
and expense reports, mailed, emailed or Faxed in to HQ by authorized individuals. Expense
reports to have 2nd person approval… typically the Treasurer for all expenses and approval
of the President for the Treasurer;
d. Reconcile bank statements with financial records to ensure all transactions documented;
e. Arranges for and makes data available for yearly corporate financial audit by the chosen
auditor;
f. Works with the local bank to deposit corporate funds and bring to the attention of the
President and Treasurer any investment related information and decisions so that a
direction can be sought as to wishes of the Corporate Officers;
g. Maintain corporate books and keep documentation on fill and archived so as to maintain a
paper audit trail as required under the Corporations Act and By-Law, and;
i. Send out Tax Receipts (as applicable under CRA regulations) and thank you letters
keeping and maintaining the corporate log of such activity.
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Chapter Chair
a. An SOS Chapter Chair must promote a high standard of Marine Heritage Preservation and
influence those members of his/her Chapter to abide by the same SOS code of ethics.
b. An SOS Chapter Chair has the overall responsibility for the affairs of the chapter and its
good standing within the corporation. As per the By-Law, a Chapter has a degree of selfdirection, but there are overall organizational goals with critical success factors, polices,
code of ethics that also need to be met;
b. A Chapter member not living up to these ethics or going against them should be
persuaded to change or leave the organization;
c. Create and maintain a Chapter executive to plan and initiate Chapter activities with such
positions as:
Secretary (mandatory)
Membership Coordinator
Treasurer (mandatory)
Project/Survey Coordinator
Vice-Chair
Past Chair
Buoy Coordinator
Fund Raising Coordinator
I. Roles of the chapter executive are similar in nature to the corporate roles but on a
local basis. For example, the membership role works with local dive stores and clubs to
generate new membership in SOS and to help bring in renewals every year and works
with the Corporate Membership person to correct/update member’s information;
II. The Secretary role is responsible for timely and accurate documentation of minutes
and publishing of such to the Chapter, Regional Reps and the Board;
III. The Treasurer role is responsible for accurate and timely processing of financial
data for Chapter projects. Logging every transaction (in a register book or Excel),
keeping receipts, archiving of data for audit and completion of year-end reporting
requirements for Chapter and Project activities;
d. Encourage members in the executive and Chapter to be preparing to replace your
position or one in the executives positions;
e. Arrange and chair Chapter meetings:
Monthly, Bi-monthly, as activities require
Note:
“No meetings usually mean no activities”; “Too many meetings leave no time for
activities”. “People like to do things, so events keep people active and interested”
f. Encourage Chapter members to keep phone numbers and addresses current to SOS Head
Office for newsletters and mail-outs (to save wasted time and postage);
g. Don’t be afraid to delegate to other Chapter members, Chapter projects or assignments.;
“One person cannot the world conquer”
h. Keep records on all Chapter projects current for year-end “Annual Report”. The SOS
Executive will request this at end of the Fiscal Year (31 December);
This report is used to compile a yearly grant application for core funding for
the Ministry of Culture at the end of each Fiscal year.
i. Keep in touch with the Regional Director (phone or email).
communication effort; and,

This is a two-way
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j. Takes every opportunity to promote SOS internally and externally. Contributes articles
and correspondence to the SOS newsletter, web site and third party periodicals and
websites.
Passed at the Board of Directors meeting in London Ontario April 11, 2010.
Effective: April 11, 2010
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Unapproved Job Descriptions
Regional Representative
Is appointed by the Board as required and is responsible to them for the coordination and
efficient operation of Provincial head office (also referred to as Head Quarters or HQ);
a) Be the go between from the board to the group of chapters (thus being a board
member is suggested)
b) To harmonize where applicable regional activities (buoys, picnic, diving, projects,
fundraising etc.)
c) Assist with bringing resources and experience needed to complete local and
provincial projects
d) To help chapters stay active by making suggestions and encouraging leadership
people to take on key roles
e) To work with dormant chapters to rebuild the local executive and get the chapter
back on line
f) To ensure that chapters requests to the board are worked on and actioned in a
timely manner
g) Apply pressure where needed to get things completed/submitted on time
h) To help set regional goals and programs that match with the goals of the
organization
i) To represent chapter interests at board meetings to ensure board decisions work at
the local level
j) To attend chapter meetings and events and interact with chapter executive regularly.
k) To help plan and organize regional SOS activities (AGM, picnic, etc.)
Provincial Buoy Committee Chair
a) to act as a team lead for all chapter mooring managers across the organization
b) keep records of replacement and new buoy deployments
c) provide advice and technical direction for the construction of new mooring systems
d) review and present applications for new moorings to the board for approval / funding
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