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January 21, 2011 

To: • All Board Chairs
British Columbia Public Post Secondary Education Institutions

RE: Amendments to the Board Appointments Process

The Board Resourcing and Development Office (BRDO) provides guidelines for the 
appointment and reappointment of public members to British Columbia's agencies, boards and 
commissions. BRDO has recently modified its appointment process in order to streamline the 
flow of information and enhance communications concerning appointments. 

A flow chart outlining BRDO appointment timelines is attached. Please note the following 
changes to the board appointments process and associated documentation which are to be 
implemented immediately: 

• Reminder of Expiry - Reminders of Expiry will be distributed to Board Chairs at least
eight months in advance of a term expiry or upcoming vacancy, allowing a longer period
of time for consultations on the appointment;

• Request for Appointment Forms - The Request for Appointment (RFA) has been
reduced to a one page checklist. Rather than preparing a detailed RFA, the Board Chair
will be provided with an RFA Checklist to complete;

• Notice of Position - The Notice of Position document will be provided to Board Chairs
with only the requirement to review and edit as necessary;

• Candidate Profile and Declaration Forms - As an alternative to obtaining completed
Candidate Profiles for a number of possible candidates, Board Chairs may submit short
biographies or resumes for discussion on potential candidates upon submission of the
RFA Checklist. Please note that once a candidate shortlist has been established,
candidates will be required to complete and submit to BRDO a Candidate Profile and
Declaration form.

Our office would like to request that Board Chairs contact us as soon as possible upon receipt 
of the Reminder of Expiry from the responsible Ministry in order to commence the consultation 
process. 
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Our shared goal is to find efficiencies in the appointments process and reduce the 
administrative burden for Board Chairs and post-secondary institutions. 

Thank you in advance for your continued support of the b�ard appointments process. 

Sincerely, 

Ann Wicks, Managing Director 
Board Resourcing and Development Office 

Attachments; BRDO Appointment Timeline Flowchart 
Request for Appointment Checklist 
Notice of Position 
Performance Appraisal Template 



Ongolng: 8 • 12 Month Horizon 

BRDO conducts annual 
consultation meeting with Board 

Chair. 

Effective Date of Appointment 

New or returning Appofntee(s) 
commences duties, Retiring 

member(s) have finished service. 

BOARD RESOURCING AND DEVELOPMENT OFFICE 

APPOINTMENT TIMELINE FLOWCHART 

8 Months Prior to Expiry 

Ministry submits Reminder of 
Expiry packages to Agencies, 
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Agency begins performance 
appraisal process for potential 

reappointments. 

Within 1 Month of Appointment 

Ministry sends out letters of 
acknowledgement and thanks to 
new and retiring appointee(s). 
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Agency contacts and provides 
detailed orientatlon to new 

appolntee(s). 

6 • 8 Months Prior to Expiry 

Request for Appointment package 
Is prepared by Agency and 

submitted to BRDO. 

Notice of Position submitted to 
BRDO to post on website. 

1 Month • 2 weeks 
Prior to Expiry 

Appointment ls completed and 
Agency and appointee are 

notlfied. 

BRDO notifies successful 
applicants and provides general 

corporate governance and 
orientation materials. 
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4 • 6 Months Prior to Expiry 

Potential candidates are 
interviewed and 

evaluated by BRDO. 

2 Months Prior to Expiry 

OIC/MO are prepared and efther 
scheduled for Cabinet or signed by 

Responsible Minister. 

BRDO 
Ministry 

Cablnet·Operat!ons 
Legislative Council 

Govemment of British Columbia - October 2010 
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3 Months Prior to Expiry 

BRDO completes due d!llgence and 
submits potential candidate(s) to 

Responsible Minister. 

Candidate Profile and Declaration 
form Is collected from shortlisted 

candldate(s). 
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