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PGME Governance Council Process for Convening Meetings 
 
The PGME Governance Council will meet in person twice per year and will schedule ad-hoc 
meetings as deemed necessary by the Council Chair and/or Secretariat.  In person meetings are 
normally scheduled for October and May of any given year, however there is flexibility if required. 
 
To schedule meetings, the PGME Governance Council Secretariat will first work with the Chair to 
identify three (3) to four (4) potential meeting dates, normally 6-9 months before the particular 
meeting to be scheduled.  Council representatives and their assistants will then be polled by email, 
or other electronic means, to determine the most common availability from amongst those dates. 
Every effort will be taken to avoid key meeting and conference dates of the Council stakeholder 
organizations.  The Secretariat will follow up with any representatives who have not responded to 
the poll before deciding on a particular date. 
 
Once the date has been chosen and confirmed, Council representatives and their assistants will be 
informed of the meeting date by email, and will be asked to release any holds they may have placed 
in their calendars for the other potential dates. 
 
Ad-hoc meetings may be convened at the request of the Chair, or in response to a particular issue 
arising or a need to have Council connect in between their regularly scheduled meetings.  A similar 
process will be employed to schedule these meetings, namely starting with the Chair’s availability 
and polling Council representatives to determine the most common availability. 
 
 

 



 

 

PGME Governance Council – Disclosure and Confidentiality of Council deliberations and 
documents 
 
The PGME Collaborative Governance Council Chair, Secretariat and representatives will treat 
Council deliberations and documents with the required level of confidentiality. 
 
Once documents such as meeting minutes, working group papers, consensus-driven 
recommendations, etc. are finalized, they may be shared with appropriate and relevant 
stakeholders. 
 
At required times, Council working documents may be disclosed to specific individuals and 
stakeholders to share knowledge, give direction, or seek input or clarification. Such sharing, outside 
of Council, must be done in a context of fulfilling a representative’s roles and responsibilities. 
 
For documents designated as confidential, it is the representative’s responsibility to seek approval 
from the Council Chair for such a disclosure. The Chair may give approval directly, or choose to 
consult with all Council representatives before approving the disclosure. 
 
 

 



 

 

PGME Governance Council – Code of Conduct Policy and Addressing Conflicts of Interest 
Procedure 
 
This policy is designed to ensure that all PGME Collaborative Governance Council representatives 
(and alternates) are aware of, and respect, their responsibilities with regard to the standards of 
conduct and commitments expected of representatives of Council, and to ensure a process by which 
any real or perceived conflicts will be managed. Council representatives (and alternates) are 
expected to maintain high standards of honesty, integrity, impartiality, and ethical conduct, and 
must be constantly aware of the need to avoid situations which might result either in actual or 
perceived misconduct, or conflict of interest, and to conduct themselves, in their official and 
personal relations, in a manner which commands the respect and confidence of their fellow 
representatives. 
 
Code of Conduct 

 Council representatives/alternates will act within the Canada Not-for-Profit Corporations 
Act, and abide by the Terms of Reference, MOU, policies and procedures of the Council. 

 Council representatives/alternates will support the objectives and mission of Council, using 
any skills or knowledge they have to further that mission and seek expert advice where 
appropriate. They will also seek to do what additional work they can outside of meetings, 
including sitting on working groups or advisory committees. 

 Council representatives will strive to attend all meetings of Council, both in-person and by 
teleconference. 

 Council representatives will come fully prepared for all meetings of Council. This will include 
reading background materials, questioning anything they do not understand and thinking 
through issues ahead of time. When an alternate must attend, Council representatives will 
ensure their alternate is properly briefed on current Council business and issues in advance 
of the meeting. 

 Council representatives/alternates will actively engage in discussion, debate and consensus-
building during meetings; contributing in a considerate and constructive way, listening 
carefully, challenging sensitively and respectfully. 

 Council representatives/alternates will respect organizational, Council and individual 
confidentiality. 

 Council representatives will develop and maintain an up-to-date knowledge of Council and 
the PGME environment. 

 Council representatives will use the Council’s resources responsibly. 
 
 
 
 



 

 Council representatives accept responsibility to ensure that the Council is well run and will 
raise issues and questions in an appropriate and sensitive way to ensure that this is the case. 

 Council representatives will actively contribute towards improving the governance of 
Council, Council development, and sharing ideas for improvement with the Council. 

 Council representatives will endeavor to work considerately and respectfully with all those 
they come into contact with at Council meetings. In particular, representatives recognize 
their responsibility to support the Council Chair and Secretariat. 

 
Conflict of Interest 
Council representatives/alternates will not put themselves in a position where their interests 
conflict with their duty to act in the interests of the Council. Where there is a conflict of interest 
they will ensure that this is managed effectively, as outlined below. Council 
representatives/alternates understand that a failure to declare a conflict of interest may be 
considered to be a breach of this code. 
A Council representative/alternate is in a conflict of interest if they: 

o exercise an official power, duty or function that provides an opportunity to further their 
private or professional interests or those of their relatives or friends or to improperly further 
another person’s private interests in a material manner; 

o stand to personally and materially benefit in any way from a transaction or proposed 
transaction with the Council.  

 
Addressing Conflict of Interest 

 On appointment, a Council representative will act in a manner that will prevent real, 
potential or perceived conflicts from arising in their private or professional interests; declare 
any real, potential or perceived conflict of interest and sign a conflict of interest declaration; 
and annually update the declaration and sign it. 

 In the event that a Council representative is in a conflict of interest or believes they might be 
in a conflict of interest they will immediately disclose, in writing, any real, potential or 
perceived conflicts of interest to the Council Chair. 

 At the beginning of each Council meeting any real, potential or perceived conflicts of 
interests with regard to the business of that meeting will be disclosed by any Council 
representative (or alternate) who believes they may be in a conflict, or perceived to be in a 
conflict. The declaration will be recorded in the minutes. 

 When a conflict of interest has been declared the affected Council 
representative(s)/alternate(s) will abstain from participation in any discussion on the matter, 
not attempt to personally influence the outcome, refrain from consensus-building on the 
matter, and may be asked to leave the meeting room for the duration of any such discussion 
or vote. 

 
Addressing Other Code of Conduct Concerns 



 

 

Council representatives understand that a substantial breach of any part of this code may result in 
procedures being put in motion that may result in their suspension or removal from Council. 
See PGME Council_Suspension and Removal of Representative Process 



 

 

PGME Governance Council Process for Removing or Suspending Member and Observer 
Representatives 
 
When a concern arises regarding a Council Member or Observer representative, the PGME 
Governance Council Chair will attempt to resolve the concern, employing fairness, due process and 
rules to deal with conflict.  
 
The following steps will be followed: 
-The Chair will first speak with the representative to try to resolve the issue; if this does not resolve 
the issue then 
-The Chair will speak with the CEO/Executive Director/Chair of the Member or Observer 
organization/group to determine a suitable course of action 
-While the issue is being resolved, a replacement will not be named. 
-If the issue is unresolvable, the Chair will consider either suspension or removal from Council. 
 
If suspended, the temporary vacancy will not be filled with another individual. 
 
If removed, the vacancy will be filled according to the PGME Council – Vacancy Filling Process. 
 
In the event that a member or observer representative must be suspended or removed from the 
PGME Governance Council, the reasons for this removal/suspension must be well documented and 
represent a significant risk if the individual were to remain on Council. 
 

 



 

 

PGME Governance Council Process for Filling Vacancies of Member and Observer Representatives 
 
Member Representatives 
 
As outlined in Section 2.4 of the Memorandum of Understanding (MOU) of the PGME Governance 
Council, member representatives are appointed for a term of three (3) years, renewable once, or 
until their successor has been appointed and member representatives from Resident Doctors of 
Canada and Fédération des médecins résidents du Québec are appointed for a term of two (2) 
years, or until their successor has been appointed.  Additional and longer appointments than those 
described above may only be made with the consent of the PGME Governance Council. 
 
When a member representative has completed their appointed term(s), it is the responsibility of 
their member organization/committee to appoint a successor to fill the vacancy, as per the 
appointments outlined in Section 2.1 of the MOU. 
 
In the event that a member representative must end his or her mandate with the PGME 
Governance Council prematurely (i.e. before the initial three or two year term has been completed), 
again it is the responsibility of their member organization/committee to appoint a successor to fill 
the vacancy. 
 
Observer Representatives 
 
As outlined in Section 2.6 of the MOU of the PGME Governance Council, observer representatives 
are appointed for initial terms of such duration as the persons who appointed them deem 
appropriate, but no longer than the length of the initial term of the MOU. 
 
When an observer representative has completed their initial term, it is the responsibility of their 
observer organization/committee to appoint a successor to fill the vacancy, as per the 
appointments outlined in Section 2.6 of the MOU. 
 

 



 

 

Assessing Progress 
 
The following benchmarks will be used to determine and assess the progress of the PGME 
Collaborative Governance Council: 
• Establishment and signing of the Memorandum of Understanding (MOU) and Terms of Reference 
(ToR) 
• Selection/appointment of member and observer representatives for Council 
• Development of working and advisory groups 
• Key governance documentation, including: 

o Code of Conduct 
o Policy and Procedures Manual 

 
The following indicators will be used to assess the functioning of the PGME Collaborative 
Governance Council: 
• Ongoing Council meeting evaluations, through survey of representatives 
• Ongoing Council member assessment, including: 

o Level of Council member engagement 
o Ability of Council members to engage their own members in change 

• Ongoing membership assessment, including: 
o Level of membership engagement 

• Ongoing working / advisory group engagement, including: 
o Level of working groups (and advisory groups) engagement 

 

 



 

 

 PGME Governance Council Decision Making Process 
 
Council will make decisions by consensus, or substantial agreement of the member representatives on a 
particular issue or question.  Silence is not interpreted as consent.  The Council Chair, in consultation with 
the Council and in accordance with the process and following key questions from the Terms of Reference, 
will determine whether consensus has been reached: 

 Can you live with this? 

 Will you support this decision or action within this group? 

 Will you support this decision or action outside of this group? 
*If unable to answer “yes” to these questions, the representative will be asked “What has to change in 
order for you to support this decision or action?” 
 
Decisions cannot be made unless quorum is reached, which is defined as at least two-thirds (2/3) of 
member representatives being present for the decision.  
 
Council will make decisions about the key recommendations developed on specific issues.  Before any 
recommendations are sent to stakeholder organizations for ratification, the following steps will be used 
iteratively to develop the key recommendations: 
 
1. Describe the problem concisely. 
2. Review the relevant facts (background information). 
3. Develop solution options. 
4. Outline strategic risks and opportunities for each option. 

Ensure that options are in line with the Council Guiding Principles 
5. Build consensus on a single solution. 
6. Craft a recommendation. 
7. Member representatives consult with stakeholders on the proposed recommendation. 
8. Council receives stakeholder reports/feedback. 
9. Council discusses stakeholder input and continues with consensus building as required. 
 
PGME Governance Council Dispute Resolution Process 
 
In the event of a dispute or conflict among member representatives, Council may, as it determines 
necessary or advisable, implement a dispute resolution process appropriate for the circumstances and 
issue at hand, such as negotiation or mediation. 



 

 

PGME Governance Council – Financial Oversight and Budgeting 
 
The PGME Governance Council has a yearly budget of $100,000, comprised of the annual $12,500 
contributions of eight member organizations.  This budget is intended to cover a half time Council 
Secretariat, meeting costs for two face-to-face meetings per year, teleconference costs, translation 
of key documents and communication pieces, travel costs for the Chair and public member, and a 
modest reserve fund for ad-hoc activities of the Council. 
 
The budget is managed by the Council Secretariat, with oversight from the Council Chair.  Monthly 
reports are received to ensure the budget remains on target and any significant deviations 
(overspending or underspending) are brought to the attention of the Chair for further discussion. 
 
Any significant surplus at the end of the year will be discussed with Council member 
representatives, and those funds can either be redirected towards the following year’s activities or 
the following year’s membership fees could be adjusted. Although unlikely to occur, any significant 
deficit at the end of the year will be discussed with Council member representatives, and the 
following year’s activities may need to be adjusted to compensate and remedy the deficit. 

 



 

 

PGME Governance Council – Maintenance of Records Policy 
 
The PGME Collaborative Governance Council will maintain records via the Secretariat, both in hard-
copy and electronic format, depending on the type of record. 
 
The signed Memorandum of Understanding (MOU) will be kept in both hardcopy and electronic 
format at the site of the Secretariat.  Member organization representatives were also provided with 
a copy of the signed MOU during the first official meeting of Council in May 2016. 
 
Council meeting minutes will be kept in electronic format with the Secretariat and final hardcopy 
versions will be added to the Policy and Procedures Manual once they have been approved. 
 
Financial records, such as invoices and membership fees notices will be kept for a minimum of 10 
years, as per Canada Revenue Agency standards. 

 



 

 

PGME Governance Council Guidelines for Participating by Electronic Means at Meetings 
 
The PGME Governance Council prefers to have all Council representatives attend the two face-to-
face meetings in person, to promote better collaboration and a more cohesive group.  In 
exceptional circumstances, Council representatives can join these meetings by teleconference. 
 
If a Council representative needs to join a meeting (or a portion of a meeting) by teleconference, 
the PGME Governance Council Secretariat will provide the representative (and/or their assistant) 
with the necessary teleconference dial-in information and ensure the meeting room is setup 
accordingly.   
 
Ad-hoc PGME Governance Council teleconference meetings will be convened by the Secretariat and 
all Council representatives will receive the necessary teleconference dial-in information in advance 
of the meeting, usually by email with the agenda and meeting materials. 
 
 
 

 



 

 

PGME Governance Council Nominating Committee Procedures 
 
As Council members and observers are nominated internally by their parent organization / committee / 
group, an ad hoc PGME Governance Council Nominating Committee only needs to be engaged when a 
new Council Chair or Public Member is required. 
 
The PGME Governance Council Nominating Committee is comprised of four (4) volunteer Council 
members, and will be engaged on an as-needed basis. The Nominating Committee may select their own 
Chair from within the group.  
 
1. When a new Council Chair is required, a Call for Nominations will be circulated to all Council members 

and observers, asking for recommended names with a one month deadline. Recommendations should 
be supported by a letter of nomination and biographical information. The Nominating Committee will 
be tasked with generating a short list of candidates to be considered for the Council Chair position, 
and to bring willing and interested candidates’ names forward to the next in-person Council meeting. 
If there is more urgency required, the Council may choose to discuss the candidates via a Council 
teleconference in the interim. The candidates’ short biographies will be collected by the PGME 
Governance Council Secretariat and distributed to Council representatives for their review.  There will 
be no rank-ordering of the candidates by the Nominating Committee. The final choice will be 
determined by consensus-based discussion within the Council, leading to a preferred candidate or a 
ranked selection. Upon confirmation and acceptance by a selected candidate, the PGME Council 
Secretariat will inform short-listed candidates who were not selected of the outcome of the process.   

 
The preferred characteristics of the Council Chair are: 
 
1. Independence (not the senior official of a member organization) 
2. Neutrality (no perceived vested interest) 
3. Experience in PGME and the broader medical education continuum 
4. Understanding of background issues and the FMEC PG project and outcomes 
5. Knowledge of the various organizations involved and their perspectives 
6. Demonstrated ability to work with governments  
7. Skill in achieving consensus  
 
 
 
 
 
 
 
 



 

2. When a new Public Member is required, a Call for Nominations will be circulated to all Council 
members and observers, asking for recommended names and reason for nomination with a one month 
deadline.  Recommendations should be supported by a letter of nomination and biographical information.  
The Nominating Committee will be tasked with generating a short list of candidates to be considered for 
the Public Member position.  The Council Chair will communicate with short-listed candidates to 
determine their willingness to be considered for the position.  Short biographies will be collected from 
confirmed candidates by the PGME Governance Council Secretariat and distributed to Council 
representatives for their review.  There will be no rank-ordering of the candidates by the Nominating 
Committee. The preferred Public Member will be selected by means of an electronic vote of Council 
representatives.  If there is not a majority in favour of one candidate, a consensus-based decision-making 
process will be employed. Upon confirmation and acceptance by the preferred candidate, the PGME 
Council Chair will inform the short-listed candidates who were not selected.  The PGME Council 
Secretariat will inform nominators of all nominees of the outcome of the process.    
 
The preferred characteristics of the Public Member are: 
 
1. Able to represent a broad citizen opinion, rather than only their own views 
2. Willingness to contribute to discussions and provide public perspective 
3. Generally aware of current events, political tensions and relevant trends and constraints 
4. Interest in improving the health care system and context through education 
5. Ability to tolerate complexity, inform decisions under uncertain conditions, and respect diversity of 
opinion on various subjects 
6. Not be seen to represent the interests of a specific group or organization. 
 



 

 

PGME Governance Council Working Group Establishment and Procedures 
When a specific topic area has been chosen by Council for further investigation, small working 
groups of Council representatives and/or additional content experts may be convened to collect and 
review available evidence and prepare background documents (Working Papers) for Council.   
 
PGME Governance Council working groups will be comprised of four (4) to six (6) volunteer 
members, dependent on the issue at hand and the availability of Council representatives. Timing for 
the working group will be determined by Council, but normally a written report will be expected 
before the next Council meeting, i.e., 4-6 months. 
 
Working groups should aim:  

 to define what is understood already on the topic and transmit the context, background 
information and evidence to members, especially those who do not have familiarity with the 
issues; 

 to describe ongoing efforts to resolve the issue and perceived blocks to resolution;  

 to define the problem for which Council might derive useful consensus recommendations  

 to advance potential recommendations when appropriate 
 
Once a Working Paper has been accepted by Council, it will be posted to the website as one of a 
numbered series of Council Working Papers. 
 
The PGME Governance Council Secretariat will provide the administrative support to schedule and 
moderate the necessary meetings for the working group, which will generally be held by 
teleconference but may also include in person meetings. 
 
Funds from the annual Council budget for working groups may be assigned by the PGME Council 
Chair to facilitate the development of a Working Paper.  These funds may be used for other 
activities of the working group or to commission external paid consultation, with the approval of the 
PGME Governance Council Chair. 

 



 

 

PGME Governance Council – Signing Authority 
 
The Chair of the PGME Governance Council will have signing authority for any and all official 
correspondence, such as letters and final documents going to stakeholder organizations for 
ratification.    
 
For approval of financial invoices, the Council Secretariat will have signing authority for amounts 
less than $1000.  For any invoices over $1000, the CEO (or their designated officer) of the 
organization housing the Council Secretariat will have signing authority. 

 



 

 

Please provide an overview of your suggested topic for PGME Governance Council in 2 pages or 
less using the template below.   

Overall Topic Area:  

 

 

Specific Issue for the Council to address in relation to this topic area: 

  

 

1. The challenge in this issue area is to:  

2. What aspects of this issue/challenge align with the PGME Governance Council’s mission, 
purpose and mandate in the Terms of Reference :  

•  

3. To the best of our knowledge (and without a comprehensive review) current initiatives in this 
area include:  

•  

4.  The ways Council could add value by addressing this issue (e.g., deliverables) are:   

•  

5. Perceived risks and opportunities associated with the Council taking on this issue are:  

•  

6a.  How would you describe this issue in terms of addressing a “hot spot” challenge   where 
resolution would build confidence in the Council for future engagement? 

  1 2 3 4 5 
  low potential    high potential 

 6b.  Please explain your choice of number. 



 

 

Veuillez fournir un aperçu du thème que vous suggérez pour le Conseil de gouvernance 
collaborative de l’EMPo en deux pages ou moins au moyen du modèle suivant.  

Thème général :  

 

 

Question particulière dont doit traiter le Conseil en relation avec ce thème :  

  

 

1. En ce qui a trait à ce thème, le défi consiste à :  

2. Quels aspects de cet enjeu/défi s’harmonisent avec la mission, l’objet et le mandat énoncés par 
le Conseil de gouvernance collaborative de l’EMPo dans son mandat :  

•  

3. À notre connaissance (et sans procéder à une révision complète), les initiatives actuelles dans 
ce secteur comprennent notamment :  

•  

4.  En quoi le fait pour le Conseil de se pencher sur cet enjeu pourrait-il contribuer à améliorer la 
situation (p. ex., résultats) : 

•  

5. Quels sont les risques et les possibilités perçus si le Conseil décide de s’attaquer à la question :  

•  

6a. Cet enjeu a-t-il le potentiel de s’attaquer à une « question sensible » dont la résolution 
permettrait d’instaurer un climat de confiance envers le Conseil à des fins d’engagement futur? 

  1 2 3 4 5 
  faible potentiel    potentiel élevé 

 6b.  Veuillez justifier votre réponse.  

 


	P&P Manual - Cover Page
	Process for Convening Meetings
	Disclosure and Confidentiality of Council deliberations and documents
	Code of Conduct Policy and Addressing Conflicts of Interest Procedure
	Suspension and Removal of Representative Process
	Process for Filling Vacancies of Member and Observer Representatives
	Assessing Progress
	Council Decision Making Process
	Financial Oversight and Budgeting
	Maintenance of Records Policy
	Guidelines for Participating by Electronic Means at Meetings
	Nominating Committee Procedures
	Working Group Establishment and Procedures
	Signing Authority
	Prospectus Template - ENG
	Prospectus Template - FRE

