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PREAMBLE/BACKGROUND

The Canadian Association for Spiritual Care (CASC/ACSS) is a national professional association committed to best practice in spiritual and religious care, counseling education and research. The Association seeks to clearly define lines of communication, accountability and responsibility re: the planning, organizing, managing of CASC/ACSS national conferences and annual general meetings

 GENERAL POLICY: 

1. A  Committee or committees shall be struck annually for planning the next three national conferences and Annual General Meetings.
2. The Board of CASC/ACSS appoints to the National Conference Planning Committee the Secretary of the Board and either the Vice-President or immediate Past President and a member of the CASC/ACSS national staff.

3. The region planning a conference shall use and pay for a professional conference planner appointed by the Board, and shall appoint additional members to the National Conference Planning Committee to ensure efficient functioning of the committee in the hosting region.

PROCEDURES:
1. Host and Site Selection:

a. Regions agreeing or requesting to host a National Conference will submit a proposal in writing to the Board of Directors

b. The Board is responsible for approving the conference dates, theme, and site. In addition, the Board is to be kept current with and have input into hotel expenses and costs, including estimated room and meal expenses.

2.  CASC/ACSS will continue providing seed money for prospective conferences as needed for the efficient functioning of the committee. CASC/ACSS will also assume any financial responsibility from its share of any proceeds for the participation of its named members on the conference planning committee. Any proceeds from the conference, after returning the seed money, will be shared 50/50 between CASC/ACSS and the hosting region.  Any deficit of funds, after all revenue has been spent, will be the responsibility of CASC/ACSS and will be limited to the amount of seed money advanced to the hosting region.

3. CASC/ACSS affirms the wisdom of employing a professional conference planner and requests committees to include such a person or persons on the planning committee.

4. DIVISION OF RESPONSIBILITIES

a.  National Representatives:

At least one National representative will attend a meeting of the planning committee early in the planning process. Attendance at additional meetings will occur as needed, will include any/all national representatives and who will attend be present via conference call or other electronic means. Face to face meetings will be limited to extraordinary circumstances.The National representatives will consult with local representatives in relation to theme, venue, registration, structure and finances.

b. Regional Representatives

Regional representatives will meet as required, including the national representatives where ever possible, to ensure the orderly development and smooth functioning of the national conference and annual general meeting.  The regional representatives will 
consult with the national representatives in relation to theme, venue, registration, structure and finances.  In addition, the regional representatives will be responsible for hosting, local arrangements, spiritual celebrations, and workshops. 

5. GST TAX REFUND
a. The Organizing Committee will submit reconciled GST remittances and original receipts to the National Office within 60 days of the end of the conference.
b. Upon receipt of the reconciliation, the National Office will prepare and process the GST remittances. The net refund if any, after preparation expenses will be retained by CASC/ACSS.
6. EXPENSES
a. Transportation costs to and from the Conference location for the said commissions and committees members, including meals during traveling time will be borne by National.

b. Pre-conference meals and meeting rooms for all commissions, committees, National 

          Office Staff and Webmaster will be considered a conference expense

        c.    President’s suite throughout the pre-conference and conference period will be considered a conference expense.        

d.    Commissions and Committees members are responsible for their own lodging, meals and any   other expenses during the Conference

7.
OTHER:

c. The Regional Conference Chair or Co-Chairs (maximum of 2) will receive complementary conference registrations and complementary accommodations during the annual conference and Board meetings. (It is intended that accommodations will be part of the negotiated complementary room nights awarded by the hotel when we reach our quota of reserved rooms.) 
d. The Chair or Co-Chairs (maximum of 2) will be reimbursed by the conference Treasurer for out of pocket travel expenses for site visit and selection.
e. The CASC members offering workshops or any other services in order to promote the Organization and advance its cause will not receive compensation for their work.
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