
 

Science Atlantic Computer Science Division Committee  
Terms of Reference 

(Approved August 18, 2025)  

Purpose 
The purpose of the Science Atlantic Computer Science Division Committee ("the Committee") is 
to encourage a prosperous and productive Computer Science community across Atlantic 
Canada, to strengthen and advance Computer Science as a discipline in our region. 

Responsibilities and Activities 
●​ Oversees and aids the organization for delivery of the CS Conference, now called the 

Annual Mathematics, Statistics, and Computer Science (MSCS) Students’ Conference, in 
collaboration with the appropriate Science Atlantic Division Committee, now the 
Mathematics and Statistics Division Committee.  

●​ Manages the Computer Science Holding Account per Science Atlantic policies.  
●​ Plans and executes activities relevant to student outreach, knowledge mobilization, 

policy (university, government, etc.), or other activities that align with the Mission of 
Science Atlantic.  

Committee’s Chair Responsibilities and Activities 
●​ The Committee’s Chair is responsible for ensuring that the local organizers of the 

CS/MSCS Students’ Conference are supported, informed, and achieving conference 
organization milestones.  

●​ The Chair shall prepare an annual report for approval of the Institutional Representatives 
at the Annual Members Meeting.  

●​ The Chair or delegate shall attend all meetings of the Division Chairs Committee to 
present a report on the activities of the Committee or to bring forward the Committee’s 
recommendations as appropriate.  

●​ The Chair maintains an open dialogue in which Committee members share news and 
policy development from the Member Institutions they represent.  

Reporting 
●​ The Committee reports to the Board.  
●​ The Committee Chair is a member of the Division Chairs Committee.  
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Authority 
●​ The Committee has the authority to autonomously administer the annual CS(MSCS) 

Students’ Conference in collaboration with the appropriate Science Atlantic Division 
Committee, now the Mathematics and Statistics Division Committee. The administration 
of the Conference includes but is not limited to, scheduling, organization, delivery, and 
oversight.  

●​ The Committee has the authority to approve the use of Holding Account funds following 
the Holding Account Policy of Science Atlantic.  

●​ The Committee makes recommendations to the Division Chairs Committee.  
●​ The Committee makes recommendations to the Board.  

Membership: 
●​ One faculty representative in the relevant discipline from each Member Institution is 

selected by the Member Institution (voting members). Representatives may include 
teaching faculty, instructors, lab instructors, etc.  

●​ The Committee elects an Executive consisting of a Chair, Vice Chair, and Secretary. The 
Executive shall be members of the Committee.  

●​ Other Executive positions as the Committee determines.  

Meetings: 
●​ The Committee shall meet at least once annually during the CS/MSCS Conference.  
●​ The Committee will determine the frequency of meetings outside the CS/MSCS 

conference based on need. A meeting may be called by the Chair of the Committee or by 
request of any two members of the Committee.  

●​ There shall be at least one week’s notice before any meeting of the Committee.  
●​ An agenda shall be distributed by the Chair at least 5 (five) days in advance of any 

meeting.  
●​ The supporting documents for any meeting should be distributed as early as possible, 

with the goal of one week in advance of any meeting. Any additional documents may be 
tabled at short notice with prior approval by the Chair or by any two members of the 
Committee.  

●​ Minutes for each meeting will be prepared by the Secretary and circulated promptly to 
the Committee by either the Chair or the Secretary.  

●​ The Vice-Chair will assume the role of Chair if the Chair is absent.  
●​ A quorum for all meetings shall consist of 50% of Committee voting members when the 

meeting is held.  
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●​ An archive of past meetings’ documents (including supporting documents, agendas, and 
approved minutes) shall be maintained digitally using the file hosting services of Science 
Atlantic.  

●​ The communication between meetings will be via email. With the consensus of the 
Committee, unresolved motions or business of any meeting can be completed or 
approved via email.  

Term: 
●​ Executive positions are for a two-year term (renewable).  
●​ The Chair may hold a maximum of two consecutive two-year terms. 

Review of these Terms of Reference: 
These Terms of Reference will be reviewed by the Committee every three (3) years or more 
frequently, as needed. Changes will be brought to the Division Chairs Committee for discussion, 
then to the Board for approval. 

Effective Date: 
August 18, 2025 

Dates of Review of Terms of Reference: 
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