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[bookmark: _Hlk97118385]Commonwealth Honours Committee Terms of Reference
	Membership:
	Appointed by the Board of Trustees

Committee Chair – (from any region in addition to the representatives listed below)

Representatives from each region:
Asia-Pacific (2)
Americas & Caribbean (2)
Europe & Africa (2) 

Operations Assistant, Commonwealth Headquarters (non-voting)

Members are appointed for a 3-year term and may be re-appointed (up to a maximum of 3 terms) in accordance with RLSS procedures.  

The quorum shall be 4 Committee Members.  There shall be one vote per 
Committee Member.  In the event of a tie, the Chair shall have a second, casting (deciding) vote.

	Chair:

Clerk:
	Appointed by the Board of Trustees. 

Operations Assistant

	Meeting Frequency:
	Honour Nominations will be circulated twice a year (during February and August) via email by Commonwealth Headquarters.  Approval of nominations will be via email unless there are any disputes, in which case a teleconference will be arranged for voting and resolution.


	Duration:
	The Committee is a Permanent Committee of The Royal Life Saving Society

	Scope/Purpose
The Commonwealth Honours Committee is responsible for ensuring all Honour nominations meet the criteria set out in the Honours Manual.

The Committee should ensure that all persons/organisations eligible for Commonwealth Honours are recognised under this scheme.  The Committee, in consultation with RLSS HQ, will follow up on cases in which they feel an individual has been overlooked for a relevant award.

The Committee will approve all Honours up to Commonwealth Life Governor and recommend to the Board of Trustees for approval any nominations for Commonwealth Vice President or other nominations as set out in the criteria.

The Committee will be responsible for the review and updating of the Honours manual as and when required.
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