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The South East Sport, Culture & Recreation District is inviting applications from individuals throughout 
south east Saskatchewan who are interested in serving on our Grow Your Community Grant 
Adjudication Committee. The Committee makes grant recommendations to the organization. Deadline to 
apply: February 15, 2019. 
 
Participation on an Adjudication Committee is an excellent opportunity for professional development. 
Members also learn about sport, culture and recreation projects happening in several south east 
communities. 
 
Overview 

Committee Members 

• Prior to the adjudication committee meeting, committee members must - except in cases of 
conflict of interest - read and provide preliminary scores for all applications assigned to them. 
Applications must be scored in accordance with the funding opportunity’s evaluation criteria and 
with the scoring table provided by the staff at South East District.  

• Committee members will be provided evaluation tools to help them prepare for the adjudication 
and for use in assigning preliminary scores. 

• Committee members must have access to high speed internet to review applications. 

South East District Staff 

• The staff members at South East District serve as both resource people for committee members 
and the district’s representatives during the adjudication process. Staff are responsible for 
ensuring that, throughout the competition, all concerned understand fully and apply consistently 
all relevant district policies, evaluation criteria and regulations, and treat each application 
equitably and fairly. 

• Staff ensure that all applications meet the district’s eligibility requirements. 
• Staff send applications to the committee members who will act as readers of these applications. 

Once the members have completed their initial, or “preliminary,” scoring of applications, the staff 
prepare a provisional rank-ordered list of applications to help guide the group discussions. 

• During the committee meeting, the staff serve as secretaries to the committee, recording scores 
and funding recommendations. Staff will intervene whenever necessary to guide and advise the 
committee and to help interpret district policy. If needed, the staff also alerts the committee to any 
problems with specific applications or recommendations and suggests possible solutions. 

• After the committee meeting, district staff forward to applicants the results and any available 
feedback. Staff also respond to applicants’ queries and/or complaints about the grant results. 

 

Grow Your Community Grant Adjudication Committee Terms of Reference 
The Adjudication Committee is responsible to the South East Sport, Culture & Recreation District and 
makes recommendations on the distribution of the Grow Your Community Grant to south east 
municipalities and organizations. 
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APPOINTMENT AND COMPOSITION 

• The Committee shall be comprised of three (3) members, and the composition of the committee 
will change each year, with at least two new members. 

• District staff (ex-officio members) will chair and record minutes of the meetings. 
• Call for expression of interest will be distributed to all south east communities to recruit members 

to the committee. Committee members will be selected by South East District. 
• Applications for the positions on the Committee shall be sought from urban and rural 

communities, with a demonstrated knowledge of the arts, sport, recreation, physical activity and 
cultural sectors. 

• Committee members must be arms-length from any applicant organization (an individual who has 
regularly applied for funding on behalf of their organization may violate the arms-length 
requirement). 

TERM 
The term is for one (1) year from March 1, 2019 until March 1, 2020. The Committee members can serve 
to a maximum of two (2) years. 
 
COMMITTEE RESPONSIBILITIES 

• To review all applications for conformity with the established grant criteria for three (3) deadlines 
throughout the 2019 year (approximately 20-25 applications per deadline). 

• To request clarification or additional information necessary to enable a complete review. 
• To debate all applications and to offer constructive comment concerning the grant applications. 
• To provide the rationale for the recommendation of the allocations. 

The Committee does not have a decision-making mandate, the ability to spend or commit funds, 
supervise or direct the actions of staff or the authority to make decisions on the day-to-day operations or 
funding of the South East Sport, Culture & Recreation District. 
 
MEETINGS 
Meetings shall be held on three (3) occasions or as deemed necessary, at a mutually agreed time. The 
meetings will be held within two (2) weeks of the three (3) grant deadlines: March 1, June 1 and 
November 1, 2019. Meetings may be coordinated through conference call/Skype. An additional 
orientation conference call will be required. 
 
COMPENSATION 
Committee members will not receive remuneration while sitting on the committee. However, they will be 
reimbursed for reasonable expenses incurred for attending meetings (i.e. mileage, meals, etc.). 
 
CONFLICT OF INTEREST AND CONFIDENTIALITY  
Adjudication Committee members must declare any conflicts of interest prior to the grants review 
assessment meeting. *Important: Committee members are required to sign a conflict of interest and 
confidential agreement, upon appointment to the committee. 
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ABOUT THE ADJUDICATION PROCESS 

Committee members are encouraged to contact district staff at any point during the process should they 
require additional information. 

Prior to the Adjudication Meeting 

A) Orientation 

Committee members may be asked to participate in a brief orientation call. District staff will share 
important information and explain specific details about the adjudication process, timelines, relevant 
materials, and the review of applications. Committee members can take the opportunity to pose questions 
to staff, and to discuss any issues with committee members. 

B) Reading and assessment 

Committee members are asked to do a preliminary check of the applications and immediately inform the 
district staff of any conflicts of interest. 

Committee members submit their preliminary scores to the staff before the adjudication committee 
meeting. The officer compiles all scores, translating them into an initial overall ranking. This ranking is 
used during the committee meeting to identify where members differ in their assessments. Depending on 
the volume of applications, and at the discretion of the committee chair, it may also be used as a tool to 
determine the order of discussion of applications. Committee members are asked to submit their 
preliminary scores in a timely manner, so that staff can provide the initial overall ranking to all members 
prior to the adjudication and allow the members enough time to further review applications for which there 
are variations in scores. 

Committee members may be asked to provide written comments about applications.  

During the Adjudication Meeting 

A) Discussing applications 

During the meeting, committee members discuss applications on the basis of their preliminary scores. The 
first reader briefly summarizes the proposal, identifies strengths and weaknesses, and makes a 
preliminary recommendation. Any additional comments deemed appropriate in accordance with the 
evaluation criteria for the funding opportunity can be added, by the committee members. 

Members generally discuss in greater detail any applications for which there is a significant discrepancy 
between scores. Scoring is just a piece of the review process – it is the discussion that helps to get the 
committee to reach a decision. 

Once the committee reaches agreement (either by vote or consensus) the staff, in consultation with the 
committee, may prepare brief feedback for the applicant. 
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B) Ranking applications 

After the applications have been discussed, the committee reviews and finalizes the applications. The 
final list divides the adjudicated applications into those that are recommended for funding and those that 
are not.  

C) Policy feedback 

Following the adjudication, the committee may hold a discussion in order to inform district staff of any 
difficulties encountered during the adjudication process, to discuss best practices and to advise on 
program policy issues. Committee members may also be invited to provide their feedback electronically 
(e.g., via a survey). District staff refers to the committee members’ feedback in order to improve policies 
and procedures. 

After the Adjudication Meeting 

South East District management approves the funding of applications based on the recommendations 
provided by the committee and on the available budget. Staff communicate results to all applicants for the 
appropriate deadline. 
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