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OPERATING GUIDELINES 
for the Sustainable Development Working Group 

 
adopted by the Sustainable Development Working Group on 14th May 2002 and approved by 

the Senior Arctic Officials (SAOs) on 16th May 2002. 

 

The activities of the Sustainable Development Working Group are governed by the Rules of 

Procedure of the Arctic Council. In undertaking its work, the Sustainable Development 

Working Group will also adhere to the Arctic Council Terms of Reference for the Sustainable 

Development Program, the Sustainable Development Framework Document, and other 

policies and directions provided by the Arctic Council Ministers. 

 

The following guidelines should be read in conjunction with the Rules of Procedure of the 

Arctic Council. 
 

1. Representation 

 

1.1 The number of members and names of the delegation to any Sustainable 

Development Working Group meeting shall be given to the secretariat of the 

working group, and the country hosting the meeting normally at least 14 days prior 

to the meeting. 

 

2 Chairperson, Vice-Chairpersons, and Secretariat 

 

2.1 The chairperson shall normally be from the Host Country of the Arctic Council. 

2.2 A vice-chairperson shall be selected from among the Arctic States. 

2.3 A second vice-chairperson shall be selected from among the Permanent 

Participants.  

2.4 The chairperson and the vice-chairpersons shall each serve terms of two years. 

Their terms shall normally begin after the Ministerial Meeting of the Arctic 

Council that follows their election. 

2.5 The chairperson shall act in a neutral capacity. 

2.6 The duties of the chairperson shall be to preside over the Sustainable Development 

Working Group meetings and to direct and manage work programs approved by 

the Sustainable Development Working Group, and to take initiatives and put 

forward proposals to the Sustainable Development Working Group that could 

promote the efficient execution of its work.  

2.7 The duties of the vice-chairpersons are to substitute for the chairperson when the 

chairperson is not available and to assist the chairperson in his or her duties. 

2.8 The duties of the secretariat are to help co-ordinate the work program, facilitate 

information exchange, arrange meetings of the working group, support reporting 

on and implementation of the program, and undertake other duties assigned by the 

Sustainable Development Working Group. 



 2 

2.9 The hiring process of the SDWG Executive Secretary shall be governed by the 

procedures outlined in Annex A - 2014 Core Duties and Hiring Process of the 

Executive Secretary. 

 

3 Meetings 

 

3.1 The Sustainable Development Working Group shall normally meet at least once a 

year.  

3.2 The home country of the chairperson is responsible for the organization of the 

meetings. The organization of the meetings shall be coordinated by the chairperson 

and the secretariat of the working group. 

3.3 An invitation to the meeting with a draft agenda prepared by the chairperson shall 

be submitted by the secretariat of the working group to the national 

representatives, Permanent Participants and Observers of the Arctic Council at 

least 60 days prior to the meeting. The invitation to those national representatives, 

Permanent Participants and Observers who are in need of a visa to participate in 

the working group meetings should be submitted in a form required for visa 

application. 

3.4 Official documents and proposals for the meeting shall be submitted to the 

national representatives, Permanent Participants and Observers of the Arctic 

Council at least 30 days prior to the meeting at which they are to be considered. 

Documents of solely informative character shall be submitted at least 14 days prior 

to the meeting. Proposals for new SDWG projects shall be submitted according to 

the procedures set out in the document, Procedures for Project Proposals for 

endorsement, alternatives to project endorsement and management of projects 

within SDWG, approved by the SAOs on 26-27 April 2006 

 

4 Reports 

 

4.1 A draft meeting report shall be distributed to all Arctic States, Permanent 

Participants and other meeting participants by the secretariat of the working group 

within 30 days of the conclusion of the meeting. 

4.2 Comments on the draft meeting report shall be submitted to the chairperson and 

the secretariat of the working group within 30 days after distribution and the final 

meeting report shall be subject to approval. 

4.3 Once per year, no later than 30 days after the spring SAO meeting, the SDWG 

Chair will submit an updated SDWG project list to the Arctic Council Secretariat 

in the SDAP Table of Actions Format. 

 

5 Activities 

 

5.1 The main objectives and priorities for the work of the Sustainable Development 

Working Group shall be in line with the Sustainable Development Framework 

Document and the Arctic Council Terms of Reference for a Sustainable 

Development Program, and other objectives and priorities established by the SAOs 

and Ministers.  

5.2 The projects and activities carried out by the Sustainable Development Working 

Group shall be organised through the "lead country" or "lead party" principle.  
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6 Amendments to the operating guidelines 

 

6.1 The operating guidelines may be amended at any meeting of the Sustainable 

Development Working Group, subject to approval by the SAOs.



Annex A 

Sustainable Development Working Group (SDWG) 

2014 Core Duties and Hiring Process of the Executive Secretary 
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Summary of Core Duties 

On a strategic level, the SDWG Executive Secretary provides the Chair with support and 

advice to ensure the timely and robust completion of SDWG activities and initiatives. 

Similarly, the Executive Secretary communicates with the SDWG Heads of Delegation, other 

Arctic Council Working Group Secretariats, and key stakeholders, including Observers, to 

advance shared priorities.  The Executive Secretary also works closely with the Arctic 

Council Secretariat to provide SDWG input to its activities (e.g. project tracking / costing 

tool). 

 

On an operational level, the Executive Secretary leads by providing logistical, administrative, 

and technological support that includes but is not limited to: maintaining formal 

communication with the Heads of Delegation; ensuring timely submission of project 

documents (e.g. proposals, project status updates); supporting the organization of SDWG 

meetings; ensuring all reporting requirements are met; developing correspondence; preparing 

meeting/briefing/presentation materials; keeping records; archiving, managing the SDWG 

website and other communications and outreach materials; working closely with the Arctic 

Council’s Permanent Participants and other indigenous organizations; and producing the 

SDWG annual financial report. In addition, the Executive Secretary works with emerging 

technologies to increase the SDWG’s efficiency, improve its workflow, and realize logistical 

and administrative efficiencies.  

 

The Executive Secretary may also be called upon to represent the Chair of the SDWG at 

workshops and meetings.  The Executive Secretary works to maintain the SDWG’s 

professionalism and rigor by upholding high standards of writing, facilitation, and 

administration, and providing logistical and technological support. This work requires skills 

in project management, communication, and interpersonal relations. It also requires that the 

Executive Secretary be sensitive to cultural diversity and have excellent judgment. Owing to 

long distances and variations in time zone, the Executive Secretary should have excellent time 

management skills and be willing to travel domestically and internationally.  

 

As outlined in the Inari Senior Arctic Officials’ Report to Ministers, the Executive Secretary’s 

core duties may, as required, be supplemented with contracted professional services. 



Annex A 

Sustainable Development Working Group (SDWG) 

2014 Core Duties and Hiring Process of the Executive Secretary 
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Hiring Process  

 

1. Notification.   The SDWG Chair will formally notify by email all SDWG Heads of 

Delegation when the Executive Secretary position will become open.  

 

2. Staffing process.  The process for advertising, selecting and then hiring the Executive 

Secretary shall be as follows: 

 

a. The Government of Canada (Aboriginal Affairs and Northern Development Canada’s 

Procurement Services Unit) will manage the staffing process according to professional 

procurement procedures.   

b. The evaluation criteria will align with the identified Core Duties of the Executive 

Secretary, and reflect input from SDWG Heads of Delegation.  The final criteria will 

be made available to the SDWG HoDs for comment and discussion prior to soliciting 

applications.  The solicited call for applications shall be broadly distributed and linked 

to the SDWG website. Heads of Delegation are encouraged to make this solicitation 

known within their own networks.  Competence and not origin shall be the leading 

principle in the recruitment process. 

c. To represent the interests of the SDWG, the Evaluation Committee will include the 

SDWG Chair.  It will also include the Canadian Head of Delegation and an AANDC 

Procurement Services Unit representative.  If the SDWG Chair would be changing 

before the Executive Secretary is chosen, the incoming Chair may sit on the 

Committee instead, if agreed to by the current Chair. 

d. After making its determination, the Evaluation Committee will communicate its 

results to the SDWG. To ensure process integrity, the role of the SDWG is to ensure 

that proper process was followed and that the evaluation was in accordance with the 

selection criteria. The SDWG Chair will make the decision of the Evaluation 

Committee known to the SDWG HoDs.  HoDs will be given a two week comment 

period in which to voice any concerns they may have with the process or the decision.  

They should address these comments to the SDWG Chair and the Canadian HoD as 

members of the Evaluation Committee.  It will be up to the Evaluation Committee to 

determine if these comments warrant a review of the evaluation process.  The 

validation process is not intended to compel the Committee to re-evaluate its results.

 

 


