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This document was originally prepared for Swim Alberta by the Sport Law and Strategy Group. The rights to the document
were purchased by Swimming Canada for the use é&frallincial Sections. Swim BC obtained permission to revise and edit

in November of 2018. Swim BC has attempted to align the content of this document with the sport of swimming (in its
original state it was profoundly skewed towards generic team sport sigtl to the statutes in effect in the Province of

BC.

Many of the template policies in this documeare generic sport templates amidll look different than Swim BC policies.
They remain a very good guide to the type of policy your club shoulddmralopting however you have the option of
utilizing Swim BC policy as a templatadevelopng your own.

Swim BC will continue to revise the document and focus it specifically to our sport, and to our prwiooehave any
suggestions, or see angrent that requires editing, please do not hesitate to send it our way.

Ken Radford
Swim BC Executive Director
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SECTION | — INTRODUCTION
Purpose of the Manual

The purpose of this manual is to provi@&vim BC clubsith an overview of multiple topic areas thelubsface in their
regular operationThe manual can be used as an effective tool for both new or rebuitdlitgas well as established
organizations looking to update or address emerging policy trendaus.gemplates for specific policy areas are provided
and can be modifietly eachclub.

Each section of this manual informsh e f ol | owi ng secti on. For example, a str
Mission, Vision, and Values will help the orgatian define what model of governance it wants toopd The
organi zation’s governance structure in turn defines the

Organizations are encouraged to take the following dtggstep approach when creating apdaing theirgoverning
documents and operations policies

Step 1: Establisbr reviewt he or gani zati on’s Mission, Vision, and Ve
Step 2: Establisbrreviewt he or gani zation’'s strategic plan

Step3: Establistorreviewt he or gani zat i on’teshesimplemenhtherstcategicplar uct ur e
Step4: Determine whethepor notto incorporate

Step5: Cr eate/update the organization
Step6: Determine Director responsibilitiesd policies

Step7: Understand meetings of the Members

Step8: Establish Board and Operational Committees

Step9: Determine how to handle complaints

Stepl0: Understand how to manage staff and volunteers

Step 1: Decide how to offer sport programming, deteine opportunities and limitations for growth
Step B: Manage finances

Step B: Support sport programming and organizational health with policies

s bylaws, identif
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Establisheatlubscan benefit from reading the sections and applying some of the templates in this manual. Regularly
reviewing each of the steps above can help an organization ensure that it is still effectively meeting its mandate even as it
changes over time.

The manuals not a substitute for legal advice but is intended as a resource wiat slubscan use to guide best practices
and improve various areas of their organization at litdeno cost.

Mission, Vision, Values

Aswimclub s mi ssion, vision, and values are it sangigenemlr ni ng st
operationof the organizationWhen faced with a decision, an organization should reféhese governing statements to

ensure that the decision is aligned with its strategy and directBuabsthat do not have their governing statements aligned

with their strategy and direction risk having disconnection within the organization. Volunt&af§, Directors, and

Members may all feelthelubs houl d operate with different goals (e.g.,
disagreements, and ganizationaktrife.

Mission

Aswimclub s miisstsscor® purpose. An effectiveission statement highlights the ultimate purpose of the
organization and why it exisas well as what the organization does to achieve this purpose. For exangieplamission
statement of aswim clubmight be:

Our mission is to serve the residents of [local area] and proidéh recreational and competitre development
opportunitiesin the sport ofswimming.



Vision
Aswimclub s vsiatementdescribes what the organization wants to be and how it mightigeee. For examplea
simplevision statement of a local sport association might be:

Our vision is to have thmost fun[sport] activitiesin the region.

Values
Aswimclub s vcanineceits vision to its mission. Essentially, values can gireco pHeleavVvicair and the choices that
they make- thereby guiding themtwardf ul fi I | i ng the organization’s mission a

1 Values are principles or beliefs considered worthwhile desirable and are unique to each organization in that
they reflect the common beliefs shared among individuals within the organizational context.
1 Despite organizational turnover, values tend to remain fixed over time and effective and consistent ealues c
attract more volunteers and members.
1 Extrinsic valuesire valuesthat the Membersare awareof and act uponandintrinsicvaluesare valuesthat the
Membersare not necessarily awar andthat unknowingly pervadé he or gani z atlitriosic’ s oper a
valuesare always present and always affect thdture of theorganization most often in terms of gvernance and
policy decisions

{6AY ./ Qa @FfdsSa I NBY

EXCELLENCE

Employees and volunteers deliveeak peformance and proactively seiopportunities that come from change in the
quest for continuous improvement. It is not lgrup to the technical staffnember coaches dhe athletes togo for
gold. Everyone shares in this responsibility, includingbard, staff, volunteers, clubs, and affiliate membaéat& strive
forexcel ence with a “no excuses mi ndset

INTEGRITY
Swim BC is committed to honest and honourable delivery of its programs, services and activities.

ACCOUNTABILITY
We are all accountabland directed towards peak performance. We each take responsibility, are open to
systemicevaluation and live up to our commitments.

INNOVATION

Swim BC embraces an environment that encourages evaluation towhatgje stimulating and creatingiore effective
processes, programs and ide8y. being innovative we strive to defimeculture that encourages adaptation to deliver
better programs and maber services.

PASSION

In all we do, Swim BC embraces an intrinsic pursuit to do thiilggg’ . e areViascinated by our sport and are
committed to success and energy from withi/e believe passion oebe sustained within the organization andn be
the difference between a daily joy, and a daily job.

COMMUNICATION
At our core, communicating thegtit thing in the right amounat the right time is essential tthe successful delivery of
all we do. Meaningful and professidnaommunicatiorarticulates our very existence.

SECTION Il - GOVERNANCE

What is Governance and why is it important?

Thesimpled e f i ni t i on otfe sygtems and staigiuces an iorgzation uses to control its general operations,
programs and activities But governance is more than just tangibles and mechaifessimpledefinition may be



expanded to“the systems and structures an organization uses to control its general operations, programs and activities.
These systems and structures alloalabto:

hold aBoard ofDirectors to account,
promote fairness and transparency,
support stewardship and integrity, and
engage members and stakeholders.

= =4 =4 =4

Governance systems and structures providentieansby which organizations make decisions, pursue mandates and goals,
deliver programsandser@ca = 'y R YSSiG fS3arf adl yRINRa®DE

There is no onenodel of governane that is better than anotheiThe model that works for one organization in its given set
of circumstances may not work well fonather. Successful governance reform requires a change management approach,
careful and patient facilitatiorandengagement and input of members and stakeholders.

If yourclubis embarking on a path of governance review, you may want to consider the following:

1. Does your organization have a strategic plan and does fifp@nization follow it? Dthe Directors know, respect

and reflect the organization’s values?
2. Are the organization’'s bylaws up to date? Do the govc¢
3. Whattype ofBoard of Directorsdoes the organization have or want?

4. Whatisthe mission, visionand values of the organization?

Governance is supported by “ gbywawsrandipoicy datunenisnthamorganizationh i ¢ h r
uses to govern itself. Taken toget herlubandlitssneraberdTbis u ment s f
contract provides thelubwith the legal authority to establish and enforce the rights, privileges and obligations of

membership. At first glance, governing documents mayeappo be boring or unimportant. But these documents

determine how an organization makes decisitimst affectmembersand they are therefore@ssentialGood governance is

an essential element of risk management and good governance begins with ensuring that the necessary governing
documentsare in place to support thelub s -td-@day operationsOnce theappropriate governance structure is

determined by theclub, the bylawgand any future amendments) shouleflectthe chosergovernance modekpecifically

the composition and term length of Directond the powers of the &rdand various committees

Governance review is connected to strategic planning. Organizations should undergo a strategic planning process when
they are changing or considering changing their governing docum@migegic planning is the formal consideration of an

or gani ztaré ¢owrse arsl thé rasources required to achiev&lite best possible strategic planning process always
begins with a commitmenttothelub s f oundat i eitsanission, visomardwaueiManagingby-valuesis a

new approach to governancédt requires an explicit commitment by tteubto become more intentional about usirity
valuesin its decision making.

Governance Models

An organizatiofclub is governed by it8oard of Directors. The governance model used swian clubcanoften be

determined by understanding how the Directors come into their positions, how many Directors there are, and what powers
and responsibilities they have. There are three types of gousre moded typically used in sport

1 Administrative/Working Board —decisionrmaking by volunteers, little lonterm planning, characterized by
Member preferences and quality services

Example CharacteristicEhe Bard makes all operational and lotgrm planning decisions for the organization
EachDirectorhas a specific role and is responsible for the-ttagaytasksinvolvedwith that role. Decisions are
madeat meetings of the Board, Directors present reports, and futlirectionis determined The primary focus of
aworkingBoard is theoperational tasks required torunth@r g a n i pregtam(e)n ’ s



President

———

Vice President

Director of Director of Difectrot Direchyoy
Treasurer Secretary Registrar i Sponsorship / Tournaments/
Coaches Officials o
Fundraising Events
Pros Cons

Vast numbeof peopleinvolved in the operations of the
organization

Difficult to managea large number of peoplat a Bard
meeting

Vast number of peopletho haveknowledge of the
organization

Difficult to arrange a meeting or ascertain quorum

EachDirector assigned a specific task or responsibility

Difficultto fill all positions Vacant sitions leave
specific operations incomplete

Continuallyrelating to the operations and history of the
organization

History is embeddeth operations strategic planning,
values and policy development

Individuals have strong attachment to the organizatio

People filling a roléor which they have nexperience

characterized badministrative efficiency

Management Board — decisiormaking by volunteers sometimes assisted by paid staff, sometésngplanning,

Example Characteristiche executive officers (President, Vice President, Secretary, and Treasarerore

focused on the longerm planning of the organizatioThe dasto-day administrative duties aréivided amongst
the Directors-at-Large with support provided by the executivEhe Directofat-Large positions have no specific
role; these roles are developed based on the needs of the organization at that particulaBtippeommittees of

volunteers(non-Directorg provide support to theDirectorsat-Large




President

Vice President

Secretary

Treasurer

Director at Large

Director at Large

Director at Large

Director at Large

Director at Large

Operational Operational Operational
Committee Committee Committee
Pros Cons
Focus on strategic planning, vision, mission, values g Difficult to managea large number of people at aBrd
policies meeting
Non-descriptive positions allowfdar he * be st

be on the Bard Difficult to arrange a meeting or ascertain quorum

Accountable to the organization as a whole Difficult to fill all positions

May become focused ooperations and minimizing

Leverage skill sets and expertise : . .
strategic planning, valueand policy development

Overstep boundaries between governance and

Provides oversight to staff and management :
management/operations

1 Policy Board —decision making by paid staff assisted by volunteer Board, formalté&ngplanning

Example Characteristickhe Bard consists of the executive officRresident, Vice President, Secretary, and
Treasurerand oneDirector-at-Largewho oversee thevision and direction of the organizatioRaid staff report to
theBbard on t he oto-dpgadmirdsaativie dutiess day



President

Vice President Secretary Treasurer Director at Large

Executive Director
/ Administrator

I
l l I I

Paid Staff Paid Staff Paid Staff Paid Staff
Pros Cons
Focus on strategic planning, vision, mission, values § Small number of [Bectors may create aimbalance in
policies power
Non-descriptive positionsllowf or t he * b e

be on the board Few people with experience as ar€ctor for continuity

Accountable to the organization as a whaled ability
to speak as one voice

Possibility of micrenanaging

May become focused onrategies/policy development
andfail to provide oversight to finances and operatior
Owerstep boundaries between governance and
management/operations

Leverage skill sets and expertise

Provides oversight to staff and management

Local clubsnayu s eWaoar Ki ngg oBwearrnrddance model with s orvanadgemenigBeardorc| ub s
‘“Pol i cmo BelaWatking Baard © m otlteee lare usually as many Directors as are needed for the operation of

the variousareasof the organization. Directors also usually have the power to steer and guide the organization in the
manner they see as appropriate with little input from memberdalet, in many local organizations, the Directors would be
considered thevotingmembers of the organization and the only ones able to cast votes at a meeting of the members.
Responsibilities of Directors are further descrilbeigr in the manual (Se&SECTION V — DIRECTOR RESPONSIBILITIES).

Aclubinvolved with competitive sport should strive towardManagement Boardo r * P o | inadel of Goweanande.

This model would remove some ofthedecismma ki ng from volunteers and i ntermease
pl anManagementBardand *‘ Pol aretypicdlyonplentsted atarger clubs or Provincial Sport

Organizations (PSQSwim BC is typical of this mod@olicy Boardsllow the day to day operations of the organization to

be run by the paid staff, both coaching aimdsome caseadministrative, and allogthe board to focus on policies to

support the growth of the organization.

Board of Directors

Aclubshouldhave an adequate number of Directors to meet the neefits current governance model. For example, a
clubt h at Woarsk i an ggovBroaamae dhodel wihave many Directors because it is the Directors who fill the needed
voluntary positions and run programs.

Organi zat i on sMandgenent Roprdorr o & dPho | dgavgrnaie raoded hay reduce the number of
Directors and delegate responsibilitiesto paid staff ohightlevelcommittees. The Board still retains power to guide the
organi zation’s operati on badaytasksofronmimgshe drgasization. nvol ved i n t

9



A smalleiBoard that haswelve (12) or fewer Directorss highlyrecommended based orecenttrendsin governance and
sport operations. A smafoardof the highest calibréndividualswith complementary skills and experience and a degree of
independence can make for a more effect®eardthan a large Board with a high number of volunteers. A smaller Board is
also more flexible, can meet more ofteamdcan respond quicker to matters of importance for the organization.

An odd number of Directors is also recommended \#i{fearstaggered appoitments. For example, in A-member
Board, 4 Directors elected in even years &rirectors elected in odd years fatyearterms allow for a consistency on the
Board and also avoids a complete “takeover

SECTION 11l — INCORPORATING

Incorporatingmay providean organization with its own identity separafeom the identity of a nonprofit Board of
Directorsot h e o r g afsunderarhis aorangement has benefits both legally and practically for the operation of the
organization. Awim clubmaybe ownedby an individual or group of individugiewever care must be taken to ensure

that arrangementdoes nothinderleadership transitia and growth. Therenay beliability issues for those individuals that
are attachel to a nonincorporated organizationprivate ownership must include corporate registration

It is requiredthat everyswim clubin BChe registeredunder theBCSocietiedActor incorporated under th8usiness
Corporations Actf a club is uncertaiof their statusit can be determined bgontacting BC Registries.

An incorporated organization must fulfill certain anntggponsibilities including keeping corporate recoatsl filing an
annual return with theCorporate Registry(see:SECTION XI — FINANCES AND CORPORATE MAINTENANCE).

SECTION IV - BYLAWS

Constitution vs. Bylaws vs. Policies vs. Rules

Separatingonstitution andbylaws content from policies and rulesone of the most difficult challenges for a local sport
organization. Most local associations publish a latgeumentthat combines legal requirements, Board policiesdlocal
rules variationsThese must all be separate

What is aconstitution?

The terms constitution and bylaws are often used interchangeladlyeverthey are not the same thing. Wherchub
incorporates as a societit must create two different documentghe first is an application to form a societshichwill
provide the organization with a short documestting out the name of the organization and its purpogés
“Incorporation Certificaté ,)and the second is a more detailed documédascribinghow the organization will govern itself
(the “Byl aws”)

What is a bylaw?

The bylaws regulate the nature and legal incorporation of the organization. The bylaws describe how to become a Member
or Director of the organization, the meetings of the Members and Directors, the powers of the digarid Directors, and

the electionof Directors. A full list of bylaw sectioisdescribed below iBylaws Sections. The bylaws should be lean and

only contain sections relevant to the legal operation of the organization. To amend a bylaw, the Directocterfay a

change at a meeting of the Boamr a Member might propose the amendment at tineeeting of the Members. Whether

the bylawis approved by the Board or proposed at the meeting of the Members, the bylaw must still be ratified by the
Members at tle meeting of the Members.

What is a policy?

An organization’s policies are determined and approved b
creation or application of a policy. The Board may delegate the responsibititgaiting policies to Committees of the

Board and this is one way that Members can have influence on the content of p¢diee=SECTION VIl - COMMITTEES).
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An or gani z ashauld connect tic misson, esson, and valies. examplefianorgni zati on v,al ues
the content of the policies should reflect this value in actibneBoard can develop policies and procedures to operate the
cluband manage member&olicies may be consolidated into a policy manuainay exisas standalone documen{see:

SECTION XII — POLICY SUPPORT).

What is a rule?

The Board may create rules for the operation of evefasilities,equipment,or activities. Modifications of the rules of the
sport may also beescribed For examplealocal organization will want to specify where its rules are different than the
rules of the provincial sport organizatiofihough this material also does not netedbe approved by thiMembers, it

should exist separately from the policies and procedu@mnmittees can also have input on the creation and
implementation of rules

Bylaws Sections

Definitionsand Interpretations— definitions of the main termsnd applicationsised throughout theéoylaws

Members— categories of members, member admission and renewal, dues, termination and suspension of membership,
how good standing is maintained

GeneralMeetings of Members annualgeneraland special meetingsalling a meeting, notice, new business, quorum,
voting and proxies

Directors—number of Directos; election or appointment of Directors.

Directors Meetings- call of Directors Meetings; Notice of Directors Meetings; Proceedings and conduié¢tofe ct or s’
meetings; Quorum of directors

Board Positiong; election or appointment to Board positions; Directors at Large; Rabeesident; Role ofice-president
Role of secretary; Role of treasurer

Remuneration of Directors and Signiguthority — Remuneration of directors; signing authority

11



BC Societies Act — Model Bylaws

Bylaws of [insert name of society] (the “Society”)

PART 1 — DEFINITIONS AND INTERPRETATION
Definitions
11 In these Bylaws:
“Act” means theSocieties Aatf British Columbia as amended from time to time;
“Board” means the directors of the Society;
“Bylaws” means these Bylaws as altered from time to time.

Definitions in Act apply
1.2 The definitions in the Act apply to theBglaws.

Conflict with Act or regulations
1.3 If there is a conflict between these Bylaws and the Act or the regulations under the Act, the Act or the regulations,
as the case may be, prevail.

PART 2 — MEMBERS
Application for membership
21 A person may apply to the Board for membership in the Society, and the person becomes a member on the
Board’s acceptance of the application.

Duties of members
2.2 Every member must uphold the constitution of the Societgl amust comply with these Bylaws.

Amount of membership dues
2.3 The amount of the annual membership dues, if any, must be determined by the Board.

Member not in good standing
24 A member is not in good standing if the member fails to paytemb er ' s annual me mber ship
the member is not in good standing for so long as those dues remain unpaid.

Member not in good standing may not vote
2.5 A voting member who is not in good standing
(a) may not vote at a general meeting, and
(b) is deemed not to be a voting member for the purpose of consenting to a resolution of the voting
members.

Termination of membership if member not in good standing
2.6 A person’s membership in the Soci endipgfor Gondeeutivernomtast e d i f

PART 3 — GENERAL MEETINGS OF MEMBERS
Time and place of general meeting
3.1 A general meeting must be held at the time and place the Board determines.

Ordinary business at general meeting
3.2 At a general meeting, the following business is ordinary business:
(a) adoption of rules of order;
(b) consideration of any financial statements of the Society presented to the meeting;
(c) consideration of the gorts, if any, of the directors or auditor;
(d) election or appointment of directors;
(e) appointment of an auditor, if any;
(f) business arising out of a report of the directors not requiring the passing of a special resolution.
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Notice of special business

33

A notice of a general meeting must state the nature of any business, other than ordinary business, to be transacted
at the meeting in sufficient detail to permit a member receiving the notice to form a reasoned judgment
concerning that business.

Chair of general meeting

3.4

The following individual is entitled to preside as the chair of a general meeting:
(a) the individual, if any, appointed by the Board to preside as the chair;
(b) if the Board has not appointed an individual to preside as the chair or the individual appointed by the
Board is unable to preside as the chair,
(i) the president,
(i) the vicepresident, if the president is unable to preside as the chair, or
(iii) one of the other directors’ ppreecidetare¢ at t
unable to preside as the chair.

Alternate chair of general meeting

35

If there is no individual entitled under these Bylaws who is able to preside as the chair of a general meeting within
15 minutes from the time set for holding the meeting, the voting members who are present must elect an
individual presehat the meeting to preside as the chair.

Quorum required

3.6

Business, other than the election of the chair of the meeting and the adjournment or termination of the meeting,
must not be transacted at a general meeting unless a quorum of voting menshgrssent.

Quorum for general meetings

3.7

The quorum for the transaction of business at a general meeting is 3 voting members or 10% of the voting
members, whichever is greater.

Lack of quorum at commencement of meeting

3.8

If, within 30 minutes fromhe time set for holding a general meeting, a quorum of voting members is not present,
(a) in the case of a meeting convened on the requisition of members, the meeting is terminated, and
(b) in any other case, the meeting stands adjourned to the saméndég next week, at the same time
and place, and if, at the continuation of the adjourned meeting, a quorum is not present within 30
minutes from the time set for holding the continuation of the adjourned meeting, the voting
members who are present contte a quorum for that meeting.

If quorum ceases to be present

3.9

If, at any time during a general meeting, there ceases to be a quorum of voting members present, business then in
progress must be suspended until there is a quorum present orthetineeting is adjourned or terminated.

Adjournments by chair

3.10

The chair of a general meeting may, or, if so directed by the voting members at the meeting, must, adjourn the
meeting from time to time and from place to place, but no business mayabsacted at the continuation of the
adjourned meeting other than business left unfinished at the adjourned meeting.

Notice of continuation of adjourned general meeting

3.11

It is not necessary to give notice of a continuation of an adjourned generimgeor of the business to be
transacted at a continuation of an adjourned general meeting except that, when a general meeting is adjourned
for 30 days or more, notice of the continuation of the adjourned meeting must be given.

Order of business at general meeting

3.12

The order of business at a general meeting is as follows:
(a) elect an individual to chair the meeting, if necessary;
(b) determine that there is a quorum;
(c) approve the agenda;
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(d) approve the minutes from the last general meeting;
(e) deal with unfinished business from the last general meeting;
(f) if the meeting is an annual general meeting,

(i) receive the directors’ report on the financ
year, and t he rmywdthosestatersents, e por t , i f a
(ii) receive any other reports of directors’ ac

meeting,
(iii) elect or appoint directors, and
(iv) appoint an auditor, if any;
(g) deal with new businesscluding any matters about which notice has been given to the members in the
notice of meeting;
(h) terminate the meeting.

Methods of voting

3.13 At a general meeting, voting must be by a show of hands, an oral vote or another method that adequately
discloses the intention of the voting members, except that if, before or after such a vote, 2 or more voting
members request a secret ballot or a secret ballot is directed by the chair of the meeting, voting must be by a
secret ballot.

Announcement of result
3.14  The chair of a general meeting must announce the outcome of each vote and that outcome must be recorded in
the minutes of the meeting.

Proxy voting not permitted
3.15  Voting by proxy is not permitted.

Matters decided at general meeting by ordinary resolution

3.16 A matter to be decided at a general meeting must be decided by ordinary resolution unless the matter is required
by the Act or these Bylaws to be decided by special resolution or by anog@utien having a higher voting
threshold than the threshold for an ordinary resolution.

PART 4 — DIRECTORS
Number of directors on Board
4.1 The Society must have no fewer than 3 and no more than 11 directors.

Election or appointment of directors
4.2 At each annual general meeting, the voting members entitled to vote for the election or appointment of directors
must elect or appoint the Board.

Directors may fill casual vacancy on Board
4.3 The Board may, at any time, appoint a member as a director to fill a vacancy that arises on the Board as a result of
the resignation, death or incapacity of a director di
Term of appointment of director filling casual vacancy
4.4 A director appointed by the Board to fill a vacancy ceases to be a director at the end of the unexpired portion of
the term of office of the individual whose departure from office created the vaganc

PART 5 — DIRECTORS’ MEETINGS
Calling directors’ meeting
5.1 A directors’ meeting may be called by the president ¢

Notice of directors’ meeting

5.2 At |l east 2 days'’ noti ce ouhlesaall the directors agreestd a shoetey hotice g mu s t
period.
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Proceedings valid despite omission to give notice
5.3 The accidental omission to give not irecedptobadnotisebga r ect or
director, does not invalide proceedings at the meeting.

Conduct of directors’ meetings
5.4 The directors may regulate their meetings and proceedings as they think fit.

Quorum of directors
5.5 The quorum for the transaction of thedisdtonsess at a dir ec

PART 6 — BOARD POSITIONS
Election or appointment to Board positions
6.1 Directors must be elected or appointed to the following Board positions, and a director, other than the president,
may hold more than one position:
(a) president;
(b) vicepresident;
(c) secretary;
(d) treasurer.

Directors at large
6.2 Directors who are elected or appointed to positions on the Board in addition to the positions described in these
Bylaws are elected or appointed disectors at large.

Role of president
6.3 The president is the chair of the Board and is responsible for supervising the other directors in the execution of
their duties.

Role of vice-president
6.4 The vicepresident is the vicehair of the Board anis responsible for carrying out the duties of the president if the
president is unable to act.

Role of secretary
6.5 The secretary is responsible for doing, or making the necessary arrangements for, the following:
(a) issuing notices of generalmeetirgm d di rect or s’ meetings;
(b) taking minutes of gener al meetings and directorl
(c) keeping the records of the Society in accordance with the Act;
(d) conducting the correspondence of the Board;
(e) filing the annual report of the Society amking any other filings with the registrar under the Act.

Absence of secretary from meeting
6.6 In the absence of the secretary from a meeting, the Board must appoint another individual to act as secretary at
the meeting.

Role of treasurer
6.7 The treasurer is responsible for doing, or making the necessary arrangements for, the following:
(a) receiving and banking monies collected from the members or other sources;

(b) keeping accounti ng rfieaocrtrdnsactions; r espect of the S
(c) preparing the Society’s financial statements;
(d) making the Society’'s filings respecting taxes.

PART 7 — REMUNERATION OF DIRECTORS AND SIGNING AUTHORITY
Remuneration of directors
7.1 These Bylaws do not permit tt®ociety to pay to a director remuneration for being a director, but the Society may,
subject to the Act, pay remuneration to a director for services provided by the director to the Society in another
capacity.
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Signing authority
7.2 A contract orother record to be signed by the Society must be signed on behalf of the Society
(a) by the president, together with one other director,
(b) if the president is unable to provide a signature, by the-pi@sident together with one other director,
(c) ifthe president and vicgresident are both unable to provide signatures, by any 2 other directors, or
(d) in any case, by one or more individuals authorized by the Board to sign the record on behalf of the Society.

SECTION V — DIRECTOR RESPONSIBILITIES

General and Legal Duties

The Board of Directors guides the organization to meet its objectives and fulfill its mission. The responsibility of each
Director is to provide leadership and direction to the organization and govern its affalsshalf of the participants.

Serving as a Director can be rewarding because an individual can take an active part in contributing to the success of the
organization. But volunteer Directors must also understand that there are legal responsibilitieetioapany the power

to lead.

The basic responsibility ofilectors is to represent the interest of the members in directing the affaith@brganization
and to do so within the law. This leghity is described in statuteend has been expanded and interpreted in the common
law.

In representing the members of t Directoshayatiréebasitduttes: and act i

a) The duty of diligencehe duty to act reasonablyrudently, in good faith and with a view to the best interests
of the organizationand its membersWhen exercising their duties, Directors are expected to exercise the
same level of care that a reasonable person with similar abilities, skills and exqgevwenld exercise in
similar circumstances. Directors also have a responsibility to act cautiously and to try to anticipate the
consequences of their decisions and ant before they undertake them

b) The duty of loyalty: the dutio place the interests athe organizatiorfirst,andt o not use onhe’' s p
Director to further private interestsDirectors who are involved in more than one organization may find that
they cannot be loyal to both. When a conflict of interest is unavoidable, Directorsdiacsose the conflict
and ensure that they play no part in discussing, influencing or making decisions relating to that conflict. Also,
the organization’s Board acts as one entity. Direct
might notpersonally agree with the decision and might not have voted to support the decision at a meeting of
the Board

c) The duty of obedience: the duty to act within the scope of the governing policies ofgfamizatiorand
within the scope of other laws, rulesd regulations that apply to therganization The organization can act
as a “ pr i wvantagondmous brganizatioh that has the power to write rules, make decisions, and
take actions that affedts members and participants. Legally, privatdtmals are recognized as having a
contractual relationship with their members. Directors must respect this relationship and realize that they 1)
have the power to discipline participants and must therefore create fair and legal policies and governing
docunrent s and, 2) are bound by, and must comply with,
they apply to the Director

Liability
A director who fails to fulfild]l his or her duti edilitas out
for the consequences of conduct that fails to meeta-gret er mi ned | egal standard. Usuall

refersto damage or loss experienced symeone andeing responsible for such consequences means having to pay
financial compensation.

Liability arises in the following three situations:
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1. Statute-a | aw i s broken. The consequences are payment o
privileges, or imprisonment.

2. Contract- A contract is breached or violated, where a contract is a legally enforceable promise between two
or more parties. The consequences are correcting the breach through some form of performance or service, or
financial compensation

3. Tort-an act, or a failure to act, whether intentionally or unintentionally, causes injury or damage to another
person. The corexjuences are payment of a remedy in the form of financial compensation.

Regarding statutes, there are a variety of statutes that impose liabiliil@ttors in specific circumstances relating to
managing the r g a n i affairs.iTlusDirestors havespecific statutory obligations relating to:

The election and appointment @irectors

Calling meetings of members

Paying taxes to government and submitting employmesiated remittances
Keeping minutes of meetings Directors and members

Reporting and closing prescribed information about tleeganizationto authorities
Paying wages and salaries

Maintaining a safe workplace

Activities of theorganizatiorthat cause pollution or other environmental damage

NG A~LDNE

Regarding contract®irectors are responsiblor ensuring thattheo r g a n i zoattadtual obligations are fulfilled. This
includes contracts with employees and independent contractors.

Regardingorts, Directors are responsible for ensuring that they, as well asothreg a n i zokrnteers antstaff, do not
behave negligently. Negligence refers to the duty that we all have to ensure the safety of those persons affected by our
actions. Directors, volunteers and staff are at all times expected to act in a reasonably diligent and@adetgusmanner

so that others affected by our actions (fellow employees, volunteers, participants, clients, the public) will not face an
unreasonable risk of harm.

The concept of negl i genc+dhese arearorg gnpskidng actiohsdecisiows thatrhgrh u | acts
others, not through damaging their property or their physical person, but through interfering with their rights,

opportunities or privileges. Wrongful acts relate primarily to how directors govermthanization manage its funds,

supervise its staff and make decisions that affect members, cliants the public.

Avoiding Liability
Volunteers, employees andrBctors of theorganizatiormust always be mindful of risksthis means examining situations
cautiously and thinking ahead about the potential consequences of decisions and actions.

The process of risk management is a simple thpag activity. It involves:
1. First, looking at aituation and asking what can go wrong and what harm could result?
2. Second, identifying practical measures we can take to keep such harm from occurring.
3. Third, if harm does occur, identifying practical measures we can take to mitigate its impacts andaay fo
resulting damage or losses.

The practical measures that can be used to manage risks fall into four categories:

=

Assume the risk decide that the risk is minor and do nothing

2. Reducetheriskf i nd ways t o c¢hange enwpi@unentiawhich geeple aorkisothat or t
the degree of risk is reduced

3. Avoid the risk-choosenot to do something

4. Transfer the risk-accept the risk but transfer the liability associated with it to someone else through a written

contract
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Organizationgace different risks anthustplan and implement different measures to deal with these risks. The practice of

ri sk management is based in | arge part on common sense a
measures that are taken to amage risks are usually thog®t would be taken by any other prudent and reasonable

person, having the same skills, knowledge and experience. These measures will tend to revolve around training and
educatingstaff and volunteersenforcing reasonable rak inspecting and maintaining facilities and equipmesdreening

and supervising stafproperly documenting meetings and decisipand meeting all statutory reporting requirements.

Directors and Officers Insurance

Insurance is one of many techniquesed to manage risksit involves transferring the liability associated with a risk to
another party by means of a written contract. In the case of insurance, the party that the risk is transferred to is the
insurance company, and the written contractletinsurance policy. Transferring risks through written contracts is a very
common business practice.

Directors andOfficers insurance is like general liabilifgurance andovers costs that th®irectors andCfficers of an

organization might become drally obligated to pay as a result of damages to another party. However, unlike a general

liability insurance policy that covers losses arising from physical injury or property daDieggtorsand Officers liability

i nsurance covers only those | osses arising from the dire

In such an insurance policy, a wrongful act is defined as an error, misstatement, misleading statement, act, omission or
other breach of duty by an insured &mn in his or her insured capacity. The purpose of this insurance is to provide the
financial backing for the indemnity that the organization provides to its directors.

Directors andOfficers insurance policies vary, and there is no standard leva\arage. Importantly, many of these
policies exclude coverage for:

1. Directors acting outside the scope of their duties as they are described in this handbook, including any actions

that are dishonest, fraudulent or criminal

Breach of contract, includingrangful dismissal of employees

3. Fines and penalties under a statute or regulation

4. Complaints under a human rights code, including a complaint of discrimination, harassment or sexual
harassment

n

Roles and Positions

Please note: the following information regaing Directors and Officers is for background knowledge omhd is

considered outdated You will note in reviewing the BC Societies Aot Model Bylawg (G KS G SN)Y dahTFA OSNE
SEAYAYIFIGSR FNRBY (GKS | OG FyR NBLLF | 3OSERNIgAFIK @ad 2NBNIRS NRYyEG S A
to update the terminology.

‘Directors’ and ‘Officers’ are wusually confused. They ar
Board that has a vote at a meeting of the Board. These individuatected as Directors by the members of the

organization. Someitectors maythen* hol d of fi ce’ as an Officer. The more co
Secretary, and Treasurefand these offices typically have wekfined roles and dutiesthough some organizations may

specify more offices (suchasa/i ce PResfi dadirt oana'lHead Of ficial ).

Directors can be elected directly into their office or they can be elected as Diresttbegge (that is, a Director without an

office). Some organizations may choose to have all of their Diredtosset e d awtlL‘abDigree ctamrds t hen ha
Directors vote amongst themselves to decide who should fill the Officer positions. Other organizations may choose to elect

a President and Treasurer ontyith the remaining Directors elected to serve ortBoard as Directorat-Large.

An organization can also have Officers who are not Directors. This arrangement would most commonly be found in
organizations that have a staff person who is employed by the organization. The staff member would hold daustfices
‘Executive Director’ ), may be given signing authority, a
a vote.Sometimes a Past President may be an Offidaut would not be a Director and would not have any voting power

at meetings of the Board.
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All Directors have both legal and general responsibilities with the Officer pos#isogenerally having more specific
duties.

General Director Responsibilities
Meetings

1. Attend meetings, discuss the items on the ageradal parttipate fully in decisiommaking

2. Provide reports to the &ard in written form

3. Ensure that minutesf meetingsreflect abstentions from votes, votes fand votes against motions

4. Declareany real or perceivedonflict ofinterestwhen the issue firsairises Avoid voting, participating in or
influencingthe decisioamaking process. Have disclossirecorded in the meeting minutes.

5. Ensure that meeting materialge receivedn advance of the meeting so decisions can be considdfed
important informaton is lackingthe decision should bpostponead until more information can be obtained

6. Keep personal copies of key documentation andutgs of controversial meetings

Finances
1. Review regulafinancial reports, and approve and monitheor gani z dgeti on’ s bu
2. Know who is authorized tdgn cheques and for what amount
3. Ask questions and seekaification on financial matters

Contracts
1. Ensure that all contracts therganizationenters into are carefully reviewed by staff or by counsel.
2. When theorganizationpartners with other entities on joint projects, or enters into agreements, be sure that
all terms and conditions are clearly expressed in a written contract and that risks and liabilities are
appropriately shared.

1. Know and have copiesf al |l of the organization’s policies

2. Be familiar with the contentofthe r ga ni hylawsi on’ s

3. Make sure policies are followed by everyone aifithé policy is unsuitable for dealing with the particular
circumstance, take steps to ahge the policy fothe future

Personnel
1. Ensure thatinystaff and volunteer positiongsuch as coaches) have written job descriptions
2. Ensure thaCriminal Records Check asteening measures are in place for those staff and volunteer
positions that involventeraction with youth or other vulnerable pgons in unsupervised settings

Insurance
1. Askfor copiesofthe r g a n i insurtaricepolicisévia Swim BGInd become faméir with their scope of
coverage

Training
1. Support professional development andimning forstaff andvolunteers
2. Encourage th@oard to also engage in training. Bring iBaard development instructor or a facilitator to help
the Board improve its effectiveness.
3. Commit resources to the development and updatinddoérd and staff orientation materials.
4. Leave aside a short portion of eveByard meeting to allow th@&oard to evaluate its effectiveness in
conducting the meeting and making governance decisions.

General
1. Iftheorganizatiomeeds to deal with a complaratter in which staff oDirectors lack expertise, consider the
services of an outside professionald.,lawyer, financial advisor, human resources consultant, risk
management specialist)
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President

Typicallythe President will be the Chair of the Bdaand will preside as Chair at all meetings of the members and meetings

of the Board. The President is the offici-afl f isqiedkig)s(prears on
member of all committees unless otherwise specified.

Vice President

The Vice Presideifif assignedperforms the duties of the President if the President is ever absent. The Vice President may

also chair committees and perform other duties as required. Some organizations will have multiple Vice Preaateints e
charge of a specific area of the o+aCgmpetiiive)d®ther avgarizatonswik r at i o
have no VicePresident.

Treasurer

The Treasurer handles financi al t a s lamuafbodget, helipgsetor gani zat i
member ship fees, and chairs the organization’s Finance C
signs cheques, and manages the organization’s éaudttr accou
in performing an audit of the organization’s finances.

Secretary

The Secretary keepnrinutes of the meetings of the &mbers and meetings of the Board, occasionally acts as registrar for
the organization, handles correspondence, gives ndataaembers of a meeting of the &mbers, and organizes reports for
submission at the meeting of thdembers

Meetings of the Board

An individual elected as a Director agrees to legal responsibilities described in this section that come attached to the
position of Director. Once elected, the Director shosld gn a Di r e c(Template s Diréctpr's Ageeantent)t
signalling his or her acceptance oétlegal responsibilities and other general duties of being a Director. At the very least,
Directors are expected to attend meetings of the Board.

Calling a Meeting

MeetingsoftheBoar d can be called by the President or, wusually,
specify who can call a meeting of the Boartle Board of a local sport association shaifi/e to meet monthly though it

can be challenging to havell attendance of the Directors faneetings of theBoard that occur during the seasdsi:

monthly meetings of the Board may be more effectivieetings of theBoard are typically facm-face but in special
circumstances can occur electronicallyorbyp hone. The organization’s byl aws sh

Individuals other than Directors (such as staff, Members, or other guests) may attend meeting8ohtideat the request

of the Board or with t hedualBrmaynotvotsonprey mations and roay be agkéddodeave tha d i v
meeting at any time. Their presence (and whenl/if they leave the meeting at any point) should be recorded in the minutes of
the meeting.

Meeting Procedures and Agenda

Meetings of theBoard shald be run similar to meetings of the Members but on a smaller scale. Each meeting should have

a Chair (usually the President), an individual recording the minutes (usually the Secretary), and an agenda for the meetings
distributed in advance. The agendzosild include reports from the Treasurer and other Directors when necessary. Reports
from Directors should be made orally but documentation should be provided for any sources or reference and copies given
to whomever is keeping the minutes of the meeting.
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A sample basic meeting agenda may include:

a) Callto order

b) Establishment of quorum

c) Approval of the agenda

d) Approval of minutes of the previous meeting of the Board
e) Presentation and approval of reports

f) Business as specified in the meetmgfice

g) Adjournment

Organizations that are comfortable and experienced with meegpirggedureand setting agendas may choose to create a
‘consent agenda’. Typically, each agenda item must be ap
as approval of the minutes of a previous meeting, approval of reports that are provided for informatiomodigther
non-controversial decisions) must be attended to at the meetifagonsent agendallows all of those items to be handled

and approved together saving time for other discussion. When using a consent agenda, the President or Secretary would
separate the norcontroversial items and ask for approval from the group. Any Director mayestdjuat an item on the

consent agenda be removed from the consent agenda for any reason. Whatever items remain on the consent agenda can

be approved together.

Motions and Voting

Quorum forMeetingsoftheBoar d shoul d be des chylaws leuttypicatly quohum wauld geaan i z at i o |
majority of Directors. A Director must be present at a meeting to count for quorum and to cast anebi@irectors may

not vote by proxy or in absenti&lVhen issues arisethe reports or the business specified iretmeeting notice-the

Directors in attendance may make motions to decide the i
uniform colour, to deciding to write a letter to the provincial organization, to requesting resources foganizatim-
hosted tournamentA maj ori ty of votes on an issue decides the isstl

voting powers, or not, and can be given a second vote in the event of a tied vote. Some decisions made by the Board (such
as the anendment of bylaws) need to be ratified by members at a meeting of the Members. Howeedloard is
empowered to make most decisions affecting the organization without consulting the members.

Minutes and InCamera

Minutes of a meeting are usually kept the Secretary of the organization or by someone designated to be a recording
secretary for a particular meeting. There is no standard formatefoording minutesand organizations can record the
content of their meetings at a level of detailed preferdgglthe organizationMinutes of meetings of the Board are not
required to be shared with Members.

At minimum, the minutes of a meeting should describe: the time the meeting begins and ends, the names of the Directors
who attended and any Directors who sent regrets or failed to attend, a descriptithe afiscussion foeach agenda item,

and a brief smmary of each motion and whether the motion passed or failed. For example, a motion item in the minutes
may be described as follows:

Motion: That the colour ofthelub s uni form tops be changed from blue t
Moved by: Steven

Seconded by: Lisa

Debate: Steven explained that studies show that teams wearing red uniforms tended to win more than teams
wearing bl ue. Richard suggested t hbme andtheecolonrrispartrofi zat i o1
the organizati on’ s tthe osganzatign.hasla hisoay ofdosingnt er ed t ha

Result: Motion defeated

Parts of a meeting may be held ‘in camera’ whi ch means t
an individual or group. Thceanpearra’'s aorfe at ynpeiectailnlgy trhealta taerde t
employment, and bidding for an event) or discipline (of a Directoabtember).Club Boardsvi | | rarely need t
camera’ during a meeting, but these moments are noted in

keep minutes whencamer aneebh-ad tnmge hweesmi' i mt es s houbndshoudt be |
be stored separately.
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Conflict of Interest
It is common ira swim clulfor a Director to be in confliain an issue (or perceived to be in conflihese situations

require the Director to remove himself or herself from the discussion. Orgamis should have detailed conflict of

interest policies that define conflict of interest and how a Director may be in coriéintplate — Conflict of Interest Policy.

In addition to adhering to the policy, Directors shouldal s i gn a ‘ Cform'fwhenever thay feel they mayhe s t
in conflict. These forms may be signed oftEor examplea Director cannot vote tapprove expenses for @gdain activity

if the Director isalsoinvolved in that activity (isteam manager)As another example, a Director cannot vedechange the
selection policy for #rainingcampif by changinghe policyt he Di rect or’ s c¢ hi | garticipateind b e
the camp.Directors should be able to refer to the policy to determine if they might be in a conflict of interest and even if
the Director is still unclear about whether he or she is in a conflict, the possible conflict should be decjavag.an
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Template — Conflict of Interest Policy

“Organization” refers to: ____ .~~~
Definitions
1. The following terms have these meanings in this Policy:
a) “Conflictof Interest-Any situation i n whi crhakirgwiich phoudalewaysbaini ve' s
the best interests ofhe Organization is influenced or could be influenced by personal, family, financial,
business, or other private interests
b) “Pecuniary Interest- An interest that an individual may have in a matbecause of the reasonable likelihood
or expectation of financial gain or loss for that individual, or another person with whom that individual is
associated
c) “Non-Pecuniary Interest An interest that an individual may have in a matter which may involrelya
relationships, friendships, volunteer positions or other interests that do not involve the potential for financial
gain or loss
d) “wS LINE & S ¥ladividal®&npléyed by, or engaged in activities on behathefOrganizationincluding
coaches, stih members, convenors, contract personnel, volunteers, managers, administrators, committee
members, andirectors andOfficers ofthe Organization

Background

2. Individuals who act on behalf of an organization have a duty first to that organization and second to any personal stake
they have in the operations d¢ie OrganizationFor example, in neor-profit organizationspirectorsare required, by
law, to act & a trustee (in good faith, or in trust) tife OrganizationDirectors and other stakeholders, must not put
themselves in positions where making a decision on behdtfeoDrganizatioris connected to their own personal
interests. That would be a cordfliof interest situation.

Purpose

3. The Organizatiostrives to reduce and eliminate nearly all instances of conflict of interestea®rganization- by
being aware, prudent, and forthcoming about the potential conflicts. This Policy describes how Representatives will
conduct themselves in matters relating to conflictimerest andwill clarify how Representatives shall make decisions
in situationswhere conflict of interest may exist.

4. This Policy applies to &lepresentatives

Obligations
5. Any real or perceived conflict of interest, whether pecuniaryor-poec uni ary, between a Repr es
interest and the interests ahe Organiz#ion, shall always be resolved in favourtioé Organization

6. Representatives will not:

a) Engage in any business or transaction, or have a financial or other personal interest, that is incompatible with
their official duties witithe Organizationunless such business, transaction, or other interest is properly
disclosed tahe Organizatiorandapproved bythe Organization

b) Knowingly place themselves in a position where they are under obligation to any person who might benefit
from special consideration or who might seek preferential treatment

c) Inthe performance of their official duties, give feeential treatment to family members, friends, colleagues,
or organizations in which their family members, friends, or colleagues have an interest, financial or otherwise

d) Derive personal benefit from information that they have acquired during the courdfitiing their official
duties withthe Organizationif such information is confidential or not generally available to the public

e) Engage in any outside work, activity, or business or professional undertaking that conflicts or appears to
conflict withtheir official duties as a representative thie Organizationor in which they have an advantage or
appear to have an advantage on the basis of their associationtingtrganization

f)  Without the permission ofhe Organizationusethe Organizatioh groperty, equipment, supplies, or services
for activities not associated with the performance of their official duties withOrganization

g) Place themselves in positions where they could, by virtue of beir@rganizatiorRepresentative, influence
decision9or contracts from which they could derive any direct or indirect benefit
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h) Accept any gift or favour that could be construed as being given in anticipation of, or in recognition for, any
special consideration granted by virtue of being@manizatiorRepregntative

Disclosure of Conflict of Interest

7. Onan annual basis, éllh e Or g aDirectomand canditlates for election to the Board, Directors, Officers,
Employees, and Committee Members will compleealaration Form disclosing any real or perceived conflicts that
they might have. Declaration Forms shall be retaibgthe Organization

8. Repesentatives shall disclose real or perceived conflicts of interesstiioe Or g a n i Znartediately upsn Bo ar d
becoming aware that a conflict of interest may exist.

9. Representatives shall also disclose any and all affiliations with any and all otheizatgmsinvolved with the same
sport These affiliations include any of the following rolethilete, coach, manager, official, employe®lunteer,or
Director.

Minimizing Conflicts of Interest in Decision-Making
10. Decisions or transactions that involve a conflict of interest thatbeen proactively disclosed by &rganization
Representative will be considered and decided with the following additional provisions:
a) The nature and ext ent esbhhsbeeh rilly Bszlpsedacstie hddwthat isvcerisideringn t e r
or making the decision, and this disclosure is recorded or noted
b) The Representative does not participate in discussion on the matter
c) The Representative abstains from voting on the decision
d) For bard-level decisions, the Representative does not count toward quorum
e) The decision is confirmed to be in the best interestthef Organization

11. For potential conflicts of interest involving employees, @e g a n i Baard wib determine whether thereithere a
conflict and, if one exists, the employee will resolve the conflict by ceasing the activity giving rise to the ddwlict.
Organizatiorwill not restrict employees from accepting other employment contracts or volunteer appointments
providedths e acti vities do not diminish the employee’
agreement withthe Organizatioror give rise to a conflict of interest.

s abil

Conflict of Interest Complaints
12. Any person who believes that a Representativay be in a conflict of interest situation should report the matter, in
writing (or verbally if during a meeting of the Board or any committee)héoOrganization s  Bathawilldiecide
appropriate measures to eliminate the conflict. The Board may applyollowing actions singly or in combination for
real or perceived conflicts of interest:
a) Removal or temporary suspension of certain responsibilities or deemsaking authority
b) Removal or temporary suspension from a designated position
c) Removal or temprary suspension from certain teams, events and/or activities
d) Expulsion fronthe Organization
e) Other actions as may be considered appropriate for the real or perceived conflict of interest

13. Any person who believes that a Representative has made a dedisibwas influenced by real or perceived conflict of
interest may submit a complaint, in writing, tiee Organizatiorio be addressed undehe Organizatioh Biscipline
and Complaints Policy

14. Failure to comply with an action as determined by the Board will result in automatic suspensiotihé&@nganization
until compliance occurs.

15. The Board may determine that an alleged real or perceived conflict of interest is of such seriousness amnto warr
suspension of designated activities pending a rimggaind a decision of the Board.

Enforcement

16. Failure to adhere to this Policy may permit discipline in accordancetmétdrganizatioh Biscipline and Complaints
Policy
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Conflict of Interest - Declaration Form

I have read tCoeflictOfrlrgesentiPali@ttagres mo’'be bound by the obligations contained therein, and |
commit to avoid any real or perceived conflict of interest. | also commit to discldsingxistence of any real or perceived

conflict of interest to the Board, as soon as it is known to me.

| declare the following interests which may represent a potential conflicting interest:

Name Signature Date
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Template — Director’s Agreement

“Organization” refers to:

THIS AGREEMENT CONFIRMS that the undersigned is eligible for nomination as a Director or has been elect@gpointed
as a Director of th@©rganizatiorand agrees as follows:

Condition Precedent - Criminal Record Check
1. The Director agrees to obtaincaiminal recordcheck prior to performingnyresponsibilities as Birector andwill

renew such check upon the request of tBbeganization TheOrganizatohn s Boar d, in its sole di
whetheranyoffencesrevealed by the chegbose an unacceptable risk to the safety and security ofQhganization
and may terminate tbdeweaPaDirectot or ' s el igibility

Responsibilities of the Director
2. The Director wil |l ¢ ompdRespentilitiés dasdrieed iBchededdt or ' s Duti es an

Duty of Diligence
3. The Director will:
a) Act prudently and in the best interests of tli¥ganization
b) Exercise the same level of care that a reasonable person with similar abilitiesaskilesxpeiencewould execise
in similar circumstances
c) Act cautiously and try to anticipate the consequencekisfor herdecisions and aiins,
d) Act honestly and forthrightand
e) Take reasonable gps to manage foreseeable risks

Duty of Loyalty
4. The Director will:
a) Prioritizethe interests of theOrganizatiorover any other interest, includgt h e D i owe petsonal interests
b) Di scl ose any confl i ct s QofflictiofinteeestBalicy per the Organi zat.i
c) Act properly in disclosing a conflict of inters#fuationandnot discuss, influence or makkedsions relating to
that conflict
d Comply with t RrivacyORolgpyamli zati on’ s
e) Keep theOrganizatioh Business private and not discuss certain matters with people outside dbtbanization

Duty of Obedience

5. The Director will:
a) Comply with theOrganizatioh s gover ni ng do c ustaéand comnaitieas alsocamply e t hat
b) Ensure theDrganizatioh s g o v e r nnis remainccorrent ané accurgtend
c) Obey external laws and rules that are imposed upon@nganization

Expenses
6. TheOrganizatiorwill reimburse the Director for any expenses in accordance witiQtganization goliciesupon
receipt of an expense claim and applicable receipts.

Termination

7. This Agreement will terminate upon:
a) Theepiration of the Director
b) The Di resgodtianr ' s r
c) The Directobeingfound by a court to be of unsound mind
d) The Directobecomingbankrupt
e) The Directobeingremoved by way of resolution in accordance with theganization lsylaws
) The Director’s death.

’

s term
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Confidentiality

8. ThebDirectorwill not, either during the period dfis or her involvement as ar@ctor or anytime, thereafter, disclose
to any person or organization any Confidential Information acquired during his or her period of involvement as a
Director with theOrganizationunless expressly authorized to do so.

9. The Director will comply with th®rganizatioh @onfidentiality Policy

Conflict of Interest
10. The Director will comply with th®rganizatioh €onflict of Interest Poliandthe BCSocietiesAct

Proprietary Rights

11. Copyright and any other intellectual property rights in all written material (includiatgrial in electronic format),
software, databases, trademarks, patents, logos, trade names, brands and other works produced by the Director will be
owned solely byhe Organizationwhichwill have the right to use, reproducer distribute such materisdnd works, or
any part thereof, for any purpose it wishes

12. The Director will not use, reproduce or distribute such material or works, or any part thereof, without the express
written consent of theOrganization

Interpretation
13. This Agreement will be interpreted in accordance with the laws of the ProvirBstish Columbia

General

14. No failure or delay by th®rganizatiorin enforcing any right or remedy in this Agreement will be construed as a waiver
of any future exercise afuch right or remedy.

15. The Parties have sought or obtained, or have had the opportunity to seek and obtain, independent legal advice
concerning the matters in this Agreement, and execute this Agreement knowingly and voluntarily

16. This Agreementonstitutes the sole and entire agreement between the parties, and supersedes any previous
agreements, understandings and arrangements between the parties. Any amendments hereto are enforceable only if
in writing and signed by each of the parties.

17. If anyportion of this Agreement is deemed by any court of competent jurisdiction to be illegal or unenforceable, then
the remaining provisions of this Agreement will remain in full force and effect notwithstanding.

18. TheDirectorherby agrees to abide by the tesrand conditions outlined in this Agreement. To evidence his or her
agreement, the Director has signed this Agreement.

Director

Per: Date
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SCHEDULE A

BOARD OF DIRECTORS DUTIES AND RESPONSIBILITIES

Overview

The Board of Directors of therganizatiorhas the responsibility to manage the affairs of theganizatiorin accordance

with, the Organizatioh sylaviss, and théOrganizatioh s pol i ci es and pr oc e dabDirecwristoaThe ba
represent the interests of th®r g a n i manibéroimdirecting the affairs of tH@rganizatiorand todo so within the

law. Specifically, Directors will have the following additional responsibilities and duties:

General

a) Actreasonably, prudently, in good faith and with a view to the best interests ddtganizatiorand its members.

b) Place the interests of th®rganizatiof i r st and not use one’s position as

c) Act within the scope ofhe governing policies of th®rganizationand within the scope of other laws, rules and
regulations that apply to th©rganization

d) Keep theOrganizatioh Isusiness private and not discuss certain matters with people outsi@rgdnizatiorunless
with prior approval of the Board of Directors.

e) Support the decisions of the Board of Directors, even if they may not personally agree with the decisions and might
not have voted to support the decision.

f) Act as a member of a designated committee as appointethéyBoard of Directors.

g) Keep all appropriate individuals and committees informed as required through normal reporting and communication
channels.

h) Perform such other duties as may from time to time be established by the Board.

i) Actin a manner that promotes positive and professional public image.

i) Devote their full time and attending duringo | u n lhoereto tee’ business and interests of tDeganization

k) Schedule volunteer hours in order to accommodate the changing needs drfenizationwhich may reguire
evening and weekend work.

Meetings
a) Attend and properly prepare for meetings.
b) Provide all required reports to the Board in written form as required.
¢) Ensure minutes of meetings are accurate and correct.
d) Ensure that minutes of meetings reflect abstemt$ from votes, votes for and votes against motions.
e) Declare any real or perceived conflict of interest with respect to an issue when the issue first arises and not vote,
participate in or influence the decisiemaking process.
f)  Ensure any such disclosaref conflict are recorded in the meeting minutes.

Finances
a) Review regularly the financial reports of teganization
b) Approve and monitor th®©rganizatioh s budget .
¢) Ensure the performance and completion of an annual audit oQhganizatioh s f i nances.
d) Inform themselves who is authorized to sign cheques and for what amount.
e) Supervise the management and the disbursement of funds oCtiganization
f)  Comply with theOrganization Binancial Policy.

Contracts
a) Ensure that all contracts th@rganizatiorenters into are carefully reviewed by staff or by counsel.

Planning
a) Develop, implement, monitor and evaluate t@¥ganizatioh s st r at egi c pl an.

Personnel
a) Ensure thedrganizatiordevelops a cleadduman Resources Polayd ensure thatinystaff evaluations are
performed at least annually or as required by the policy.
b) Ensure that all staff and volunteer positions have written job descriptions and agreements.
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b) Ensure thee are suitable screening measures in place for those staff and volunteer positions that involve interaction
with youth or other vulnerable persons in unsupervised settings.

Policy
a) Review and adhere to th@rganizatioh lsylaws, policies angrocedures.
b) Undertake to update oubf-date bylaws, policies and procedures or to create new ones.

Insurance
a) Ensure theOrganizatioh s obt ai ns adequate insurance.
b) Become familiar with th®©rganizatioh s i nsur ance policies and the scope o

SECTION VI — MEETINGS OF THE MEMBERS

Types of Meetings
AnnualGeneraMeetings of theMembers of the organizatioprovide Memberswith an opportunity to give input in the
operation of the organization.

AnnualGeneralMeetings also provide an opportunity fdfembersto move motions, suggest resolutions, appoint the
auditor, or make amendments to the organizati onGeserabyl| aws
Meeting, but theMembers(provided theysubmit the motion with enough notice&an move their own motions too.

Organizations can ashave Special Meetings of theelhbers, which can be called by a specific numbéieibersas

specified in the bylaws or by the Board, with proper notice toMembers Special Meetings can generally only address
business for which the meeting was called. For example, the Board may decide to call a Special Meeting to discuss with the
Membershow it should spend a $10,000 government grant. Once the meeting is beldgit cannot also be usddr

another purpose

Meeting Procedures
Procedures foAnnual General Meetig ar e typically described in the organiz
should be outlined along with a common agenda for the meeting.

Mi nutes of al/l meetings of members should be kept by the
organization indefinitely and the minutes of the previous AnrBaheralor Special Meeting should be approved at the

beginning of the newneetingPart s of a meeting may be held ‘in camera’
di scussing material sensitive to an i neiavrieduwd!| aore d¢gry@u jc.a
to finances (salary for stafemployment,and biddingfor an event) or discipline (of a Director or Member). Local
organizationshouldr ar el y n eceadmetroa’g od u'riinng a meeti ng, but these morm
the meeting. The Secretary should cooéameuve’ tboukmeipasmenui

minutes should not be publicly availalbdnd should be stored separately.

If the bylaws are silent on specific or unusual meeting procedures the organization should refer to a book on parliamentary
procedure. The organization should reference this book in its bylaws and at least one Ditentlot be familiar with its

content or have a copy at the meeting. The two most common parliamentary procedure book2aieS NIl Qa wdzf Sa 2
andCall to Ordeby Herb Perry.

Meeting Agenda
A meeting of the Members should have its agenda determinediVamace and distributed to the Members along with the
notice of the meeting. The default meeting agenda coul d

a) Callto order

b) Establishment of quorum

c) Approval of the agenda

d) Approval of minutes athe previous AnnuabkeneralMeeting
e) Presentation and approval of reports
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f) Report ofauditors

g) Appointment ofauditors

h) Presentation obudget

i) Approval of membership dues and related fees
j) Business as specified in the meeting notice

k) Election of new Directors

[) Adournment

Motions

Motions at a meeting can be made in two ways. First, the motion can be made before the meeting (either by the Directors
to be approved by the Members, or by the Members) or the motion can be made during the mdsgpicgllythe

organization will request motions in advance so that they can be included in the notice for the meeting and considered by
the Members prior to being voted on at the meeting. Motions can range from bylaws amendments to requesting the
removal of a Direlor. Some motions require the approval of a majority of Members (Ordinary Resolutions) or the approval
of three-fourths majority of Members (Special Resolutioas)d this would be specified in the bylavwdotions cannot be

made to modify policies or ruldsecause these documents should be considered by the Board or by Committees (see:
Constitution vs. Bylaws vs. Policies vs. Rulgfor a description of howhese documers are separated) and not by the
Members (although Members may have representatives on Committees).

Common motions include:
1. Motion to accept new Bylaws
2. Motion to appoint the auditor
3. Motion to accept the agenda
4. Motion to accept the previous minutes

Motions during a meeting are typically made to amend other motions that are being condidemeorganization may

decide not to permit new motions to be made at a meeting of the Members since proper notice was not provided and
Members have not had an opponity to consider the motionBrand rew motions definitely may not be made at a Special
Meeting of the Members because a Special Meeting can only be used to decide upon matters for which the meeting was
originally called.

SECTION VIl - COMMITTEES

The Board of the Directors of the organization should be empowered, in its bylaws, to create committees of thia&oard
support the operation and function of the organizatid@ommittees act as agents of the Board dwade certain powers
depending on what the Board delegates to each commitfEke Board can establish standing committees antied
committees.

Committees are common for every structure of Board governance $E€ZION Il - GOVERNANCE) but used most heavily
in Policy Boards. When the Board of Directors takes a more stewardship role with the organization, they delegate the
responsibilities for the organization’s policies to staf

Standing Committees (or Committee of the Board)
A standing committee is established once by the Boardisuadtively maintained and consulteftanding committees
usually have dedicated Terms of Reference (how the committee opesatksvhat the committee dogswhich are
reviewed by the Boardstanding committees afwim clubamight include:

1 Human Resources Committee

1 Nominations Committe¢see exampl&@emplate — Nominations Committee Terms of Reference)

1 Finance Committeésee exampl&emplate — Finance Committee Terms of Reference)

Each committee needs a Chair, who is the individual who runs meetings of the committees. The Chair of some committees

may be the Director who is involved with that particular area. For example, the Chair of the Finance Committee would be
t he or g aTneasurartand the Chair of tligompetitionsCommittee might be théleet Director. The President of the
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organization may also be the Chair of a committee (or multiple committees). Committees typically do not appoint their own
Chair. Instead, the Chair oheh committee isisuallyappointed by the Board.

Either the Board or the Chair of the committee can be in charge of populating the committee with individuals who can
contribute to the committee’s mandat e adegendingdneghe The numb
importance and role of the committee. For examglee Finance Committee might be composed of some individuals who

are not directly affiliated with the organization but have skills or experience in financial matters that could benefit the

operation of the committee.

Standing committees meet regularly at the call of the Chair. While the Board of Directors may meet on a regular schedule
(such as once a month), a standing committee may meet irregutatlgh as once a week during the season and natlat
during the offseasonSome committees may need to meet on a shap basis. For example, if therésisua involving a

coach, theHRCommittee may be called to meet within a day. This is one reason why smallerittees are sometimes
preferablebecause they can meet mefrequently and be more responsive and flexible to the needs of the organization.
Like meetings of the Board, meegjs of committees can be held tBlephone or by email, in addition to fat¢e-face.

During committee meetings, the Chair should guidediszussion and steer committee members to making decisions.

Decisions can be made by majority vote. Some organizations may choose not to give the Chair of the committee voting
rights. Also, some organizations may choose to give the Chair a vote to lmetikdhvote of committee members.

Therefore, in some organizations the Chair may have two votes on a decizme on the issue itself, and again if there is

a tie. Committees also must have quorum of committee members in order to make decisionsy,\4gi@iim is a majority

of committeemembers but it can be 1/3! or 2/3 of the committee members present. Committees are not typically

granted the ability to commithe organization to major plans of actiersuch as incurring debt (like by buying equgnt

or resources) or determining a strategic plan for the organization. In these cases, the committee would recommend a
course of action and the Board would decide whether or n

Ad-Hoc Committees (or Operating Committees)

The Board may also establish-ladlc committees. These committees might be established to accomplish a certain task or
fulfil a temporary role. Adhoc committees might not have Terms of Reference so much as they will have a specific mandate
from the Board to completatask. Adhoc committees also usually have an expiration date (a specified clatgon the
compl eti on o f task but may bermameated by thé Board as necessary-hat committees of a local sport
association might include:

Discipline Committee

CompetitionCommittee

Coaches Committee (see exampénplate — Coaches Committee Terms of Reference)

Officials Committee

Sponsorship Committee

TravelCommittee

Awards Committee

=A =8 -8 48 -4 -8 -

Ad-hoc committees may be composed of individuals who can best help the committee accomplish itgithek.
committee meetings would likely be more frequent than standing comemsitheetings but they would follow a similar
structure.

Empowering Committees

Committees act as ageswf the Board of Directors and are given certain powers based on the nature of the committee. For
example, a Coaches Committee may be given the power to engage and dismiss volunteer coaches. Once a committee is
struck and empowered, the Board shouldtake@a duced rol e in the involvement in t
trust the committee to handle its own operation.

The Board can ensure the committees run smoothly by requiring them to hawesT#rReference, which can be created by
the Boardor created by the committee itself arapproved by the Board’he Terms of Referenceoffs) should describe:

1 Mandate—a broad statement of what the committee is empowered to do

1 Key duties-the specific tasks of the committee

1 Authority—the decisions the committee is empowered to make
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Composition-the number of committee members and how they are appointed

Meetings— how many meetings of the committee, who chairs the meetings

Resources-what the Board will provide the committee (i.e., staffpport or financial resources)
Reporting—who the committee reports to (usually the Board or a specific Director)

Approval and Reviewwho approves the TOR and how often it is reviewed

= =4 =4 -8 -

Executive Committee

AnExecutive Committee often existsdlubsthat have larger Boards of Directors that meet on a monthly bAsis.

Executive Committee, which typically consists of the Officers of the organizations (the President, Vice President, Secretary,
and Treasurer), can be established to meet in between meetihtse Board and empowered to handle issues of urgency

or emergency. The Board can also delegate other functions to the Executive Committee such as communicating with the
municipality, answering correspondence, or handling risk management issues. ThetEkee e Commi tt ee can ¢
Board’ and be flexible enough to address issues quicklIly.
the Executive Committee so that the n@fficer Directors do not feel marginalizedfeel that the Executive Committee is

making all the major decisions.

NB this is primarily for reference and information only, Boards with an Executive Committee structure are not
recommended for Swim BC clubs
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Template — Nominations Committee Terms of Reference

“Organization” refers to:

Nominations Committee
The Nominations Committee is a committee of the Board of@inganization|t is responsible
for ensuring, on a continuing basis, that tBeganizatioh Board is composed of qualified an
skilled persons capable of, and committed to, providing effective governance leadership
Organization
TheCommittee will perform the following key duties:

Mandate

1 Seek, identify and recruit qualified individuals to stand for election as Dire€fars
addition to seeking candidates through the usual networking channels within the
club, the Committeemayalso issue aopen call for nominations through
promotional efforts including, but not limited to, press releases,@he g ani z a
website, other online services where suitable, and advertisemeritscad

newspapers.

1 Ensure that candidates for election meet the fieations to serve as a Director, an
have fulfilled any additional requir
and Attachment * B’

1 Communicate directly with each candidate to discuss the roles, responsibilities &
expectations of a Director

1 Promote a balance in the composition of the Board by recruiting candidates from
Key Duties different sub-sections of the club or community

1 Promote diversity of the Board in relation to gender, age, language, ethnicity,
professional backgrounds, and personal expeces.

1 Have regard to the specific and desired competencies required on the Board as
whole in soliciting nominations.

1 Oversee all aspects of the election procedures leading up to and at the Annual
GeneralMeeting, including identifying anenforcing specific timelines and any othe
administrative requirements.

1 Where appropriate, identify individuals for future nomination as Directors and
maintain this information for use by future Nominations Committees.

9 Carry out these duties in a mannemthencourages a lonrgerm view of the
Or g a ni keadership needs, as well as Board succession planning.

1 Such additional duties as may be delegated to the Committee by the Board from
to time.

The Committee will exercise its authority in accordance withGheg a n i Bydatvs aoch ’
such additional provisions as are set out in this TerniReférence anavill do so without
interference from theOr g a n i Baatd bretaff. s

To be eligible to bld office as a Director, an individual must meet the requirementbef
Provincialagimu st sati sfy any further requiremg

Authority compl ete a Candidate Qualification Form
No member of theNominations Committee may be seeking office in the election. The
Nominations Committee will finalize nominations at least 60 days before the AGararal
Meeting and will circulate same to members not less than 45 days before the ABanatal
Meeting.
The composition of the Nominations Committise
Composition 1 A former President

1 Two individuals appointed by tHgoard
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Members of the Committee will serve terms of one year, which may be renewed by the B
to a maximum of three consecutive terms.

The Committee will meet by telephone or in person, as required, with meetings held at th

Meetings | call of the Chair.

The Committee will receive the necessary resources fronOttganizatiorto fulfill its
Resources mandate. The Committee may, from tinb@time, request and receive administrative suppo

from the Organization

As a standing committee of tHarganizationthe Committee operates indepdently of
Reporting management and the Boarétatus reports at a meeting of the Board, or faports at a

meeting of the Members, shall be presented by the Chair.

Approval and

The Board will review these Terms of Reference on a regular basis, with input from the

Review Committee as required.
Supporting or rejecting a candidate Director vags a simple majority of Committee
Other members. Should any Committee member be interested in being nominated as a Directd

or she shll resign from the Committee.
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Attachment “A”

QUALIFICATIONS AND CORE COMPETENCIES OF ELECTED DIRECTORS
A Directorshall fulfill all requirementsf the provincial actshall bea resident of Canada, arsthall beof legal age.

Directors of theOrganizatiorcommit themselves to ethical, businesslike and lawful conduct, including proper use of
authority and decorum when acting &srectors Accordingly, Directors must be able to representonflicted loyalty to

the interests ofalt h e Or g amembkes.(Thiscaccbustability supersedes any conflicting loyalty such as to advocacy or
interest groups, and membership on other boards. It also supersedes the personal interest of any Director acting as a
participantint h e Or g aserviesaahaviogia'fasily member who is a participanttheOr g a n i Beavicas.on ' s

Directors will be recruited based upon their demonstrated ability to contribute significantly to the leaderghgp of
Organizatiorand to fulfill their statutory fiduciary responsibilitieshe core competencies that ideally will be reflected in
the Board as a whole are:

1 Knowledge of strategic and business planning;
1 Human resources management expertise;
1 Legal and risk management expertise;
9 Business and corporate experience, includirgegtise in financial management; and
1 Demonstrated leadership skills in the rprofit sector or other endeavours.
Al'l candidates for election as a Director wil/l compl ete
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Attachment “B”

CANDIDATE QUALIFICATION FORM
This form must be submitted to tli@rganizatiorby the date of

This form is to be completed by any person nominated for election as a Director widrtfamization To be eligible for

nomination a person must:

1 Be oflegal age
i Be aresident of Canada

i Have the endorsement of the Nominations Committee

Name of Candidate:

Address:

Phone Number(s):

Email Address:

1. Please provide a brief summary of your experience in swimming.

2. Please provide a brief summary of your experience in associations engaged with swimming.

3. Please provide a brief summary of any previous experience with the Organization.

4. Please provide a brief summary of your experience with other voluntary or community organizations.

5. Please highlight additional skills or competencies that would contribute to the effective leadership and governance

of the Organization

as a candidate for election as a Director

Signature Date
Candidate Endorsement

The Nominations Committee hereby endorses

with the Organization

Chair of Nominations Committee (Name) Signature

Date
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Template — Finance Committee Terms of Reference

“Organization” refers to:

Finance Committee

Mandate

The Finance and Audit Committee is a standing committee of the Board @fganization It
is responsible for oversight related to corporate auditing and report, financial policies and
strategies, andinancial risk management.

Key Duties

The Committee will perform the following key duties:

Advise theBoard on compliance with legal and regulatory requirements.

Determine the adequacy of th@r g a n i mterhal fimancias controls and

procedures for financial reporting to the Board, Members, and funding agencies.

1 Develop and oversee the implementation of financial policies to safeguard the
Or g a ni asadtsiamdmevesiue streams.

1 Review and approvéne scope of the annual audif any) or yeaend Financial
Statements

1 Ensure that any problems, issues or concerns raised by the auditor are promptly|
satistctorily addressed by the Board.

1 As required, receive reports and advise the Board on any nahgovernment

investigation, litigation, contractual dispute, or legal matter.

Advise the Board on risk management and insurance policies and programs.

Work with staff to review and assebadgets andadvise on budget

recommendations to the Board.

1 Provide expertise to enhance the quality of Board discussion on financial matters
facilitate effective Board financial decisiomaking.

9 Additional duties as may be delegated to the Committee by the Bivand time to

time.

f
f

The Committee will have the authority to conduct investigations and to retain, with the
approval of the Board and at the expense of Drgyanizationthe services of outside
resources, including legal counsel or other experts.

Authority

The Committee will exercise its authority in accordance with the Bylaws and such additig
provisions as are set out in this TermSRafference anavill do so without interference from
the Board.

The Committee is a limited agent of the Board in rielato auditmatters andis an active

advisor to the Board on all other financial matters. The Committee, with approval from th
Board, may establish setmmmittees to deal with specific issues in relation to the mandatg
the Committee.

Composition

The Committee will be composed of the Treasurer (who will Chair the Committedyvarid
three additional persons who are appointed by the Board atAhaual General Meetingr at
a meeting of the Board. At least one member of the Committdi(gtiould)be a CA, CGA,
CMA or its equivalenbr will be financially literate as interpreted by the Board in its busine
judgment.

Members of the Committee will serve terms of two years, which may be renewed by the
Board.

Meetings

TheCommittee will meet as required. Meetings will be at the call of the Chair.
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The Committee will receive the necessary resources fronQifganizatiorto fulfill its
mandate. The Committee may, from time to time, receive administrative support from thqg

Resources Organization
As a standing committee of tH@rganizationthe Committee operates indepdently of
Reporting management and the Boarétatus reportat a meeting of the Board, or full reports at a

meeting of the Members, shall be presented by the Chair.

Approval and
Review

The Board will review these Terms of Reference on a regular basis, with input from the
Committee as required.

Other

The provigins of the Bylaws as they relate to the Finance Committee will also apply.
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Template — Coaches Committee Terms of Reference

“Organization” refers to:

Coaches Committee

The Coaches Committee is @perating committee of th@rganizationlt is responsible for
the guidance and direction of th@r g a n i National €ornches Certification Program
(NCCP), which is the recognized national standard for coach training and certification in

M . .
andate Canada, delivered through NCCP workshops that are designed to meet the needs of all {
of coaches.
TheCommittee will perform the following key duties:
1 Budget submissions, program planning, and the development of technical mater
for coaches.
1 Establish the minimumtandards of coach certification
Key Duties 1 Communicate with coaching coordinators from member asgimeis.
1 Assist with the development of program delivery.
1 Oversee coaching registration
1 Submit recommendations related to coach development, certification, and progra
delivery.
The Committee is an advisor to the Board on matters relatetbching. The Committee,
. with approval from the Board, may establish stdommittees or Task Forces to deal with
Authority U . . .
specific issues in relation to the mandate of the Committee.
The Committee will be composed of the followingividuals:
- 1 Coaches Chair (appointed by the Board)
C t o . .
omposition 9 Other individuals appointed by the Board, as appropriate
The Committee will meet by telephone or in person, as required. Meetings will be at the (
Meetings the Chair.
The Committee will receive the necessary resources fronOifganizatiorto fulfill its
mandate. The Committee may, from time to time, receive administrative support from the
Resources .
Organization
The Committee will report at every meeting of the Boardl will submit a written report at
Reporting every meeting of the Members.

Approval and
Review

The Board will review these Terms of Reference on a regular basis, with input from the
Committee as required.

Other

The provisions of the Bylaws as threjate to the Coaches Committee will also apply.
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SECTION Vill - COMPLAINT MANAGEMENT

If a Member has a complaint about the operation of the organizatoabout another Mmberor Employedhere arefew
obvious mechanisms by which taemplaint can be resolved. Thegkhber may not want to complain to the Board because
of a perception of conflict of interest, or because the complaint might be about a DirectoM@&imdermay feel there is
nopossiblee s ol uti on and Kenba Aoeeatiag distpust or bliscemfort throughout the organization.

The first and best way to resolwembercomplaints and issues is through mediation. Sheondbestway to resolve
Membercomplaints is through a fornidearing process. Both of these mechanisms should be described in policies created
by the organization.

Receiving a Complaint

Eachorganizatiormust have alear procedure for reporting a complaint. Complaints can range from criticizing possible

mi sspending of the organization’s funds to an issue with
how anycomplaint can be addressed.

TheSport Dispute Resolution Centre of Canada (SD&®@s an administrator of disputggimarily for national sport
organizationsThe SDRCC published a brochuseful for all types of organizatioiisicluding local clubs) i t Maénd

Causes of Disputes and Prevention Strategies: A must for sport administratdarsh at r evi ewed f i ve comr
disputes and suggesteigbs/solutionsfor avoiding each dispute:

CauseComplainanperceivesan injustice
1 Clear, welfounded, fair and transparent decisianaking process
1 Respect of the principles of natural justice (impartiality and the right to be heard)
1 Clear policy on conflicts of interest
CauseDecisionmaker in conflict of interest
91 Clear policy on colitts of interest
1 Control mechanisms / approval involving several individuals
1 Decisions compliant with policies and rules
CauseDecisionmaker without proper authority or competence
1 Decisions compliant with policies and rules
1 Responsibilities matching kmdedge/skills
I Training of volunteers
CauseDecisioamaker unfamiliar with policy or misinterpreting it
9 Training of volunteers
1  Welkwritten policies
1 Communication of policies
CauseDecisioamaking inconsistent over time
1 Transition process arkhowledge transfer
1 Welkkept minute books
91 Archiving of documentfl]

A running themehroughoutthe SDRCC tips is thecommendation that sport organizations uappicable and well
written policies Policies are needed to guideth the organization and the emberstoward a fair process for resolving a
dispute.

[1] Adapted fromMain Causes of Disputes and Prevention Strategies: A must for sport adminigitditished by the CRDSC SDRCC and
accessible alttp://tinyurl.com/SDRCCresource
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Policies

Template — Dispute Resolution Policy.

A DisputeResolutionPolicy should describe to wimthe Memberwould report the dispute or complaint, and what process

should be attempted first to mediate or resolve the dispute informdlsh e pol i cy shoul d be posted
website and everjembershould know that it exist<Clubswill want to designate a volunteer or Director to act as the

point of first contact whenever Blemberhas a disput®r complaint This person must act independent from the Board of
Directors (hich ismore difficult when the person is a Director, but not impossible) and be able to guide both parties

toward a resolution withoutneeding to have hearing.

For example, a parent may have a complaint that a coach is not providing suffégebiack or instructiomo a swimmer.
The parent would report the complaint the designatedndividual, who would decide the best procedure to resolve the
situation. Depending on the circumstances, the coach might be approached independently, the parent might be
encouraged to reach out tdhe coach, or both parties could be asked to sit down with a thady mediator.The
designated individual would be guided in this process byDtispute Resolution Policy

If mediation failed to resolve the dispute informally, the organization can tilecdispute to a formal hearing process.

This process is explained in themplate — Discipline and Complaints Policy. This policy involves a neutral thipdrty to

serve as Case Manager and this person can be a volunteer or someone hired by the orgahiatdldy, the Case
Manager’'s first duty is to decide if tgh®mavetowaldalearing. or di
Some minor issues will be dismissed at this point in the process. But if the complaint or dispute is to move foevard, t

policy also involves a né&al third-party to serve as a Panel. Thisrson can also bewwlunteer,or someone hired by the
organization, but should have experience in dispute resolution and no appearance of bias when making the final decision.
Importanty, deci si ons are not designed to ‘please evethgone
parties’ positions but often t he dibputorallowthe compldintoréisputcher be
and provide a remedy (not necessarily the remedy requested by the complainant).

Complaints or disputes that are submittedl be handled under th®iscipline and Complaints Polgfyould be clear about
the following:

1. The party making the complaint / submitting the dispute

2. The party being complained about / who made the decision being disputed

3. The reasons for the complaint / ghigte

4. The suggested remedy (what the party wants)

If the decisioamaking process was handled improperly there might be cause for one of the parties to appeal the decision
under the terms of t h ademplatex-AppealPality.iNotevery orgamzatierawill havedn appeal.

policy or desire to handle appeals on its own. There may be a role fatiubéo coordinate withSwim B&nd have then

hear any appeals of | ocal organi zatiombmhl eéegiroiuonds. $Sdielklr
policy). One party may not appeal a decisgimplybecause they did not like it.

Jurisdiction

All parties, in fact aMembersof the organization, must be aware that they are under the jurisdiction of the organization
and are bound by t h-eprovidedthesa decasibns arenmade fairlg and vgith due pocess. Sport
organi zati ons awhiehmeasthathey ace emnpowebed to detesnine their own rules for membership,
to determine criteria for membership (like paying a fee), and to discipiamberswhen thoseMembersdo not meet
certain obligations. In return, thlembersdetermine the purpose andbjectives of the organization, approve
amendments to bylaws, and elect Directors.

Members of the organization therefore, by agreeing to becdvteambers alsoagree to also abide by the organizations
bylaws, policies and procedurdsmay come as a surprise to softembersthat they can be disciplined or fined by the
organization- but provided the policies allow for it, and it is done fairly and with due process, it is a possibility.

Depending on what t hyandwhat thehbylans Swim BGay, aemberoheslocad sport

organization may al so Beim8CThenmans thattbherindigidual is &sp unser thegjurigdictioro f
of the provincial organizatiorswim B@nay get involved in comaints or disputes of particular seriousneasd obviously
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whereissues involving the application of tiSsvim BQules onto the local associati@re involved Rarely doeSwimming
Canadabecomeinvolved in a local association matter but it could be argtied they have jurisdiction as well.

Code of Conduct and Ethics

One of the main ways in which individual members will fe
t he or g aGodeofeConductrahdsEthiTemplate — Code of Conduct and Ethics. TheCode of Conduct and Ethics

describes how individuals are expected to act as representatives of the organization. All individuals must agree to certain
behaviour standards and, further, additial behaviour standards depending on their role with the organization (i.e., as an
athlete, coach, Director, official, etc.). Even parents of athletes are expected to behave within a certain standardsat event

and towardscoaches or other organizatiorpresentativesimportantly, Membersare also expected to meet behavioural
standards even when acting outside of organization activities. ThaMgnaber can be disciplined by the association for

failing to follow theCode of Conduct and Ethatsschool, awork, or online.

NB¢ Swim BC recommends ctuadopt the Swim BC Code of Conduct and Ethics Policy position of not including a separate
section for Coach Code of Conduct, but rather adopt via Board motion the CSCTA Code of Conduct. THevelgo$ all
governance with a singular Code and provides a better mechanism for interpretation at albfestgisiming governance

and administration.
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Template — Discipline and Complaints Policy

“Organization” refers to: ____ .~~~
Definitions
1. The following terms have these meanings in this Policy:
a) G/ I as alkanir@i@dud appointed by the Organization to administer Miscipline and Complaints
Policy The Case Manager does not need to be a member of, or affiliated witlQripenization
b) “Complainant —The Party alleging an infraction
c) “Responderit—The alleged infracting Party
d) “Day$ —Days including weekends and holidays
e) LYRADGAROA f @ategories of member shi p asdwelfas alleindlividuals t he
employed by, or engaged in activities withe Organizatiorincluding, but not limited to, athletes, coaches,
convenors, referees, officials, volunteers, managers, administrators, committee members, Directors and
Officers ofthe Organization spectators at events, and parents/guardians of athletes

Purpose
2. Individuals are expected to fulfill certain responsibilities and obligations including, but not limited to, complyingewith th
Organizatoh s pol i ci es, B ytibna,varsdCoder ofi Coadsict and Ethi¢sorecgnopliance may result in

sanctions pursuant to this Policy.

Application of this Policy
3. This Policy applies to all Individuals.

4. ThisPolicyappligso matter s that may ar i s ebusiness,actigties ancevents inciuging, o f
but not limited to,competitions, practices, tryouts, training camps, travel associated @itienizatioractivities, and
any meetings.

5. ThisPolicyalso appliestd ndi vi dual s’ theoQrgdnizatiph so ult uiss idree sosf, activities,
conduct adversely affects relationships witlire Organizatiorfand its work and sport environment) and is detrimental
to the image and reputation ahe Organization Such applicability will be determined bye Organizatiorat its sole
discretion.

6. This Policy does not prevent immediate discipline or sanction from being applied as reasonably required. Further
discipline may be applied according to this Policy. Any infractions or complaints occurring within competition will be dealt
with by the procedres specific to the competition, if applicable. In such situations, disciplinary sanctions will be for the
duration of the competition, training, activity, or event only.

7. An employee of the Organization who is a Respondent will be subject to approplistiplinary action per the

Or gani HarnanResoureesPolicy as wel |l as the employee’s Empl oyment
result in a warning, reprimand, restrictions, suspension, or other disciplinary actions up to and includingation of
employment.

Reporting a Complaint
8. Any Individual may report any complaint to the Organization. A complaint must be In Writing and must be filed within
fourteen (14) days of the alleged incident.

9. A Complainant wishing to file a complaint outside of the fourteen (14) day period must prawditten statement
giving reasons for an exemption to this limitation. The decision to accept, or not accept, the complaint outside of the
fourteen (14) day period will be at the sole discretion of the Organizalibis decision may not be appealed.

100AA the Organization’s discretion, the Organization may
the terms of this Policy. In such cases, the Organization will identify an individual to represent the Organization.
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11. Resignation or lapsg of membership after a complaint is filed does not preclude discipline being pursued under this
Policy.

Case Manager
12. Upon the receipt of a complaint, th@rganization will appoint a Case Manager to oversee management and
administration of complaints suhitted in accordance with this Policy. Such appointment is not appealable.

13. The Case Manager has a responsibility to:
a) Determine whether the complaint is frivolous and/or within the jurisdiction of this Policy
b) Propose the use DisputetRboritioORolica ni zati on’ s
c) Appoint the Discipline Panel, if necessary
d) Coordinate all administrative aspects and set timelines
e) Provide administrative assistance and logistical support to the Discipline Panel as required
f)  Provide any other service or support thaty be necessary to ensure a fair and timely proceeding

Procedures
14. If the Case Manager determines the complaint is:
a) Frivolous or outside the jurisdiction of this Policy, the complaint will be dismissed immediately
b) Not frivolous and within th@urisdiction of this Policy, the Case Manager will notify the Parties that the complaint
is accepted and of the applicable next steps

15, The Case Manager’'s decision to accept or dismiss the
16. The Case Manager will establistdaadhere to timelines that ensure procedural fairness and that the matter is heard in
a timely fashion.

17. After notifying the Parties that the complaint has been accepted, @ase Managewill first propose using the
Or g a ni Diaputé Reroluton Pojiwith the objective of resolving the dispute. If the dispute is not resolved or if the
parties refuse to use thBispute Resolution Poliahe Case Manager wippoint a Discipline Panel, which shall consist
of a single Adjudicator, to hear ttommplaint. In extraordinary circumstances, and at the discretion of the Case Manager
a Discipline Panel of three persons may be appointed to hear the complaint. In this event, the Case Manager will appoint
one of the DisciplinegheRBminel ' s members to serve as

18. TheCase Managetin cooperation with the Discipline Panel, whkn decide the format under which the complaint will
be heard. This decision may not be appealBt format of the hearing, which may involve direct communication with
the Partes, an oral irperson hearing, an oral hearing by telephone or other communication medium, a hearing based
on a review of documentary evidence submitted in advance of the hearing, or a combination of these methods. The
hearing will be governed by the predures that the Case Manager and the Discipline Panel deem appropriate in the
circumstances, provided that:
a) The Parties will be given appropriate notice of the day, time, and place of the hearing, in the case of an oral in
person hearing or an oral hearihg telephone or other communication medium
b) Copies of any written documents which the parties wish to have the Discipline Panel consider will be provided
to all Parties, through the Case Manager, in advance of the hearing
c) The Parties may be accompanied by a representative, advisor, or legal cautiset own expense
d) The Discipline Panel may request that any other individual participate and give evidence at the hearing
e) TheDiscipline Panahay allow as evidence at the hearing any oral evidence and document or thing relevant to
the subject matter of the complaint, but may exclude such evidence that is unduly repetitious, and shall place
such weight on the evidence as it deems appropriate
f) Thedecision will be by a majority vote of the Discipline Panel

19. If the Respondent acknowledges the facts of the incident, the Respondent may waive the hearing, in which case the
Discipline Panel will determine the appropriate sanction. The Discipline Payestill hold a hearing for the purpose of
determining an appropriate sanction.

20. The hearing will proceed in any evemtven ifa Party chooses not to participate in the hearing.
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21. If a decision may affect another party to the extent that the other parbuld have recourse to a complaint or an appeal
in its own right, that party will become a Party to the current complaint and will be bound by the decision.

22. In fulfilling its duties, the Discipline Panel may obtain independent advice.

Decision

23. After hearing and/or reviewing the matter, the Discipline Panel will determine whether an infraction has occurred and,
if so, the sanctions to be imposed. Wi thin fourteen (1
decision, withreasons, will be distributed to all Parties, the Case Manager, andDtiganization In extraordinary
circumstances, the Discipline Panel may first issue a \

the full written decision to bessued before the end of the fourteen (14) day period. The decision will be considered a
matter of public record unless decided otherwise by the Discipline Panel.

Sanctions
24. The Discipline Panel may apply the following disciplinary sancsorgjlarly or in combination:
a) Verbal or written reprimand
b) Verbal or written apology
c) Service or other contribution to th®rganization
d) Removal of certain privileges
e) Suspension from certain teams, events, and/or activities
f) Suspension from aldbrganizatio activities for a designated period of time
g) Withholding of prize money or awards
h) Payment of the cost of repairs for property damage
i) Suspension of funding from th@rganizatioror from other sources
j) Expulsion from thé®rganization
k) Any othersanction considered appropriate for the offense

25. Unless the Discipline Panel decides otherwise, any disciplinary sanctions will begin immediately, notwithstanding an
appeal. Failure to comply with a sanction as determined by the Discipline Panel wilimesuhutomatic suspension
until such time as compliance occurs.

26. Infractions that result in discipline will be recorded and records will be maintained b@ridpnization

Suspension Pending a Hearing

27. The Organizatiomay determine that an alleged imt&nt is of such seriousness as to warrant suspension afdividual

pending completion of a criminal process, the hearing, or a decision of the Discipline Panel.

Criminal Convictions

28. An | n d i convictionddr aCsminal Codeffense, as determinetly the Organization, will be deemed an infraction
under this Policy and will result in expulsion from the Organizat@riminal Codeffences may include, but are not
limited to:

a) Any child pornography offences

b) Any sexual offences

c) Any offence of physicaiolence

d) Any offence of assault

e) Any offence involving trafficking of illegal drugs

Confidentiality

29. The discipline and complaints procem® confidential and involves only the Parties, the Case Manager, the Discipline
Panel, and any independent advisors to the Discipline Panel. Once initiated and until a decision is released, none of the
Parties will disclose confidential information relatitgthe discipline or complaint to any person not involved in the
proceedings.

Timelines
30. If the circumstances of the complaint are such that adhering to the timelines outlined by this Policy will not allow a timely
resolution to the complaint, th®iscipline Panel may direct that these timelines be revised.
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Records and Distribution of Decisions
31. Other individuals or organizations, includidmt not limited to, national sport organizations, provincial sport

organizations, sport clubs, etc., may beviséd of any decisions rendered in accordance with this Policy.

Appeals Procedure
3z2.The decision of the Discipline Panel mMppgal BPokicy appeal ed i
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Template — Dispute Resolution Policy

“Organization” refers to

Definitions
1. The following term has this meaning in this Policy:

a) “LYRA@GARIJI fidgt egories of member shi paswebdsalrndiddudlsn t he
employed by, or engaged in activities withe Organizationncluding, but not limited to, athletes, coaches,
convenors, referees, officials, volunteers, managers, administrators, committee members, and Directors and
Officers ofthe Organization

Purpose

2. The Organizatiosupports the principles of Alternate Dispute Resolution (ADR) and is committed to the techniques of
negotiation, facilitation, and mediation as effective ways to resolve disputes. Alternate Dispute Resolution also avoids
the uncertainty, costs, and otheregative effects associated with lengthy appeals or complaints, or with litigation.

3. The Organizatioencourages all Individuals to communicate openly, collaborate, and use pretaing and
negotiation techniques to resolve their differenc@he Orgarrationbelieves that negotiated settlements are usually
preferable to outcomes resolved through other dispute resolution techniques. Negotiated resolutions to disputes with
and among Individuals are strongly encouraged.

Application of this Policy
4. This Paty applies to all Individuals.

5. Opportunities for Alternate Dispute Resolution may be pursued at any point in a dispute when all parties to the dispute
agree that such a course of action would be mutually beneficial.

Filing a Dispute

6. Anylindividualmay fle a dispute with the Organization. The dispute must be in writingsignoed andnust be filed
within fourteen (14) days of the alleged incident or decisidnonymous disputes may be accepted at the sole
discretion ofthe Organization

7. A dispute filedbutside of the fourteen (14) day period must provide a written statement giving reasons for an
exemption to this limitation. The decision to accept, or not accept, the dispute outside of the fourteen (14) day period
will be at the sole discretion of the @anization This decision may not be appealed.

Facilitation and Mediation
8. The dispute will first be referred tine Organizatohn s Pr esi dent (or designate) for
resolving the dispute via Alternate Dispute Resolution and/or iatéh.

9. If all parties to a dispute agree to Alternate Dispute Resolution, a mediator or facilitator, acceptable to all parties, shal
be appointed to mediate or facilitate the dispute.

10. The mediator or facilitator shall decide the format under which the dispute shall be mediafedilitated andshall
specify a deadline before which the parties must reach a negotiated decision.

11. Should a negotiated decision be reached, the decisior bbaleported to, and approved by, the Organization. Any
actions that are to take place as a result of the decision shall be enacted on the timelines specified by the negotiated
decision, pending the Organization’s approval

12. Should a negotiated decisiomhbe reached by the deadline specified by the mediator or facilitator at the start of the
process, or if the parties to the dispute do not agree to Alternate Dispute Resolution, the dispute shall be considered
under the appropriate section of the Organiza oDistigdine and Complaints Policy

13. The costs of mediation and facilitation will be shared equally by the parties.
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Final and Binding
14. Any negotiated decision will be binding on the parties. Negotiated decisions may not be appealed.

15. No action or legbproceeding will be commenced against the Organization dndividualsin respect of a dispute,

unless the Organization has refused or failed to provide or abide by the dispute resolution processes set out in its
governing documents.
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Template — Appeal Policy

“Organization” refers to: ____ .~~~
Definitions
1. The following terms have these meanings in this Policy:
a) “Appellant —The Party appealing a decision
b) “Responderit—The body whose decision is being appealed
c) “Parties —The Appellant, Respondent, and any other Individuals affected by the appeal
d) “Day$ —Days irrespective of weekend and holidays
e) “LYRA@GARINI fidgt egories of member shi paswebdsalrndiddudlsn t he
employed by, or engaged in activities withe Organizationncluding, but not limited to, athletes, coaches,
convenors, referees, officials, volunteers, managers, administrators, committee members, Directors and
Officers ofthe Organization spectators at events, and parents/guardians of athletes

Purpose

2. The Organizatiors committed to providing an environment in which all Individuals involved théhOrganizatiorare
treated with respect and fairnes$heOrganizatiorprovides Individuals with thi&ppeal Policyo enable fair,
affordable, and expedient appeals of certain decisions madbhédprganizationFurther, some decisions made by the
process outlined ithe Organizatioh Biscipline and ComplainBolicymay be appealed under this Policy.

Scope and Application of this Policy

3. This Policy applies to all Individuals. Any Individual who is directly affbgttte Organizatiordecision shall have the
right to appeal that decision; provided thereane 8 f i ci ent grounds for the appeal u
section of this Policy.

4. This Policwill apply to decisions relating to:
a) Eligibility
b) Selection
c) Conflict of Interest
d) Discipline
e) Membership

5. This Policwill not apply to decisions relating to:

a) Employment

b) Infractions for doping offenses

c) The rules of the sport

d) Selection criteria, quotas, policies, and procedures established by entities other than the Organization

e) Substance, content and establishment of team selection criteria

f)  Volunteer/coach appointments and the withdrawal or termination of those appointments

g) Budgeting and budget implementation

h) The Organization’s operational structure and commi:t

i) Decisions or discipline arising within the business, activitieayents organized by entities other than the
Organization(appeals of these decisions sHadl dealt with pursuant to the policies of those other entities
unless requested and accepted by the Organizadibits sole discretion)

i) Commercial matters for whicanother appeals process exists under a contract or applicable law

k) Decisions made under this Policy

Timing of Appeal
6. Individuals who wish to appeal a decision have seven (7) days from the date on which they received notice of the
decision to submit, in viting to the Organization, the following:
a) Notice of the intention to appeal
b) Contact information and status of the appellant
c) Name of the respondent and any affected parties, when known to the Appellant
d) Date the appellant was advised of the decision beingealed
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e) A copy of the decision being appealed, or description of decision if written document is not available
f)  Grounds for the appeal

g) Detailed reasons for the appeal

h) All evidence that supports these grounds

i) Requested remedy or remedies

i) An administrationée of one hundred dollars ($100)

7. An Individual who wishes to initiate an appeal beyond the seven (7) day period must provide a written request stating
the reasons for an exemption. The decision to allow, or not allow, an appeal outside of the seveng{@&jidd will be
at the sole discretion of the Case Manager and may not be appealed.

Grounds for Appeal
8. A decision cannot be appealed on its merits alone. An appeal may only be heard if there are sufficient grounds for
appeal. Sufficient groundaclude the Respondent:

a) Made a decision that it did not have the authority
documents) to make
b) Failed to follow its own procedures (as set out in

¢) Made a decisin that was influenced by bias (where bias is defined as a lack of neutrality to such an extent
that the decisioamaker appears not to have considered other views)

d) Failed to consider relevant information or took into account irrelevant information in ngatkie decision

e) Made a decision that was grossly unreasonable

9. The Appellant must demonstrate, on a balance of probabilities, that the Respondent has made a procedural error as
described in the ‘ Grounds f or Apha& e mayresseraltlyihavehad, 8 t hi s
material effect on the decision or decisiomaker.

Screening of Appeal

10.Upon receiving the notice of the appeal, the fee, and
this Policy), the Orgarafionand t he Appell ant may first determine the
Dispute Resolution Policy

11. Appeals resolved by med Diaputé Resolution Robkeyll caude ¢he ddmigistrationfeatoi on’' s
be refunded to theAppellant.

12. Should the appeal not be resolved by using Eispute Resolution Polighe Organization will appoint an independent
Case Manager who has the following responsibilities:
a) Determine if the appeal falls under the scope of this Policy
b) Determne if the appeal was submitted in a timely manner
c) Decide whether there are sufficient grounds for the appeal

13. If the appeal is denied on the basis of insufficient ground, because it was not submitted in a timely manner, or because
it did not fall under thescope of this Policy, the Appellant will be natified, in writing, of the reasons for this decision.
This decision may not be appealed.

14. If the Case Manager is satisfied there are sufficient grounds for an appeal, the Case Manager will appoint an Appeals
Panel which shall consist of a single Adjudicator, to hear the appeal. In extraordinary circumstances, and at the
discretion of the Case Manager, a Panel of three persons may be appointed to hear the appeal. In this event, the Case
Manager will appointone f t he Panel ' s members to serve as the Chair

Procedure for Appeal Hearing

15. The Case Manager shall notify the Parties that the appeal will be heard. The Case Manager shall then decide the format
under which the appeal will be heard. This decision is at the sole discretion of the Case Manager and may not be
appealed.

16. If a Party hooses not to participate in the hearing, the hearing will proceed in any event.
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17. The format of the hearing may involve an orapirson hearing, an oral hearing by telephone or other electronic
means, a hearing based on a review of documengaiglence submitted in advance of the hearing, or a combination of
these methods. The hearing will be governed by the procedures that the Case Manager and the Panel deem
appropriate in the circumstances, provided that:

a) The hearing will be held within a tirfiee determined by the Case Manager

b) The Parties will be given reasonable notice of the day, time and place of the hearing

c) Copies of any written documents which the parties wish to have the Panel consider will be provided to all
Parties in advance of the heng

d) The Parties may be accompanied by a representative, advisor, or legal counsel at their own expense

e) The Panel may request that any other individual participate and give evidence at the hearing

f) The Panel may allow as evidence at the hearing any oidgese and document or thing relevant to the
subject matter of the appeal, but may exclude such evidence that is unduly repetitious and shall place such
weight on the evidence as it deems appropriate

g) If a decision in the appeal may affect another partytte extent that the other party would have recourse to
an appeal ints own right under this Policy, that party will become a party to the appeal in question and will be
bound by its outcome

h) The decision to uphold or reject the appeal will be by a majentg of Panel members

18. In fulfilling its duties, the Panel may obtain independent advice.

Appeal Decision

19. The Panel shal/l i ssue its decision, in writing and wit
In making itdecision, the Panel will have no greater authority than that of the original deemaler. The Panel may
decide to:

a) Reject the appeal and confirm the decision being appealed
b) Uphold the appeal and refer the matter back to the initial decigitaker for anew decision
¢) Uphold the appeal and vary the decision

20. The Panel's written decision, with reasons, will be distributed to all Parties, the Case Managég @ndanizationin
extraordinary circumstances, the Panel may first issue a verbal or summarysdecon soon after the h
conclusion, with the full written decision to be issued thereafter. The decision will be considered a matter of public
record unless decided otherwise by the Panel.

Timelines
21. If the circumstances of the appeal are such thdhering to the timelines outlined by this Policy will not allow a timely
resolution to the appeal, the Case Manager and/or Panel may direct that these timelines be revised.

Confidentiality

22. The appeals process is confidential and involves only the Pahie€ase Manager, the Panel, and any independent
advisors to the Panel. Once initiated and until a decision is released, none of the Parties will disclose confidential
information to any person not involved in the proceedings.

Final and Binding

23.The decision of the Panel wildl b e Hndividdialsnsgbjeot to the tightofP a r t |
any Party to seek a review of ©ShimB®RSvwmning Ganadasoc8msti on pur
Dispute Resolutio@entre of Canada (SDRCC)

24. No action or legal proceeding will be commenced against the Organizatladigidualsin respect of a dispute, unless

the Organization has refused or failed to provide or abide by the dispute resolution process and/or appeal process as
set out in the Organization’s governing document s.
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Template — Code of Conduct and Ethics

“Organization” refers to:

Definitions
1. The following terms have these meanings in this Code:
a) “L Y RA @|Rdilzbuials émployed by, or engaged in activities wiie, Organizatiorincluding, but not
limited to, athletes, coaches, convenors, referees, officials, volunteers, managers, administrators, committee
members, and Directors and Officerstiogé Organization
b) “Workplaceé - Any place where business or wenddated activities areonducted. Workplaces include but are
not | imited to, t herel@adgazial furctons; wonk assignments outstide, wor k
Or g a ni bpfficesi wonkrelated travel, and workelated conferences or training sessions

Purpose

2. The purpase of this Code is to ensure a safe and positive environment (withine  Or g aprogranast activities, s
and events) by making Individuals aware that there is an expectation, at all times, of appropriate behaviour consistent
with the Organizatioh s re gatuesThe Organizatiosupports equal opportunity, prohibits discriminatory practices,
and is committed to providing an environment in which all individuals are treated with respect and fairness.

Application of this Code

3. This Code applies to Indivica | s dcwrnidruge tt h e bOgingsa, adtivities t andeevehtsincluding, but not
limited to, competitions, practices, tryouts, training camps, travel associatedtwithe Or g aattivides, thé o n
Or g a ni bpffice éndronment, and any eetings.

S

4. An Individual who violates this Code may be subject to sanctions pursutirg @@rganizatioh Biscipline and
Complaints Policyn addition to facing possible sanction pursuanttte Organizatioh Biscipline and Complaints
Policy,an Individual who violates this Code during a competition may be ejected from the competition or the playing
area, the official may delay the competition until the Individual complies with the ejection, and the Individual may be
subject to any additionaliscipline associated with the particular competition.

5. An employee of the Organization found to have engaged in acts of violence or harassment against any other employee,
worker, contractor, member, customer, supplier, client or other third party duringjriess hours, or at any

Organization event, wil/| be subject to appropmHinmmn e di s
Resources Polieys wel | as the employee’s Employment Agreement |
6. This Code also appliestolnd i dual s’ conduct outside of the Organizat.i

conduct adversely affects relationships within the Organization (and its work and sport environment) and is
detrimental to the image and reputation tfie Organizatin. Such applicability will be determined the Organization
at its sole discretion.

Responsibilities
7. Individuals have a responsibility to:
a) Maintain and enhance the dignity and seBteem ofthe Organizatioomembers and other individuals by:

i. Demonstraing respect to individuals regardlesshafdy type, physical characteristics, athletic ability,
age, ancestry, colour, race, citizenship, ethnic origin, place of origin, creed, disability, family status,
marital status, gender identity, gender expressisex, and sexual orientation

ii. Focusing comments or criticism appropriately and avoiding public criticism of athletes, coaches,
officials, organizers, volunteers, employees, or members

iii. Consistently demonstrating the spirit of sportsmanship, sport leadersinigh,ethical conduct

iv. Acting, when appropriate, to correct or prevent practices that are unjustly discriminatory

v. Consistently treating individuals fairly and reasonably

vi. Ensuring adherence to the rules of the sport and the spirit of those rules

b) Refrain fromany behaviour that constitutebarassment, where harassment is defined as comment or conduct
directed towards an individual or group, which is offensive, abusive, racist, sexist, degrading, or majgiess.
of behaviour that constitute harassment include, but are not limited to:
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c)

d)

e)

i.  Written or verbal abuse, threats, or outbursts

ii. Persistent unwelcome remarks, jokes, comments, innuendo, or taunts

iii. Leering or other suggestive or obscene gestures

iv. Condescending or patronizitighaviour,which is intended to undermine sedteem, diminish
performance or adversely affect working conditions

v. Practical jokes which endanger a person

vi. Any form of hazing where hazig i s d anly poteetidlly tuiliating, degrading, abusive, or
dangerous activity expected of a juri@nking athlete by a more senior teammate, which does not

s safet

O2y GNROdzGS G2 SAGKSNI FGKESGSQa LJ2aAartotaeaR SISt 2 L
regardlessof thejunieNd y {1 Ay 3 | 6 Kf SGSQa gAftftAy3aySaa G2 LI NI

any activity, no matter how traditional or seemingly benign, that sets apart or alienates any

teammate based on class, numberof i 2y GKS (SFYSX 2N FGKESGAO |

vii. Unwanted physical contact including, but not limited to, touching, petting, pinching, or kissing
viii. Unwelcome sexual flirtations, advances, requests, or invitations
ix. Physical or sexual assault
X. Behaviours such as those deabed above that are not directed towards a specific individual or group
but have the same effect of creating a negative or hostile environment
xi. Retaliation or threats of retaliation against an individual who reports harassmehet®rganization
Refrain fom any behaviour that constitutesorkplace harassment, where workplace harassment is defined
as vexatious comment or conduct against a worker in a workptaceomment or conduct that is known or
ought reasonably to be known to be unwelcome. Workplaaembsment should not be confused with
legitimate, reasonable management actions that are part of the normal work function, including measures to
correct performance deficiencies, such as placing someone on a performance improvement plan, or imposing
discigdine for workplace infractions. Types of behaviour that constitute workplace harassment include, but are
not limited to:
i. Bullying
i. Repeated offensive or intimidating phone calls or emails
iii. Inappropriate sexual touching, advances, suggestions or requests
iv. Diglaying or circulating offensive pictures, photographs or materials in printed or electronic form
v. Psychological abuse
vi. Personal harassment
vii. Discrimination
viii. Intimidating words or conduct (offensive jokes or innuendos)
ix. Words or actions which are known or shouéhsonably be known to be offensive, embarrassing,
humiliating, or demeaning
Refrain from any behaviour that constitutesrkplace violence, where workplace violence is defined as the
exercise of physical force by a person against a worker, in a workfieteauses or could cause physical
injury to the worker; an attempt to exercise physical force against a worker, in a workplace, that could cause
physical injury to the worker; or a statement or behaviour that it is reasonable for a worker to intepeet
threat to exercise physical force against the worker, in a workplace, that could cause physical injury to the
worker. Types of behaviour that constitute workplace harassment include, but are not limited to:
i. Verbal threats to attack a worker
ii. Sending tor leaving threatening notes or emails for a worker
iii. Making threatening physical gestures to a worker
iv. Wielding a weapon in a workplace
v. Hitting, pinching or unwanted touching of a worker which is not accidental
vi. Throwing an object at a worker
vii. Blocking normal movement or physical interference of a worker, with or without the use of
equipment
viii. Sexual violence against a worker
ix. Any attempt to engage in the type of conduct outlined above
Refrain from any behaviour that constitutesxual harassment, where sexual harassment is defined as
unwelcome sexual comments and sexual advances, requests for sexual favours, or conduct of a sexual nature.
Types of behaviour that constitute sexual harassment include, but are not limited to:
i. Sexist jokes
ii. Display of exually offensive material
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iii. Sexually degrading words used to describe a person
iv. l nquiries or comments about a person
v. Unwelcome sexual flirtations, advances, or propositions
vi. Persistent unwanted contact
f)  Abstain from the nommedical use of drugs ohé use of performancenhancing drugs or methods. More
specificallythe Organizatioradopts and adheres to the Canadian Abtiping Program. Any infraction under
this Program shall be considered an infraction of this Code and may be subject to furtiglirdisy action,
and possible sanction, pursuanttivze Organizatioh Biscipline and Complaints Polittye Organizatiorwill
respect any penalty enacted pursuant to a breach of the CanadiarDaping Program, whether imposed by
the Organizatioror anyother sport organization
g) Refrain from associating with any person for the purpose of coaching, training, competition, instruction,
administration, management, athletic development, or supervision of the sport, who has incurred an anti
doping rule violatia and is serving a sanction involving a period of ineligibility imposed pursuant to the
Canadian AntDoping Program and/or the World Affioping Code and recognized by the Canadian Centre for
Ethics in Sport (CCES)
h) Refrain from the use of power or authtyriin an attempt to coerce another person to engage in inappropriate
activities
) Refrain from consuming tobacco products, or recreat
programs, activities, competitions, or events
i) Inthe case of adults, aid consuming alcohol in competitions and situations where minors are present and
take reasonable steps to manage the responsible consumption of alcohol incahrited social situations
associated with he Or gaaveneat i on’ s
k) Respect the property oftbers and not wilfully cause damage
[) Promote the sport in the most constructive and positive manner possible
m) When driving a vehicle with an Individual:
i.  Not have his or her license suspended;
i. Not be under the influence of alcohalannabisr illegal drugs or substances; and
iii. Have valid car insurance
n) Adhere to all federal, provincial, municipal and host country laws
0) Refrain from engaging in deliberate cheating which is intended to manipulate the outcome of a competition
and/or not offer or eceive any bribe which is intended to manipulate the outcome of a competition
p) Comply, at all times, witthe Organizatioh lsylaws, policies, procedures, and rules and regulatiassdopted
and amended from time to time

s sex |ife

Directors, Committee Members, and Staff
8. In addition to section 7 (abovehe Organizatoh s Di rectors, Committee Members, a
responsibilities to:

a) Function primarily as a Director or Committee Membethaf Organizationnot as a member of any other
particular member or constituency

b) Act with honesty and integrity and conduct themselves in a manner consistent with the nature and
responsibilitesof he Or g almu ¢ianea vsn’&and t he maintenance of | ndi

¢) Ensure thathe Organizatiofs financial affairs are conducted in a responsible and transparent manner with
due regard for all fiduciary responsibilities

d) Conduct themselves openly, professionally, lawfully and in good faith in the best interdisés@fganization

e) Be independent animpartial and not be influenced by séffterest, outside pressure, expectation of reward,
or fear of criticism

f)  Behave with decorum appropriate to both circumstance and position

g) Keepinformed about h e Or g aattivities, thé pravihcil spodommunity, and general trends in the
sectors in which they operate

h) Exercise the degree of care, diligence, and skill required in the performance of their duties pursuant to the
laws under whiclihe Organizations incorporated

i) Respect the confidentiality approjpte to issues of a sensitive nature

i) Respect the decisions of the majority and resign if unable to do so

k) Commit the time to attend meetings and be diligent in preparation for, and participation in, discussions at
such meetings
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)

m)

Coaches

Have a thorough knowledge and understanding ofiedl Organizatiomgovernance documents
Conform to the bylaws and policies approvedthy Organization

9. In addition to section 7 (above)paches have many additional responsibilities. The cadtdete relationship is a
privileged one and plays a critical role in the personal, sport, and athletic development of the athlete. Coaches must
understand and respect the inherent power imbalance that exists in this relationship and must be extremelyncarefu
abuse it, consciously or unconsciously. Coaches will:

a)
b)

c)

d)

)
h)

)

k)

m)

n)

Athletes

Ensure a safe environment by selecting activities and establishing controls that are suitable for the age,
experience, ability, and fithess level of the involved athletes

Prepare athletes systaatically and progressively, using appropriate time frames and monitoring physical and
psychological adjustments while refraining from using training methods or techniques that may harm athletes
Avoid compromising the present and future health of athlddgscommunicating and cooperating with sport

medi cine professionals in the diagnosis, treatment

treatments

Support the coaching staff of a training camp, provincial team, or national team; shouldlete afhalify for
participation with one of these programs

Provide athletes (and the parents/guardians of minor athletes) with the information necessary to be involved
in the decisions that affect the athlete

Act in the best i ntpneneasbwholépetsine at hl ete’s develo
Comply withthe Organizatioh Screening Poli¢yf applicable

Report to the Organization any ongoing criminal investigation, conviction, or existing bail conditions, including
those for violence, child pornography, possession, use, or sale of any illegal substance

Under no circumstances provide, promote, or condone the use of drugs (other than properly prescribed
medications) or performaneenhancing substances and, in the case of minors, alcohol and/or tobacco

Respet athletes playing with other teams and, in dealings with them, not encroach upon topics or actions which
are deemed to be within the realm of 'coaching’, unless after first receiving approval from the coaches who are
responsible for the athletes

Not engaye in a sexual relationship with an athlete under 18 years old, or an intimate or sexual relationship
with an athlete over the age of 18 if the coach is in a position of power, trust, or authority over the athlete
Recognize the power inherent in the positiof coach and respect and promote the rights of all participants in
sport. This is accomplished by establishing and following procedures for confidentiality (right to privacy),
informed participation, and fair and reasonable treatment. Coaches haveciaspesponsibility to respect and
promote the rights of participants who are in a vulnerable or dependent position and less able to protect their
own rights

Dress professionally, neatly, and inoffensively

Use inoffensive language, taking into accountduelience being addressed

10. In addition to section 7 (abovegthletes will have additional responsibilities to:

a)

b)
c)
d)

e)

f)

9)
h)

Report any medical problems in a timely fashion, when such problems may limit their ability to travel,

V

practice, or compete;orinhe case of carded athletes, interfere
requirements under the Athlete Assistance Program

Participate and appear etime and prepared to participate to their best abilities in all competitions, practices,
training sesgins, tryouts, tournaments, and events

Properly represent themselves and not attempt to participate in a competition for which they are not eligible
by reason of age, classification, or other reason

Adhere tothe Organizatoh s r ul es and ring ¢athing amdheguipment r egar d

Never ridicule a participant for a poor performance or practice

Act in a sportsmanlike manner and not display appearances of violence, foul language, or gestures to other
athletes, officials, coaches, or spectators

Dress to repreent the sport and themselves well and with professionalism

Act in accordance witthe Organizatoh s pol i ci es and procedures and, wh

outlined by coaches or managers
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Officials

11. In addition to section 7 (above), officialsll have additional responsibilities to:

a)
b)
c)

d)
€)
f)

)}
h)

i)
)

k)

1)

m)

Maintain and update their knowledge of the rules and rules changes

Wor k within the boundaries of their position’s
Act as an ambassador thfe Organizatiorby agreeing to enforce and abide by national and provincial rules
and regulations

Take ownership of actions and decisions made while officiating

Respect the rights, dignity, and worth of all individuals

Not publicly criticize other officials or any club @saciation

Assist with the development of leexperienced referees and minor officials

Conduct themselves openly, impartially, professionally, lawfully, and in good faith in the best interdsts of
Organizationathletes, coaches, other officials, and parents

Be fair, equitable, considerate, independent, honest, and impartial in all dgsaliith others

Respect the confidentiality required by issues of a sensitive nature, which may include ejections, defaults,

forfeits, discipline processes, appeals, and specific information or data about Individuals

Honour all assignments unless unablaltoso by virtue of iliness or personal emergency, and in these cases

inform the assignor or association at the earliest possible time
When writing reports, set out the true facts and not attempt to justify any decisions
Dress in proper attire foofficiating

Parents/Guardians and Spectators
12. In addition to paragraph 7 above, Parents/Guardians and Spectators at events will:

a)

b)
c)
d)
e)
f)

)
h)

Encourage athletes to compete within the rules and to resolve conflicts without resorting to hostility or
violence

Condemn thause of violence in any form

Never ridicule a participant for making a mistake during a performance or practice

desc

Provide positive comments that motivate and encour g

Respect the decisions and judgments of officials, and @macre athletes to do the same

Support all efforts to remove verbal and physical abuse, coercion, intimidation, and sarcasm
Respect and show appreciation to all competitors, and to the coaches, officials and other volunteers
Not harass competitors, coacheofficials, parents/guardians, or other spectators
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SECTION IX — HUMAN RESOURCES and VOLUNTEER MANAGEMENT

Regardless of whether the organization is large or small, a Human Resource3dnofilate — Human Resources Policy
should be in place to guide dealeressiucaitsvommerrs.t t he organi za

Volunteers

The volunteers that operate therganization- BoardDirectors,officials, some&oachescompetitionorganizers-all

contribute andallnee t o be managed and recogni zed.-tim&olomegrs maly seemma |
unnecessary, organizations should at | east Telndatee vol unt ee
Volunteer Agreement that describes screening requirements, position responsibilities, and other important protections for

the organization.

Organizations should not be hesitant to require thatunteers agree to certain restrictions or concessions. The actions of a
volunteer—especially negative actionscan affect the entire organization and leave the Directors legally and financially

liable (see: SECTION V — DIRECTOR RESPONSIBILITIES). Vol unteers should protect the or
private informationngliiake stla¢d usr ganianatnitdhes ef isnamedi cal
intellectual property. The organization should also ensure volunteers are aware ofrbagonsibilities common to all

volunteers. Some organizations may choose to personatiieteer agreements and is sensible to ensure that volunteer

coaches sign a more comprehensive volunteer agreement dttzer volunteers.

Organizations should also consider a program of volunteer recognii@se programslo existto a certain extehat the
Swim BQevel,but clubsshould consider their own awards as well. An organization may creddgdiaatedCommittee for
volunteer recognition or include volunteer recognitiin the terms of reference of another committee.

Screening

One major component of elub's human resources efforts should be to makeee to screen individuals who voluntear
work with the organization. Organizationsusthave a Screening Politgmplate — Screening Policy that classifies
volunteers at a particular level of risk that corresponds to the intensity of their screening requirements. For example, a
coach who coaches young minor athletesequiredto obtain acriminalrecord checkVolunteerswho have fewer
interactions with minor athletes should still completminimum screening requirements (such as the submission of a
resume or an interview) bua Qiminal RecordCheckmaynot be required Coaches at each level of the organization (from
recreationalto competitiveandfrom coaches of young athletes to coaches of adult athletes) must be aware of the
screening requirementfor their position and these requirements should besdribed in theScreening Policy
Organizations can optionally choose to pay for the requirement to obtaimanalrecord check but larger organizations
with many volunteersnight be financially burdened by thégproach

NB-the previous paragraph general information on screening and Criminal Records Checks. BC swim clubs are required
to adhere to the Swim BC Screening and Criminal Records Check Policy

Employees

Larger organizations may hire employees to handle some of the administrative ordekttasiks of the organization. Each
employee should sign an employment agreem®ehplate — Employment Agreement that describes everything from the
employee’'s job description, to the employee’'s salary, to
organization should consult a Iger for assistance with preparing a legal employment agreement because the Directors

take on important legal supervisory responsibilities and must also have additionaépdtigilace as required by lageé:

SECTION XII — POLICY SUPPORT).

When an organizatiohasan employee (or multiple employees), a clear reporting structunéo is the boss of wheis a

vital component to a cohesive employmemtationship. An administrator may work closely with the Treasurer on matters

of Member fees but may also work closely with the Tournament Director when the organization is hosting an event. These
relationships should belarified,and the employee(s) should always have someone as a direct supervisor. Organizations
with layers of employees (such as an Executive Director with two additional staff members) must also define how much
supervisory power the employees have over each ottégllwritten employee agreements will reduce instances of

confusion and clarify these relationships.
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Template — Human Resources Policy

“Organization” refers to:

Definitions
1. The following terms have these meaningshiis Policy:

a) “Employees—Individuals employed bthe Organizatioron a fulitime, parttime, or term basis. Employees do
not include contractors, Directors and Officergloé Organizationinterns, officials, volunteers, or volunteer
coaches

b) & CdzAfy S 9 Y LEnpB@E aviio work a minimum twengyght (28) hour wek week, receive an
annual salary, and leave, health, vacation, and pension benefits as defined iEith@ioyment Agreement

c) at KEMNIY S 9 Y LEmpb®& avido work less than a twemight (28) hour work week, who received an
annual salary, and leayhealth, vacation, and pension benefits as defined in tBeiiployment Agreement

d & ¢ SNY 9 Y-iHmplayé&eSwheé are hired for a specific term, to complete specific tasks, who are
employed temporarily (i.e., paid by the hour, day, or week), receivetfmogix percent (4%6%) vacation pay
and leave benefits, and who do not receive health or pension benefits as defined ik thpioyment
Agreement

Purpose

2. The Organizatioemploys staff, as necessary, to manage the daily tasks requiredyafeadf orgarzatior]. The
Or g a ni Employeesmiust sign and adhere to individaaiployment Agreement&xcept where otherwise noted,
or where amended by the provisions of tBenployment Agreementhis Policy and thBCEmployment StandardAct
will govern the &rms and conditions of employment withe Organization

3. Ifthere is any discrepancy between this Policy and the minimum requiremeBtSEmployment Standard&ct, then
the minimum requirements of théctwill take precedence over this Policy.

Legal Requirements
4. The Organization is subject to the statutory requirementthefBCEmploymentStandardsActand therefore will
comply with its requirements in dealings with Employees.

Application of this Policy
5. This Policy applies the Organizatioh s -Thme [Efinployees, Pafime Employees, and Term Employees.

6. The Organizatiomay hire summer studentsemporary, or casual employees. The terms and conditions of
employment for such employees will be governed solely by tBeiployment Agreemerindthe BCEmployment
Standard<Act

7. This Policy will not apply to independent contractors, private consultants, or interug/qg@acement students. These
individuals are not considered employeesrjanizatiorstaff. In all instances where these individuals are contracted
by the Organizatin, a written and signe@€ontractor Agreemenwill be prepared that outlines the duties, limitations,
and payment schedule for the individual.

Employer-Employee Relationship
8. The Organization recognizes the critical importance of its Employees to achts\strgtegic objectives. Accordingly,
the Organization provides its Employees with:
a) Meaningful work which provides opportunities for professional development and personal achievement
b) A safe, healthy, and rewarding work environment
¢) An organizational culne that reinforces shared values and high professional standards, and encourages
participation and teamwork
d) An evaluation system based on organizational values, defined job duties and responsibilities, mutually agreed
upon goals and objectives, and reasbleaexpectations
e) An evaluation system that provides positive and constructive feedback on performance

9. The Organization expects its Employees to:
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Apply and adhere to the Organization’s policies anc
Use their best efforts to advanche interests of the Organization

Perform their duties to the best of their abilities

Seek a high level of performance results

Act professionally in the discharge of their employment responsibilities

Provide open and direct communication

Ensure the integty of their personal conduct

Provide the Organization with any changes to the En
personal information that the Organization is required to maintain

~— — — ~— ~—
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Employment Agreement
10. Employees will enter into aamployment agreement with the Organization.

11. If the Employee continues to be employedthg Organizatiorafter the expiration of his or hdemployment
Agreement t he Empl oy e e&mmoymen igretreattll emdinansetfect until an acceptable
Employment Agreemeiitas been signed by both the Employee déimel Organization

122Where there is any inconsi st e mploynestAgeenrermndithk rms of thisns o f
Policy, the terms of th&mployment Agreementill prevail.

Probationary Period
13. New Employees will be subject to a three (3) month probationary period and may be terminated without notice or pay
in |'ieu of notice, unl es &Employntet Agreenseat. st ated in the Empl

14. The Empl oyee’ s pr bemdustedonextenged,pnenritingy atcordiagyto any absences by the
Employee during the probationary period.

15. The purpose of this probationary period is to provide an opportunity for both the Employethar@rganizatioro
evaluate their working relatinship.

16. An employee who transfers withithe Organizatiorto a new position will have a probationary period of three months
in the new position. During this probationary perithee Organizationmay, at its sole discretion and for any reason,
require the employee to return to his or her previous position withnatice and without compensation.

17. At the end of the probationary period, a formal work performance evaluation will be condugteBmployee whose
service is determined to be satisfactory during the probationary period may continue in employment, salijext t
availability of funds, the continued existence of the position, and continued satisfactory work performance.

Attendance, Work Hours, and Supervision

18. The President (or designate) will supervise the performance of all Employees on behalf ofthe @Qrganion’ s Bo ar ¢
Directors.
19. Empl oyees will work out of the Organization’s office u

in writing. An Employee will not be paid a travel allowance or a moving allowance if the Emplmaérisd to travel

far distances to the Organization’s head office or if
20 Empl oyees will work nor mal of fice hours, atimedreter mined

temporary Employees may work modifiedof ce hour s, as determined by the Org

nature of the Organization as primarily avolunteeu n or gani zati on, Empl oyees”’ hour

accommodate some evening or weekend work.

21. Overtime hours may be workday an Employee with the approval of the President. Overtime hours will be
compensated by granting the Employee time off in lieu at a rate of-imea-half for each hour of overtime worked.
Hours worked by the Employee, excluding Management, in excesghaf(8) hours per day or forffpur (44) hours in
a single week will constitute overtime work.
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22. If an Employee cannot be at work at the normal time, he or she will notify his or her supervisor the earliest opportunity
with the reasons for, and expectetliration of, the absence.

23. Employees will attend all staff meetings, Board meetings, and other meetings when requested to do by the President,
unl ess the Employee’'s absence has been approved by the

Job Responsibilities, Performance, and Review

24. The primary duties and responsibilities of each Employee will be outlined in a written job description in the
Employment Agreementhese duties may be revised from time to time at the discretion of the Board of Directors or
President, to reflect changingriorities, workload, and personnel requirements.

25. The performance of each Employee will be reviewed annually by the President (or designate). The purpose of this

review wil/ be to assess the Empl oyee’ ssacdpotcEs,toment t o
provide the Employee with feedback on his or her perfo
weaknesses.

26.1 f an Employee’'s performance is below a satisfaetory I
the specific problem, the level of performance that is required, the suggested action items to improve performance,
and the time frame for achieving the desired level of performance. All discussions regarding performance will be
documented and placedinh e Empl oyee’' s personnel file. I f perfor man
according to the action plan time frames that have bee

cause.

27. For all Employees, a base salary review willdxee by the President (or designate). Annual cost of living increases will
not occur. The Board will review the inflation rate and from time to time adjust the salary range for each position.

Vacation and Holidays
28. Vacation entitlements will accrue in accordance witk of BCEmployment Standard&ct, unless stated otherwise in
t h e E mpEmplogyment Agreement

29.When a statutory holiday falls within aaddtigapdyofyee’ s va
vacation.

30. All vacations will be approved in advance by the President. The President retains the right to determine the scheduling
of vacations and to determine whether more than one week of vacation may be taken at once. Vacationgéguest
one week or more will be submitted to the President, in writing, no later than two months prior to the requested
vacation date.

3. Term Empl oyees will be paid vacation pay at a rate of
(4) years of employment and six percent (6%) in the fifth and subsequent years of employment, payadehby or
on the termination of employment.

32. Employees who have worked less than one full employment year will be entitled to vacation time onadgorbasis.

33. Employees are entitled to the paid public holidays recognizeitidB CEmployment Standard&ct

34. An Employee is eligible for paid public holidays if the Employee has worked for the Organization for at least thirty (30)
working days in thgear before the holiday, workehis or herast scheduled day of work before the holiday, and worked
the first scheduled work day after the holiday.

Leave

35. The following sections endeavour to incorporate currBnvvinciabnd Federal legislation. If any of the following
sections do not comply with minimum legislative requirements, the minimum legislation shall be substituted instead.
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36. Leaves of absence mus¢ approved in writing. Extending approved leaves of absence without notificatithre to
Organizatiormay result in termination of the Employee.

37. Employees required to serve on a Jury or as a Crown Witness are entitled to leave without pay.

SicklLeave

38. Paid sick leave is available to Fiilhe and Pafime Employees after their probationary period has been successfully
completed. A daily absence due to illness should be reported t&Ethep | oy e e’ sby &46gmeAll Fuilimeand
PartTime Employees are entitled to five (5) days fiscal sick leavelifdland Paffime Employees are not eligible to
accumulate sick leave and must be legitimately ill before leave will be graBitddleave days willdT be
accumulated, carried over, or paid out upon termination.

39. Atthe discretion ofthe Organizaton a doctor’'s | etter may be required to

400Excessive absenteeism affects anity&angatdoofwoekThe Orgabization t y t o
reserves the right to deduct from the Employee’'s salar
year.

41. Employees will periodically be required to schedule medical appointments. Employessjaired to schedule
appointments where possible which least effects the amount of lost time-Feare Employees are required, where
possible, to schedule appointments outside of their scheduled hours of work.

Maternity Leave
42. A pregnant Employee who kdeen employed bthe Organizatioror at least fiftytwo (52) consecutive weeks is

entitled to maternity leave without pay. Maternity leave is a period of not more than fifteen (15) weeks starting at any
time during the twelve (12) weeks immediately befdhe estimated date of delivery.

43. An Employee who takes maternity leave must take a period of laayeer theof BCEmployment Standard&ct
immediately following the date of delivery, unleth& Organizatiorand the Employee agrestherwise,and the
Empl oyee provides a medical <certificate indicating tha
health.

44. An Employee wishing to take maternity leave will ghve Organizatiorwritten notice of the commencement date and
the Employee must provide written notice that they intend to return to work or to change their return, dastpeBC
Employment Standard&ct.

45. The employee will be reinstated their former position orwill be provided with alternate work of a comparable
nature, at the same rate of pay.

Parental Leave
46. An Employee is eligible for parental leave if:
a) The Employee is eligible for maternity leave and therefore entitlddawe as per th@ CEmployment
StandardsActimmediately following the last day of maternity leave; or
b) The Employee, who is an adoptive parésgtntitled to leave as per th8@ CEmploynent Standardg\ct

47. As per theBCEmployment Standard&ct an Employee entitled to parental leave must gilie Organizatiomotice of
the date the Employee will start parental leave

48. As per theBCEmployment Standard&ct an Employee on parental leave must gitie Organizatiomwritten notice of
the date on which the Employee intends to resume work.

Compassionate Care Leave
49. AnEmployee employed witthe Organizatioris entitled to paid compassionate care leavepes the BCEmployment
StandardsAct

OtherLeave
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50. As per theBCEmployment Standards Actfulttime Employeas entitled toFamily responsibility leave, Compassionate
care |l eave, Critical illness or injury | eave, Reservis

Salary and Benefits (IF APPLICABLE)
51. The following sections endeavouritcorporate currente nef i t s as offered by the Organ

I f any of the following sections do not comply with t|
benefits offered by tamshal®e sulastituted iastecadon’ s | nsur ance Pl
Salary

52. The salary of each Employee will consist of a base salary and may include performance incentives.

53. Salary will be paidhi-monthly, on the 1% and last day of each month, unless payday falls on weekends or statutory
holidays, in which case the payday will be moved to the last working day before the holiday.

54. Salary shall be subject to benefit deductions, statutory deductions, and withholdings for Canadian P¢asi@iPP)
and Employment Insurandg&l)

55. Paymentwli be made either by cheque or by direct payment t
period up to and including paydalf.an employee takes his or her vacation during a payday, he or she may request an
advance of the bmonthly pay to baeceived on the payday preceding the vacation. To receive an advance in this
manner, the supervisor must inform the payroll department six (6) working days before the payday when the advance
is to be made.

56. Daily salary for Employees will be calculatedlby vi di ng the Employee’s annual sal a
per year (approximately 261 days). Hourly salary for Employees will be calculated by dividing the number of hours
worked in a day.

57. Starting salaries, salary increases, and performananines (if any) will be reviewed and approved by the Board of
Directors. In carrying out this review, the Board of Directors will have regard to salaries paid by comparable
organizations.

RRSP Contributions
58. FullTime and Parlime Employeeworking in their first year of employment with the Organization will receive RRSP
contributions at a rate of 3% of their annual salary.

59. FulFTime and Pafime Employees working in theit'2o0 4" year of employment with the Organization will receive
RRE® contributions at a rate of 4% of their annual salary.

60. FullTime and ParfTime Employees working in theif §ear and beyond of employment with the Organization will
receive RRSP contributions at a rate of 5% of their annual salary.

Benefits
61. FullTime and Parfime Employees working twentne (21) hours per week or more are eligible for health benefits as
defined in theirEmployment Agreemermnd as offered by after three continuous months

of employment with the Organization. Under certain circumstances, the waiting period may be waived upon special
request to the Insurer.

62. Thecostd t he Or gani zat i onTime and RasTine BmpoyeeskRutdahair dépendents wél phid
for by the Organization. The Insurance Plan offers the following coverage:
a) Life Insurance
b) Accidental Death and Dismemberment
¢) Dependant Life
d) LongTerm Disability
e) Extended Health Care (optional for Raitne Employees, at their expense)
f) Dental Insurance (optional for Parime Employees, at their expense)
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63.1 f an Employee’'s spouse is covered und dichindividoal villee theBe n e f
primary wage earner for purposes thie health insurance planUnder no circumstances wifle Organizatiompay
salary in |lieu of premiums where coverage is obtained

64. Under current Income Tax Regulatiotize payment of Provincial Health Care PremiumshlyOrganization
constitutes a taxable benefit to the Employee.4alThis be
year end.

65. Term Employees are not entitled to health benefits.

66. Heal th benefits coverage wi | landaegperstte bengifitspolicy he Empl oyee’
Maternity/Parental Leave

67. Employees omaternity/parental leave may choose whether or not they want to maintain their benefits but, if they

choose to do so, they must maintain all benefits for the full leave period. If an Employee chooses not to maintain
coverage during their pregnancy/parental leattee Organizatiommust receive such a request in writing.

Expense Compensation

68. Employees will be compensated for any costs and expenses incurred while traveling on Organization business, or while
performing duties in accordance with their job descriptioanrguant to terms outlined by thelEmployment Agreement
and the Organization Binancial Policy

Professional Development

69. The Organization will budget for staff training and development according to the resources available each year.
Employees should conl with the President to identify suitable professional development opportunities. At the
discretion of the President and based upon a written request from an Employee, the Organization may cover all or part
of the Empl oyee’ s c tosda coursesserpirarstworkshopsadr ether professidnal development
activities.

70. The Organizatiowill support individual educational activities that:
a) Have i mmediate application to the employee’s job;
by Have future application to the employee’'s job; and
c) Hove no i mmedi at e ap pjolbatpréparesnhe émployeehteasseimepatiddignal duties
or acquire qualifications for advancement within tBeganization.

71. Proof of successful completion, passing grade, or required attendance is nedesaayyreimbursement. A
registration fee is considered part of the associated cost; however, no reimbursement will be made until successful
completion of the course.

72. When possible, courses shall be sche thbednfecdwitdhenhisng an i n
scheduled hours of work. Courses may be scheduled during scheduled hours of work at the discretion of the
President.

73. Employees must pay all tuition fees at the time of enrolment.

Cellphones
74. While operating a motor vehicle anahless using a legally authorized ear piece, Employees will:

a) Not use a cellphone or other haseld device
b) Before using a cellphone or other haheld device, leave the road and safely park their motor vehicle
C) Have incoming phone calls answered by voicd ma

75. Employees will not be disciplined for failing to answer a call while they were operating a motor vehicle.

76. The Organizatiowill not be held responsible for any violations or accidents caused by the contravention of the
Cellphones section of this Policy.
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Other Employment

77.Empl oyees may accept outside employment provided the e
perform work for the Organization, the employment does not represent a conflict with the Organizatithan
President is notified in advance of the Employee’s int

Personal Belongings
78. The Organizatioassumes neither responsibility nor liability for any personal or office articles lost onstelgardless
of circumstances.

Conduct and Discipline
79. Employees will comply with this Policy, the terms of tit&imployment Agreemenpénd all other Organization policies

80. The Organization’s Empl oyees maheirdorelucssawajratct t o di sci pl
81. Disciplinary action will be progressive and may include, but is not limited to:

a) Verbal reprimand a verbal reprimand may be given by the supervisor in private for minor offences. Such a
reprimand will not become a partofthe ol oyee’' s fil e, and the matter wi |
two-way discussion has been finalized.

b) Letter of reprimand when a more serious infraction occurs, or repetitive behaviour, the supervisor will write
a letter to the Employee stating thafraction and warning him or her against further misbehaviour. A copy of
this letter wildl be kept in the Employee’s personne

c) Suspensior an Employee may be suspended (with or without pay) for a period of three (3) to ten (10)
working days, depend@on the seriousness of the offence. Normally, the Employee will be permitted to carry
on his or her normal duties while the case is being investigated. But in casesjt may be necessary to bar
the person from the premises until the case has beenstigated. In such an instance, the Employee will be
notified in writing.

d) Dismissat dismissal will be used only when all other corrective actions have failed or are not applicable.

Unsatisfactory Work Performance or WeRklated Behaviour

82. Unsatisfactory work performance or worklated behaviour is thé&ilure or refusal to carry out job responsibilities,
failure to followt h e Or g arolés nrgadlicies. The Board will inform Employees of acts or omissiaich are
symptomatic of unatisfactory work performance or wostelated behaviour and of the applicable discipline if either is
not corrected.

83. In a case of gross misconduct, immediate disciplinary action up to and including termination may be applied. During the
investigation of alleged gross misconduct, an Employee may be placed on leave without pay.

84. Gross misconduct includes the following:
a) Theft or dishonesty
b) Gross insubordination
c) Wilful destruction of club property
d) Falsification of records
e) Acts of moral turgude
f) Reporting for duty under the influence of intoxicants
g) lllegal use, manufacturing, possessing, distributing, purchasing and dispensing of controlled substances or
alcohol
h) Disorderly conduct
i) Provoking a fight
j)  Other similar acts involving intolerable feviour by an employee

85. When disciplining an Employee, the Organization will consider the nature of the unsatisfactory work performance or
work-related behaviour, the past record of the Employee and appropriate penalties. Therefore, as a general rule,
disdplinary action for unsatisfactory work performance or woekated behaviour will begin with an oral or written
warning and may be followed by additional written warnings. Written warnings will be presented to the Employee and
will describe the unsatisféary work performance or workelated behaviour and the necessary corrective action to be
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taken. If an Employee fails to attain a satisfactory level of work performance orretatied behaviour despite such
warning, disciplinary action up to and includitegmination of employment may be implemented. Copies of all written
warnings and other disciplinary actions wil/| be pl aced

Termination
86. No notice, or pay in lieu of notice, is required by either the Organization or thEdyee to terminate the employment
relationship during the first three (3) month probationary period for new Employees.

87. Employees will provide notice of their intention to leave the employment of the Organization in accordantee8i@
Employment StadardsAct

88. The Organization may terminate the employment of any Employee for cause at any time, without notice or pay in lieu of
notice, for any of the following reasons:

a) Wilful misconduct which is detrimental to the Organization

b) Failure to adhere t@olicies of the Organization

c) Gross failure to perforrhis or heremployment duties

d) Theft and criminal behaviour

e) Unauthorized release of confidential information

f) Destructionot he Or g apiopatat i on

g) Insubordination

h) Recurring absence without notice

i) Dishonesty

i)  Fighting or provoking a fight d@rganizatiorpremises

k) Actions that bringhe Organizationnto disrepute

[) Working for another employer while on leave of absence without written consetiteoOrganization

m) Possession, use, sale, purchase, or distributionhenOrganizatioh property of any illegal drugs or illegally
possessed drugs

n) Reporting to work after hang ingested illegal drugs or illegally possessed drugs, in a condition that adversely
affects the employee’s ability to safely and effect
of others

0) Other reasons as determined bye Organizatn’ s Boar d o r Enployment Ageeemeritn t h e

S

89. The Organization wil/ provide Employees notice, or pay
employment with the Organization without cause in accordance wlith BC EmploymentStandardsAct, unless
ot her wi se agr e efl@mployment Ageemennp| oyee’ s

Grievance Procedure

90. An employee who is dissatisfied with any procedures or treatment should first take the matter up with his or her
supervisor. If the matter is not resolved at this level, the employee may conta@h@nization R Committee
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Template — Screening Policy

Swim BC Template Policy

Title: (insert name of club) Screening and Criminal Records Check Policy

Approved by: (insert name of club) designated club representative(s)
Date of Approval:
Next Policy Review (minimum every two years):

1. Definitions
The following terms have these meanings in this Policy:

a a/ NARYAYLl f wS Gasdarchokite AEMPANAateral(Répository of Criminal Records to determine
whether theindividual has a criminaécord.

b) a/ NAYAYLl f wSO2 NIsavemnSd bf 8@ pragid® @dVitling ©rganizations and applicants an
option to submit CRC's electronically

c) G/ NAYAYIlf wSOm&iRth wS@OASg ! OG¢

d a5SaAi3ayl S Rrolés)aiedsBenpldy Sravélunteerism as defined by Swim BC

e) 4Ly RA @mnéutss empioyees, volunteers, or contractors whose position is one of trust or authority or
interaction with minors and vulnerable adults. Personnel may include but is not limited to
(insert name of club) Coaches, Board of Directors,ahe Managers, Chaperones and Officials.

f) aaSYoSNJ-any dagadized gioup of persons associated for the purposes of swimming and registered as a
Member of Swim BC.

g) a{ 2 Oa QuB-< (insert name of club).

h) & { ONB Sy X yadedpfated iduFitlial within (insert name of club) structure who will be
responsible for receiving, reviewing and recording e
Offence.

) &/ f dzo K2 &Allsdnpedtidr yilieke activities occur in a sporting environment as defined in the Swim
BC Code of Conduct and Ethics Policy.
) & =xdzf y S NI -arfedhs dn Rdigidiial 19 years or older who receives health services, other than acute care,
from a hospitalfacility, unit, society, service, holder or registrant as referred to in the Act.
Kl a2 2NJ ¢ A (-HneddkworkifyNBhyetildren directly or having or potentially having unsupervised access
to children
i. Inthe ordinary course of employment,
ii. Inthe pratice of an occupation,
iii. During the course of an education program, or
iv. While providing services as a volunteer;
N G2 2N] ¢A0K @ dzingaBsNbrkiry ith bufhezibié adéilts directly or having or potentially having
unsupervised access to vulnerablduits
i. Inthe ordinary course of employment,
ii. Inthe practice of an occupation,
iii. During the course of an education program, or
iv. While providing services as a volunteer.

2. Purpose
a) (insertnameofclub)i s required to adhere to the Province
Review Act.
b) (insert name of club) has an ethical, moral and legal responsibility to provide a safe sport
environment for its program participants and staff.
c) (insert name of club) understands that screening personnel and volunteers is a vital part of
providing a safe sport environment for all Individuals.

3. Application
a) Swim BC has identified Individuals in Designated Categories who, based anléhe®quire screening through a
CRC.
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b) Designated Categories have been established for applicatibis policyandareconsideredo includepersons
whoworkcloselywith children and vulnerable adults, and who occupy positions of trustaautidority within
Swim BC and Member Clubs. Swim BC will determine, based on age of participants, setting, nature of the activity
and degree of supervision, which designated categories of persons will be subject to screening through a CRC
c) Individuals in thdollowing Designated Categories are subject to screening in accordance polibis
i. (insert name of club) Board of Directors (if applicable);
ii. Volunteers and paid contractors appointed to accompany (insert name of club) to events or
competitions;
ii. All registered coaches of (insert name of club);
iv. (insert name of club) registered Level 3, 4 and 5 officials;
v. Other positions as may be determined by Swim BC from-toréme.

4. Screening Procedures

a) All Individuals in Designated Categories seeking positions with (insert name of club) will ensure a
current CRC is on file with (insert name of club) prior to being confirmed for the position;

b) (insert name of club) New B@rd members will submit a CRC within 90 days of being elected or
appointed to the Board of Directors.

c) Atits sole discretion, (insert nameofclubmay agree to accept a “Shar ed
performed in BC under the Criminal Ret®Review Program, if such a check was performed within 18 months.
The individual sharing their previous results wildl h
maximum 3year period between checks as stated in this policy.

d) If an individial already employed with or volunteering for (insert name of club) did not complete a
CRC upon initial application, a CRC will be required upon request.

e) Failure to participate in the scr e adyrfarthegposgioneaughs s may

f)  Any Individual in Designated Categories referenced in 3(c) applying for positions, other than permanent staff
positions and Board of Director positions with (insert name of club) shall obtain their own CRC.

5. Relevant Offences

a) Relevant offences are those offences for which pardons have not been granted, as defined in the Criminal
Records Review Act of the Province of British Columbia as Redenlot SpecifiedDffencesorothersuch
offencesasmaybedeterminedby the Act. Swim BC additionally considers any criminal offence involving the use
of a motor vehicle; any child pornography offence; any violations for trafficking under the Controlled Drug and
Substances Act; any crime of violence includingalssany criminal offence involving a minor or minors; any
criminal offence involving theft, fraud or embezzlement; or any sexual offence involving a minor or minors, to
be a relevant offence.

b) If a director or employee of (insert name of club) is charged with or convicted of an offence, that
person must report the charge or conviction to (insert name of club) within 72 hours.

(insert name of club) must request that the charged or convicted person obtain a new CRC and

determine if that person is suitable to continue carrying out ttokities.

¢c) An I ndividual’'s conviction of any criminal offenses
from any designated positions, program, activity or event upon the soledtiisarof Swim BC.

6. Criminal Records Review Timing
Swim BC requires that a CRC be conducted every three (3) years. Notwithstanding this, Swim BC may at any time
request that an individual in a Designated Category provide a CRC to Swim BC if Swigr&@htago believe that
results of the CRC obtained previously are no longer accurate.

7. Records
Written records obtained in the course of implementing this policy will be maintained in a confidential manner
conforming to the British ColumbRersonal Information Protection Act and will not be disclosed to other except as
required by law, or for use in a legal or disciplinary proceeding.
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Sport Law Template Policy

“Organization” refers to:

Definitions
1. The following terms have these meanings in this Policy:
a) “Criminal Record Check (CREA search of the RCMWational Repository of Criminal Recotdsdetermine
whether the individual has a criminal record
b) “Vulnerable Sector Verification (VS¥ha detailedcheck that includes a search of the RCMP National Repository
of Criminal Records, local police information, and the Pardoned Sex Offender database

Purpose

2. The Organizatiorunderstands that screening personnel and volunteers is a vital part of providsafeasporting
environment. The Organizations responsible, by law, to do everything reasonable to provide a safe and secure
environment for participants in its programs, activities, and events. The purpose of screening is to identify individuals
involvedwitht h e Or g aattividea whio may pase a risk tiee Organizatiorand its participants.

Application of this Policy
3. This Policy applies to all individuals whose position withOrganizatioris one of trust or authority which may relate
to, at aminimum, finances, supervision, young people, or people with a disability.

4. Not all individuals associated withe Organizatiorwill be required to obtain a CRC or submit a Screening Disclosure
Form because not all positions pose a risk of harnthe Oganizationor to its participants. fie Organizatiorwill
determine which individuals will be subject to screening using the following guidelines (variations from the guidelines
are at the sole discretion dlfie Organizatioh

Level Ic Low Risk Individuals involved in low risk assignments who are not in a supervisory role, not directing others,
not involved with financial/cash management, and/or do not have access to minors or people with a disability. Examples:
a) Parents, youth, or volunteershw are helping out on a neregular informal basis

Level 2 Medium Risk- Individuals involved in medium risk assignments who may be in a supervisory role, may direct
others, may be involved with financial/castanagement, anébr who may havdimited access to minors or people with
a disability. Examples:

a) Assistant coaches or volunteer head coaches of a club

b) Coaches who are typically under the supervision of another coach

Level X High Risk-Individuals involved in high risk assignments whoupy positions of trust and/or authority, have a
supervisory role, direct others, are involved with financial/cash management, and who have access to minors or people
with a disability. Examples:

a) Full time coaches with a private club that is affiliateithvthe Organization

b) Coaches who travel with athletes

¢) Coaches who could be alone with athletes

Policy
5. 1t is the Organization
a) Level 1 individuals will:
i. Complete a Screening Disclosure Form
ii. Complete an Application Form indicating that thedividual has read and understands the
Organization’s policies and procedures
iii. Provide one letter of reference related to the position sought
iv. Participate in orientation as determined by the Organization

s policy that:

b) Level 2 individuals will:
i. Complete and provide a CRC
i. Complete a Screening Disclosure Form
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iii. Complete an Application Form indicating that the individual has read and understands the
Organization’s policies and procedures

iv. Provide one letter of reference related to the position sought

v. Participate in orientatioras determined by the Organization

vi Provide a driver’s abstract, if requested

c) Level 3individuals will:
i. Complete and provide a CRC and VSV
i. Complete a Screening Disclosure Form
iii. Complete an Application Form indicating that the individual has read and undesstthe
Organization’s policies and procedures
iv. Provide one letter of reference related to the position sought
v. Participate in orientation as determined by the Organization
vi Provide a driver’'s abstract, if requested

d) Failure to participateinthe cr eeni ng process as outlined in this p
for the position sought.

e) When the Screening Committee is of the opinion that, notwithstanding a conviction, a person can occupy a
position within the Organization ithout adversely affecting the safety of the Organization, any individual,
athlete, or member of the Organization through the imposition of such terms and conditions as are deemed
appropriate, the Screening Commidantee may approve ar

f) If an individual subsequently receives a conviction for, or is found guilty of, an offense they will report this
circumstance immediately to the Organization.

g) If an individuaprovides falsified or misleading information, the individual will immezliabe removed from
his or hermosition and may be subject to further discipline in accordance thi#ghOrganizatioh Biscipline and
Complaints Policy.

Screening Committee

6. The i mplementation of this policy is the responsibilit
of three (3) to five (5) members appointed by the Organization. The Organization will ensure that the members appointed
to the ScreeningCommittee possess the requisite skills, knowledge and abilities to accurately &R€ss VSvand
Screening Disclosuffeorms andender decisions under this Policy. Quorum for the Screening Committee will be three
members.

7. The Organization may remove any member of the Screening Committee. When a position on the Screening Committee
becomes vacant, either because a member has been removed or because a member has resigned, the Organization will
appoint a replacement member.

8. The Screening Committee will carry out its duties, in accordance with the terms of this policy, independent of the Board.

9. The Screening Committee is responsible for reviewingR({s, VS\&md Screening Disclosure Forms and, based on such
reviews, makingdecisions regarding the appropriateness of individuals filling positions within the Organization. In
carrying out its duties, the Screening Committee may consult with independent experts including lawyers, police, risk
management consultants, volunteerreening specialists, or any other person.

How to Obtain a Criminal Record Check or Vulnerable Sector Verification

10. Although a CRC may be obtained online from a tpady provider,individuals mayonly obtain aVSVby visiting an
RCMP office opolice station, submitting two pieces of governmeassued identification (one of which must have a
photo), and completing any required paperwork. Fees may also be required and may be reimbursed by the Organization
upon the submission of a legitimate repeand volunteer expense form.

11. Fingerprinting may be required if there is a positive
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Procedure
12. The Screening requirements defined in this policy will be submitted to the Organization émvatope marked
“Confidential”:

13. If required, the Organization will provide a letter confirming the potential position within the Organization.

14. Individuals who do notindertake the screening requirements required by this policy will receive a notice to that effect
and will be informed that their application and/or position will not proceed until such time as the screening requirements
are followed.

15. The Screening Canittee will review all submitted documents and determine if the individual has committed a relevant
offense.

16. Subsequent to its’ review, the Screening Committee, by
a) Approve an individual’'s participation; or
b) Deny an individual'’'s participation; or
c) Approve an individual's participation subjeans to t
appropriate

17.1 f an i dodumentsdd nch reved a relevant offense, the Screening Committee will advise that the individual is
el igible. | dbcunaentsrevealdh irelevadt wféehsé, she Screening Committee will render its decision and
provide notice of its decision. After providing notice, the Screening Committee will return or destr@RBer VSV

18. CRCare valid for a period of three years, VSVs arglfatever (because no new names are being added to the database
that the VSV searches), and Screening Disclosure Forms must be completed on an annual basis. However, the Screening
Committee may request that an individual provid€RC or a Screening Dascire Fornfor review and consideration at
any time. Such request will be in writing and reasons will be provided for such a request.

Relevant Offenses
19. Provided a pardon has not been granted, the following examples are considered to be relevant offenses:
a) Ifimposed in the last five years
i. Any offense involving the use of a motor vehicle, including but not limited to impaired driving
ii. Any offense for trafficking and/or possession of drugs and/or narcotics
iii. Any offense involving conduct against pulntiorals
b) If imposed in the last ten years
i.  Any crime of violence including but not limited to, all forms of assault
ii. Any offense involving a minor or minors
c) Ifimposed at any time
i. Any offense involving the possession, distribution, or sale of any-&éted pornography
ii. Any sexual offense
iii. Any offense involving theft or fraud

Records
20. All records will be maintained in a confidential manner and will not be disclosed to others except as required by law, or
for use in legal, quagegal, or disciplinary proeslings.

Criminal Convictions
21, An individual s c¢ onv iCdninaldCodeffenses mayrgsultinfexptlsior frafmeodrglanizationn g
and/or removal from designated positions, competitions, programs, activities and events upon the sole discréteon of
Organization
a) Any offense of physical or psychological violence
b) Any crime of violence including but not limited to, all forms of adsaul
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c)
d)
e)

Any offense involving trafficking of illegal drugs

Any offense involving the possession, distribution, or sale of any&idted pornography
Any sexual offense

Any offense involving theft or fraud
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Sport Law Template — Screening Disclosure Form

NAME:

First Middle Last

OTHER NAMES YOU HAVE USED:

CURRENT PERMANENT ADDRESS:

Street City Province Postal

DATE OF BIRTH: GENDER:
Month/Day/Year

CLUB: EMAIL:

Note: Failure to disclose a conviction/sanction for which a pardon has not been granted may be considered an intentional
omission and subject to failure of screening requirements as required by the Organization’s Screening Policy

1. Have you ever been convicted of a crime for which a pardon has not been granted, including possession or trafficking
of an illegal substance? Yes No If yes, please describe below fara@adttion:

Name or Type of Offense:

Name and Jurisdiction of Court/Tribunal:

Year Convicted:

Penalty or Punishment Imposed:

Further Explanation:

2. Are criminal charges or any other sanctions, including those from a sport body, private tribunal or government
agency, currently pending or threatened against you? Yes No If yes, please explain for each
pending charge:

Name or Type of Offense:

Name and Jusdiction of Court/Tribunal:

Further Explanation:

3. Has any civil court made a finding, judgment or ruling against you, or have you entered into an out of court settlement
relevant to the profession of coaching, the sport or any other sport? Yes No If yes, please describ
each finding, judgment or ruling below:

Civil Court Finding: Out of Court Settlement:

Type of Offense or Finding:
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Year of Offense or Settlement:

Penalty or Punishment Imposed:

Further Explanation:

Have you ever been the subject of a decision of a court or tribunal that might reflect adversely on the profession of
coaching, the sport or any other sport? Yes No If yes, please describe below:

Type of Offense:

Year of Decision:

Penalty or Punishment Imposed:

Further Explanation:

Have you ever been dismissed from a position due to allegations of ethical or moral misconduct?
Yes No If yes, please describe below:

Nameof applicable Organization:

Date of Dismissal:

Reason for Dismissal:

Have you ever been disciplined or sanctioned by an international sport body, by a National sport governing body
outside Canada, by the Organization, or by any other body within Canada that governs the sport or any other sport?
Yes No If yes, please describe below:

Name of applicable Organization:

Date of Discipline or Sanction:

Reason for Discipliner Sanction:

Have you ever been disciplined or sanctioned by an independent body (sport body, private tribunal, government
agency, etc.) for which a pardon has not been granted?
Yes No If yes, please describe below:

Name or Type of Offense:

Name and Independent Body:

Year Convicted:

Penalty or Punishment Imposed:
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Further Explanation:

For more than one conviction please attach additional page(s) as necessary.

Certification
| hereby certify that the information containein this application is accurate, correct, truthful and complete.

| further certify that | will immediately inforrthe Organizatiorof any changes in circumstances that would alter my original
responses to this Screening Disclosure Form. Failure to duay result in termination of membership and/or further
discipline.

Signature: Date:

PRIVACY STATEMENT

By completing and submitting this Screening Disclosure Form, you consent and auttlogizerganizationto collect, use and disclose
your personal information, including all information provided on the Screening Disclosure Form, Criminal Record Check and/or
Vulnerable Sector Verification for the purposes of screening, implementation ottt | Y A ISteéning Folsi, administering
membership services and communicating with other National Sport Organizations, Provincial Sport Organizations, Sport @lubs, a
other organizations involved in the governance of the sporheTOrganizationrdoes not distributepersonal information for commercial
purposes.
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Template — Employment Agreement

“Organization” refers to:

EMPLOYMENT AGREEMENT (NON-MANAGEMENT)

BETWEEN:
Organization
[Insert Address]

-And-

[Name ofEmployee] Her ei nafter “Empl oyee”)
[Insert Address]

WHEREAS The Organization is a nguofit organization managing the sport of in the Province
of ;

AND WHEREAS the Employee is skilled iE(mp | oyef’' s tasks

AND WHEREAS the Parties have agreed to enter into an employment relationship wish to reflect the terms of their
agreement in writing;

NOW THEREFORE in consideration of the mutual covenants and agreements hereinafter contained and for other good and
valuable considetion, the Parties hereby agree as follows:

Conditions Precedent

1. This Agreement is conditional upon the Empl oSceeaningpbt ai n
Policy The Organization, in its sole discretion, will determine whetherresults of such check pose an unacceptable
risk to the safety and security of the Organization and its participants and may rescind this employment offer
immediately. The Employee will renew such documents upon the request of the Organization.

Responsibilities of the Employee
2. The Employee will:
a) Assume the position dNSERT POSITION
b) Complete all duties as described in Appendix A and perform such duties as the Organization will reasonably
direct, from time to time
c) Report to directslPesidesm t he Organization’
d Adhere t o t hEumé@rResouwdezPoligsd allrothes policies and procedures of the
Organization, as amended
e) Devote his or her full time and attention during working hours to the business and interests of the
Organization
f)  Actin amanner that promotes a positive and professional public image
g) Work all hours as described in Appendix A. Work hours may be varied by the President to meet the varying
conditions of the Organization
h) Schedule work hours in order to accommodate the changew®ys of the Organization which may require
evening and weekend work. The Employee acknowledges that this clause constitutes agreement to work such
hours
i) Record his or her hours worked and submit a time sheet to the President every two weeks

Consideration
3. The Organization will pay or provide the Employee consideration as descripgendix A.
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4. Consideration payable to the Employee will be of a confidential nature and will not be discussed with other employees
or Directors, apart from th®resident.

Performance Review

5. The Organization will conduct a regular performance evaluation to evaluate the performance of the Employee and to
establish any applicable further objectives, iptiohisatny, f
the sole discretion of the President, acting reasonably.

Overtime

6. Hours worked by the Employee in excess of eight (8) hours in a work ofdarty44) hours in a single week will
constitute overtime work. The Employee will seek prior apptdrom the President prior to working overtime by
completing the form attached aSppendix B.

Holidays and Vacations
7. The Employee is entitled to pay during all statutory holidays as descriltiee ProvinciaEmployment Standards Code.
Whenastatutoy hol i day falls during the course of the Empl oye

8. The Employee will accrue vacation and sick days as descrilbpgendix A.

Confidentiality

NonDisclosure

9. The Employee acknowledges that he or klas been in, and will be entrusted with, possession of Confidential
Information, the disclosure of any of which to competitors of the Organization or to the general public would be highly
detrimental to the best interests of the Organization. The Emplamenants and agrees with the Organization that
he or she will not at any time, directly or indirectly, in any manner or for any reason whatsoever, disclose any
Confidential Information to any person, firm, association, syndicate, joint venture, partpessigiety, or corporation,
and will make no use whatsoever of any Confidential Information (other than in the ordinary and usual course of the
business of the Organization) without the prior written consent of the Organization.

Return of Information

10. TheEmployee covenants and agrees with the Organization that upon the Employee ceasing to be employed by the
Organization, for whatever reason, or at any other time upon the request of the Organization, the Employee will
immediately return any Confidential kmmfmation in his or her possession, including without limitation, hard and
electronic copies and notes based thereon whether prepared by the Employee or the Organization, to the Organization
and will not retain any copies or other reproductions or extrabereof.

11. “Confidential Information” means any technical, corporate, economic
and knowhow concerning past and present contemplated services, products, processes, procedures, and modes for
(and of) providingmarketing, distributing, and selling goods or services related to Organization business, including,
without limitation, information, knowledge or data relating to training programs, service manuals, formulas, designs,
prototypes, compilation of informatin, data, databases, programs, codes, source codes, routines, algorithms,
architectures, methods, techniques, processes, products, devices, equipment or machines, inventories, manufacturing,
purchasing, engineering, intellectual property, customer and sapmformation, financial information, marketing
information, research and development, drawings and technical advice, or concerning the suppliers and customers of
the Organization, their names, addresses, preferences, and business requirements

Non-Solicitation
12. The Employee covenants and agrees with the Organization that:
a) Subject as herein provided, the Employee will not (without the prior written consent of the Organization) at
any time, during the term of his or her employment with the Organizationfantivelve (12) months after his
or her employment with the Organization ceases, for whatever reason, either individually or in partnership or
jointly or in conjunction with any person or persons, firm, association, syndicate, joint venture, society or
corporation as principal, agent, shareholder, employee or in any other manner whatsoever:
i. Engage in soliciting any member, customer, participant, client, supplier, or strategic partner of the
Organization in order to direct or attempt to direct such membersstomers, participants, clients,
suppliers, or strategic partners away from the Organization, and/or
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ii. Engage in obtaining or attempting to obtain the withdrawal from the Organization of any employees
of the Organization
b) The restrictions contained in Semti 12(a) are reasonable and valid and all defences to the strict enforcement
thereof by the Organization are hereby waived by the Employee

Non-Competition
13. The Employee covenants and agrees with the Organization that:
a) Subject as herein provided, tliemployee will not (without the prior written consent of the Organization) at
any time, during the term of his or her employment with the Organization and for twelve (12) months after his
or her employment ceases, for whatever reason, either individually partnership or jointly or in
conjunction with any person or persons, firm, association, syndicate, joint venture, society or corporation as
principal, agent, shareholder, employee or in any other manner whatsoever carry on or be engaged in, be
concernal with, or be interested in a Competitive Business, or advise, lend money to, guarantee the debts or
obligations of, or permit his or her name to be used or employed by any person or persons, firm, association,
syndicate, society, or corporation engagedan concerned with, or interested in a Competitive Business
b) The restriction contained in Section 13(a) is reasonable and valid and all defences to the strict enforcement
thereof by the Organization are hereby waived by the Employee

Proprietary Rights and Intellectual Property
Ownership
14. The Employee hereby acknowledges and agrees that:
a) All Intellectual Property which the Employee, from time to time, conceives, discovers, creates or makes, solely
or jointly with others, whether or not during the hours oktor her employment, and whether or not with the
use of the Organization’s facilities, materials or
is the sole property of the Organizati othexpensel t he En
take all such steps requested by the Organization to protect the property rights in such Intellectual Property
b) All Intellectual Property which the Employee makes, discovers, creates or conceives from time to time after
termination of such emplayent which is based on Confidential Information or is suggested by any work
which the Employee does or did for or on behalf of the Organization is the sole property of the Organization
and the Employee shall, at t heallfchgtapsiequestedbythe s r e q u e
Organization to protect the property rights in such Intellectual Property

15. “Intellectual Property" means i deas, concepts, works, discoveries,
and whether subject to copyriglar not, including, but not limited to, anything that constitutes Confidential
Information, all products, devices, processes, methods, software, algorithms, formulas, and techniques as well as
i mprovements thereof or “ kn domsofintjpreements fo existangl practices, preducis a n d
or designs or “know how” related thereto and also al/l
patent, copyright, industrial design or any other proprietary rights which retatsy manner to any aspect of any
activities or prospective activities of the Organization

Conflict of Interest

15. The Employee agrees not to be engaged in any other employment in any other capacity of any other activity that
interferes with the provisionsf the services contemplated herein, or that is for the benefit of any person, corporation,
society,or third party whose business interests are either competitive or in conflict with the business interests of the
Organization.

16. The Employee agrees nottmdertake, involve, or associate with any activity or third party that would be considered
by the Organization, in its sole discretion, as representing a conflict of interest.

17. This Agreement is conditional upon the Employee disclosing, prior to exethisnggreement, any potential conflict
of interest, whether directly or indirectly, in which the Employee is involved.

Assignment

18. The Employee will not assign, either directly or indirectly, any obligation or entittement that he or she has under this
Agreement without express written consent of the Organization
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Term

19.

This Agreement will start on the __ day of , 20___and will terminate in accordance with this Agreement.

Termination

20.

21.

22.

23.

24.

25.

26.

The Employee will give written notice of his or her intention to terminate this Agreement, which will terminate
accordingly, in accordance withe BCEmployment Standardact.

The Organization will give written notice or pay in lieu of noticacitordance with th&C Employment Standards Act

of its intention to terminate this Agreement without cause which will terminate accordingly. The Employer will also

provide any other minimum rights, benefits and entitlements that the Employee then hasr tmelBCEnployment
StandardsAct Wi t hout restriction, and for purposes of clarity
minimum period and to the minimum extent required by tBEEmployment Standard&ct The Employee

acknowledges thatite foregoing provisions are in satisfaction of and substitution for any and all statutory and common

law rights, including without limitation, any right to reasonable notice of termination.

The Organization may terminate this Agreement without noticegayr in lieu of notice, in any of the following

circumstances:
a) With Cause
b) During the Employee’s first three (3) months of emg
c) Upon the Employee’s death

“Cause” —Includes, but is not limited to, the Employeeglecting his or her common law obligation to the Organization

or duties described herein, is convicted of any material crime or offense, fails or refuses to comply with the
Organization’s oral or written poordectieniwighghe perforntance & kisoo r s ,
her duties hereunder, materially breach affirmative or negative covenants or undertakings hereunder or is guilty of any
other conduct which would make continued employment by the Organization prejudicial to thénba®sts of the
Organization.

Upon termination of this Agreement, the Employee wil!/l
proprietary interests

None of the provisions of this Agr ee cyrotmitgateladyandell i ev e
damages from the termination of this Agreement or the employment of the Employee

The Parties confirm that the notice or pay in lieu of notice provisions contained in this Agreement are fair and
reasonable and upon any terminan of this Agreement by the Organization, or upon any termination of this
Agreement by the Employee, the Employee will have no action, cause of action, claim, or demand against the
Organization or any other person or corporation as a consequence of sunmation.

Governing Law

27.

This Agreement will be governed by and construed in accordance with the laws of the Province of .

Notices

28.

Notices and correspondence required to be sent to any party in connection with this Agreement will/kiénign and

will be sent by post to the addresses listed above. Any change in address will be notified to the other Party
immediately. Notice will be deemed to have been given after the seventh day of the date of post for mail and the day
of delivery for &csimile.

General

29.

30.

No failure or delay by the Parties in enforcing any right or remedy in this Agreement will be construed as a waiver of
any future exercise of such right or remedy.

The Parties have sought or obtained, or have had the opportunity toaeglobtain, independent legal advice
concerning the matters in this Agreement, and execute this Agreement knowingly and voluntarily
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31. This Agreement constitutes the sole and entire agreement between the Parties, and supersedes any previous
agreements, undrstandings and arrangements between the Parties. Any amendments hereto are enforceable only if
in writing and signed by each of the Parties.

32. If any portion of this Agreement is deemed by any court of competent jurisdiction to be illegal or unenfortkable,
the remaining provisions of this Agreement will remain in full force and effect notwithstanding.

33. This Agreement has been executed by an authorized signatory of each Party who is duly entitled to represent and bind
the Party.

34. The Employee and the @anization herby agree to abide by the terms and conditions outlined in this Agreement. To
evidence their agreement, the Parties have signed this Agreement.

THE PARTIES HEREBY AGREE to abide by the terms and conditions outlined in this Agreement.

The paties have signed this Agreement the day of ,20
Organization Employee
Per: Per:
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APPENDIX A - Job Description

Scope of Services
1. The Employesvill:

INSERT JOB DESCRIPTION

Hours of Work
2. The Employee will work a minimufarty (40) hour work weekubject to holidays, vacation, sick leave and building
closures as follows:
a. List WORKING SCHEDULE

Consideration
3. TheOrganizatiorwill pay or provide tk Employee consideration as follows:
a) Salary in the form of the following:

i. An annual gross base salary of dollapsidxy less statutory deductions, which will be
payable twice monthly (¥5and 3¢" of each monthDR
ii. An hourly rate of dollars X% less statutory deductions, which will be payable twice

monthly (13" and 30" of each month) upon the submission of a time sheet
b) Reasonable oubf-pocket expenses properly incurred in the course of employment, subject to dieedy of
appropriate statements and receipts. Any personal expense item over one hundred dollars ($100.00) must be pre
approved for reimbursement
¢) Any parking payment required at the offices of tBeganization
d) One hundred percent (100%) of benefits icaalance with theOrganizatioh s | nsur ance Benefits
Disability Coverage is to be paid one hundred percent (100%) by the Employee).

Vacation and Sick Leave

4. The Employee will accrue weeks ( working days) vacation during each year of employment. Vacation days
are to be preapproved by the Presiderfor designateand the Presidentor designate)nay impose a specific vacation
schedule. A maximum of/e (5) days of vacation may be carried over from one fiscal year to the next.

5. The Employee is entitled to five (5) paid days of sick leave per fiscal year. Sick leave is to be used only if the Employee
cannot attend work because of personal illnessimgury. TheOrganizationreserves the right to require a detailed
doctor’'s certificate as a prerequisite for the approva
year and will not be carried forward.

OR

6. The Employee will accrue four (4%) percent vacation pay per hour worked @mgueization
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APPENDIX B — Overtime / Time-in-Lieu Request Form

Name:
Job Title:
Month:
# o_f Approval Scheduled Time-in-
Overtime . .
Date . (Signature Lieu to be Taken
Hours Reason for Overtime Hours i
Required) (Date and Hours)
Requested
TOTAL
Staff Signature: Date:
President’s Signature: Date:
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Template — Volunteer Agreement

“Organization” refers to:

First Name: Last Name:
Address: City / Postal Code:
Cell Phone: Alt Phone:

Birth Date: Email Address:
Gende Identity: Other Information:

The Volunteer and the Organization have agreed to enter into a volunteer relationship and wish to reflect the terms of
their agreement in writing;

THIS VOLUNTEER AGREEMENT CONFIRMS that the Parties have mutually agreed as follows:

Volunteer
1. The Parties agree and acknowledge that the relationship intended by this description of expectations is NOT legally
binding agreement or employment relationship.

Criminal Record Check

2. Upon the request of the Organization, the Volunteer agrees to obtain and subatérials required by the
Or g a ni Baeering Ralickailure to participate in thecreening proceswill result in ineligibility to volunteer
with the Organization.

Responsibilities of the Volunteer
3. The Volunteer will:
a) Comply with the Bylaws, policies, procedures, rules and regulations of the Organization, including complying
with any contracts or agreements exded with or by the Organization
b) Devot his or herfull time and attention during volunteer hours to the business amterests of the
Organization
c) Complete the dties as described iAppendix A, if any
d) Comply with the following expected standard of ethical conduct at all times, whilateadring with the
Organization
i. Demonstrate through words and actions the spirit of sportsmanship, sports leadership and ethical
conduct
ii. Treat others with respect and refrain from negative or disparaging remarks or conduct
iii. Ensure the rules of the sport drithe spirit of such rules are adhered to
iv.  Avoid and reject the nomedical use of drugs or methods
v.  Refrain from any behaviour that constitutes harassment, where harassment is defined as comment or
conduct directed towards an individual or group, whichffemsive, abusive, racist, sexist, degrading
or malicious
vi.  Refrain from any behaviour that constitutes sexual harassment, where sexual harassment is defined
as unwelcome sexual advances or conduct of a sexual nature
Vii. Refrain from the use of power or authoyiin an attempt to coerce another person to engage in
inappropriate activities
viii. ~ Adhere to all Federal, Provincial, Municipal or host country laws

Expenses

4. Upon the approval of the Organization, the Organization will reimburse the Volunteer reasonaioiepndket
expenses properly incurred in the course of volunteering for the Organization payable in accordance with the
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Organization’s established procedures and approved rat
applicable receipts.

Confidential Information

5. Confidential Information includes, but is not limited to, software, kAwow, trade secrets, technical personal
information, and business information relating to the
servies, finances, customers, members, marketing, future business and sponsorship plans and any other information
which is identified as confidential by the Organization. It also includes third party information which is received by the
Organization in confideze, including information received from clients, customers, potential business partners,
sponsors, buyers and others.

6. The Volunteer agrees:
a) Agrees not to publish, communicate, divulge or disclose to any unauthorized third party or parties any
Confidential Information, without the prior written consent of the Organization.
b) Not to allow other persons or third parties access to the Confidemtfatmation.
c) To comply withprivacy legislation.
d To use Confidenti al I nformation solely as may be r
to the Organization.

Image Release

7. The Volunteer authorizes the Organization to photograph and/or rebaar herimage and/or voice and to use this
material to promote the Organization through the media of newsletters, websites, television, film, radio, print and/or
display form. The Vohteer further consents that the materials and copyright will remain the sole property of the
Organization.

Intellectual Property

8. Copyright and any other intellectual property rights in all written material (including material in electronic format),
software, databases, brands and other works produced by the Volunteer will be owned solely by the Organization, who
will have the right to use, reproduce or distribute such material and works, or any part thereof, for any purpose it
wishes. Upon the request ¢the Organization or termination of this Agreement, the Volunteer will return all
Confidential Information and propriety information received in written or tangible form, including copies, or
reproductions or other media, immediately of such request.

Term and Termination

9. This Agreement will start on the __ day of , 20 and will terminate on the ___ day of , 20,
unless terminated earlier in accondee with this AgreemeniThere will be no autonta renewal of this Agreement.
Volunteas wishing to continue volunteering must-applyand execute a new agreement

10. Either Party may terminate this Agreement immediately upon providing the other Party with written nofise of
intention to terminate this Agreement, which will terminatecardingly.

Assignment
11. The Volunteer will not assign, either directly or indirectly, any obligation or entitlement that it has under this
Agreement without express written consent of the Organization.

General
12. The Volunteer herby agrees to abide by tkems and conditins outlined in this Agreement.o evidencénis or her
agreement, the Volunteer has signed this Agreement.

Volunteer

Print Name Signature Date
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SECTION X - PROGRAMMING

Jurisdiction

Swim Clubsire limited or restricted in terms of what programming they can provide their memiSsvdnming Canadand
Swim BMave programming requirements thalubsmustoffer in order tomaintainmembership with the natinal and/or
provincial body. Thesequirementsare framed within the sanction rules for competition; competition technical rule;
competition standards and entry requirements; Athlete Development frameworks; Coaching certificatiomum
standards; official’s certification and others.

Swim Clubsieed to take tlese restrictionsandrequirements into consideration when building programming for members.
By virtue of Sport Canada mandate, Swimming Canada and Swim Bfollousthe LongTermAthlete Development
(LTAD) programandas suctrequire allclubsto comply with that model. Awim clubcannot unilaterally decide to ignore
that model

Some competitionules ofconduct, and or meet formatsan usually be modified slightly wiht risking termination of
membershipor loss of sanctionbut clubsmust be aware that localr regionalrules are just that andnaynot be in effect in
provinciallysanctionedcompetitions

Fundraising and Sponsorship

Other than theperformancebasedClub Grant, Swim Bibes notdirectlyfund clubsand rarely do theclub duescontribute
enough money to operata cluh Swim BC encouragelsi$ funding gap it befilled by sponsorship or fundraising.
Fundraisers often have a particular goal or evemtibich the funds are being collected. A structure should be in place to
guide how these funds are raised, held, and spent. If individuals are asking for money on behadifriratuh there
shouldbe a clear statement as twow those funds are manageA.Fundraising Polidemplate — Fundraising Policy that
identifies how aclubcan approve a fundraising venture and how donors can be contacted yoaMitle a structure for
fundraising.

Sponsorship is more restrictive than fundraising. Organizations should first checkwiithBGo determine if there are

any restrictions orsponsor logos on suits, caps and deck attireon the types of sponsorsdhcan be solicited (i.e.,

alcohol, tobacco or cannabis related products, companie$.€fbeclubitself should also set boundaries for sponsorship

similar to how fundraising standards are determined. Notably, funds acquired from sponsors or fromdargiraust be
claimedonthelub s f i nanci al report asclphart of the revenue/ funds

Team Selection

Swim clubsre occasionally tasked with selecting individualstteral special training or competitive opportunitiedust
because the selection process is not as high level as a natiopebvincialselection camp does not mean the selection
process can be lax in its fairness. a higher standard of practice, clii®uldhave selection policies that have the
following sections:

Purpose (the event for which the policy is being used)

Obijective (the overall purpose of the selection as well as the number of athletes being selected and in which

categories)

1 Eligibility (@e, citizenry(some events)residency, membership in good standing, signed
agreements/contracts/codes of conduct)

1 Selection Process (the entire selection process from start to finish, contingency feelption or medical
exemption, performance criteaithe athletes must meet, weighting of objective and subjective criteria, ranking
athletes, scoring system, how ties are broken, selection of alternate athletes, timelines, accommodating injury,
addressing unforeseen circumstances)

1 Authority for Selectiof whi ch body/ group/ coach serves as a sel ect

are determined, why they cannot have a conflict of interest, what criteria they use for selection (referencing the

above section))

Dismissal (how athletes, once sekedt may be dismissed from the team)

Appeals (referencing théppealPolicyand how to appeal the selection decision)

Alternate Athletes (describing how and when replacement athletes are selected to fill in for athletes who become

ill or injured)

f
1

= =4 =4
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1 Appendix (includes all of the forms/data sheets/scorecards/ranking systems/performances that the selection
committee uses in their selection decision)

Template — Selection Policy (Individual)

Selectiondecisionscan be appealed under thdub' Appeal Policyldeally this process is limited or does not occur because
the selection process was walritten and clearClubsare not held to the same standard as a natiooaprovincial
association because the selection stakes are not as high. It would not benmmoto see a selection process that is simply

the coach’s discretion on whi &dwevarithk toach must stdl hedrael frdm bias anth a me d
conflict of interest.
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Template — Fundraising Policy

“Organization” refers to:

Definitions
1. The following terms have these meanings in this Policy:
a) “+ Sy (i dANhdraising proposal that is projespecific or evenspecific
b) “Sanctionet—The Organization
c) “Donors —The parties (groups, organizatiomsdividuals) that are solicited for funds

Purpose

2. The Organizatiosupports raising funds through fundraisers and suggests thatte@chor participantconsider its own
fundraising activities. This Policy will assist bib#aOrganizatiorand itsteamsand participantswith making proper and
informed decisions about fundraising; particularly so that all fundraising ventures have a likelihood of profitability,
effectiveness, efficiency, and are reflectivettod Organization s v al ues .

Application of this Policy
3. This Policy applies the Organizatiorand itsteams and participants

Fundraising Principles
4. The Organizatiomnd itsteams and participantshall consider and apply the following principles when determining
whether or not to approve a fundraising Venture:
a) Profitability; whether or not the result of the Venture is expected to exceed the time and resources invested in
its implementation
b) Feasility; that the Venture is able to be executed and monitored
c) Costeffectiveness; that all costs (both fipnt and hidden) must be factored into the expenses of the Venture
d) Jurisdiction; that theéeam or participanteceiving the benefits of the Venture is identified and clarified
e) Adheres to values; that the Venture must be in line with the values of the Sanctioner
f)  Unconfirmed income; that the funds raised from the Venture must not be budgeted as hard revenue
g) Taxreeipts; that the Venture must respect all federal and provincial laws and regulations governing fundraising
and tax receipts

Pre-Venture Procedure
5. The group, committee, person, or entity proposing a Venture must submit a written proposal that answertaivenfy
guestions:
a) Whatis the Venture?
b) How long will the Venture last?
c) Is the Venture provincgide or regional?
d) What potential Donors will the Venture solicit for funds?
e) What staff resources from the Sanctioner will be required?
f)  What other expenses witle required to start or maintain the Venture?
g) Will the Sanctioner be required to partner with a group, company, or organization?
h) What funds, resources, or other benefits are expected to be gained from the Venture?
i)  Who benefits from the Venture anghat is the distribution of benefits?
i) What can go wrong with the Venture and how have these risks been managed?

6. The proposal must be submitted to the Sanctioner for approval before the Venture may begin. The Sanctioner shall
approve or reject the proposalithin fifteen (15) days of receiving it.

7. Ifthe proposal is rejected, the Sanctioner shall explain reasons for the rejection. A revised proposal may be submitted to
be accepted or rejected by the Sanctioner within ten (10) days of receiving the revisio
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Organization Approval

8. The Organizatiomust approve any Ventures that are intended to be provimide and that may solicit funds primarily
from outside the region. Further, any Ventures that may be in direct competition or conflict (in terms of location or
Donors solicited) with Ventures fronther organizationsnust also be approved liyie Organization

9. Approval must be obtainedfrom the Organizatiorbefore any Venturds initiated that is radical, unusual, or that
contravenes sections of this Policy.

Solicitations
10. Donors solicited must r&ive informed, accurate, and ethical advice about the value and tax implications of contributing
to the Venture.

11. Al | communication with Donors must be accurate, refl ec

Post-Venture Procedure
12. Oncet he proposal has been approved, and during and after
a) Comply with all applicable local, provincial, and federal laws
b) Not engage in activities that harm members or volunteers, that conflict with ethical or legal obligations
(pursuant tothe Organizatioh €ode of Conduct and Etharsdthe Organizatioh Gonflict of Interest Poligyor
that exploit a relationship with potential Donor, member, employee, or volunteer
c) Track all funds and benefits collected, record all expenses, and determine the net result of the Venture
d Distribute benefits and funds as per the Venture’s
e) Seek approval from the Sanctioner beforstdbuting funds and benefits outside of the scope of the proposal

13. When the Venture has concludedreport must be submitted to the Sanctioner detailing the result of, and distribution

of funds and benefits from, the Venture. If approval frahe Organiation was requied for a Venture (under the
Organization Approval section of this Policy) a report must also be submittethenOrganization
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Template — Selection Policy (Individual)

“Organization” refers to:

Note: The indicates where the organization would insert content specific to the organization. The green
italicizednotesare endnotes that are directions for the organization and would be deleted before the publication of the
policy.

SECTION 1 - PURPOSE

The purpose of this documers to set out the process that will be used by the Organization to select athletes to represent
the Organization at theEENT].

SECTION 2 — OBJECTIVE

The objective of this selection policy is to seldQTAL ## of ATHLETES] athletes who will participate in theEVENT].
Athletes are selected in the following cateries:

1 [CATEGORY] (## athletes)
1 [CATEGORY] (## athletes)

[GENDER and ## of COACHES? CHAPERONES?]

SECTION 3 - ELIGIBILITY

To be eligible for selection, the d#étes must be:

9 [YEAR of BIRTH RESTRICTIONS FOR EACH CATEGORY]
1 Canadian Citizens, or eligible for Canadian Citizenship and actively pursuing either Citizenship Certificates or Canadian

Passports
1 Members in good standing with the Organization
1 Agreetoadhe# t o the Organization’s policies
1 [ADDITIONAL ELIGIBILITY REQUIREMENTS]

Once selected, the athletes will be expected to be training towards, and meet the physical standards expectd@\WNte

Section 3 endnotes: This section describes how ashbete become eligible to be selected. Check to see if there are
additional eligibility requirements.

SECTION 4 — SELECTION PROCESS

Athletes participate indompetition name]. Athletes may be exempted from participation in therhpetition name] due

to sickness, injury, or otha@ircumstances. These athletes shall still be eligible for selection provided they have a signed
letter from a medical professional and approval from the Organization.

[CAN ATHLETES BE PRE-SELECTED? HOW?]

[ARE THERE ANY RESTRICTIONS ON ATHLETE PARTICIPATION?]
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empted,

tion.

Tryouts

[ARE TRYOUTS NECESSARY?]

[ARE THERE ANY RESTRICTIONS ON THE NUMBER OF ATHLETE PARTICIPANTS?]
[WHAT TYPE OF COMPETITION?]

[IS THERE A RANKING SYSTEM? WHAT IS IT?]

[ARE THERE MORE CRITERIA FOR SELECTION — IN ADDITION TO THE RESULT OF THE COMPETITION OR THE RANKING OF
ATHLETES?]

[IS THERE A BODY THAT CHOOSES WHICH ATHLETES ADVANCE?]

[ARE THERE ALTERNATE ATHLETES? HOW MANY? HOW ARE THEY DETERMINED?]

and if
Athletes
lection

process.

Tie-Breaking
[IF THERE IS A TIE — HOW IS IT BROKEN? WHO DECIDES?]
Timelines

The TRYOUTS] shall be held within a time period, determined by the Organization beforeB¥ENT].

Unforeseen Circumstances

If unforeseen circumstances arise which do not allow for this selection process to be implementeéhasl duthis document,
the Organizatiomeserves the right to identify an alternate process or alternate timelines. Should this occur, all candidates for
selection will be notified of these changes in a timely manner.

[IF THE ORGANIZATION ALREADY HAS AN ALTERNATE PROCESS — WHAT IS IT?]
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SECTION 5 — AUTHORITY FOR SELECTION

The Organization shall appoint member(s) to be responsible for managing the selection of athlete EMENH.[The
member(s) shall be known as a Selection Committee and are responsible for monitorim@¥&Ts] and liaising with the
selected athletes.

The Selection Committee must be free from actual and perceived conflict of interest and, where conflict of interest may
exist, Committee members must identify the conflict and excuse themselves selection dgeigiere there is a conflict.
Parents of athletes, or other individuals deemed by the Organization to have special interest in the selection process, are
not permitted to be members of the Selection Committee.

Using the criteria outlined in Section 4, tBelection Committee will selefit# of ATHLETES] who will attend the EVENT].

izations will
entire
selections.
SECTION 6 — DISMISSAL
An athlete may be dismissed if the athlete:
1 Fails to remain a member in good standing with the Organization
i Fails to meet performance expectations
9 Fails to train d¢wards, or meet the physical standards expected by [EWENT]
1 Exhibits conduct that is detrimental to the image of the Organization
T I's unable to perform due to injury, illness or othe

medical staff
[DO ATHLETES NEED TO ATTEND EVENTS OR DO ANYTHING SPECIFIC IN ORDER TO REMAIN SELECTED?]

When necessary and appropriate, an athlete may be replaced by an alternate athlete (provided the alternate athlete is still
eligible).

izations
event..

SECTION 7 — APPEALS

Appeals of selection decisions wil!/l be AppgealPdicyand deci ded

SECTION 8 — INJURED and REPLACEMENT ATHLETES

The coaches and/or the Selection Committee may apply to
of the athlete selection process. Reasons for remogalinclude: becoming no longer eligible for participation (under

Section 3), injury, illness, or misconduct. Reasons for removal will be communicated by written letter to the athlete from

the Organization.



The Selection Committee shall designate altéerethletes in each categoryiS[THERE AN ALTERNATE ATHLETE SO
DESIGNATED BY VIRTUE OF THE ATHLETE’S RANKING?] Alternate athletes may be selected if one or more of the originally
selected athletes are dismissed prior to tH&ENT].

If the alternates have not kept up their physical fitness or are unavailable or uninterested, the Selection Committee may
approach other athletes who attended th&RYOUTS] to be named as alternates. Alternate athletes may be included in any
training or competitbns taking place prior to th&€VENT] so that they are prepared if called upon.

SECTION 9 — COACH SELECTION PROCESS

The Organization has the authority to select the coaches who will attencEVHEN]T]. [IS THERE AN APPLICATION
PROCESS?]

The Organization shall appoint member(s) to be responsible for selecting coachB#ENT]. The member(s) shall be

known as a Coach Selection Committee. The Coach Selection Committee must be free from actual and perceived conflict of
interest and, where conflict of interest may exist, Committee members must identify the conflict and excosethes

from selection decisions where there is a conflict. Parents of athletes, or other individuals deemed by the Organization to
have special interest in the selection process, are not permitted to be members of the Coach Selection Committee.

[ARE THERE PRE-REQUISITES FOR COACHES TO BE SELECTED? CERTIFICATION, BACKGROUND CHECK, KNOWLEDGE LEVEL,
SKILLS, ETC?]

[WHAT WILL THE COACH SELECTION COMMITTEE CONSIDER?]
[ARE THERE ADDITIONAL CONSIDERATIONS? DIVERSITY, LOCATION, GENDER, NEW COACHES, ETC?]
[CAN COACHES BE PRE-SELECTED?]

The Coach Selection Committee shall sdi#i¢bf COACHES] to attend the EVENT]. The Coach Selection Committee
reserves the right to select coaches from outside the pool of applicants.

The Coach Selection Committee reses the right to dismiss a coach ifjtmestimation, the coach is not sufficiently
preparing the athletes for theEMENT] or if there are other legitimate reasons, as determined by the Coach Selection
Committee or the Organization, for dismissal.

not always

APPENDIX A — EVALUATION FORMS

[ARE THERE EVALUATION FORMS OR RANKING SHEETS FROM THE ATHLETE SELECTION PROCESS (SECTION 4) THAT NEED
TO BE ATTACHED AS APPENDICES?]
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SECTION XI — FINANCES AND CORPORATE MAINTENANCE

Corporate Requirements

Every incorporated organizatias required to maintain a corporate profile with tlBCRegistry Reporting requirements to
ensure the profile is up to date includi#ing an Annual Report within 30 days of tienual general meetingindreporting
the active DirectorsOther requirements (Change of Directors, Change of Address

Record Keeping

Organizations are required, by law, to keep various recaddier records should be kept by a prudent organization efven i
there is no legal requiremen®rganizations can have a polfcy recordkeeping or describe recotkkeeping responsibilities
in their other policies or committee terms of referencehe following records should or must be kept:

RECORD REQUIRED BY

Incorporation Certificate

Bylaws and any amendments

Minutes from any meeting of Members
Resolutions from the Members

Minutes from any meeting of Directors
or any committee of Directors
Resolutions from the Directors and any
committee ofDirectors

Register of Directorsancluding names,
addresses, and appointment dates
Register of Membetsncluding names,
addresses, dates of member admission
and cession, and class of membership
Annual Financial Statements

Adequateaccounting records

Employee recordéhcludingname, Employment Standard&ct
address, date of birth, occupation,
starting date of employment, regular an
overtime wage, hours worked each day
and week vacation start and end dates,
changes to wage and overtime rate,
documentation related tdeave,and
documentation related tdermination
Employeeaecord, including regular and | Employment Standardact
overtime work, wage rate and overtime
rate, earnings per pay period, deductior
and reasons for each deduction, and
time off in lieu of overtime provided and

taken
Conflict of Interest declarations Conflict of Interest Policy
Complaint and appeal decisions Discipline and Complaints Policy, Appe.

Policy
Director Agreements

Candidate Qualification forms

Screening Disclosure forms a@dminal | Screening Policy
Record Checks
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Volunteer Agreements
Registration forms
Waivers

Assumption of Risk forms

Travel Consent forms

Records must be kept for a different length of time depending on the legislation. Hoyeeganizationshould want to
retain all important records indefinitely=or records required to be kept under tBEEmployment Standardict, the
organization is required to retaipayrollrecords forfour years. But again, organizations may want to kédegse records for
longer.

Records related to thBC Societies A@tg: statement of directors, register of directonggister of members, minutes of
each meeting of members, a copy of each ordinary and special resolution other than those containedtés nfinancial
statements and/or auditors reports all are required to be maintained for 10 years.

Other records which are temporary or based on certainviigials (like @ndidateQualification forms for Diretors and
Gonflict of Interestdeclarations) do not have to be kept for any specific length of time but should certainly be kept until the
individual s term of engagement with the organization ha

Access

Records kept undghe BC Societies Acan be accessed at all times bydBiors during the regular operating hours of the
organization. The organization must also provide records to Directors free of charge. Members are entitled to free copies of
the bylaws (these are commonppstedon t he or gani zat i o nstaccesslhe iedistenof Memlikersmay r
—but only the Memb e r thé minutasrokDirectars Meetiags dnd acsosingirg records for each financial

year.

Some records that include personaldmmation of Members (such as the details kept in the regisfrilembers)are
subject toprivacy legislation including the Personal Information Protection Act (PIPAharkrsonal Information and
Protection and Elgtronic Documents Act (PIPEDA). Pertho r g a nRrizaaytPoligyamMember may request that the
organization disclose to the Member any personal information that has been retained.

Location

Records should be stored at theadoffice of the organization or at a location the Directors determine. The President or
Secretary of the organization may need the most regular access to records and keeping the documents with this person
may be most sensible.

Finance and Accounting

Aspartof an i ncorporated organi zati on’ s-oldatgfinanciarrecardsthati ng r e s
depending on the organization’s financial status, may ne
financialsth e ment and accounting methods shoul d TtTemplatteFnancial bed i
Policy.
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Template - Financial Policy

“Organization” refers to:

Definitions
1. The following terms have these meanings in this Policy:
a) “wS LINB & SylidividualsZednployed by, or engaged in activities on behalfhef,Organizatiorincluding
coaches, convenors, officials, staff members, contract personnel, volunteers, managers, administrators,
committee members, and directors and officerstloé Organizabn

Purpose
2. The Organizatiowill function as a NeForProfit organization and all fundraising, fees, sponsorship, and grants will be
used for the orgoing development of the sport.

3. The purpose of this Policy is to guide the financial management practities 6frganization

Budget and Reports
4. The Organization s Board wildl devel op and approve an annual b
anticipated expenditures and revenues.

5. The Treasurer (or designate) will, at each meeting of the Board, presentestim financial statement (which includes
revenues and expenditures) to the Board for approval.

6. The Treasurer (or designate) will, at thenual General Meetingresent Financial Statements as required by applicable
legislation and any other report aetermined by the Board.

7. The financial statements d¢he Organizatiorwill be audited by an auditor appointed by the Board, if requiredhsy
ProvincialAct

Fiscal Year
8. The Or gani z a willeasdescrifed is theaBlylawg e a r

Banking - Revenue
9. Registration fees shall be reviewed annually by the Treasurer who will make recommendations to the Board; which shall
approve fees for each year well in advance of the start of the registration year.

10. All money received by th@rganization will be placed into a general fund and will be used for all necessary and permitted
purposes for the operation of the Organization, as det

11. All money received by the Organization will be deposited, in theenaf the Organization, with a reputable financial
institution.

Signing Officers
12. All contracts, documents, or any other instruments in writing requiring the signature of the Association shall be signed
by at least two of the following:
a) President
b) Treasurer
c) A Director appointed by the Board as a signing authority

13. Any contracts, documents or any other instruments in w
that are under $10,000 are not subject to this section and may be executed Byehsurer or any individual delegated
such signing authority by the Board.

14. All cheques under $10,000 require signatures from two (2) of the following:
a) President
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b) A Director appointed by the Board as a signing authority

15. All cheques of $10,000 or above regusignatures from two (2) of the following:
a) President
b) Two Directors appointed by the Board as signing authorities

16. All cheques payable to any signing authority will not be signed by that signing authority.

Expenses
17. Requests for purchases require tfedlowing:
a) All purchases must be approved by the Treasurer (or designate)
b) Purchases over $5,000 also require the approval of

18. All expenses will be supported with receipts and must be detailed to budget items, projects, or furlxyiadhe
Or gani Zraasureo.n’ s

19. Approved expenses are to be claimed and reported no later than thirty (30) days following the date of the expense.
Expenses submitted beyond the thirty (30) dayova.eportin

20. Any expenditure not approved within the annual budget will be approved by the Board prior to any such expenditure.
Wi thout the Board’'s appr ov athe Orgatzatioreniess eletedmineduiotherwise bylthHe n o t
Board.

Accounts
21. Accounts receivable terms are net ninety (90) days from the date of invoice.

22. Accounts payable will be paid within the terms of the supplier invoice. Where no terms are specified, accounts will be
paid within thirty (30) days.

Credit Card

23. With the approval of the Boardhe Organizatiormay acquire credit cards for the use of staff members who are required
to make purchases on a regular basis for travel, accommodation, and other expenses related to their duties on behalf of
the OrganizationThe Bard will determine who receives credit cards and what the credit card limits will be.

24. Credit card holders will be responsible for all charges made on credit cards issued in their name.

25. Credit cards must only be used for authorized paymentsitinatide:

a) Payment of actual and reasonable expenses incurred on autho@rgahizatiorbusiness, including travel and
accommodation, where it is not feasible for these costs to have been paid in advance of the expense being
incurred or for the costs to bimvoiced tothe Organization

b) Purchase of goods or budgeted items

26. For the purposes of this Policy, expenses included in an ar®wggnizationbudget as approved by the Board are
considered to be authorized. Expenses that fall outside the approved budgsttbra approved before being charged to
an Organizatiorcredit card.

27. Credit cards are not to be used for any personal expenses and may not be used for meal purchases except with prior
authorization.

28. All expenses charged to a credit card should be suppldny a credit card receipt issued by the merchant or a detailed
supplier invoice to confirm that the expenses are properly incurre@nyanizatiorbusiness.

29. Under no circumstances are cash advances to be drawdrganizatiorcredit cards.

30. In addition,the following individuals have credit card responsibilities:
a) Cardholders must:
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i. not allow another person to use the card
ii. protect the pin number of the card
iii. only purchase within the credit limit of the card
iv. notify the credit card company if the cardl@st or stolen
v.  keep the card with them at all times, or in a secure location

vi.  forward tothe Organizatohn s Tr easur er , on a monthly basis, a
card in the previous month
Vii. surrender the credit card upon the cardholder cieasto perform the role for which the card was issued

b) The Organizatons Tr easur er must:
i. ensure that each credit card issued to an individual is paid in full on a monthly basis
ii. review and reconcile each credit card statement on a monthly basis
iii. bring to theattention of the Board any credit card expense which does not appear to be authorized
under this policy
iv. recover from the cardholder any funds owing for unauthorized expenses

Expense Claims
31. Representatives may submit expense claims to the Treasurer gigrite) for personal expenses incurred in performing
their duties forthe OrganizationGenerally, only expenses papproved byt h e  Or g aTrdasurert(dr designate)
will be reimbursed and only within three months of the incurred expense. Expaigiens must include:
a) The exact amount each separate expense
b) The date on which the expense occurred
c) The place and location of the expense
d) The purpose of the expense
e) A receipt for the expense

32. OrganizatiorRepresentatives may submit expense claimsfo e Or g aTneasurart(ar desighate) for travel and/or
accommodation expenses for conferences, tournaments, provincial meetings, or national meetings; provided the
expected expense reimbursement amousifpreapproved bythe OrganizatiorTreasurer (or designate).

33. Generally, no cash advances will be provided. If there is a need for a cash advance, a request must be made to the
Treasurer for approval of the advance.

34. Expenses will be reimbursed in amountsglined in the following table:

Expense Rate Notes

Travel- Mileage up to 50 km | Nil
return travel

Travel-Mileage over 50 km | $050 per kilometre
return travel

Travel Air Lowest economy Prior approval required
Breakfast $10.00 Receipts notequired

Lunch $15.00 Receipts not required
Dinner $25.00 Receipts not required

Full Day $50.00 Receipts not required
Accommodation Double occupancy All personnel unless specifie
Accommodation Single occupancy Only the President
Incidentalexpenses Actual cost Receipt required

35. The Organizatiowill not reimburse for costs above the specified rates without prior approval of the Treasurer. Where
costs above the specified rates are approved, receipts must be provided.
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Travel and Accommodation Expenses
36. Air travel is to be booked through tHerganzationwhenever possible. Air travel including fares and itineraries is to be

approved in advance by the Treasurer. In no circumstance will fares above the economy fare be reimbursed. Car travel

will be reimbursed at the mileage rate specified in thisié§olCar rentals will be reimbursed where authorized.

Reimbursement will be for compact size cars through an authorized agency at the most economical rate possible.

Individuals are expected to travel as femissengers where possible. Advance booking faéde reimbursed where
required by the nature and purpose of the travel.

37. Whenever possiblahe Representatives who are attending the same event should travel together and stay with friends
or event organizers where possible. However, only the drivay submit carelated expenses

38. Accommodation will be reimbursed based on single occupancy for Gheg a n i zPaesident.n Allsother
accommodation will be reimbursed based on double occupancy.

39. The Organizatiowill not provide reimbursement for parking tickets, speeding tickets or fines for any other violations

40. ARepresentative attending an event where meals are not provided may requestdiguerallowance before attending
the event. Peidiem rates are listé in the above table and do not require receipts. Individuals will not be reimbursed
where meals are provided as part of an event or where meals are included in the accommodation rate.

Other Expenses

41. OrganizationRepresentatives may be reimbursed for lodgstance telephone calls provided the expenses were
Organizatiorrelated. Expense claims for telephone expenses must include the name of the persontdalledher
connection tothe Organization and the purpose of the call. Telephone expenses in exo€s$80.00 will not be
reimbursed.

42. Actual and reasonable expenses for items such as parking, telephones and copying may be reimbursed. Receipts must

be provided for all such expenses.

Signing Authority — Other Documents
43. In the absence of any resolutida the contrary passed by the Board, the deeds, contracts, securities, bonds and other

document(s) requiring the signature of two signing officers. The Board may authorize other persons to sign on behalf of

the Organization

44. Copies of all deeds, contracts, securities, bonds and other document(s) requiring the signahe®©cdanizatiorwill
be made available for review by the Board if requested.

NSF Charges
45. The Organizatiowill charge a twentyfive dollar ($25.00) chargen all NSF Cheques.

Replacement Cheques
46. Lost or missing cheques will not beissued until after the next applicable month end reconciliation has taken place.

47. Cheques that need to be replaced due to loss will be assessed a five dollar ($5.00) administration fee.

48. Lost or missing cheques that have not been claimethbyOrganizatoh s year end wi | | not be
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SECTION XII — POLICY SUPPORT

Policies Required by Law
Organizations naturally have a responsibility to follow the IBesides adhering tihe BC SocietieAct (see:

SeCTION Il - INCORPORAT Nf@janizations must pay attention to other laws that affect how they operate.

CASL
Can ad a-Spam law (CASL) prohibits, among other things, using false or misleading representations online in the
promotion of products or services, installing software o

collecting personal infanation through accessing a computer system in violation of federal law, and collecting electronic
addresses by the use of computer programs, or using such addresses without permission.

Many sport organizations ar e raadexceptong thtee lawprhecCASLtspedificadly bus
prohibits sending a message unless:
1 Itis noncommercial activity
1 Itis from a political party
1 Itis from a charity that engages Canadians through email if these communications do not involve selling or
promoting a product
1 Itis from a charity that engages in commercial activities with people who have made a donation, volunteered or
were a member of the organization in the last 18 months; or
T There exiBautss n®@ssNRrel at i on s hangthe simdet owvtheeeris atmbangbershipc i pi ent
relationship (within the tweyear period immediately before the day on which the message was sent)

Most local organizations will send messages that fall into the final category a t  o-fusiress relatmmship theen
the organization and its Bmbers.

Regardless of the type of message being sent, it must also contain:
1 Information that identifies the person who sent the message
1 Information that enables the person who received it to readily contact the serafet;
T An “unsubscribe”™ mechani sm

PIPA

For notfor-profit organizations iBG the privacy of personal information is governedthg Personal Information

Protection Act (PIPAANy personal information that is transferred between the members and the orgaémizmust be
handled in a certain manner. The organization is required by law to hBvieacy Policyemplate — Privacy Policy that
describes how tIs information is collected, stored, and destroyed as well as how members can access their information
from the organization.

Policy Development

A policy is not a document that should be created to solve a problem or address a singl®exssiens by the Board or by

a committee can do that. A policy should be created only when there is a systemic issue and a standard procedure can help
or contribute to the efficiency of the or garirz &teiecorP.ol Fary
Members fees can be determined by a committee or by a Director and a standard procedure or formula does not always
have to be used. But, alternately, ilfaTraval PaicTenplate-Araveli on’ s
Policy can be created to help guide the process (i.e., by outlining approval requirements, insurance, parental permission,

etc.). Some other sampjmlicies include:

Confidentiality Policy-describes how Directors must keep personal information and some decisions in confidence,
protects the organization’s proprietary information
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Template — Confidentiality Policy

Social MediaUse Polieydescri bes how individuals representing the or
social medi&@emplate — Social Media Use Policy

Social Media Guidelines- describes how individuals involved with the organization (such as athletes and coaches) should
best use social media to interact with each otftemplate — Social Media Guidelines

Team Manager and Chaperone Polieglescribes the role and requirements for team managers and chaperones Template
—Team Manager and Chaperone Policy

Waiver-descri bes how an athlete or an athlete’'s parent/ guar
case of negligenctemplate — Waiver

Assumption of Riskdescribes when the physical risk of participating in the sport is accajete@late — Assumption of
Risk

RegistratonForm-d escri bes what the athl ete and/ ofandiadreeingdacatiheret e’ s
to, such as the or gani aheniheynegiger wito the oganzaidremplate — Registratiend u r e s )
Form

99



Template — Privacy Policy

“Organization” refers to:

Background
1. BCprovincial legislatioiis the Persondhformation Protection ActBC is one of three provinces where the federal
legislation (PIPEDA) is not applied. PIPEDA is not typically appliedfto-potfits.

2. The BC act state$he purpose of PIPAtisgovern the collection, use and disclosurpafsonal information by
organizations in a manner that recognizes both the right of individuals to protect their personal information and the
need of organizations to collect, use or disclose personal information for purposes that a reasonable person woul
consider in the circumstances.

3. ThisPrivacy Policis based on the standards required by PIPA as interpretedeb{rganization.

Definitions
4. The following terms have these meanings in this Policy:

a) a/ 2YYSNDA any padililat@dsécBod, act or conduct that is of a commercial character.

b) “Personal Informatich-any i nf or mati on about an individual that
characteristics including, but not limited to: gender, age, income, home address, home plmbem ethnic
background, family status, health history, and health conditions

c) “{ 0 1 S k2ntiwiSaImployed by, or engaged in activities on behathefOrganizationincluding:
coaches, staff members, contract personnel, volunteers, managersnadrators, committee members, and
directors and officers ahe Organization

d) “Individuar - All categories of membership definedtire Organizatioh s B gslwalhvasall individuals
employed by, or engaged in activities withe Organizatiorincluding, but not limited to, athletes, coaches,
convenors, officials, volunteers, managers, administrators, committee members, and directors and officers of
the Orgatization

Purpose
5. The Organizaton ecogni zes I ndividual s right to privacy with r
describes the way thahe Organizatiortollects, uses, safeguards, discloses, and disposes of Personal Information.

Application of this Policy
6. This Policy applies to all Stakeholders and Individnatennection with personal information that is collected, used or
disclosed during Organization activity.

7. Except as provideaiPIPAthe Organization s Bo ar d o f avdtiheraghorityaorirgerpret ahylprovision of
this Policy that is contradictory, ambiguous, or unclear.

Obligations
8. The Organizatiois obligated to follow and abideIPAnN all matters involving the collection, use, and disclosure of
Personalnformation.

9. In addition to fulfilling the legal obligations required BiPAt h e Or g aStakehaders wilhnbt:s

a) Publish, communicate, divulge, or disclose to any unauthorized person, firm, corporation, or third party any
Personalnformation without the express written consent of the Individual

b) Knowingly place themselves in a position where they are under obligation to any organization to disclose
Personal Information

¢) Inthe performance of their official duties, disclose Persamalination to family members, friends, colleagues,
or organizations in which their family members, friends, or colleagues have an interest

d) Derive personal benefit from Personal Information that they have acquired during the course of fulfilling their
duties with the Organization

e) Accept any gift or favour that could be construed as being given in anticipation of, or in recofpnitithre
disclosure of Personal Information
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Accountability

10. The Privacy Officer is responsible for the implementation of this policy and monitoring information collection and data
security andensuring that all staff receives appropriate training on privacy issues and their responsibilities. The Privacy
Officer al® handles personal information access requests and complaints. The Privacy Officer may be contacted at the
following address:

11. Duties- The Privag Officer will:

a) Implement procedures to protect personal information
b) Establish procedures to receive and respond to complaints and inquiries
) Record all persons having access to personal information
) Ensure anyhlrd party providers abide by this Policy
)

o O

e) Tr ai and communicate to staff information about th
Identifying Purposes
12. The Organization may collect Personal Information from Individuals and prospective Individualptmgsuhat

include, but are not limited to:

Communications
a) Sending communications in the formohee ws or a newsl etter with content
programs, events, fundraising, activities, discipline, appeals, and other pertirfennation

b) Publishing articles, media relations and postings
c) Award nominations, biographies, and media relations

d) Communication within and between Stakeholdargl Individuals

e) Discipline results anbngterm suspension list

f)  Checking residency status

Registration, Database Entry and Monitoring
a) Registration of programs, events and activities
b) Database entry at the Coaching Association of Canada and to determine level of coaching certification,
coaching qualifications, and coach selection.
c) Database entry to determine level of officiating certification and qualifications
d) Determination of eligibility, age group and appropriate level of play/competition
e) Athlete Registration, outfitting uniforms, andrious components of athlete and team selection
f)  Technical monitoring, officials training, educational purposes, sport promotion, and media publications

Sales, Promotions and Merchandising
a) Purchasing equipment, coaching manuals, resources and other giodu
b) Promotion and sale of merchandise

General
a) Travel arrangement and administration
b) | mpl ementation of the Organization’s screening prog
¢) Medical emergency, emergency contacts or reports relating to medical or emergency issues
d) Determination of membershidemographics and program wants and needs
e) Managing insurance claims and insurance investigations
f)  Video recording and photography for personal use, and not commercial gain, by spectators, parents and
friends
g) Video recording and photography for promotionaley marketing and advertising by the Organization
h) Payroll, honorariums, company insurance and health plans
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13. The Organization's Stakeholders may coll ect Personal
other purposes, provided thatocumented consent specifying the use of the Personal Information is obtained from the
Individuals or prospective Individuals.

Consent
14. By providing Personal Information to the Organization, Individuals are implying their consent to the use of that
Personalnformation for the purposes identified in tHdentifying Purposes section of this Policy.

15. At the time of the collection of Personal Information and prior to the use or disclose of the Personal Information, the
Organization will obtain consent from livitluals by lawful meansn a manner similar to the form ippendix A. The
Organization may collect Personal Information without consent when it is reasonable to do so and permitted by law.

16. In determining whether to obtain written or impliecbnsent, the Organization will take into account the sensitivity of

the Personal I nformation, as well the I ndividual s’ rea
and specified use of Personal Information in the following ways:
a) Competing and/or signing an application form
b) Checking a check box, or selecting an option (such
c) Providing written consent either physically or electronically
d) Consenting orally in person
e) Consenting orally over the phone
17. The Organizatiowill not, as a condition of providing a product or service, require Individuals to consent to the use,
collection, or disclosure of Personal Information beyond what is required to fulfill the specified purpose of the product
or service.
18. AnIndividualmaywithdraw consent in writing, at any time, subject to legal or contractual restrictigms.
Organizatiorwill inform the Individualof the implications of withdrawing consent.
19. The Organizatiowill not obtain consent fronindividualswho are minors, serigsly ill, or mentally incapacitated.
Consent from these individuals will be obtained from a parent, legal guardian, or a person having power of attorney.
20. The Organization is not required to obtain consent for the collection of Persdioamation, and may use Personal
I nformation without the Individual's knowledge or cons
a) It is clearly in the I ndividual’'s interests and t he
way

b) Knowledge and consent would compri®a the availability or accuracy of the Personal Information and

collection is required to investigate a breach of an agreement or a contravention of a federal or provincial law
c) Anemergency threateranl ndi vi dual s | i f e, heal th, or securit
d) The informaion is publicly available as specified?liPA

21. The Organization is also not required to obtain consent for the collection of Personal Information if the information is
for journalistic, artistic, or literary purposes.

22. The Organization may disclose Permdn | nf or mati on wi t hout the I ndividual

a) To alawyer representing the Organization

b) To collect a debt that the Individual owes to the Organization

c) To comply with a subpoena, a warrant, or an order made by a court or other bodgapytiopriate
jurisdiction

d) To a government institution that has requested the information and identified its lawful authority, if that
government institution indicates that disclosure is for one of the following purposes: enforcing or carrying out
an invesigation, gathering intelligence relating to any federal, provincial, or foreign law, national security or
the conduct of international affairs, or administering any federal or provincial law

e) To an investigative body nhamedmPAor a government institutin, if the Organizatiorbelieves the Personal
Information concerns a breach of an agreement, contravenes a federal, provincial, or foreign lawe or if
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Organizatiorsuspects the Personal Information relates to national security or the conduct of intenadti
affairs

f) To an investigative body for purposes related to the investigation of a breach of an agreement or a
contravention of a federal or provincial law

g) Inan emergency threatening ann d i v lifed hedth, br securitytfie Organizatiowill inform the Individual
of the disclosure)

h) To an archival institution

i) 20 years after the individual's death or 100 years after the record was created

j) Ifitis publicly available as specifiedAHPA

k) If otherwise required by law

Accuracy, Retention, and Openness

23. In order to minimize the possibility that inappropriate Personal Information may be used to make a decision about a
Member, Personal Information will be accurate, complete, and astgate as is necessary for the purposes for which
it will be used.

24. Personal Information will be retained as long as reasonably necessary to enable participation in the Organization
programs, events, and activities, and in order to maintain historical records as may be required by law or by governing
organizations.

25. TheOgani zation’s Stakeholders wild.l be made aware of the
Information and are required to comply with the OrganizatioB8onfidentiality Policy

26. Personal Information will be protected against loss orfthenauthorized access, disclosure, copying, use, or
modification by security safeguards appropriate to the sensitivity of the Personal Information.

27. Personal Information that has been used to make a decision about an Individual will be maintainedrionamof
one year in order to allow the individual the opportunity to access the Personal Information after the decision has been
made.

28. The Organization will make the following information available to Individuals:
a) ThisPrivacy Policy
b) Any additional documentati on PrikaaytPolityur t her expl ai ns
¢c) The name or title, and the address, ofPrivaichRolicper son v
d) The means of gaining access to Personal Information held b@rdenization
e) A description of the type of Personal Information held by the Organization, including a general account of its
use
f) Identification of any third parties to which Personal Information is made available

Access

29. Upon written request, and with asséce fromthe Organizatiorafter confirming thel n d i v ideshtityalddividuals
may be informed of the existence, use, and disclosure of their Personal Information and will be given access to that
Personal Informationindividualsare also entitled tde informed of the source of the Persoiaformation and
provided with an account of third parties to which the Personal Information has been disclosed.

30. Unless there are reasonable grounds to extend the time limit, requested Personal Information aiditlosed to the
Individual at no cost to thdndividual within thirty (30) days of receipt of the written request.

31. Individualsmay be denied access to their Personal Information if the information:
a) Is prohibitively costly to provide
b) Contains referencet® other individuals
¢) Cannot be disclosed for legal, security, or commercial proprietary purposes
d) Is subject to solicitaclient privilege or litigation privilege

32. If the Organizatiomefuses a request for Personal Information, it shall informItidividualthe reasons for the refusal
and identify the associated provisionskifPAthat support the refusal.
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Compliance Challenges
33. Individualsare able to challengthe Organizatiorfor its compliance with this Policy.

34. Upon receipt of a complaint, the Organization will:

a)
b)
c)

a)

d)

e)

Record the date the complaint is received

Notify the Privacy Officer who will serve in a neutral, unbiased capacity to resolve the complaint;
Acknowledgeeceipt of the complaint by way of telephone conversation and clarify the nature of the
complaint within seven (7) days of receipt of the complaint

Appoint an investigator using h e  Or g apersanreltor an imdegendent investigator, who will have th
skills necessary to conduct a fair and impartial investigation and will have unfettered access to all file and
personnel

Upon completion of the investigation and within thirty (30) days of receipt of the complaint, the investigator
will submit a writtenreport to the Organization

Notify the complainant the outcome of the investigation and any relevant steps taken to rectify the complaint,
including any amendments to policies and procedures

35. the Organization will not dismiss, suspend, demote, discipliasgds, or otherwise disadvantage any the Organization
Individual or Stakeholder who:

a)
b)
c)

Challengeshe Organizatiorfor its compliance with this Policy

Rduses to contravene this Policy, PIPA

Takes precautions not to contravene this PqlRR{PA even thouglsaid precautions may be in opposition to
the regular duties performed by thedividual
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Appendix A — Consent

The Organization will include the following paragraph (or a variation) whenever Personal Information is being collected
from Individuals:

1. lauthorize the Organization to collect and use personal information about me for the purposes described in the
Or gani Praacy Rolicy s
2.l n addition to the pur po frivacy Rblcy authdrize éhe Orgamition th:e Or gani z ¢
a) Distribute my information t&Swimming Canada
b) Photograph and/or record my image and/or voice on still or motion picture film and/or audio tape, and to
use this material to promote the sport through the media of newsletters, websitésyision, film, radio,
print and/or display form. | understand that | waive any claim to remuneration for use of audio/visual
materials used for these purposes
c) (the Organization may add other specific purpgses
3. lunderstand that | may withdraw suchcomsée at any time by contacting the O
Privacy Officer will advise the implications of such withdrawal.
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Template — Confidentiality Policy

“Organization” refers to:

Purpose
1. The purpose of this Policy is to ensure the protection of Confidential Information that is proprietius to
Organization

Application of this Policy

2. This Policy applies to all categories of membership defined i©thanizatioh Bylaws as well as afidividuals
employed by, or engaged in activities withe OrganizationPersons affected by this Policy include, but are not limited
to, athletes, coaches, convenors, referees, officials, volunteers, managers, administrators, committee members, and
Directors andCfficers ofthe Organizatiof her ei nafter “ Representatives”).

Confidential Information

3. The term “Confidenti al I nformation” includes, but i s
a) Personal information oDrganizatiorRepresentatives including:
i. Homeaddress

ii. Email address
iii. Personal phone numbers
iv. Date of birth
V. Financial information
Vi. Medical history
Vii. Criminal Recor€hecks
b) Organizatiorintellectual property, proprietary information, and business relatedite Organizatioh s
programs, fundraisers, procedwggebusiness methods, forms, policies, marketing and development plans,
advertising programs, creative and training materials, trade secrets, knowledge, techniques, data, products,
technology, computer programs, manuals, registration lists, software, fiabimformation, and information
that is not generally or publicly known or distributed.

4. Confidential Information does not include the following: name, title, business address, work telephone number, or any
other information widely available or posted pliddy.

5. Representatives voluntarily publishing or consenting to the publication of basic personal information in a public forum
(such as the listing of an email address on a website) forfeit the expectation of confidentiality for that personal
informationfor as long as it is available publicly.

Responsibilities

6. Representatives will not, either during the period of their involvement/employment wighOrganizatioror any time
thereafter, disclose to any person or organization any Confidential Informatiqnired during their period of
involvement/employment, unless expressly authorized to do so.

7. Representatives will not publish, communicate, divulge, or disclose to any unauthorized person, firm, corporation, or
third party any Confidential Information thiout the express written consent tfie Organization

8. Representatives will not use, reproduce, or distribute Confidential Information without the express written consent of
the Organization

9. All files and written materials relating to Confidential Imf@tion will remain the property othe Organizatiorand,
upon termination of involvement/employment witthe Organizatioror upon request othe Organization
Representativewill immediately return all written or tangible Confidential Information, as well as copies and
reproductions, and any other media containing Confidential Information.
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Intellectual Property

10. Copyright and any other intellectual property rights for all written material (including material in electronic format or
posted on a website) and other works produced in connection with employment or involvementheitBrganization
will be owned solelypy the Organizationwhich shall have the right to use, reproduce, or distribute such material and
works, in whole or in part, for any purpose it wish&seOrganizatiormay grant permission for others to use its

intellectual property.

Enforcement
11. A breah of any provision in this Policy may be subject to legal recourse, termination of the employment or volunteer

position, or sanctions pursuant tbe Organizatioh Biscipline and Complaints Policy
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Template — Travel Policy

“Organization” refers to:

Purpose
1. The purpose of this Policy is to inform athletes, parents, and coaches travelling to events outside of the Province of
of their responsibilities and the expectationstbe Organization

Application of this Policy
2. Specific individuals have responsibilities when teams travel outside of the province. These individuals include:
a) Parents traveling with the athlete
b) Parents not traveling with the athlete
c) Chaperones
d) Coaches
e) Team Managers
f) Athletes

Travel Consent Form
3. Minor athletes traveling with individuals other than their parent/guardian must keep with them a Travel Consent Form
(signed by their parent/guardian). A Travel Consent Form is attached provided at the end of this Policy.

Responsibilities
4. Parents traveling with a minor athlete aresponsible for their child during the entirety of the event amalve the
following additional responsibilities:
a) Pay all event fees prior to the start of travel
b) Register for event accommodations & timely manner. Accommodations outside of those arranged by the
manager (such as staying with family, or at a different hotel) must be approved by the coach in advance of
arrangements being made
¢) Punctual drop off and pick up of their children at timeslglaces indicated by coaches
d) Adhere to coach or manager requests for parent meetings, team meetings, or team functions and be punctual
to such events
e) Adhere to coach requests for athlete curfew times
f)  Adhere to coach requests for limiting outside actastigo-karting, shopping, etc.)
g) Report any athlete illness or injury
h) Report any incident likely to bring discreditttte Organization
i) Adhere tothe Organizatioh golicies and procedures, particularly t@®de of Conduct and Ethics
j) Iftravelling outside bCanada, ensure that all passports are valid and not expired

5. Parents not traveling with the athlete have the following responsibilities:
a) Assign to their child a chaperone from among the other parents in attendance. The chaperone may not be a
teamcoach, assistant coach, or manager
b) Provide the chaperone with a Travel Consent Form
¢) Provide the chaperone with emergency contact information
d) Provide the chaperone with any necessary medical information
e) Pay all event fees prior to the start of travel
f)  Provice the child with enough funds to pay for food and incidentals
g) If travelling outside of Canada, ensure that all passports are valid and not expired

6. Chaperones have the following responsibilities:
a) Obtain and carry any Travel Consent Forms, emergency conftaanhation, and medical information
b) Punctual drop off and pick up of their children at times and places indicated by coaches
c) Adhere to coach or manager requests for parent meetings, team meetings, or team functions and be punctual
to such events
d) Adhere b coach requests for athlete curfew times
e) Adhere to coach requests for limiting outside activities (swimming, shopping, etc.)
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f)
)
h)
i)
)

Report any athlete iliness or injury

Report any incident likely to bring discreditttte Organization

Inspect hotel rooms rentetbr damage before check in and after check out. Report any damage to the coach
Approve visitors to the athlete accommodations, at their discretion

Adhere tothe Organizatioh golicies and procedures, particularly t@®de of Conduct and Ethics

7. Coaches hee the following responsibilities

a)
b)
c)
d)
e)

f)

Arrange all team meetings and training sessions

Determine curfew times

Work in close caperation with the chaperones on all neaport matters

Report tothe Organizatiorincident likely to bring discredit tthe Organization

Together with the chaperones, decide temporary disciplinary action to be taken at the scene of an incident, and
report such incident and action to the parents of the athletes involved as welltag tOrganizatiorfor further
disciplinary action, if applicable, under trganizatioh Biscipline and Complaints Policy

Adhere to theOrganizatioh golicies and procedures, particularly ti®de of Conduct and Ethics

8. Team/Event Managefrsave the following responsibilities:

a)
b)
c)

d)

Ensure an appropriate chaperot@-athlete ratio that does not exceed five athletes per chaperone

Organize accommodations and inform parents and chaperones how to register and pay for accommodations
Room female and male athletes sepatg. Coaches and chaperones must be roomed separately from athletes,
unless the athlete is the child of the coach or chaperone

Coordinate and collect all travel expenses from parents

9. Athleteshave the following responsibilities:

a)
b)
c)
d)
e)
f)
)}

Arrive at each event readto participate

Make any visitor requests to chaperones before the visit is expected

Representhe Organizatiorio the best of their abilities at all times

Communicate any problems or concerns to the coaches and chaperone just as they would their aws pare
Check in with the chaperone when leaving their rooms

Not leave the hotel alone or without permission of the coach/chaperone and einesken returning

Adhere tothe Organizatioh golicies and procedures, particularly ti®de of Conduct and Ethics
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Travel Consent Form

To whom it may concern,

| / we, the parent(s)/guardian(s) of officially give my / our consent for my / our minor child

to travel with the following individuals who are also associated withOrganization

My / our c¢hild was born on _ at the | oca
passport number is . Attached to this form is a list of any additexdieal needs my / our child

requires.

| / we understand that the event is a which is located in

. Barring extenuating circumstances the event should last for a duration of __s betwessn

the dates of and

If there are any questions about the consent provided, | / we can be reached at the following telephone number(s)

and the following email addresses

Sincerely,

Signed,

Dated,
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Template — Social Media Guidelines

“Organization” refers to:

TheSocial Mediguidelines for Coaches and Athletes separate document from ti&ocial Media Use Policy

Definitions
1. The following term has this meaning in these Guidelines:
a) “{ 2 OA I t —TwWeSRtdkdll term that is applied broadly to new computerediated communicgéon media
such as blogs, YouTube, Facebook, Instagfammblr,Snapchat, and Twitter

Purpose

2. These Guidelines provide coaches and athletes with tips and suggestions for social media use. Coaches and athletes are
strongly encouraged to develop their owtrategy for social media use (either written down or not) and ensure that
their strategy for social media use is acceptable pursuaititéoOrganizatioh €ode of Conduct and Ethics

3. Given the nature of social media as a continually developing commuricsiherethe Organizatiorirusts its coaches
and athletes to use their best judgment when interacting with social media. These Guidelines are not hard and fast
rules or behavioural | aws; but rather rbestjodgnmetndati ons

Social Media Guidelines for Coaches
4. The following tips should be used by coaches to inform their own strategy for social media use:
a) Choosing not to engage with social media is an acceptable social media strategy. But you must have good
reasons for your choice and be active in other communication media

b) Despite what Facebook says, you are not actually *“f
personal activities, status updates, or tweets on Twitter
c) Consider monitoring or being generally aware of att

with t he OCodeaohCordact andoEthinss Social Media Policy
d Coaches may not demand access Ingstagrammoré&dcdbdoket e’ s pr i ve

e) Do not “friend” athletes on Facebook unless they r e
you
) I f you accept some “friend” requests, or follow one

friend requests and follow all the athletes. Be careful not to show favouritism on social media

g) Consider managing your social media so that athletes do not have the option to follow you on Twitter or
“friend” you on Facebook

h) Seek permission from athletes before postipictures or videos of the athletes on publicly available social
media like a blog, Instagram, or YouTube

i) Do not wuse soci al media to
reveals they were doing somethingffdrent

i) Keep selection decisions and other official team business off social media

k) Never require athletes to join Facebook, join a Facebook group, subscribe to a Twitter feed, or join a Facebook
page about your team or organization

[) If you create gpage on Facebook or Instagram for your team or athlete, do not make this social media site the
exclusive location for important information. Duplicate important information in more official channels (like
on a website or via email)

m) Ensure that parents araware that some coachthlete interactions may take place on social media

n) Exercise appropriate discretion when using social media for your own personal communications (with friends,
colleagues, and other athletes) with the knowledge that your behaviourlmeaysed as a model by your
athletes

0) Avoid association with Facebook groups, Instagram accounts, or Twitter feeds with explicit sexual contact or
viewpoints that might offend or compromise the coaathlete relationship

p) Never misrepresent yourself by usiadake name or fake profile

g) Be aware that you may acquire information about an athlete that imposes an obligation of disclosure on your
part (such as seeing pictures of underage athletes drinking during a trip)

trap’ athletes if they
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r) Attempt to make communication with athletes social media as orgided as possible. Be available for

athletes if they initiate contact via social mediathletes may wish to have this easy and quick access te-you

but avoid imposing yourself 1into aplcitharegudstedteedoso per s c
s) Avoid adding athletes to Snapchat and do not send snapchats to athletes

Social Media Guidelines for Athletes
5. The following tips should be used by athletes to inform their own strategy for social media use:

a) Setyour privacy s#hgs to restrict who can search for you and what private information other people can
see

b) Coaches, teammates, officials, or opposing competitors may all add you to Facebook or follow you on
Instagram or Twitter. You are not required to follow anyone oFbeebook friends with anyone

¢) Avoid adding coaches to Snapchat and do not send snapchats to coaches

d) If you feel harassed by someone in a social medium, report it to your coach, club officiaher to
Organization

e) Do not feel pressure to join a fan page Bacebook or follow a Twitter feed or Instagram account

f) Content posted on a social medium, relative to your privacy settings, is considered public. In most cases, you
do not have a reasonable expectation of privacy for any material that you post

g) Content posted to a social medium is almost always permanennsider that other individuals may take
screencaps of your content (even snapchats) before you can delete them

h) Avoid posting pictures of, or alluding to, participation in illegal activity sisclspeeding, physical assault,
harassment, drinking alcohol (if underage), and smoking marijuana

i)  Model appropriate behaviour in social media befitting your status as a) an elite athlete, and b) a member of
your club and ofthe OrganizationAs a represdntive ofthe Organizationyou have agreed tthe
Organizatioh €ode of Conduct and Ethasd must follow that Code when you post material and interact
with other people through social media

j) Be aware that your public Facebook page, Instagram accouiityitier feed may be monitored by your club,
coach, or bythe Organizatiorand content or behaviour demonstrated in social media may be subject to
sanction undethe Organizatioh Biscipline and Complaints Policy

Club Responsibilities

6. Clubs should not &mpt to impose social media restrictions onto coaches or athletes. There are many situations
where social media contact is desirable and necessary; yet many situations where social media contact is unwanted
and risky. Coaches and athletes should be trdsprirsuant tothe Organizatioh €ode of Conduct and Ethits
navigate social media using their best judgment.

7. Clubs should monitor social media use by its athletes and coaches and should consider regular surveys and reviews to
understand how coaches and athletes are using social media. Coaches and athletes may need to be reminded that
behaviour in social media #ill subject tothe Organizatioh €ode of Conduct and Ethics

8 Complaints and concerns about an athlete’s or a coach’
the Organizatioh Biscipline and Complaints Policy
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Template — Team Manager and Chaperone Policy

“Organization” refers to:

Purpose

1. Team managers and chaperones fulfill a different role than coaches but, like coaches, they are in close contact with
young people. The Organization requires that adult volunteering in close proximity to young athletes shall
complete specific requirements that will help ensure the protection of the athletes.

Compliance with Policies
2. Team managers and chaperones are bountl fiye Or g apoliciesandimoshdgegto the content,
requirements, and clauses therein. Team managers and chaperones should familiarize themselves with the following
policies, which have the most direct impact on their role:
a) Code of Conduct and Ethics
b) Discipline and Complaints Policy
c) Confidentiality Policy
d) Screening Policy

Submissions

3.l n addition to complying with the Organization’s polic
documentation to the Organization before they will be allowed to volunteer in theiraslteam manager or
chaperone:

a) Driving abstract (if the team manager or chaperone will be driving athletes)
b) Criminal Record Check (described in detdilime Or g aScieeniag Polgyn ' s

4. The team manager or chaperone must also be recommended by a methiteor a coach from an affiliated
organization obe generally known to the organization.

Discipline and Complaints
5. Any problems or concerns with team managers and chaperones shall be addressedl Un@ger Or g aDisciglimet i on’ s
and Complaints Policy

6. The Organizatioreserves the right to remove a team manager or chaperone should the team manager or chaperone

not submit the required documentation (in the Submissions section of this Policy), refuse to comptyewith
Or g a ni padiicies, or fot any other reason as determinedtbyr e Or g aBoard ol Directors.” s
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Template — Social Media Use Policy

“Organization” refers to:

Definitions
1. The following terms have these meanings in fhaicy:
a) “{ 2 OA I f —THSdatskhll ¢erm that is applied broadly to new computarediated communication media
such as blogs, YouTube, Facebook, Instagram, Tumblr, Snapchat, and Twitter
b) “Organizatiorbranded social media— Official social media engagemt by the Organizationincluding the

Organizatoh s Facebook page(s), Twitter feed, photo shari
media engagement; both those that exist currently and those that will be creatatebprganizationin the
future

c) “Representative — All individuals employed by, or engaged in activities on behalfthef, Organization
Representatives include, but are not limited to, staff, administrators, directors and officére @frganization
committee members, and volunteers.

Purpose

2. TheOrganizatiorencourages the use of social media by its Representatives to enhancevefiettirnal communication,
build the Organizatiorbrand, and interact with members. Since there is so much ambiguity in the use of social media,
the Organizatiomhas created this policy to set boundaries and s

Application of this Policy
3. This Policy applies to all Representatives.

Representatives’ Responsibilities
4. OrganizatiorRepresentatives will not:
a) Use social media for the purpose of fraud or any other activity that contravenes the laws of Ctreda,
Organizatioh €ode of Conduct and Ethics any other applicable jurisdiction
b) Impersonate any other person or misrepresent their identible, orposition withthe Organization
c) Display preference davouritismwith regard to clubs, athletes, or other members
d) Upload, post, email, or otherwise transmit;
i. Any content that is offensive, obscene, unlawful, threatening, abusive, harassing, defamatofyl, hate
invasive or another person’s privacy, or otherw
i.  Any material which is designed to cause annoyance, inconvenience, or needless anxiety to others
iii. Any material that infringes on the patent, trademark, trade secrets, copyright, or ottegriptary
right of any other party
iv.  Any material that is considerdtie Organizaton s conf i dent i al i nformation
per the Organizatioh €onfidentiality Policy

5. Representatives shall refrain from discussing matters relatatiécOrganizatioror i t s oper ati ons on
personal social media. Instead, matters relatedhie Organizatioror its operations should be handled through more
official communicabn channels (like email) or throughe Organizatiorbranded social media.

6. Representatives must engage with social media only in the context(s) described in their contract of employment,
volunteer position, or position witthe OrganizationFor examplean OrganizatiorHead Coackhall not representhe
Organizatiorin answering a question ahe Organizatiorbranded social media that is directed at, and better addressed
in more official communication channels ltige Organizatoh s Tr easur er .

7. Represerdtives shall use their best judgment to respond to controversial or negative content posted by other people on
the Organizatiorbranded social media. In some cases, deletion of the material may be the most prudent action. In other
cases, responding publjonay be preferred. If a Representative questions the correct action to take, the Representative
shall consult with another Representative who has more decisiaking authority athe Organization

8. Representatives shall use a clear apgropriate writing style.
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Organization Responsibilities
9. TheOrganizatiorwill:

a)
b)

c)
d)

e)

Enforcement

Ensure that Representatives only use social media in a positive manner when connecting with others

Properly vet and understand each social medium before directing Representatives to engage with, or create,
the Organizatiorbranded social media

Host expert training sessions on the topic of social media; in the event that the social media engagement
direded bythe Organizatioris unclear or not fully understood

Ensure that Representatives balance personal and professional information posted via social media and inform
Representatives that a balance is necessary and positive

Monitor Repr esaialimadiai ves’' wuse of

10. Failure to adhere to this Policy may permit discipline in accordancethéttOrganizatioh Biscipline and Complaints
Policy legal recourse, or termination of employment/volunteer position.
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Template — Waiver

“Organization” refers to:

RELEASE OF LIABILITY, WAIVER OF CLAIMS AND INDEMNITY AGREEMENT
(FOR PARTICIPANTS 18 YEARS OF AGE ANIDRLPER

WARNING!

By signing this document, you will waive certain legal rights, including the right to sue.
Please read carefully.

1. This is a binding legal agreemettiterefore, clarify any questions or concerns before signing. As a Participant

participating in the sporof , including training, competitions and practicg®llectively the
“Activities”), the undersigned acknowledges and agrees
Disclaimer
2. TheOrganizatoand i ts trainers, instructors, agembasjoahiy aepr

responsible for any injury, personal injury, damage, property damage, expense, loss of income or loss of any kind
suffered by a Participant during, or as a result of, the Activities, caused in any manner whatsoever including, but not
limited to, the negligence of the Organization.

| have read and agree to be bound by paragraphs 1 and 2.

Description of Risks
3. | am participating voluntarily in the Activities. In consideration of my participation, | hereby acknowledge that | am
aware of therisks, dangers and hazards associated with or related to the Activities. The risks, dangers and hazards
include, but are not limited to, injuries from:
a) The hazards particular to the activity(ies) in which | am participating;
a) Executing strenuous and demand physical techniques;
b) Vigorous physical exertion, strenuous cardiovascular workouts and rapid movements;
¢) Exerting and stretching various muscle groups;
d) Failure to properly use any piece of equipment or from the mechanical failure of any piegeipfent;
e) Contact, colliding, falling or being struck by other participants or equipnagat;
f)  Spinal cord injuries which magnder me permanently paralyzed.

4. Furthermore, | am aware:
a) That injuries sustained can be severe;
b) That | may experience anxiety ikhchallenging myself during the activities, events and programs;
c) That | may come into close contact with other participants;
d) That my risk of injury is reduced if | follow all rules established for participation; and
e) That my risk of injury increases dsetome fatigued.

Release of Liability and Disclaimer
5. In consideration of the Organization allowing me to participate, | agree:
a) That my physical condition has been verified by a medical doctor to participate;
b) The sole responsibility forthear t i ci pant’' s safety remains with the |
c) Toremove myself if | sense or observe any unusual hazard or unsafe condition; or feel unable or unfit to safely
continue;
d) To ASSUME all risks arising out of, associated with or related to my particjpation
e) To WAIVE any and all claims that | may have now or in the future against the Organization;
f) To freely ACCEPT AND FULLY ASSUME all such risks and possibility of personal injury, death, property damage,
expense and related loss, including loss of incomsylteng from my participation in the activities, events and
programs of the Organization; and
g) To FOREVER RELEASE the Organization from any and all liability for any and all claims, demands, actions, damages
(including direct, indirect, special and/or comgential), losses, actions, judgments, and costs (including legal fees)
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(collectively, the “Claims”) which | may have or may
my participation in the Activities, even though such Claims naag lbeen caused by any manner whatsoever,
including but not limited to, the negligence, gross negligence, negligent rescue, omissions, carelessness, breach of
contract and/or breach of any statutory duty of care of the Organization.

| have read an@greeto be bound by paragraphs-3

Acknowledgement
6. |acknowledge that | have read and understand this agreement, that | have executed this agreement voluntarily, and

that this agreement is to be binding upon myself, my heirs, spouse, children, pageatsijans, next of kin, executors,
administrators and legal or personal representatives.

Name of Participant (Please Print) Signature of Participant

Date
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Template — Assumption of Risk

“Organization” refers to:

INFORMED CONSENT AND ASSUMPTION OF RISK AGREEMENT
(FOR PARTICIPANTS 17 YEARS OLD AND YOUNGER)

WARNING! By signing this document, you will waive certain legal rights, including the right to sue in

circumstances outlined in this Agreement. Please read carefully.

Participant’'s Name:

1. This is a binding legagreementtherefore, clarify any questions or concerns before signing. As a Participant
participating in the sporof , including training, competitions and practide ol | ecti vel y t he
the undersigned, being the Participant and the Parent/
acknowledge and agree to the following terms:

Disclaimer
2. The Organizatioand its trainers, instructors,agest, and representatives (collecti v
responsible for any injury, personal injury, damage, property damage, expense, loss of income or loss of any kind
suffered by a Participant during, or as a result of, the Activities, caugétklrisks, dangers and hazards associated
with the Activities.
We have read and agree to be bound by paragraphs 1 and 2

Description of Risks
3. The Participant is participating voluntarily in the Activities. In consideration of#udicipation, the Parties hereby
acknowledge that they are aware of the risks, dangers and hazards and may be exposed to such risks, dangers and
hazards. The risks, dangers and hazards include, but are not limited to, injuries from:
a) The hazards particuldo the Activity(ies) in which | am participating;
g) Executing strenuous and demanding physical techniques;
h) Vigorous physical exertion, strenuous cardiovascular workouts and rapid movements;
i) Exerting and stretching various muscle groups;
j) Failure to properly use any piece of equipment or from the mechanical failure of any piece of equipment;
k) Contact, colliding, falling or being struck by other participants or equipnagict;
[) Spinal cord injurie which may render the Pticipant permanently paralyzed.

4. Furthermore, the Parties are aware:
a) That injuries sustained can be severe;
b) That the Participant may experience anxiety while challenging himself or herself during the activities, events and

prograns;

c) That the Participant may come into close contact with other participants;

d That the Participant’s risk of injury is reduced if
e) That the Participant’ srticipantbdconedfatiguadi ur y i ncreases as

Release of Liability
5. In consideration of the Organization allowing the Participant to participate, the Parties agree:
a That the Participant’'s physical condition has been
b) To freely accept and fully assume all such risks, dangers and hazards and possibility of personal injury, death,
property damage, expense and related loss, including loss of income, resulting from the Activities;
c) To forever release the Organization fromyaand all liability for any and all claims, demands, actions and costs
that might arise out of the Participant’'s participa
We have read and agree to be bound by paragrapts 3

Acknowledgement
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6. The Parties acknowledge that they have read this agreement and understand it, that they have executed this
agreement voluntarily, and that this Agreement is to be binding upon themselves, their heirs, executors, administrators
and represertives.

Printed Name of Participant Signature of Participant Date of Birth

Printed Nane ofParent or GuardiaBignature of Parent or Guardian Date
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Template — Registration Form

“Organization” refers to:

PERSONAL INFORMATION

Registrant’s Full Name (print):

Registrant’s Birthdate: Registrant’s Gender Identity:

Registrant’s Address:

Street Address City Prov Postal Code

Registrant’s Contact:

Cell Phone Home Phone Email Address

Registrant’s Medical Information (OPTIONAL):

Allergies / Medical Conditions / Treatment / Medication

If the Registrant is 17 years old or younger:

Name(s) of Registrant’s Parent(s)/Guardian(s) (print):

Parent/Guardian’s Contact:

Cell Phone Home Phone Business Phone

Parent/Guardian’s Email Address(es):

ORGANIZATION DETAILS

Organization Registration Number: Organization Name:

** Enter details re: category, sport, performance level, #tc.

CONSENT FOR USE OF PERSONAL INFORMATION AND PHOTO RELEASE

1. |, the undersigned, authorize ( PSQ®and ( Organization (col | ecti vely
to collect and use personal information about the Registrant for the purpose of receiving communications and the purpt
describedint h e Or g aRrivagyd@oblicyon’ s
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2. Further mor e, I grant permission to the Organizations
or motion picture film and/or audio tape, and to use this material to promote the sport antd®iOrganizations through the
media of newsletters, websites, television, film, radio, print and/or display form. | understand that | waive any claim to
remuneration for use of audio/visual materials used for these purposes.

3. lunderstand thatImay withr aw such consent at any time by contacti
Officer will advise the implications of such withdrawal.

ACCEPTANCE OF TERMS AND CONDITIONS

In consideration of the acceptance of the Registrant’s membership in the Organizations, | agree that the Registrant will:

1. Abide by the policies, rules and regulations of the Organizations.
2. Accept sole responsibility for the Registrant

S per sc

I acknowledge that | have read this registration agreement in its entirety and that | have executed this registration agreeme
voluntarily.

By typing/printing my name below and clicking/checking the “I Agree” icon, | agree that | am bound by all that is contained in
this Registration Form.

Ui AGREE

Name of Participant Date

Ui AGREE

Name of Participant’s Parent/Guardian Date
(if the Participant is 17 years old or younder

121



SECTION XIlil - CONCLUSION

References

Sport Law & Strategy Gro@pyww.sportlaw.ca)

Sport Dispute Resolution Centre of Canada (www.sdrcc.ca)
BC Societies Act

BC Employment Standards Act

BC Personal Information Privacy Act (PIPA)

Contact Information

Swim BC

(778)430-9100

Ken Radford, Executive Director Samantha Thoms, Club Services Coordinator
ken.radford@swimbc.ca sam.thoms@swimbc.ca

Sport Law & Strategy Group

647-348-3080
Steve Indig Kevin Lawrie
SJi@sportlaw.ca KRL@sportlaw.ca
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