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TOPIC: Annual Policy Review
SECTION: ASSOCIATION POLICY
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DATE ADOPTED: June 19, 2014
AUTHORIZATION: BOARD

REVISED DATE: N/A

BACKGROUND:
In order to stay current with legislative requirements and Association needs, it is considered
best practice to review Board policies on an annual basis.
POLICY:
That the Board will receive a written report from SafeCare BC staff once per calendar year
regarding the status of our policies and whether they require any updating.
Staff are encouraged to bring forward any recommended changes to Board policies that are
considered time sensitive at the earliest opportunity.
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AUTHORIZATION: BOARD

REVISED DATE: May 21, 2015

BACKGROUND
Goals




Obtain best value for money to ensure SafeCare BC funds are directed toward Association objectives as much as possible;
Obtain appropriate approval and authorization for travel;
Compliance with corporate policies and procedures.

SafeCare BC recognizes that its management, staff, Board and committee members, (herein referred to as “Members”) may incur
expenses while traveling for the purpose of SafeCare BC business. Members will be reimbursed for allowable business expenses as
outlined in this policy.

PROCEDURES
Reimbursements submitted are approved at the discretion of the Executive Director and may be rejected if the signing authority does
not feel the expenses follow SafeCare BC Board policy. In order to ensure compliance, all travel claims must include the following:







Purpose of trip;
Dates and destinations (person or location visited);
Official supporting documentation (agendas, programs etc);
Details of any vehicle used:
Original receipts (credit card slips are not valid receipts);
Original air travel ticket receipts and boarding passes.

Allowable Expenditures – Air
Airfare and all public travel must be claimed at the lowest rate available, not to exceed full economy fare.




Where one month or more notice of a meeting has been provided, Members must book at least 14 days in advance of the
travel, and reimbursement will be limited to the best available rate on that date.
Except where approved, SafeCare BC does not cover airfare change fees
Only point-to-point travel, or the equivalent, will be reimbursed. SafeCare BC will not reimburse for portions of a trip not
associated with SafeCare BC business.

Allowable Expenditures – Mileage





Mileage when using one’s own vehicle is admissible under a 200 km radius from the destination, or over 200 km when flights
do not provide adequate transportation.
Mileage will be reimbursed at $0.54/km, for the first 200 km, and $0.48/km for the remaining.
SafeCare BC assumes no responsibility for any vehicle damage, or for traffic or parking infractions incurred when the vehicle
is used for SafeCare BC travel. Members should consult with their insurance agent on their insurance needs for such trips.
Commuting costs between the residence and place of employment or between two places of employment will not be
reimbursed.
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Allowable Expenditures – Travel














Car rentals will be reimbursed when required to attend SafeCare BC events or meetings. Compact cars should be used.
Taxi fares and parking fees are allowable expenses. A receipt is required.
Tolls for roads, bridges and tunnels, as well as parking at parking meters are allowable. No receipt is required.
Accommodations will be reimbursed at actual expenses for commercial accommodations at single occupancy rates to a
maximum of $200 per night (prior to any applicable taxes). In cases where no such accommodation is available, prior
approval is required. Original receipts must accompany any additional charges to the hotel bill.
Charges for such items as movies, laundry, and mini-bars will not be reimbursed.
SafeCare BC will reimburse accommodation starting the night before the SafeCare BC related business and no longer than
the night after the SafeCare BC related business.
For each full day of travel, a Member may claim per diem allowance up to $63/day to cover meals and incidentals, such as
gratuities and telephone calls, in lieu of receipts.
For the first and last days of travel, and for travel less than a full day, a Member may claim a maximum of:
 Breakfast .............................$13.00
 Lunch..................................$17.00
 Dinner.................................$33.00
When meals are provided for at the organized event, no claim for meals may be made.
In exceptional situations, claims may be made for actual expenses for meals and incidentals that exceed the above
allowances, supported by a full explanation and list of all guests. The types of expenses incurred for SafeCare BC business
may include food, beverages, and social or recreational activities.
Acceptable purposes for entertaining involve SafeCare BC guests, visitors or business partners. The normal maximum
allowance per individual per event is $50. Variations from this amount require prior approval of the Executive Director.

Required Documentation






Expense claims must be submitted using the official, most up-to-date version of the SafeCare BC Expense Form Template.
Original receipts clearly indicating GST (HST where applicable) paid must accompany all Travel Expense Claims. Faxes, credit
card receipts or photocopies will not be accepted.
Where mileage is being claimed, supporting documentation required is a map of the route taken that indicates the
associated mileage (e.g. Google Map route, MapQuest route, GPS trace, etc.).
Airfare or public travel expenses must be accompanied by original boarding passes. If original receipts for major costs are
lost, destroyed or stolen, a written explanation of the circumstances must be provided by the Member and approved by the
Executive Director before the claim is processed.
Airfare should not be expensed until the travel has occurred and the boarding pass is available.

Employee Procedures for Booking Travel
Travel Expense Claims should be submitted to the attention of the Executive Director at SafeCare BC Head Office within 15 working
days following completion of each trip. SafeCare BC will endeavour to issue payment within 15 working days of receiving a claim with
all signatures.
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PAGE: 1 OF 1
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AUTHORIZATION: BOARD
REVISED DATE: N/A

BACKGROUND:
The effectiveness of the Board and its committees is dependent on the commitment of its Board
members. It requires a commitment to attend Board meetings on a regular basis and complete
assignments promptly.
The Board establishes its annual meeting schedule at the first Board meeting following the AGM.
POLICY:
It is expected that if an individual makes the commitment to stand as a Board Director, that they
will follow through by attending and contributing at Board meetings.
Board members should plan to attend meetings on a face-to-face basis unless the meeting is
scheduled to take place by conference call. It is expected that Board members make every effort
to be prompt for Board meeting and do not attend and/or leave mid-way through the board
meeting as this can be disruptive to Board proceedings.
Board members are expected to advise the Chair and/or SafeCare BC staff in writing if they are
unable to attend a scheduled meeting (or a portion thereof). Where possible, this should be done
no less than 72 hours prior to the meeting in order to help facilitate quorum.
Board members who are absent from three consecutive meetings will be asked to resign. Board
members may be removed from the Board in accordance with the Society Act and SafeCare BC’s
Bylaws.
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PAGE: 1of 1
AUTHORIZATION: Board of Directors

DATE ADOPTED: June 19, 2014
REVISED DATE: N/A

Board Meeting Procedures
It is the desire of the Association’s Board that meetings shall be formal enough for orderly procedure, but
informal enough to be natural, to encourage free discussion, and to promote group thinking and action.
In matters of procedures not covered by law or Board policy, the Board shall be governed by Robert’s
Rules of Order, Newly Revised. The Chair shall be entitled to discuss and vote on all matters before the
Board.
The Chair of the Board, or, in his or her absence, the Vice-Chair, shall conduct all meetings.
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TOPIC: PROXY VOTING – GENERAL MEMBERS
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PAGE: 1 OF 1
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AUTHORIZATION: BOARD
REVISED DATE: N/A

BACKGROUND:

Voting by proxy is permitted according to SafeCare BC’s bylaws. The process by which this
occurs is defined below.
POLICY:

1. Any voting member may designate a proxy to vote on his or her behalf at an annual general meeting or
extraordinary general meeting.
2. Proxy designation will be submitted in writing to the Board Secretary no later than seven (7) days prior to
the annual general meeting or extraordinary general meeting to which the proxy is to apply.
3. Proxy designation must take the following format:
To: SafeCare BC Health and Safety Association (the “Association”)
The undersigned, being a voting member of the Association, hereby appoints [insert name of
representative] as a proxy to attend and vote on behalf of [insert name of member] at the annual
or extraordinary general meeting on [date of annual general meeting or extraordinary general
meeting].
Signed this

day of

,

[Name of Member]
per:
Authorized signatory
4. Proxy designations are valid for one annual general meeting or extraordinary general meeting only. Once
the annual general meeting or extraordinary general meeting indicated on the proxy form has passed, the
proxy designation will automatically be considered expired.
5. Should a member wish to revoke or change their appointed proxy, this request shall be submitted in
writing to the Board Secretary no later than five (5) days prior to the meeting to which the proxy was to
apply.
6. Proxy designations that fail to adhere to the above-noted timeline or format shall be considered invalid.
For the purposes of this policy, proxy designations that are incomplete or missing information will be
considered as failing to adhere to the required format.
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TOPIC: COMMUNICATIONS
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DATE ADOPTED: June 19, 2014
AUTHORIZATION: BOARD

REVISED DATE: N/A

BACKGROUND:
SafeCare BC is required from time to time to speak to the media and other entities with regards
to an issue pertaining to the long term care sector.
POLICY:
The Executive Director and/or Chair of SafeCare BC shall be responsible to act as chief
spokesperson for the Association by representing it at media briefings, legislative hearings, and
meetings of other organizations.
The Executive Director and/or Chair of SafeCare BC may appoint or designate other board
directors to act in his or her stead in order to express or transmit the Association’s positions and
policies as adopted by the Executive Committee and/or the Board of Directors.
Individual members, unless so designated by the Executive Director and/or Chair, should not
represent that they are representing or acting on behalf of SafeCare BC.
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SECTION: ASSOCIATION POLICY

TOPIC: ELECTION OF EXECUTIVE
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PAGE:

1 OF 1

DATE ADOPTED: June 19, 2014
AUTHORIZATION: BOARD

REVISED DATE: N/A

BACKGROUND:
To ensure the proceedings around the election of the Executive and applicable Committee
Members are transparent, specified procedures were adopted. These procedures are not
intended to supersede the processes outlined in the Association Bylaws, but rather, to lend
clarity to the process.
PROCEDURE:
The election process at the Board Meeting for selection of elected positions will be as follows:
1. Call for Nominations for each position:
a. Confirmation of Nominees
b. If more than one (1) nominee per position is presented, ballots are circulated and
counted
c. Position is elected based off of majority vote
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SIGNING AUTHORITY:
 Approved signing authorities of the Association will consist of the Executive Director, Chair, PastChair, Vice-Chair, and Treasurer.


Amounts up to $5000 will be signed by any one of the approved signing authorities.

 Amounts in excess of $5000 require approval of two signing authorities. The “approval” is deemed
to be:
o

A written signature on the cheque by two signing authorities or;

o

One written signature and one written/email approval from a second signing authority.

 Amounts in excess of $2,500 being paid to/for rent, the Support Services Agreement and Contracted
Staff Support Agreement with the BC Care Providers’ Association, previously approved staff payroll,
Revenue Canada, and RRSP contributions, will be signed by one of the approved signing authorities.
PROCEDURE:
The Association staff, and approved signing authorities, will adhere to the following procedures for
financial monitoring and due diligence:
 No cheques or electronic transfers will be signed without appropriate back up accompanying the
cheque and all details (address, amount, etc) completed in advance.
 The Executive Director and/or Treasurer will review and sign as approval the monthly cheque
register and monthly bank reconciliation.
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TOPIC: FINANCIAL POLICY & PROCEDURES
SECTION: Association Policy
PAGE: 1of 5
AUTHORIZATION: Board of Directors

DATE ADOPTED: June 19, 2014
REVISED DATE: N/A

I.

Areas of responsibility
A.

Board
The Board is responsible for prudent management of the Association’s funds. In order to fulfill this
responsibility the Board shall:

B.

1.

Review and approve written financial policies and procedures at the end of each fiscal year.

2.

Review and approve the annual budget so that the goals set for the year can be achieved and an
operating reserve maintained.

3.

Initiate an annual external audit/review.

4.

Distribute an annual financial report to all members.

Treasurer
The Treasurer is responsible for ensuring that the financial affairs of the Association are maintained in
accordance with the established financial policies. In order to fulfill these responsibilities, the Treasurer
shall:
1.

Assist the Executive Director with the preparation of the budget by:
a.
b.

2.

Projecting the income for the next year.
Preparing a draft budget for the Board's review and approval.

Ensure that the Association’s financial information system includes:
a.
b.
c.

Maintaining the Association’s financial records and supporting documentation in a
professional manner
Maintaining adequate internal controls to protect the financial assets of the Association
including payment disbursement activities
Maintaining a file of financial reports, annual budgets and audit reports.

3.

Present a written financial report to the Board at each scheduled meeting. The financial report
should include a statement of net assets, cash flows and revenue and expenses. Annually the
audit report is also presented to the Board at the end of the fiscal year.

4.

Work with the Executive Director and external auditor and/or internal audit committee during the
examination of the Association's financial policies, procedures, and records.
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II.

Internal Auditing Procedures
A.

Objective
To take all practical steps to insure that funds intended for the Association have been received and
recorded.

B.

Basic Principle
There must be supporting evidence for both the acceptance of money and the disbursement of funds.
The evidence must be available for review by auditors and persons authorized to accept monies,
approve disbursement, and sign cheques.

C.

III.

Procedures
1.

All disbursements are made by cheque and/or pre-arranged electronic transfers.

2.

All payment receipts are deposited promptly into the chequing account.

3.

All records, ledgers, bank statements, program registration lists, files, etc., are retained for seven
years.

Financial Information System
The financial information system provides a means of identifying sources of income and justifying expenditures in
accordance with the approved budget. It permits reporting of the current financial state of the Association for
prediction and control when economic decisions must be made.
A.

Receipts
1.
2.
3.

B.

Disbursements
1.
2.

C.

Transactions are made promptly.
Deposit slips are checked against bank statements.
Receipts and deposits are recorded correctly.

All disbursements are made by cheque.
A file with supporting vouchers is retained for each disbursement. The voucher indicates the
check number, date of reimbursement, and the banking account number.

Banking
1.

The Association accounts are located in Vancouver.

2.

The kind of account and the account numbers shall be identified.

3.

Entries of receipts, disbursements, transfers and account balances are made in a timely manner
and in chronological order.

4.

All interest, transfer of funds, deposits and withdrawals shall be documented.

5.

The fiscal year shall be January through December.

6.

At the end of each month all account balances are reconciled.

7.

Executive Director or other designated personnel separate from accounting shall review the bank
reconciliations.
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IV.

Cheque Book
1.

All deposits are correctly and promptly recorded in the cheque book.

2.

The cheque book indicates not only the payee but also the reason for payment (e.g., travel to
Biennial Convention).

3.

Vouchers and cancelled cheques are retained for all disbursements.

4.

The cheque book is reconciled with the bank statement every month.

Investment Policy
A.

Objective
To increase the Association’s financial assets. Once the Association has accrued money beyond the
needs of the budget, the money will be invested in safe growth vehicles. These accounts will be:
a.
b.

B.

Procedures
a.
b.
c.

V.

Low risk
Have a record of safe and steady growth

When the Association has accrued sufficient revenue beyond what is needed for cash flow, that
money will be invested in a low risk vehicle.
The nature and amount of investment will be made by the Executive Director based on advice
from the Treasurer and Finance and Audit Committee.
Annually the Board of Directors or Audit Committee will assess the invested money's condition.

Audit
A.

Objective
To verify that accounting procedures provide for proper accounting of receipts and expenditures.

B.

Purpose
To confirm the Association's accounting practices.

C.

Frequency of Audit
1.

D.

An external audit shall be completed annually.

Finance and Audit Committee
A Finance and Audit Committee will have responsibility to monitor financial affairs and advise the Board.
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TERMS OF REFERENCE
COMMITTEE TYPE
FINANCE AND AUDIT COMMITTEE
AUTHORITY
A Committee struck by the Board of Directors on an annual basis. The Chairperson is the
Treasurer and they will report to the Board.
PURPOSE
The Finance and Audit Committee advises the Association Board of Directors on financial
matters and has responsibility of budgeting and monitoring financial affairs.
RESPONSIBILITIES
The responsibilities of the Finance and Audit Committee will be:
1.

Review the Audited Financial Statements and Audit Report and recommend any
corrective action required.

2.

Advise the Board on the selection, retention and remuneration of the Auditor.

3.

Review or revise as necessary the financial policies and present any changes to
the Board at the end of each fiscal year for their review and approval.

4.

Review annually SafeCare BC’s investment strategy and make any
recommendations to the Board as required

COMPOSITION
The Finance and Audit Committee shall consist of the Treasurer and two other Board
Directors.
QUORUM
Shall consist of 50% + 1 of the Committee Members. In the event that a quorum is not
founded, the committee will continue with the meeting. Recommendations will be made and
referred to next meeting for discussion and voting.
TERMS OF OFFICE
The Finance and Audit Committee members shall be appointed at the first meeting of the
Board following the Annual General Meeting, except in the case of the Transition Date
identified in the Bylaws. In this case, the Committee members shall be appointed at the first
meeting of the Board following the Transition Date.
Term is for 1 year and expires immediately following the next Annual General Meeting.
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FREQUENCY OF MEETINGS
At least Semi-Annually and at the call of the Chair.
REPORTING MECHANISM
The Audit Committee will bring forward formal recommendations to the Board of Directors
and shall report every act or thing done in exercise of its power to the next meeting of the
Board of Directors.
EXPENSES
Committee expenses are reimbursable by SafeCare BC according to approved policy.

Page 80 of 127

738-4710 Kingsway
Burnaby, BC V5H 4M2
Telephone: 604.630.5572
Fax: 866.539.9694

TOPIC: USE OF BRAND
SECTION: ASSOCIATION POLICY
POLICY #: COM02
AUTHORIZATION: BOARD

PAGE: 1 OF 4
DATE ADOPTED: Sept 17 2015
REVISED DATE:

BACKGROUND:
SafeCare BC Health and Safety Association encourages its members and stakeholders to use the SafeCare BC
brand to promote excellence in workplace health and safety practices in the Continuing Care sector. To
facilitate this, SafeCare BC has developed the following policy and procedures.
POLICY:
SafeCare BC members and stakeholders are encouraged to use the SafeCare BC brand to promote excellence
in Continuing Care workplace health and safety. Those who wish to use SafeCare BC’s brand will adhere to
the following procedures and brand use guidelines.
Procedures:
The SafeCare BC brand communicates more than just our name – it communicates an idea. By using the
SafeCare BC brand, the user is stating that the associated organization or materials support:
 Safe work and safe work behaviours
 Safety leadership at all levels
 The right of workers to have safe and healthy workplaces
 Evidence-based, practical solutions to workplace health and safety challenges
 Integrity and accountability
 Innovation as a tool to effect change; and
 Collaboration
1. Permission for Use:
Unless otherwise explicitly stated, organizations or individuals who wish to use the SafeCare BC brand
outside of SafeCare BC-administered programs must contact SafeCare BC for permission to use its brand.
For the purpose of this policy, the term “brand” refers to the SafeCare BC logo, name, or any other
identifying marks.
a. Workshop Certificates:
SafeCare BC-branded workshop certificates may only be issued to participants who have successfully
completed a SafeCare BC-authorized workshop. Any other use of the SafeCare BC brand on workshop
certificates is strictly prohibited. Workshop certificates should follow the official SafeCare BC format.
For more information, please contact the SafeCare BC Events and Marketing Coordinator.
b. SafeCare BC Supported Programs:
SafeCare BC’s brand may be used to identify SafeCare BC’s support of workplace health and safety
initiatives. For SafeCare BC-led programs, no prior approval is required to display the SafeCare BC
brand. For programs that are not SafeCare BC-led, approval from SafeCare BC is required.
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Organizations who are no longer participating in SafeCare BC supported programs are requested to
remove any associated SafeCare BC branding immediately upon withdrawal from the program.
c. Promoting SafeCare BC Affiliation:
SafeCare BC members and stakeholders are welcome to use the SafeCare BC brand to demonstrate
their support for SafeCare BC’s initiatives. If SafeCare BC’s brand is used in electronic communication,
the brand will be linked to the SafeCare BC website. Individuals and organizations are requested to not
use the SafeCare BC brand to imply support for a program or initiative unless it has been authorized
by SafeCare BC to do so (see above – “SafeCare BC Supported Programs”).
d. SafeCare BC Resource Materials:
Any of SafeCare BC’s publically-available resource materials may be shared or disseminated in their
entirety. Should an organization or individual wish to use a portion of a SafeCare BC resource, they
may do so provided the portion used is not modified and the full resource is clearly cited. If an
individual or organization wishes to modify a SafeCare BC resource or they wish to disseminate a
resource not publically available, they must receive written permission from SafeCare BC to do so.
2. Brand Use Guidelines:
a. Name:
Organizations and individuals should use “SafeCare BC” when referring to SafeCare BC. Abbreviations
such as “SCBC” should not be used.
b. Logo Formatting:
Wherever possible, SafeCare BC’s colour logo should be used on a white or light-coloured background.
Unauthorized colour schemes or effects like drop-shadows should not be used. The following versions
are examples of permitted formatting:
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c. Logo Sizing and Control Space:
The SafeCare BC logo should be a minimum of 25.4mm (1”) wide. The control space around the logo
should be at minimum the size of the “BC”. Those using the SafeCare BC logo are also requested to
avoid distorting the logo.

d. Multiple Logos:
When more than one logo is being used in addition to the SafeCare BC logo, the logos can be
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positioned in any configuration provided the SafeCare BC control space is respected. In the case of
multiple logos, the SafeCare BC logo should be the same size as any accompanying logo.
3. Unauthorized Use of SafeCare BC Brand
Unauthorized use of the SafeCare BC brand dilutes its meaning and significance for organizations or
individuals who are using it legitimately. To that end, SafeCare BC encourages anyone who is concerned
about misuse of the SafeCare BC brand to report their concerns to the SafeCare BC Executive Director.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
The SafeCare BC Board is ultimately responsible for setting the strategic direction of the Association. Under its
guidance, the SafeCare BC Strategic Plan is developed to inform the operational objectives of the Association,
ensuring that the Association’s activities are aligned with its vision, mission, and values.
The Strategic Plan is a living document, and as such, is subject to review and revision in order to ensure it
remains relevant to the realities and demands of the Continuing Care sector. The following policy outlines how
the Strategic Plan will link to the Association’s activities and what steps will be taken to ensure the
Association’s objectives are being met and are still relevant to the sector.
POLICY:
All of SafeCare BC’s operations and initiatives are guided by the SafeCare BC Strategic Plan. The SafeCare BC
Strategic Plan is developed, reviewed, and evaluated according to the following procedures.
Procedures:
1. Evaluation and Redevelopment of the Strategic Plan.
The Board undertakes a strategic planning session to analyze, evaluate, and redevelop the Strategic
Plan once every three year period. This session occurs such that a revitalized Strategic Plan receives
Board approval prior to the expiry of the current Strategic Plan. The Board may, at its discretion,
include staff, external stakeholders, or other resources to assist in this process.
2. Interim Review of the Strategic Plan.
During the first quarter of every calendar year, the SafeCare BC Board conducts a review of the
current Strategic Plan. The purpose of this review is:
 To identify areas where the Association has drifted away from the Strategic Plan and to determine
why that drift has occurred.
 To validate the relevancy of the current Strategic Plan within the context of the realities of the
Continuing Care sector and SafeCare BC’s members.
 To identify any areas for potential review at the next Strategic Planning session.
The Board may, at its discretion, include staff, external stakeholders, or other resources to assist in
this process.
3. Development of the Annual Workplan.
The activities and initiatives in SafeCare BC’s Annual Workplan, as submitted to WorkSafeBC, directly
link to the objectives of the Association’s Strategic Plan. The SafeCare BC Executive Director (ED) is
responsible for developing the Association’s Annual Workplan. The Annual Workplan is approved by
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the SafeCare BC Board prior to its submission to WorkSafeBC.
4. Evaluation of SafeCare BC Operations Using the Strategic Plan.
The ED is responsible to report to the Board on the Association’s operations in relation to the Strategic
Plan. The ED provides a report of the Association’s activities as related to the Annual Workplan to the
Board on a twice-yearly basis. The ED provides an interim report of the first 6 calendar months of the
Association’s activities and an annual report on the total calendar year. The interim report is delivered
to the Board at the September Board meeting of that calendar year, and the annual report is delivered
to the Board by the end of March of the following calendar year. Both reports include an update on
key indicators as per the Annual Workplan and highlight any areas of excellence or concern.
5. Dissemination of Strategic Plan.
The Association’s Strategic Plan is included in the Board Orientation Manual provided to all incoming
Board Directors and Representatives. The Strategic Plan is also made available in hard copy to any
SafeCare BC member who requests it, and an abridged version is available electronically via SafeCare
BC’s website to all members. In addition, SafeCare BC provides a written and verbal report to
members on the Association’s activities in relation to its Annual Workplan and Strategic Plan annually
at the Annual General Meeting.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.

738-4710 Kingsway
Burnaby, BC V5H 4M2
Telephone: 604.630.5572
Fax: 866.539.9694

SECTION: ASSOCIATION POLICY
POLICY #: GOV10

TOPIC: Appointed Board
Representatives
PAGE: 1 OF 3
DATE ADOPTED: Sept 17 2015

AUTHORIZATION: BOARD

REVISED DATE:

BACKGROUND
The bylaws of SafeCare BC identify four Board of Director positions and one Representative position that may
be appointed by organizations external to SafeCare BC. To facilitate and provide clarity on this process, and
ensure the principles of good governance are upheld, the following policies were drafted with regards to
appointed positions.
POLICY: EMPLOYEE REPRESENTATIVES
Appointments of Employee Representatives to the SafeCare BC Board shall follow the process laid out in the
described Procedures below.
Procedures:
1. The following unions are eligible to appoint an employee representative to serve on the Board:
a. Hospital Employees’ Union
b. British Columbia Government and Service Employees’ Union
c. British Columbia Nurses’ Union
d. Health Sciences Association
e. Canadian Union of Public Employees
f. United Food and Commercial Workers Canada
g. Christian Labour Association of Canada
h. Unifor
The Board reserves the right to add unions to this list if the Board in its discretion determines a union
represents members in the continuing care sector. Conversely, the Board reserves the right to remove
unions from this list if the Board in its discretion determines a union no longer represents members
employed in the continuing care sector.
2. Two employee representatives shall be appointed by the above-noted unions to serve on the Board.
The representative must be a member in good standing or employee of the appointing union.
Appointments must be submitted in writing to the Board Secretary no later than fourteen (14) days
prior to the next general meeting to which that appointment is to apply.
3. Written notice of appointments will include the following: First and last name of the individual
appointed, name of union with which that individual is affiliated, title, and contact information
(including email, mailing address, and phone number).
4. The Board will leave the process of selecting the employee representatives entirely to the unions
eligible to participate to resolve as they see fit. Without imposing any obligation upon the unions or the
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Board in respect of the selection of employee representatives by the unions, the Board encourages the
unions to apply rules of procedural fairness and to take reasonable measures to ensure that all eligible
unions who desire to participate have the opportunity to have their members serve as employee
representatives in proportion to each union’s presence within the continuing care sector.
5. To facilitate the selection process of employee representatives, SafeCare BC will arrange a venue and
date for discussion between the applicable unions. SafeCare BC will provide notice of this venue to all
applicable unions in writing no later than thirty (30) days prior to the scheduled date. Notice may be
provided by email or facsimile, or by mail. Notice provided by mail is deemed to have been received
three (3) business days after posting. Notice provided by email or facsimile will be deemed to be
received the day as it was sent.
6. Should the unions fail to submit appointments to the Board fourteen (14) days prior to the general
meeting, the Board, in its discretion, may either designate a process by which an appointment may be
made, or leave the Board position(s) vacant until such a time where a representative is identified
collectively by the unions.
7. The term of an appointed employee representative shall be two (2) years.
8. Should a union be in a position to have an appointed employee representative serve consecutive terms,
terms will be limited to a maximum of two (2) successive terms of two (2) years after which an
employee representative must cease in office for at least one (1) year before again being eligible for
appointment as an employee representative.
9. For purposes of calculating the duration of an appointed employee representative’s term of office, the
term shall be deemed to commence at the close of the annual general meeting at which such employee
representative was appointed. If, however, the employee representative was appointed at an
extraordinary general meeting his or her term of office shall be deemed to have commenced at the
close of the annual general meeting next following such extraordinary general meeting.
POLICY: APPOINTED INDUSTRY AND WORKSAFEBC REPRESENTATIVES
Appointments of Industry and WorkSafeBC Representatives to the SafeCare BC Board shall follow the process
laid out in the described Procedures below.
Procedures:
1. The Denominational Health Association and the British Columbia Care Providers Association may
appoint one (1) representative each to serve on the SafeCare BC Board of Directors. The representative
must be a member in good standing of the appointing association.
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2. The Workers Compensation Board of British Columbia (referred to as “WorkSafeBC”) may appoint one
(1) WorkSafeBC representative to serve as a non-voting Representative and attend the SafeCare BC
Board of Director meetings.
3. Appointments must be submitted in writing to the current Board Secretary no later than fourteen (14)
days prior to the next general meeting.
4. Written notice of appointments will include the following: First and last name of the individual
appointed, name of association with which that individual is affiliated, title, and contact information
(including email, mailing address, and phone number).
5. Should the appointing organization fail to submit appointments to the Board fourteen (14) days prior to
the general meeting, the Board, in its discretion, may either designate a process by which an
appointment may be made, or leave the Board position(s) vacant until such a time where a
representative is identified by the appointing organization.
6. An individual industry representative may serve a maximum of two (2) successive terms of two (2)
years after which the industry representative must cease in office for at least one (1) year before again
being eligible for appointment as an industry representative.
7. For purposes of calculating the duration of an appointed industry or WorkSafeBC representative’s term
of office, the term shall be deemed to commence at the close of the annual general meeting at which
such representative was appointed. If, however, the representative was appointed at an extraordinary
general meeting his or her term of office shall be deemed to have commenced at the close of the
annual general meeting next following such extraordinary general meeting.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
The Board of Directors has a very important governing and trustee function. It therefore is important that the
Board understands and fulfills its role and responsibilities. Part of this process involves self-reflection and
evaluation to identify areas of excellence and areas for improvement. The SafeCare BC Board is committed to
improving its ability to fulfil its roles and responsibilities and follow current governance best-practices.
POLICY:
The Board will conduct a regular evaluation of its performance in accordance with the following procedures.
Procedures:
1. The Board conducts an evaluation of its performance every two years. This evaluation consists of a
Board self-evaluation and feedback from the SafeCare BC ED.
2. The Governance Committee is responsible for carrying out this process, summarizing the results, and
reporting back to the Board and the SafeCare BC members.
3. The evaluation will normally occur two months’ prior to the next Annual General Meeting.
4. The processes and forms used to conduct the evaluation will be reviewed and modified as needed by
the Governance Committee.
5. The Board will be informed of the results at the next Board meeting after the completion of the
evaluation. SafeCare BC members will be informed of the results at the next General Meeting.
6. A summary of the results will be stored at the Association’s official Society address.
7. Dependent on the findings of the evaluation, Board education, policy development, and/or executive
direction may occur to enhance the governance of SafeCare BC.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
The SafeCare BC Board of Directors is responsible for ensuring the good governance of the
Association. As outlined in the current bylaws, the Governance Committee is responsible for ensuring
SafeCare BC policies and governing documents are current and reflect best-practices.
POLICY:
The Governance Committee will conduct a review and make recommendations to SafeCare BC’s
membership regarding the Association’s bylaws and constitution, in accordance with the following
procedures.
Procedures:
1. Once every two years, the Governance Committee will conduct a review of SafeCare
BC’s bylaws and constitution. Such a review will consider the following:
a. Whether the language of the constitution and bylaws are current.
b. Whether the committee mandates and membership as outlined in the bylaws
reflect current practice and needs.
c. Whether there are any identified gaps in the bylaws.
d. Whether there are any opportunities to streamline processes.
e. Whether there are any recent or upcoming changes to Society legislation or other
applicable legislation that may impact the validity of the bylaws or constitution.
2. In some cases, a bylaw and/or constitution review may need to be conducted outside of
the normal review cycle. These cases may include:
a. Emerging issues that impact the validity or relevance of the bylaws and/or
constitution.
b. Changes in legislation.
c. Other gaps as identified by SafeCare BC members, employees, or Board
Directors.
3. The Executive Director will support the Governance Committee as needed. This support
may include clerical and administrative support, and if needed, procurement of a
Governance specialist (whether in-house or contracted).
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any changes to
this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
It is the Board’s responsibility to define the scope and role of the Executive Director (ED). The Board
oversees the performance of the ED and supports the ED’s development. The Board solely provides
direction to the ED through the Chair. Individual Board members may contact the ED directly for
purposes such as seeking clarification or information regarding the Continuing Care sector and/or to
provide intelligence regarding ongoing or emerging issues.
POLICY:
The role of the ED, the scope of the ED’s authority and accountability, and the actions the ED is authorized to
take within the Board’s delegation of authority are defined according to the following procedures.
Procedures:
1. Delegation of authority: Role and scope of authorized ED activities.
a. The Board delegates administrative and operational authority to the ED. Such delegation of
authority and a strong working relationship with the ED are essential to the effective
governance of the Board and the fulfillment of SafeCare BC’s Vision, Mission and Values. The
specific duties and responsibilities related to this delegation are defined by the position’s job
description, the annual workplan, and the Strategic Plan.
b. Delegation of authority to the ED will grant the necessary latitude, resources, and supports to
achieving the goals of SafeCare BC’s annual workplan and Strategic Plan. Specifically, the
Board authorizes the ED to:
i. Provide administrative and organizational leadership to the affairs of SafeCare BC;
ii. Be the direct administrative representative to the Board, assisted by other SafeCare BC
employees or SafeCare BC contractors as required;
iii. Oversee the management of the programs and services of SafeCare BC;
iv. Develop policies, make relevant leadership and operational decisions, take necessary
actions to establish organizational practices and procedures within the constraints of
this and other Board policies, within the parameters of the Strategic Plan, and
consistent with the Vision, Mission, and Values of SafeCare BC.
2. Accountabilities of the ED:
a. Overall, the ED will ensure that:
i. All activities are within SafeCare BC’s Vision, Mission, Values, the Strategic Plan, and
any other Board-approved action.
ii. All activities comply with the SafeCare BC Constitution and Bylaws, relevant municipal
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bylaws, federal and provincial legislation and any other relevant regulations.
iii. SafeCare BC, its staff, and its representatives adhere to SafeCare BC’s Code of Conduct.
iv. The Board is advised immediately of any situations involving significant risk to SafeCare
BC.
v. Insurance is in place to protect against loss to SafeCare BC property and against
liability involving the Association, its officers, and Board of Directors.
b. Personnel management:
i. The ED will not knowingly allow unfair or inequitable situations to continue in any
employment relationships at SafeCare BC.
ii. The ED will ensure that written personnel policies and procedures are in place that:
1. Clarify expectations and working conditions for staff.
2. Provide for effective handling of complaints.
3. Protect against wrongful conditions.
4. Adhere to WorkSafeBC requirements.
5. Ensure that staff is informed of the performance standards against which they
will be evaluated and held to account.
6. Ensure that all staff compensation plans are fair, equitable and defensible.
7. Minimize the likelihood of harassment in any form and deal effectively with any
occurrence of harassment.
c.

Financial planning, budgeting, and management criteria:
i. The annual operating budget for any fiscal period shall not:
1. Deviate substantially from Board expectations.
2. Place the organization at undue financial risk.
3. Fail to show a generally acceptable level of foresight.
ii. The ED:
1. Recognizes that the primary source of direction for financial planning will be the
Board approved-budget and any other relevant Board directives.
2. May not present a deficit budget plan unless authorized to do so by the Board.
3. Will ensure that an annual budget is prepared and presented to the Board in
conjunction with the annual workplan.
4. Will ensure that annual budgets contain sufficient detail to enable reliable
projection of revenues, expenses, cash flow, separation of capital and
operational items, and disclosure of assumptions.
5. Will demonstrate that the budget includes sufficient funds for carrying out the
operations of SafeCare BC and contingencies.
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d. Financial Management Criteria:
The ED will not:
i. Knowingly allow expenditures to exceed Board approved budgets except for timing
issues or variances acceptable to the Finance and Audit Committee.
ii. Fail to inform the Board when evidence shows that a budget shortfall is likely.
iii. Indebt SafeCare BC in any amount greater than that approved by the Board.
iv. Invest or hold SafeCare BC funds in any manner other than that approved by the
Board.
v. Use any long term reserves without Board approval.
vi. Allow cash reserves to drop below the amount required to settle likely payroll and debt
obligations in a timely manner.
vii. Allow tax and other government mandated obligations and payments to be overdue or
inaccurately filed.
viii. Fail to submit accurate and reliable financial information to the Finance Committee that
summarizes the financial condition of SafeCare BC and identifies the level of compliance
with Board-approved financial targets.
ix. Fail to follow generally accepted accounting principles.
On the basis of the authority vested in the ED, expenditures can be made without further
authorization by the Finance and Audit Committee or the Board provided that they fall within
budget parameters approved by the Board for the fiscal year.
e.

Protection of Assets Criteria:
i. The ED shall ensure that effective financial controls and monitoring procedures are in
place, pursuant to any related Board policies, to protect the following from
unauthorized use, damage or loss:
1. Physical assets;
2. Electronic data;
3. Financial records, documents and files;

f.

Board Administrative and Clerical Support Criteria:
i. The ED shall coordinate administrative and clerical support for the Board to ensure that
the information it receives is timely, accurate, complete, and in a form useful for
governance work. This includes:
1. Providing information to the Board as a whole except when fulfilling individual
requests for general information, or when responding to officers or committees
set in place by the Board.
2. Wherever possible, circulating the Board meeting package to Directors
electronically one week prior to Board meetings.
3. Facilitating a timely and secure mechanism for official Board communications
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between meetings—e.g. telephone, email.
ii. The ED will advise the Board if, in the opinion of the ED, the Board is not in compliance
with its own policies.
3. The Board may choose to modify the Strategic Plan, the annual workplan, the ED job description or
this policy from time to time. However, as long as any particular policy is in place, the Board will
support the ED’s decisions made within such policy boundaries. The ED in turn will support the
Board’s policies and ensure that Board decisions are fully and effectively implemented.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
It is the Board’s responsibility to appoint a qualified and competent individual as the Executive Director
(ED). The Board oversees the performance of the ED and supports the ED’s development.
The Board solely provides direction to the ED through the Chair. Individual Board members may contact the
ED directly for purposes such as seeking clarification or information regarding the Continuing Care sector
and/or to provide intelligence regarding ongoing or emerging issues.
As part of this process, the Board conducts a formal annual performance appraisal of the ED. This enables
bilateral communication between the Board and the ED, and ensures that the Board’s priorities are met.
The Board Executive Committee is responsible to ensure the ED’s performance evaluation is properly
undertaken as outlined below.
POLICY:
The evaluation of the Executive Director is conducted according to the following principles and procedures.
Principles:
1. The ED is aware that his/her performance will be assessed against the Board approved Strategic Plan
and the annual workplan.
2. Feedback is provided regularly by the Board Chair to support the ED in successfully meeting
reasonable goals and objectives.
3. The ED evaluates his/her performance through a process of personal reflection annually.
4. In-camera, the Board annually reviews the ED self-assessment, discusses overall executive
performance and ensures documentation of Board consensus regarding ED performance.
Procedures:
The ED and Board complete the following steps to evaluate the ED’s performance. These steps occur
annually, generally coinciding with the annual anniversary mark of the ED’s start date with the Association. In
the event of a newly-hired ED, the following steps are completed at the end of a six-month probationary
period, in addition to occurring at the one-year anniversary mark.
1. The ED provides a completed self-assessment to the Board Chair.
2. Input on the performance of the ED is solicited from all Board members via the confidential electronic
“ED Evaluation” form. These forms are collected by the Chair of the Board and delivered in aggregate
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form to the Executive Committee.
3. At the next Board meeting, the Board excuses the ED and evaluates in-camera the outcomes of the
work of the ED following a review of the ED job description, SafeCare BC strategic plan, the applicable
annual workplan, any additional assigned work, and the completed ED self-assessment.
4. The draft evaluation is provided to the ED at a meeting with the Chair prior to the Board meeting
following the in-camera session.
 If there are additional substantive issues, items of information, or suggested actions raised at this
meeting, they will be discussed in-camera with the Board before the Chair signs the completed
evaluation.
The completed and signed Performance Evaluation is provided to the ED. One copy is placed in the
confidential personnel record retained by the Board Chair. All confidential personnel records are stored at the
Association’s registered Society address. To protect the integrity of the ED’s Performance Evaluation records,
only the Board Secretariat has access, and the records are sealed and maintained in a locked cabinet.
The Executive Committee is responsible for recommending to the Board on an annual basis any adjustments
in compensation and/or benefits. Any adjustments to the ED’s compensation and/or benefits take effect at the
beginning of the new fiscal year – unless otherwise specified by resolution of the Board.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
It is the Board’s responsibility to appoint a qualified and competent individual as the Executive Director
(ED). As part of this process, the Board is responsible for selecting an individual to fill any vacancies as
they arise in the position of ED.
POLICY:
The Board will ensure that any vacancies in the position of ED, whether planned or unplanned, are addressed
in accordance with the following procedures.
Procedures:
1. Upon the departure, future planned departure, or anticipated leave of absence of the current ED, the
Executive Committee meets to discuss the succession planning process and assign roles and
responsibilities.
2. The Executive Committee Chair works with the departing ED to plan the exit strategy and to review
the current ED job description for necessary changes.
3. The Executive Committee:
a. Identifies the key spokesperson for SafeCare BC until the new or interim ED is hired.
b. Develops the internal and external communication plan.
c. Develops and implement the plan for the successor.
d. Provides regular updates to the Board and SafeCare BC employees.
e. Identifies and officially hires the new or interim ED.
f. Drafts and implements the successor development and transition plans, including launching the
new or interim ED with internal and external stakeholders and staff for the transition.
g. Officially places the successor in the ED role and works with the Board to implement the 6
month probation period.
4. In the event of a sudden, unplanned departure or extended absence of the current ED, the Executive
Committee appoints an interim ED to ensure critical functions and operations of SafeCare BC are
maintained. To minimize potential disruption to SafeCare BC’s activities, the current ED ensures that at
least one other SafeCare BC employee or contracted staff member is familiar with and able to coordinate
SafeCare BC’s activities on short notice.
Review of Policy:
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors

Approved January 15, 2015

Governance Committee
Terms of Reference
RESPONSIBLE TO:

Board of Directors

MEMBERSHIP:

Vice-Chair
Members (max 2):
Chair:
Executive Director:
(non-voting)

Elected by the Board
Ex-officio
Staff Representative

After the Transition Date, at least two of the three directors on the Committee must be from memberelected director positions. A Committee member may be removed by a majority vote of the directors.
MEETINGS:

One meeting required annually and additional meetings at the call of the chair

QUORUM:

Two voting members

FUNCTIONS:
The Committee’s general duties are to monitor and review the legal parameters, structures, and
obligations of those legal entities operating as SafeCare BC as well as their by-laws, regulations and
Board Policies. The Committee shall be responsible for the annual recruitment of candidates for the
Board and maintaining a succession plan for leadership on the Board. Finally, the Committee shall be
responsible for the recruitment and selection of members of the Technical Advisory Committee.
RESPONSIBILITIES:
1.
2.
3.
4.
5.
6.

Review existing constitution and by-laws and recommend appropriate changes to the Board;
Evaluate specific issues and recommend any new bylaws or policies as necessary;
Evaluate effectiveness of Board Policies and regulations and recommend any changes as necessary;
Work to maintain consistency amongst various by-laws, policies and regulations;
Facilitating an annual assessment of the effectiveness of the Board and its committees.
Periodically reviewing and recommending good governance practices to the Board.

The Governance Committee shall act as a Nominating Committee for the purpose of actively recruiting
candidates for the Board of Directors who are committed to the mission and governing process of
SafeCare BC, and who reflect the diversity of the community. Responsibilities include:
1. Assessing the qualifications of candidates for election as directors;
2. Nominating a list of directors for election by the members;
3. Overseeing and coordinating the process of the appointment of appointed directors.
No person shall be eligible for election as a director of the Association unless first approved by the
Governance Committee.
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The Governance Committee shall also act as the selecting body for the purpose of recruiting and
selecting candidates for the Technical Advisory Committee. Responsibilities include:
1. Assessing the qualifications of candidates for selection as members of the Technical Advisory
Committee.
2. Selecting the successful applicants.
3. Overseeing and coordinating the process of addressing Technical Advisory Committee vacancies.
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