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Section One
Organization mandate and History of the Kitimat Child
 Development Centre Association
The Kitimat Child Development Centre Association (KCDCA) is a non-profit organization that began operating in the District of Kitimat in 1974. The Centre came into being, because a group of parents wanted a variety of services for their children in one central place. With the support of their pediatrician, the society was formed. The Kitimat Child Development Centre has evolved into a fully inclusive, family centered, community driven organization. Initially, the Centre provided specialized services to children who were challenged physically, intellectually, socially and/or emotionally. This has broadened over the years to include programs aimed at prevention and support for parents.
For many years, our services were housed in the Kitimat Hospital and City Centre Mall.  With the building of a new Health Centre, we moved our services to rental space within public schools. In the summer of 2002, we moved all of our services into the “old” School District Board Office building. This building became available due to the amalgamation of the Terrace and Kitimat School Districts. Thus, the many services offered by the KCDC were finally being operated from one accessible location.
The centre is incorporated under the Society’s Act of British Columbia, thus providing accountability to both the community is serves and its funding providers. The membership on our Board of Directors is a combination of parents, business owners and members of the community. Our first three year accreditation with CARF (Commission on Accreditation of Rehabilitation Facilities) was received in November 2004. CARF, as an international accreditation body, helps the Centre’s commitment to continuous quality improvement.
Section two
Mission Statement

To Support Children, Youth and Families
Revised January 2003
______________________________________________________________________

Statement of Principles

We at the Kitimat Child Development Centre are dedicated to providing our clients with the best quality services, and to providing our employees with a safe teaching environment.
Our staff and employees are customer orientated and as members of the Child Development Centre Team we are technically motivated and dedicated to providing fast and friendly service to the most important people in the world- our valued clients.

The present and future of our organization is based on our ability, to work as a team, to work together, and to provide our community and our clients with the services they expect, and with the quality they deserve.

We are dedicated to creativity, to service, to integrity, and to customer satisfaction where excellence has been our tradition for over 25 years.
This statement of principles was developed in 1990 and was due for revisiting in September 2003. The staff reviewed this at our Fall 2006 staff meeting and proposed the following:

We at the Kitimat Child Development Centre- A Family Resource Centre, are dedicated to providing efficient and professional services to our valued clients and to the community. We strive to provide our employees with a safe supportive working environment. We are dedicated to client satisfaction where excellence has been our tradition for thirty years.
__________________________________________________________________

Our Vision

Our vision statement presents a picture of where we are heading and highlights our priorities.
Vision

The Kitimat Child Development Centre will be known as an organization dedicated to improving the quality of life for children with developmental delays and disabilities and families.
We will be a resource to families, professionals and to the communities we serve. We will be located in a multi-use child and family resource centre.

In partnership with families, other community agencies and organizations, other caregivers and government, we will expand our leadership role in:
· Empowering Supporting families

· Providing specialized clinical services

· Providing community-based, family centered programs

· Developing individualized programs for children

· Co-ordination of services

· Advocating for children and families.
· Sharing information

· Developing new knowledge. Encouraging ongoing professional development

· Preventing childhood disabilities

We will foster an environment that encourages caring, innovation, flexibility, innovative, flexible and we will strive for excellence and a commitment to excellence. 

This statement was revised April 2000 and was in process of review May 2003. Staff input was done Fall 2006 and the Board is to review February 2007. Board postponed review to September 2007.
Kitimat Child Development Centre Summary of:

Previous Strategic Plans
The Kitimat Child Development Centre is a strategic organization. The following is a brief summary of our strategic planning, mission, vision and goal setting history.

In January of 2001 the goals and objective the Board had determined in their priority goal setting January 2000 and the Annual plan dated September 2000 to August 2001 was summarized into the current strategic plan.

In 1991 our Mission statement was The KCDC is dedicated to helping children with special needs and their families within the context of their community by providing therapy, education and support.
Notes from 1991 show discussion the issues of 1991 were integrated pre-school, facility, day care, wait list for pre-school, transportation, infant development program, union, fundraising, joint programs with other providers, public relations.
In 1994 the vision statement was revised. Another minor revision was done in 1997. A vision statement is where we are going. It should be a picture of what we are working towards.
In 1995 the plan included restructuring of the Board, planning committee terms of reference, pubic relations and fund raising.
1996/97 included categories for Board Development, Community Interaction, and Provincial Interaction.
1998 had political advocacy, volunteer co-ordination and fund raising, facility planning, programs, governance, nominating and public relations.
In 2000 our plans were divided into four strategic areas: Governance, Finance, Programs and Administration.
We have approached strategic planning in different ways. We have held a number of Board/ staff planning days with facilitators. In 1999 we had an external management review of our organization by an external consultant.
In 2003, January we held a planning day and the current plans have been adopted. We also revisited our mission, vision and goal statements. This revised Board policy and procedure manual was also adopted.

In 2004 and again in 2005 the Board revisited our strategic plans and made notes on what we have accomplished. The plans were revised in 2005 to identify next steps but leaving the same strategic areas of focus.
In the fall of 2006 the staff reviewed the mission and vision statements and proposes for the Board some changes. The Board addressed this in 2007 with a strategic planning process that included reviewing the Board policy manual and making minor changes, completing an environmental scan using a survey monkey tool, completing a review of the Executive Directors performance and linking this review to Board strategic directions and then adopting revised strategic plans.
Strategic Plan 2007
Approved May 2007 by the Board of Directors.

To be taken to the June 2007 Annual General Meeting.

Our strategic plan is the way of saying what we are to do, who is going to do what and when. The frequency of revising our plans is every five years. An annual review of the Strategic plan is done by the Board of Directors and administration to see if we are still on course.
In our previous plans we had four areas of emphasis – administration, financial, governance and programs and services. The areas of emphasis for the 2007 to 2010 plan are Governance, Programs and Services and Administration.  To develop this plan a survey monkey tool was used to ask staff, Board and community to provide input.  These survey results are reported out by percentage in the who, why and how measured column of our plan. The survey tool is on our web site  www.kitimatcdc.ca and anyone is invited to provide ongoing feedback. A full copy of the survey results is attached to this plan and is provided to all Board of Directors.
From this plan administration goals are incorporated into the Board’s yearly work plan and the Executive Director/Administration’s yearly work plans and objectives. The plan is posted both on our web site and in the Centre.  The plan is shared with community partners and contract providers.
Twenty seven responses were received for the initial drafting of this plan.  Focus or group discussions also occurred to validate the responses.

Areas of Emphasis

Area of Emphasis:  Governance
The overall goal is to have strong non–profit governance that guides the meeting of the Association’s mission and vision.

Identified current goals are:
Accessibility and responsiveness of services will be enhanced by the implementation of a public awareness strategy.
The Board of Directors will be informed and competent advocates for services for children, youth and families.
	Objective
	Actions

What should be done.
	Who, Why, How Measured ?             

Responsibility(who will do this). How to measure success? What was the weight put on this in our strategic planning questionnaire results.

	1. 
	Our community will be aware that our Centre is a family resource centre. To have an identifiable name understood by parents, staff, partners and the community.
	To develop and support a public relations strategy that will increase community understanding of all our services.

To promote the family resource centre concept on all advertising and materials produced by the Centre.

To include in the publicity plan as a number one priority is to inform the public of our Centre being a Family Resource Centre.  Establish a publicity budget and management plan within the yearly administration plans.

Continue to consider a name change.
	Board and Administration are responsible for this objective.
66% of respondents felt the mission statement captured a meaningful future for the Centre. Work to move this to 80%.
Administration to include this in the 2007 budget cycle. Board yearly monitoring of this objective.
Survey results were about 50/50 as to the need to do this or not.

	2. 
	Board will demonstrate effective advocacy skills. 

Objective 2 continued.
	Yearly Board education plans.

Board will always be cognizant of the strategic plan in Board decisions and monitor the plan formally once per year.
Board will schedule regular communications with our MLA, MP, School District Trustees, and District of Kitimat Council.
Board plans will include advocacy for service needs to be met as well as celebrate the good work the Centre does.
Continue to implement strategies whereby all CDC staff and parents will know who the Board members are and what they hope to accomplish.
	Responsibility on the Annual Board work plan.

100% of the respondents identified the role of the Staff and Board is to be inclusive of influencing the government policies on the provision of services for children, youth and families. Will strive to maintain 100%.
Report out on our success in accomplishing

this by a qualitative summary in annual Presidents report of advocacy results for the year and in each program annual outcomes reports.
Measure success on parent and staff questionnaires.
 

	3.


	Board will take the responsibility to oversee Centre strategies to ensure access and responsiveness to community needs.
	Participation of the Centre in community planning processes.

Executive Director will in her monthly report include analysis of service needs.
	Review of annual Board of Directors work plan.

100% of respondents identified the need to be responsive to potential community changes.
Review of Strategic plan annually.
Executive Director will share a qualitative report on Social and Community plans shared with the Board of Directors.

	4.
	Board will take active role in ensuring governance policies enable an efficient and healthy workplace where there is a focus on client outcomes.
	Board will participate in annual governance level review of personnel, financial, and program service policies.

Provision of workshops or other educational opportunities for the Board on governance.
	Included on annual Board of Directors work plan.

Measured in annual reports.

	5.
	Board will assist administration in addressing the high reliance on government funding and the challenge of this funding not covering administration, capital and building costs.
	Board will review financial policies including investments, contracts, use of fund raised dollars etc.
Board will monitor expenses carefully and advocate with government regarding funding in an informed manner.

Administration will continue to provide a comprehensive business case to cover administration, capital and building costs in funding budgets.

Administration structure will be enhanced to augment increased funding/grant proposal applications.
	 Administration will prepare budgets and proposed policies for the Board to review.
On next survey results will indicate this as not being our number one weakness.
# of successful grant applications.

	6
	The Governance of the Centre will be respectful of cultural diversity of our community.
	Each year the Board will consider Board composition to consider Board member competencies including being a parent of a child with special needs, cultural diversity and Board governance knowledge.
	Board will review their composition annual in conjunction with preparing for the Annual General Meeting.
78% of respondents reported it was very important for the Board to address succession planning. Next survey to indicate 90% accomplished. Executive Director reports to reflect actions on this.


Area of Emphasis: Programs and Service
Goals:

Overall our goal for the Centre is to be a community family resource Centre, to build on our strengths and through collaborative practices identify community needs and implement strategies to meet these needs.
1. To be leaders in the provision of family centered, client focused collaborative practice for all our services.
2. To implement the philosophy that all doors lead to services and if we do not directly provide a service that will meet a need we will be aware of how to refer or access other resources.
(This was noted as our number one strength on our strategic planning questionnaire.)

	Objectives
	Actions
	Who, Why, How Measured ?

	1
	To have stability in the provision of high quality programs and services that are delivered using best practices and implementing of the principles of family centered and client focused services.
	Maintain our commitment to service by attending to our mission and vision, values and effective leadership.
Centre will be seen as a resource through the effective implementation of our communications strategy.
Centre will participate in community needs assessments and regularly consider these results in planning of our services.
Continue to address as well as we can out funding and staffing goals, accepting that there is some things beyond our control.
Continue to plan for self-sustaining capabilities.
	Survey results indicated 100% reported the Centre is forward thinking and committed to service. 96% stated our service were of high quality.

Responsibility for these objectives is Administration leadership and all staff.
52% reported we are doing well in this area. 29% identified the need to improve in this area. Move this to 75% doing well. 10% seeing the need for continued improvement.

	2
	The Centre will provide family centered, client focused  services.
	Annual review by staff of service values at staff meetings, during annual performance reviews and staff newsletters.
Information available during intake process, in Centre publications and include information on our web site of what is family centred, client focused services. There will be consistent involvement of clients and family in program delivery decisions.
	Results of satisfaction surveys from clients and parents show a 90% compliance with these survey results.
86% reported we are doing well with this. Strive towards 95%.

	3
	Develop staff and parent advocacy skills and abilities. 
	Provision of advocacy education. Development of advocacy resources. Staff will demonstrate skills to help parents and clients advocate for their needs.
	80% reported we were doing well with this. Goal is to be 90%.


	4 
	Increase the effectiveness of working with community partners (with a focus on working with the Coast Mountain School District.)


	- Continue an annual staff team days and education sessions open to participation of community partners.
-Establish increased mechanisms for communication and developing of understanding and trust between service providers.

-Implement strategies to improve better integration of information, shared workload, understanding of roles and functions, improved detection of needs, ways of mutual support and better co-ordination of services.
	Staff responsibility. Reviewed annually by the Board of Directors.
68% felt the Centre was doing well working with other community services. 18% identified needs improvement. Move this to 80% and 10%.

87% reported linking with other services was very important.

	5
	To be an agency committed to interagency, collaborative team that addressed family centered, client focused needs based services.
	Active participation in community interagency committee with a focus on identifying and responding to service needs.
	Staff responsibility. Ongoing, measured yearly with annual qualitative report of accomplishments.

	6
	Services at the Centre will be accessible to all.
	Continue to apply for funding to put in a lift between the upper and lower floors of the Centre.

Adapt all program delivery to enable full access (until lift is installed).
	Responsibility: Staff. 

Measure this by successfully installing an elevator/lift between our two floors and prior to this being accomplished successfully adapting our programs so no client cannot access service.   87% reported this as a very important objective.

	7 
	Continue our commitment for quality assurance in all services provided.
	Continue CARF accreditation processes.

	78% reported it was very important to be an organization committed to quality improvement. 22% stated this was important. Measure this with attaining another three year accreditation and addressing any recommendations that come from this review of our programs.

	8 
	The Centre will continue to focus it’s resources on meeting client needs. The Centre will provide a continuum of services for Child, youth and families that are responsive to identified needs.
	Facilitate parent support groups, including but not limited to advocacy, self care and parenting skills and knowledge.  

Continue to explore the use of International Classification of Function and Disability and/or other tools for identifying client needs.
Interagency co-operation will continue to be facilitated.
	Staff responsibility. Analysis result was 52% felt we were doing well with this. Goal is to increase this to 80%. Measure this by using focused questions asking for parent feedback during and at the end of sessions.
91% of respondents felt we were doing this well. Goal is to 100% be client need driven. Measure this with client feedback both qualitative questionnaires and qualitative feedback.


	7
	Cultural diversity will be respected in the provision of all services and actions of the Centre.
	Planning of services will consider the cultural diversity of our community. Identify and respond to where we are not providing services.
Needs assessments will include questions related to cultural diversity in the asking where there is gaps in service in our community.
	Responsibility: Administration.

57% reported our services are reflective of the cultural diversity of our community. Improve this to 75%. Measure success on client outcome surveys and on next strategic planning questionnaire.

	
	Service Provision will function in a more co-coordinated manner in our community.
	Support increased attention to improving transition times for clients.
Centre will improve co-ordination of programs provided by the Centre by continued commitment to standardized intake procedures, maintaining an integrated data base and client charting system and the use of client service plan meetings.
	Responsibility: Staff.

Integrated services is an identified priority in the Provincial plans of our major government funding source- the Ministry of Children and Family Development.
87% of survey responses indicated this is very important and 82% indicated it is very important to simplify the pathways to service. Goal is to have clients/parents indicate 90% found services co-coordinated and accessible.


Area of Emphasis: Administration
Objective: To be effective and efficient in the management of our resources.

	
	Objective
	Actions
	Who, Why, How Measured ?

	1
	To be fully staffed in all positions.
To build staffing capacity including the ability to offer and sustain employment.

To have succession planning as part of staff planning.

 
	Advertising.
Increased attention to problem solving on how to address recruitment and retention of qualified staff.

Improve our new staff orientation process.

Yearly succession planning questionnaire be used for staff nearing retirement or indicating that they may be moving to other employment.
	Responsible: Administration.
Measured by successfully being fully staffed. 100% of respondents identified this as a challenge.
One of our most critical weaknesses identified is the inability to offer secure employment. Measured by staff satisfaction feedback.
87% reported it is difficult to orientate new staff to all our programs and policies. Have 95% report on staff satisfaction surveys, exit interviews or on strategic planning feedback that orientation was effective and comprehensive. Measured by staff exit surveys and yearly staff satisfaction surveys.

80% reported the need for the Centre to plan for succession in staffing.


	2
	To build an organization where there is internal and external trust in how services can be offered.
	Allow for increased co-ordination between existing providers. Strengthen teams by bringing together providers for face to face sessions as well as utilizing online informational tools.
Staff satisfaction surveys to include assessing staff team/collaborative work practices. Staff satisfaction and well being to be attended to with strategies such as team days, recognition of accomplishments, education opportunities, support of health and safety and CIRM responsibilities in the Centre.
	Staff satisfaction surveys to include feedback of high team functioning.
Solicit community service provider feedback. Responsibility- all Program Managers and Health and Safety Committee.

	3
	Support staff development including education
	Establish a plan for continuing staff development. Include in this plan the options of hosting workshops in our community.
Regular full staff meetings be implemented.

Maintain log of staff development. Include staff education goals in everyone’s annual personnel review

Seek out cross training opportunities with other agencies.

Consider implementing a staff wellness program based on a reward system that recognizes staff successes.
Review the current staff education policy and consider increased opportunities for all staff.
Develop a means for staff that do attend continuing education to share their learning’s.

	Responsibility is Administration

On our survey 73% reported it was very important to be a learning organization and support staff in their commitment to continued learning.
This will be evaluated using our staff satisfaction surveys.


	4
	Increase the role of administration, family support and/or key worker role in provision of client/family contact assistance
	Work towards a full time front office administration support position that can respond to walk in and telephone inquiries, be able to cover when other administrators are absent, be able to assist with grant writing proposals.
	Community, Staff and strategic planning questionnaires report high satisfaction with initial contact with the Centre but 

55% reported a weakness of the Centre is not having a full time person to answer the phone.  Success is when this is accomplished.

	5
	Administration will focus attention on administrative structure of government contracts.
	Involvement of administration staff on Provincial committees related to implementation of contracts. Provide feedback into the government process of contract reforms.
Develop and implement a revenue diversity plan.
	Responsibility: Administration.
95% felt it is a Centre challenge for how the Government funds services.

87% identified the need for a revenue diversity plan.

	
	Explore other funding sources
	Continue to seek new programs that meet client needs. 

Explore partnership funding with other agencies.

Develop grant writing skills.
	Measured by success in attaining grants and in operating budgets having a diversity of income sources. 

87% of respondents reported developing linkages as very important. 80% reported it to be very important to look to other revenue sources.




Section Three
We do business by Board and Staff working together.

In other words Board members are valued members of our Kitimat Child Development Centre Association and are part of our Centre team.
Board Orientation

The members of the Board of Directors of the Kitimat Child Development Centre are an important component in ensuring that the children, youth and families served by the Association receive the quality supports needed and are treated with the utmost respect and consideration. To this end, each year new Board members will be informed of their legal duties under the Society Act of BC and their obligations and responsibilities under the Constitution and Bylaws of the Association.
In addition, Directors will receive an orientation to policies, procedures and activities, programs and services of the Association.

Board orientation will take place at any time a new Director joins the Board. The new Director orientation checklist will be used to assist in the orientation process.

Prior to taking part in any Board discussions, all newly elected or appointed Directors shall read and sign the Board member confidentiality and code of conduct statement.
Policy #1 Governance Board‘s Job is
Adopted May 2003, Revised February 2007
The focus of Board Governance is to provide leadership and direction to the Centre. Consequently, the Board is more concerned with the vision, values, outcomes and the future rather than on operational/management matters.
The Board accomplishes this by:
1. Having clearly stated values and principles that guide organizational outcomes and thinking.
2. Establishing links with its stakeholders and being accountable to the membership, stakeholders and legal bodies.
3. The Board will guide the mission of the Centre by representing all interests pertaining to our mission and not the interests of one particular group or community.
4. The Board will ensure compliance with legislation or legal mandates.

5. Decisions at the Board level will be made by the Board as a whole using agreed upon rules of order. Currently, Perry’s rules are used.
6. The Board will regularly monitor and review its own performance and processes.
7. The Board will ensure viability of the organization through ongoing training, education and Board development activities.
8. The Board will be proactive in identification and consequent development of relevant policies.
9. The Board will be solely responsible for its performance.

Policy #2 Governing Process

Adopted May 2003
Board Member Responsibilities
As a Board Member you commit to our Code of Ethics, Conflict of Interest and Confidentiality Policies.
Board Members will act honestly and in good faith in the best interests of the Society.

Board members will exercise the care, diligence, and skill of a reasonably prudent person, in exercising his/her powers and in performing his/her functions as a director.

The Board acts as a team. Discussion and debate of issues occurs in a safe, respectful manner at Board meetings. Once a decision is reached, the Board members will support the decision and maintain allegiance to it.
Policy #3 Board of Directors Terms of Reference

The Kitimat Child Development Centre is governed by a Board of Directors elected yearly at the society annual meeting. Our constitution states we need a minimum of 9 Board members and can have a Board of eleven members. A quorum for a Board meeting is 5 members. Meetings are scheduled on a monthly basis. We need to have 7 legal meetings per year. We take a break during the summer months.
The Board elects an executive committee composed of Chairperson, Vice Chair, Secretary and Treasurer. As a strategic organization we have a mission, vision and values statement. The Board also reviews a yearly strategic plan. The Board has a finance and building committee to help with the work of the Board of Directors.

The Board
· Establishes the legal existence of the association by ensuring our business meets the requirements of the Society Act.

· The Board governs the activities of the Centre by setting policies and monitoring their implementation.

· The Board is directly responsible for employing an Executive Director.

· The Board takes on responsibility for fund raising.

· The Board assists the Executive Director in evaluation of Centre services
.
Board Members

· Represent our community and bring knowledge about the need for community services and integrates this knowledge into our policies and strategic plans.
· Assist the Centre staff in relating our work to other community agencies and community members.

· Will develop an understanding of the services provided by the Centre and will be able to interpret this to our community.

Policy #4 Conflict of Interest
Adopted May 2003

All members involved in a society- its members, directors and employees have duties they owe the society.
By acting honestly and in good faith Board members will not allow a conflict of interest between his/her private interests and those of the Association to occur. In every instance the client and the interests of the facility must prevail.
Board members must avoid any conflict of interest with respect to their legal and fiduciary responsibilities.

· There must be not self-dealing or any conduct of private business or personal services between a Board member and the organization except as procedurally controlled to ensure openness, competitive opportunity and equal access to “inside” information.
· Board members must not use their position to obtain for themselves, family members or close associates employment within the organization.

· Should a Board member be considered for employment, She/He must temporarily withdraw from Board deliberations, voting and access to applicable Board information.
Our conflict of interest guideline is taken from the BC Law Reform Commission Recommended Conduct Policy Statement.
This policy was adopted by the Board May 2003.
Policy #5 Failure to Disclose a Conflict of Interest

Revised May 2003

If you do not disclose when you have an interest directly or indirectly, in a contract or other transaction with the society”:

· You are liable to pay the society all the profits from the deal

· The court can set aside the whole arrangement.

If you use your position on the Board directly or indirectly for personal profit, you’re liable to pay the profit to the society.

In either case, you’re liable to pay all the profits
· Even if you never had any bad intent.

· Even if the society hasn’t suffered any harm.

· Even if the society never expected any profits.

Policy #6 Confidentiality

Revised May 2003

No Board member will knowingly disclose confidential information gained by reason of information shared at a Board or committee meeting. This includes details about: property, operations, personnel, policies, and affairs of the association.
Board members shall not use information to advance any personal, financial or other interests.

Employee and client records are confidential. No Board member shall accept employment or engage in any business or professional activity that might be expected to induce him/her to disclose confidential information acquired by reason of serving on this Board.

A breach of this policy will be reviewed and acted upon by the Board President (if appropriate) and/or the Executive Director (if appropriate).

Policy #7 Role of the President
Adopted May 2003

The President is to safeguard the integrity of the Board process and to represent the Board as required and to ensure that the Board operates within its approach to governing and to the rules/policies it establishes.

The President does this by:

· Setting with the Executive Director the agenda and meeting content.

· Chairs the meetings and ensures the agreed upon rules of order are used for conducting meetings.

· Is authorized to make decisions on behalf of the Board that are consistent with Board policies on governance and on the Board-Executive Director relationship.

· The Board President has no authority to make decisions beyond policies created by the Board.
· The Board President has no authority to supervise or direct the Executive Director. This is the responsibility of the full Board.
Policy #8 Establishment of Board Committees
Adopted May 2003

To preserve the integrity and the ‘wholeness” of the Board, committees will be used primarily to help the Board in doing its work. Committees do not make policy decisions on behalf of the Board, but rather develop policies and inform the Board on their investigation of the policy and recommendations for the Board to consider in the full Board decision making. There are standing committees required under our constitution and bylaws and   committees to assist the Board in their work.

Board committees will have terms of reference assigned from the Board. These terms of reference will set the roles, expectations, and parameters of work to be done and will not conflict with the responsibilities of the Executive Director. Committees do not have the powers of the executive and do not speak or act on behalf of the Board. Committees are not empowered to exercise authority over the staff. The exception to this is if a committee is established by the Executive Director to include Board members in decisions regarding staffing and programs.
Board Member Liability

Summary developed January 2003. Accepted by the Board in May 2003.
This summary deals with acts that Board Members could be held accountable for if the Board Member acts in excess of his or her authority.
Section 25 of the Society Act provides:

(1) A director of a society must

a. Act honestly and in good faith and in the best interests of the society, and

b. Exercise the care, diligence and skill of a reasonable person, in exercising the powers and performing the functions as a director.

(2) The requirements of this section are in addition to, and not in derogation of, an enactment or rule of law or equity relating to the duties or liabilities of directors of a society.

We carry Directors and Officers Liability insurance for 2,000,000$ coverage (errors and omissions insurance). The policy definition of wrongful act is any actual or alleged error or misstatement or misleading statement or Act or omission or neglect or breach of duty by one or more of the individual Insured’s while acting in their capacity as an authorized representative of the Entity, subject to the further terms, conditions and limitations of this policy. The policy does not cover willful violation of responsibilities.
There is a difference between a simple or negligent error that is covered by our insurance and a willful error that is not. A simple error is an error that usually occurs from a misunderstanding. For example, a Director misheard or misunderstood the date of filing a document related to WCB or GST.  In other words the Director has made a simple human error.
The test for whether a person is negligent is usually based on the concept that a reasonable person in the same position knew or ought to have known that something negative would happen as a result of their actions. For example entering into a contract without doing due diligence to investigate the terms of the contract. If an error occurs but the directors have taken all foreseeable steps to protect the interests of the society then the action is usually covered by liability insurance.
Thus it is important for Board Members to understand their responsibilities. Although, to reassure you, the standard for finding a non profit Board member as acting inappropriately is generally higher than the standard for a director of a corporation. Directors are volunteers and this is respected in society.Summarized below are the legal responsibilities of Board Members for our Association

Ultra Vires

This legal term means “beyond the life of”

A society can only carry out the activities permitted by its constitution and the statute under which it was created. Any other activities are ultra vires, or outside the powers of the Society.

Section 31(1) of the Society Act is very important in that it states: The funds and property of a society shall be used and dealt with only for its purposes in accordance with the bylaws.
In other words we must spend our government and grant funding for the purposes specified with our contracts.
Board members are liable personally for actions outside the society’s power or their authority as directors. Thus it is critical to read the constitution and bylaws of the society.
A director may be liable personally if arrangements are made with other persons that exceed the director’s actual authority.
Board members are responsible to ensure the Society is fulfilling obligations under a number of statutes:

Employment Standards Act. There are several federal and provincial statutes that govern the liability of directors with respect to their employees and the workplace environment. Directors can be jointly and severally liable for up to six months of unpaid wages and holiday pay if a corporation goes bankrupt or insolvent or where the debt is owed and has not been satisfied.
Criminal Code: this covers conspiracy and fraud. A director may be liable where the organization commits fraud where the action is authorized, permitted or allowed by the director.
Civil Liability: Ordinarily directors are not personally liable for contracts between the society and other persons. Directors should ensure contracts are entered into by the Society, not by individual Directors. All contracts should be signed The Kitimat Child Development Centre by J. Doe (Director). 

Goods and Services Act and Income Tax Act There is the obligation of employers to collect and remit taxes to the government. Directors may be liable to pay any amount of employee taxes including penalties and interest that are not remitted. It is a Directors responsibility to do due diligence and take reasonable degree of skill and care to ensure payments are being done. This can be as simple as requiring the executive director to report to the Board on a periodic basis (monthly or quarterly) that this has been done.

Section Four
Governing Process and Policies
The Complimentary Model of Board Governance

Preamble Discussion
Governance and management: The role of the Board of Directors and the role of the Executive Director.
Questions about these issues have prevailed since the first Board of Directors hired its first Executive Director. There is acceptance of the principal that “the volunteer Board sets policy and the staff implements the policy.” But the fundamental question is how to operate this and ensure that each meets their responsibilities. The answer to this is they must be colleagues. Each has a different part, but together they share the play. Their tasks are complimentary. The two have to work as a team.

· Board and Staff formulate Policy.


· Board approves final Policy related to Board responsibilities.
· Staff implements Policies, Board and staff evaluates the outcome of policies.

There are three models of governance- the traditional, the Carver and the Complimentary model (the Complimentary model being the newest model to be articulated). This model is taken from the book “Managing for the Future” by Peter F. Drucker.
Policy #9 Governance Complimentary model of Governance

The Kitimat Child Development Centre Association accepts the following Principles and Operating Features of the Complimentary Model to guide their practices.

1. The Board is accountable for both the governance and the management of the Centre.

2. The Executive Director is the Chief Executive Officer and is responsible to the Board for the management of the Society.

3. The Board elects a President from its members.
4. The Board is responsible for determining all non-administrative policies of the Centre. The Executive Director is responsible for determining all administrative policies.
Ask?
· Does the policy affect the whole organization? (Rule of thumb is administration and staff handles issues that affect individuals.)

· Does the policy dictate what the organization will do?

· Is the policy dictated by law?

· Is the policy requested by administration?
5. The Board defines a Code of Conduct for the Board Members, Committee members and for the Executive Director.

6. There are Board Committees or task forces. Board Statutory Committees (finance) Working Committees (building and fund raising).

7. There are four monitoring options for the Board. (Executive Directors Report, Committee Reports, Financial Reports, and the Board may from time to time engage an external review report.)

8. The Board completes an annual appraisal of the Executive Director following the procedures set by the Board. This includes an annual review of the Executive Director’s self appraisal and then a discussion on this, a review annually of whether or not the Centre is meeting the set strategic direction and a formal written evaluation every three years. The formal evaluation may include consultation with staff, Board and other external stakeholders.
9. The Board Chair co-ordinates self-appraisal of all Board members.

10. Board training is a component of the organization.
The Operating Features of the Complimentary Model are:
1. The Board establishes non-administrative policies, the Executive Director Implements policies and the Board monitors organizational effectiveness.

2. All members of the Board are equal. The Directors believe that all contributions and opinions of the Directors are important. Directors are expected to engage in candid and honest dialogue with respect for each other’s differences.
3. The Board will speak with one voice or not at all.
4. The Board is the main liaison to and from the stakeholders.
5. The Executive Director is responsible to the Board for the management of the Centre.

6. There are four Centre policy manuals. A Board policy manual, a  Staff policy and procedure manual, a Financial Management policy manual and a Programs Policy Manual.

7. The Chair of the Board is responsible for the Board agenda.

8. The Board sets the Executive Director’s salary and the global budgets.
9. The Executive Director sets all other staff salaries.
10. The Board will monitor performance against set performance criteria.

The Board Orientation and Policy Manual is designed for use by the volunteer Board to help Board members meet their policy and management responsibilities. It includes policies on how the Board operates.
The Centre Policy and Procedure Manual is designed to be used by employees. The manual generally includes operational instructions that the staff need in order for them to meet their responsibilities.
The Financial policy manual is designed for use by the Board and management to meet financial responsibilities.
The Programs Policy and Procedure manual is designed for management of our programs.
Policy #10 Governance Board‘s Job is
The focus of Board Governance is to provide leadership and direction to the Centre. Consequently, the Board is more concerned with the vision, values, outcomes and the future rather than on operational/management matters.
All Board decisions on policy, governance, programs or any other business will be made in consideration of the mandate of the organization will be reviewed annually by the Board of Directors.
The Board accomplishes this by:
1. Having clearly stated values and principles that guide organizational outcomes and thinking.
2. Establishing links with its stakeholders and being accountable to the membership, stakeholders and legal bodies.
3. The Board will guide the mission of the Centre by representing all interests pertaining to our mission and not the interests of one particular group or community.

4. The Board will ensure compliance with legislation or legal mandates.

5. Decisions at the Board level will be made by the Board as a whole using agreed upon rules of order. Currently, Perry’s rules are used.
6. The Board will regularly monitor and review its own performance and processes.
7. The Board will ensure viability of the organization through ongoing training, education and Board development activities.
8. The Board will be proactive in identification and consequent development of relevant policies.
9. The Board will be solely responsible for its performance.

Policy #11 Operational Environment and Philosophy of Management and Leadership

The Board believes that the staff and volunteers of the organization are a talented and rich source that make significant contributions to their areas of responsibilities and that also possess knowledge, creativity, and experience that can be of benefit to achieving the vision and outcomes of the association.

The Executive Director shall:
· Create an organizational culture and environment that provides opportunities for staff and volunteers to contribute their talent, knowledge and expertise to the organization.

· Create an organizational culture that provides opportunities for staff and volunteers to contribute their talent, knowledge and expertise to the organization.

· Foster a positive and co-operative management relationship that emphasizes collaboration, partnership and mutual benefit problem solving and decision making. Management will avoid, in fact and in perception, conflicts of interest and disclose to the Board in a timely manner any possible conflicts that arise.
· Develop an organizational structure that is innovative in addressing the management and administrative needs of the association. The structure will have characteristics of flexibility, relevance to function and places decision making authority in the hands of those people who have the responsibility and accountability for the consequences of the decisions.
· Engage in decision making practices that are based on the best available evidence and in consultation with those most likely affected or impacted by the decisions.
Board Policy #12 Society Responsibilities
Constitution and Bylaws,
Reporting Requirements under the Society Act of British Columbia
Code of Ethics Statement, Mission Statement

1. As a strategic organization the Board reviews our strategic plan annually. This review includes the Constitution and bylaws, the Code of Ethics and Mission Statements. The Board will revise the Strategic plan minimally every five (5) years or earlier as determined based on needs changing or on the accomplishment of the set goals and objectives.
2. The mandate of the organization will be reviewed annually by the Board of Directors.
3. All Board decisions on policy, governance, programs, or any other business will be made with consideration of the mandate of the organization.
4. Notice of any revisions for the Constitution and Bylaws must be given by mail to society members 14 days in advance of the General Meeting.
5. The Annual General Meeting of the Society is held in June or September of each year.  The Board makes the decision on the date of the meeting.
6. If the proposed resolutions modifying the Constitution or bylaws are adopted by the members at a General Meeting they must be submitted to the Ministry of Finance and Corporate Relations.
7. It the proposed Resolutions are not accepted by the Ministry the Constitution remains the same.
8. Within 30 days of the Annual General Meeting the Society must submit our Annual Report to the Ministry of Finance and Corporate Relations.

9. If there is a change in address and/or a change in Directors for the Society notice must be filed with the Ministry of Finance and Corporate Relations. Board and Staff members receive a copy of the Constitution, Code of Ethics, Statement of Confidentiality and Mission Statement in their orientation package.
10. Every September Board members will sign the Code of Ethics to signify their commitment to following the Code. At each yearly performance review Staff will sign acknowledgment of the Code of Ethics and Statements of Confidentiality.

Policy #13 Board of Directors Membership
The Board will fill its vacancies with members who fulfil the agreed upon criteria for Directors through the process as required by the Association by-laws, orientation and training.

Every effort will be made to recruit qualified parents to sit on the Board of Directors.

Policy #14 Board Meeting Process
All meetings of the organization will be conducted according to Perry’s Rules of Order.

Board meetings are open to members and the public and delegations may apply to be put on the agenda.

The Board will schedule time, generally not to exceed thirty minutes in total, at each meeting for member and public participation. The time limit may be set at the discretion of the President.
The President shall intervene and terminate any presentation which is not orderly, of is defamatory or abusive in nature.
The Board may choose to not act on any concern at the same meeting as the presentation.
Fifteen minutes shall be scheduled at every regular meeting for comment or questions on any topic related to the business of the Board.
Minutes will be taken for all meetings.
The Executive Director and/or the Administrative Assistant/Comptroller will be considered ex officio members of the Board and will be expected to attend Board meetings as required.

The Annual General Meeting of the organization will be open to all members of the public who may wish to attend. The right to vote on any matter will be restricted by the By-laws of the Association.

The Executive Director or Administrative Assistant are responsible for collation of information and reports to be included in packages of information distributed to Board members prior to Board meetings. The package will contain the minutes of any meeting which still require approval, agenda, Executive Director’s report, report from each Supervisor, and any other relevant information or material required. The Executive Director and Board President will ensure an agenda is made for each meeting. The start time and place will be included on the agenda.

Copies of the agenda are available for the public and staff if requested.

Items may be put forth for placement on the agenda by Board members and the Executive Director. Board approval of the agenda is required at the beginning of each meeting.
Agenda items should be consistent with the job functions of the Board. As it is the Board’s agenda the Board should be the initiator of what information it would like to receive and what reports it would like to have presented at the meetings.

The Executive Director will inform staff of any feedback from the Board regarding the reports or issues, which needs to be discussed with staff members.
Policy #15 Organizational Performance
The Board of Directors has a responsibility of monitoring organizational performance.
The Board of Directors is committed to ensuring that all services provided by the organization maintain a high quality.

The Board is committed to supporting a Continuous Quality Improvement program, which monitors, assesses, develops action plans, and ensures implementation of plans to maintain and improve service quality in all areas of the organization.
Setting priorities for the Association is a Board/ administration/ staff effort.  Board members and the staff work together to set common goals, so the administration and staff have no doubt about what the Board expects to be accomplished.
Accordingly the Board will:

1. The Board will produce written policies that, at the broadest levels, address each category of organizational decision making.

2. The Board will establish and follow policies on Board Governance. How the Board conceives, carries out, and monitors its own task.

3. Outcome evaluation of programs and services. Ends:  organizations products, effects, benefits, outcomes, recipients, and relative worth.

4. Establish management and organizational policies that guide the achieving of our mandate. Including but not limited to policies establishing the roles and expectations of the Executive Director.

Is there a good job description?

Do we take time once per year to talk about the future?

5. The Board will establish policies and procedures for Board/Executive Director linkage: how the power is delegated and the proper use monitored the Executive Director role, authority, and accountability. Our priorities set for administration/staff clear enough to accurately evaluate administrative performance?
6.  The Board will produce evidence of a yearly performance appraisal of the Executive Director. See Board processes of this manual.
7. As a means to accomplish the Board Responsibilities the Board will 
     Set and follow an annual working agenda.
Questions to guide yearly planning include:
Who are we serving?

What changes are we trying to achieve?

What is our mandate? Our dream? Our strategic direction?

What are our immediate priorities?

Is the Board focused on “Ends” not means?

What learning do we want/need?
Policy #16 Stakeholder Relations

The Board will act in a manner that emphasizes accountability to the general public and the membership of the organization to which it is responsible for service. To that end the Board will:

Develop communication policies and practices which support the goal of achieving an informed public and membership. These will include:

Holding meetings in public (see Regular meeting policy) except for discussions of some matters that, of necessity (see in camera policy) must be addressed in an in camera forum.

Hold an annual meeting to report to the public and the membership.

Develop communication links with various stakeholder groups to provide opportunity for comment on issues of concern to them. Board members are seen as ambassadors. Board members will respect crisis management policy, lobbyist policy, and solicitation of funds policy.

Account to the public and its membership for competent, conscientious, and effective accomplishment of its obligations. It will allow no officer, individual or committee of the Board to usurp this role or hinder its commitment.

Policy #17 Crisis Management
Sooner or later a Board can find itself in a crisis-building fire, staff injury/scandal, a legal law suit etc. When this occurs there is unwanted public attention that can occur, as well Board members may feel they wish to solve the problem. This is a time to fall back on our policies. Board members should ask themselves “can the Board really do anything about the situation? Is it clumsy to call a meeting and try to make emergency decisions as group?” Rules we accept when a crisis occurs are:

· Keep yourself informed from the right source- you’re Executive Director or his/her designate.

· Support the Executive Director. Make sure the public sees your support, but communication is the responsibility of the Executive Director.

· Operate as a Board not as individuals.
Policy #18 Lobbying on behalf of the Centre
Board members are powerful lobbyist because they represent our members and are unpaid volunteers who may appear to be more objective in their requests than employees. When lobbying and using the Centre as a reference point Board members will:

· Attempt to show that your lobby goals match the goals of the Centre.
· Will communicate with the Board for permission to lobby on behalf of the Centre and/or to inform the Board of the lobbying issue/concern.

Policy #19 Solicitation of Funds/Donations
The Kitimat Child Development Centre relies on donations of funds, time and resources. Board members assist in the solicitation of donations. To ensure the need for, respect for donors and appreciation for donations occurs donation requests should be approved by the Executive Director prior to making the request.
Policy #20 Legal mandate
The Board of Directors will ensure compliance with all legal requirements in all business conducted by the organization, its members, employees, volunteers, or any other activities related to the Kitimat Child Development Centre Association.

The Executive Director will be responsible for updating information and recommending or implementing policies which ensure compliance with current regulations.  

Policy #21 In camera Meetings

All meetings of the Kitimat Child Development Centre Association are open meetings. Visitors can be requested by the Chair to participate in the meeting discussions but cannot make motions. At any time Board members may request through the President that guests not be present or be asked to withdraw from participating in the meeting.
For Board agenda items of a personnel or confidential financial nature the Board may move in camera where confidentiality can be further protected. Moving in camera requires a Board motion and on completion of the in camera business the Board moves again into a public meeting. The decisions of in camera meetings are recorded in the Centre book of minutes. If confidentially must be maintained the decision will be placed in a sealed envelope and kept with Centre confidential records.
Policy #22 Ethical Conduct
Any person, representing the Kitimat Child Development Centre Association is required to respect the rights of all people to be treated with dignity, respect, ethical standards of conduct, without discrimination based on age, culture, religion, sex, physical or mental ability, or any other factor which may be considered discriminatory.
Policy #23 Breach of Code of Conduct
Any report of breach of code of conduct will be investigated and action plan implemented as appropriate.

The investigation will be conducted by:

a) The Board of Directors, or designate, if the alleged breach is by a member of the Board.

b) The Executive Director or management designate, if the alleged breach is by an employee or volunteer.

c) The Board President, or designate, if the alleged breach is by the Executive Director.

The Board of Directors will be informed of any action taken as a result of the investigation.
Policy #24 Complaints and Concerns
The Board will handle queries, complaints and concerns in a respectful, timely and positive manner for all parties concerned. Queries, complaints and concerns may be submitted by correspondence or through presentation, comment or questions.

The following steps will be followed if a complaint is received:

The Board members receiving a complaint, concern or query will direct the party bringing forth the concern that the first step in our process is to contact the Executive Director or his/her designate. The Board member may ask the complainant if they wish the Board member to bring forth the complaint to the Executive Director.
Any complaint expressed by a client or parent/guardian regarding services received will be brought to the attention of the Executive Director. Such concern will be investigated as appropriate and an action plan developed. The party making the complaint will be informed of the action plan. If dissatisfied with the results, the party will be informed of their right to contact the President of the Board of Directors if they wish to do so.

Employee complaints:

The process for employee complaints is for the employee to firstly work with their immediate supervisor. If this does not resolve the concern then the employee may meet with the Executive Director.
If an Employee(s) is dissatisfied with the outcome, the employee has the right to in writing ask for Board consideration of the complaint. The Board will only consider complaints to which they have governance authority over as established in Board policies.
The Board will be informed of any complaints that cannot be resolved

By the Executive Director at the next Board meeting for informational purposes only. Confidentiality will be respected in this summary of how the complaint is dealt with.

Any member of the public has the right to contact the President of the Board of Directors if dissatisfied with the outcome. The President’s responsibility is to bring the issue to the Board.
Policy #25 Board Delegation to the Executive Director
Board/ Executive Director Relationship
The tasks of implementation and operational policy development, based on Board policies belong to the Executive Director. Consequently:

The Board delegates authority to the Executive Director to operate the organization under its jurisdiction according to its policies. The Executive Director will implement the policies of the Board within existing legislation.

The Board will make policies in consultation with the Executive Director.

To operate effectively in realizing the directions and guidelines set out by its policies the Board authorizes the Executive Director to establish all further policies, make relevant and necessary decisions, develop and implement activities and actions that are considered to be consistent with any reasonable interpretation of Board policies.

It is the Board prerogative to change the latitude of choices given to the Executive Director, but it is obligated to respect and support the Executive Director decision and choices made under delegations that are in place, unless in the Board’s view the delegations are in violation of established Board Policies.
Authority over the Executive Director is held by the Board as a whole, not individuals, committees or Board Officers. These may request information from the Executive Director but s/he may refuse these if in s/he judgment the request is disruptive or requires staff time or dollars not allocated for these requests.

The Executive Director may request advice or perspective of the Board on a matter. S/he is not obligated to follow the advice, nor is s/he expected or obligated to treat the advice as the wishes or decision of the Board, unless otherwise specified by the Board.
Authority to staff is granted through the Executive Director. Thus all staff authority and accountability is wholly vested in the Executive Director.

Results to be achieved by the Executive Director are set out in the Board’s annual work plan and objectives set in the strategic plan of the Centre.
The parameters that guide the actions and behaviors of the Executive Director are specified in the Operational Environment and Philosophy of Management and Leadership Policy.

Policy Operational #1 Member relations- retention of records

The Board recognizes that provincial statutes require that member records be retained according to legislation.

Accordingly, the Executive Director shall not fail to establish procedures governing the confidentiality, disclosure, safekeeping, retention and eventual disposition of all pertinent records over which the Board has jurisdiction in compliance with the freedom of information and privacy legislation of the province of B.C.

Policy Operational #2 Accreditation and Quality Assurance
The Board of Directors is committed to ensuring all services provided by the organization maintain high quality.  The Board is committed to supporting continuous quality improvement program, which monitors, assesses, develops action plans, and ensures implementation of plans to maintain and improve service quality in all areas of the organization.
The Board recognizes the value of accreditation in strengthening its agencies and services and in identifying areas of continued improvement.

Accordingly, the Executive Director shall not fail to ensure that all funded agencies participate in recognized accreditation programs, where they exist, at intervals not exceeding five years.
Policy Operational #3 Operational Contingency Plans

The Executive Director shall ensure that at least two other staff is familiar with Board and Executive Director Obligations, issues and processes.
The Board will appoint a temporary replacement in the event of a sudden loss of the Executive Directors services.
Policy Operational #4 Employee Salary and Benefits
With respect to employment, compensation and benefits to employees, consultants, contract workers and volunteers, the Executive Director may not cause or allow financial risk or negative public image.
Accordingly s/he will not without approval;

Change her/his own compensation and benefits;
Promise or imply guaranteed employment;
Establish compensation and benefits which:

Deviate materially from the geographic or professional market for the skills employed in similar types of service sectors, except where necessary to provide pay equity within the policies of the Board.

Provide compensation and benefits to management personnel that are significantly higher or more substantial than that of other employees under their supervision, or that violates the norm for acceptable executive compensation in the region.

Create obligations over a longer term than revenues can be safely projected, in no event longer than two years.

Are at a variance with established bargaining unit contracts.

Establish deferred or long term compensation and benefits which cause unfounded liabilities to occur or in any way commit the organization to benefits which incur unpredictable future costs.

Place management personnel or employees in a supervisory role directly above a family member.
Policy Operational #5 Employee Relations

With respect to personnel, paid and volunteer, the Executive Director many not cause or allow unfair or inequitable treatment,

Accordingly:

There will be a yearly performance review policy. Judgments of performance will be based on competencies and objectives.
Individual job performance shall be the only basis for discrimination among personnel.

The Executive Director must be proactive in protecting personnel from unsafe and unhealthy conditions in the workplace.

The Executive Director must respect the employment agreement(s) with all personnel.

The Executive Director and his/her employees must respect the communication protocols established and set out in Board policy.

The Executive Director must ensure that personnel are informed of Board and organizational policies.

The Executive Director must respect the skill and talents of personnel and ensure personnel participation in planning and contributing to the fulfillment of the mission of the organization.

Harassment in any form will not be practiced or tolerated in the Child Development Centre.

Policy Operational #6 Board Member Expense Policy

Revised March 2007

Policy: in accordance with the Association By-laws, the Code of Ethics and Conflict of Interest policies for Board Members, Board members serve as volunteers, without remuneration or personal gain to themselves or their families.
Approved reimbursable expenses for Board Members include:

1. Travel, accommodation and meal costs of attending conferences and annual general meeting(s) of the provincial organizations in which the Association is a member.

2. Travel, accommodation, meal costs and any additional  cost of delegates attending additional meetings, conferences or duties as pre-approved by the Board on a per occasion basis with reference to the needs of the Association, the benefits of the Association, and the balance of funds available within the annual Board expense budget.
3. Expenses allowable for travel, accommodation, meals and any additional approved expenses will be claimed as stated for per diem expenses in the operational policies of the Centre.
Policy Operational #7 Establishment and Review of Policies
Added March 2007
In the commitment to continued quality assurance there is a commitment to ongoing policy review. Policies may require improvement or modification because of changes in either external and/or internal environments. To ensure policies are reviewed regularly and not revised without due consideration of all the effects of a policy the following steps are taken:
· Recommendations for change are identified and kept on file in the Executive Directors office.
· If a problem is noted or there is an opportunity for a change then a decision is made on how and when change may be done.

· There is determination of what policy is needed.

· There will be determination if this is a lack of a policy, a need for clarification of an existing policy, a need for a new policy.
· Risk to the organization will be assessed in the need and intent of the policy.
Board members at any time may inquire regarding governance and operational policies.
All policies and procedure manuals of the Centre are posted on our web sit. It is our procedure that the currently posted manuals are the ones in effect.
The Centre has a Board Policy Manual, Finance Policy Manual, Operations Policy Manual, Program Policy Manual and a Health and Safety Policy Manual.
In reviewing policies and procedures the following outlines the responsibility for the review and changes.

All policies established must be in compliance with any legal mandates/laws guiding our business and services. To reduce risk policies are reviewed on a regular basis.


Board Governance Policy Manual- a full board responsibility for all policies- reviewed annually in conjunction with reviewing annually the strategic plans.


Finance Policy Manual- Policies must receive Board review and approval on policies related to expenditures, investments, insurance, reserve funds. These are reviewed in conjunction with strategic planning.

Operational Policies are inclusive of human resource policies and are the responsibility of the Executive Director. These are reviewed on an ongoing basis with staff being encouraged to inquire or suggest policy needs at any time using the open communication approach taken by administration. Complete audit of the policies is done every two years.

Program Policies and Procedures- are the responsibility of the Executive Director and are reviewed in conjunction with writing the annual program reports. Policies identified for change or modification may be scheduled throughout the year depending on identified needs.
Health and Safety Policies and Procedures are the responsibility of the Executive Director and the chairperson of the Health and Safety Committee. These policies are reviewed on an ongoing basis by the health and safety committee.
Policy Operational #8 Waitlist for Services
Added March 2007

Each program area where there is the potential of a waitlist for services must have an established waitlist policy and procedure. The Board recommends that waitlist policy be established using principles of fairness, equity and following the principles of our code of conduct.
Responsibility Chart

	Area
	Board Decision 
	Executive Director/Staff decisions 
	Committee Decision
	Review Schedule 

	Strategic 

Planning
	Review Mission, Vision and Code of Ethics
	 X 
	
	
	 Annually 

	
	Establish yearly objectives
	x
	x
	
	Annually 

	
	Monitor objectives 
	x
	x
	
	

	
	Review Centre Mandate 
	x
	
	
	Annually 

	Finances


	Establish budgets
	
	x
	
	Annually and on contract basis 

	
	Monitoring 
	x
	x
	
	Report out monthly to Board

	
	Purchasing: 

Capital 
	x
	
	
	

	
	Expenditure with in budget
	
	x
	
	Monthly report to Board of any variances 

	
	Variation from budget
	
	
	
	

	
	Expenditures on building
	X major capital 
	X minor capital and repairs as per budgets 
	
	Report out monthly if any variances 

	
	Decisions on lease/rental facilities
	x
	
	
	Annual lease and insurance review 

	Day to Day operations.
	Modify an existing program
	
	x
	
	Annual service needs review 

	
	Establish a new program within existing vision
	x
	x
	x
	Regular ongoing review of service needs 

	
	Create a new
	
	
	
	

	
	 Program outside vision
	x
	x
	
	

	
	Discontinue a program 
	x
	x
	x
	

	
	Establish fee schedule
	
	x
	x
	Report with budgets to Board 

	
	Staff development and assignments
	
	x
	
	

	
	Staff hiring, firing, promotion
	
	x
	
	With exception of E. D 

	
	Personnel policies
	
	x
	
	

	Contracts
	Initiate relationship with another agency working in same area
	
	x
	x
	As per policies 

	
	Speak to media about programs and services
	x
	x
	
	As per policies 

	
	Speak to media about controversial issue organization involved with 


	x
	x
	
	As per policies 

	Personnel


	Hiring of Staff
	
	x
	
	

	
	Staff grievances


	x
	x
	
	On going reviews. 

Report to Board if any liability 

	
	Personnel policies
	
	x
	
	

	
	Staff salaries
	x
	
	
	

	
	Staff evaluations
	
	x
	
	Except ED 

	Building Management
	Repairs
	
	x
	
	

	
	Renovations
	x
	x
	
	

	
	Rental contracts
	x
	
	
	

	Board 

Responsibilities

	Recruitment of volunteers
	x
	x
	
	

	
	Fundraising 
	x
	x
	
	

	
	Executive Director appraisal


	x
	
	
	

	
	Policy reviews 


	x
	x
	
	Annual cycle of reviews 

	Other 
	Volunteers
	
	x
	
	

	
	Speaking with the media on critical incidents 
	x
	x
	
	

	
	Advocacy 
	x
	x
	
	Supported by ED 


Suggested questions that can be used for yearly Board Evaluation and questions to ask to “Minimize Risk of Personal Liability”.
This checklist is a tool to guide your questioning. It is not exhaustive but will assist you in your prudent review of Board functioning and Board member risk of personal liability.

Individual Responsibility

Are you familiar with the organizations Mission, Vision and Objectives, yearly goals and programs, code of conduct and values statements? How about the constitution and bylaws?

Do you attend Board meetings whenever reasonable to do so? Do you prepare for Board meetings and all committee meetings by reviewing the agenda and reports?
Are Board reports written, circulated, given verbally at meetings?

 Are you familiar with Board minutes? Are minutes comprehensive in covering what occurs at Board meetings? Do you review the minutes?

Are you satisfied that the organization is fulfilling the requirements of its bylaws and other legal requirements? Have you reviewed the bylaws?

Are you a member of the association?

Do you avoid any conflict of interest or appearance of personal gain?

Do you always act objectively and in the best interest of the association?

Did you participate in any Board education? 

Do you have the policy manual?

Do I contribute extra time to the association outside of the Board meetings?
Financial Responsibility

Are you familiar with the organizations finances, including budgets and financial policies?

Do you know who is authorized to sign cheques?
Are the association books audited yearly?

Is there a clear job description for the Executive Director?

Does the association have a policy on volunteer liability?

Responsibility for public profile?

How is the association viewed in the community?

Do I act as a lobbyist for the Association?
Have you reviewed Board policies at least once yearly?
Do Board activities deal with policy issues rather than management issues?

Board Accountability
Do you question all matters concerning policy and practice?

How have you monitored adherence to policies?
Are management issues delegated to administration?

Does the Board hold a yearly evaluation? Is there a written plan?

Are their job descriptions for Board members and committees?

Do Board activities focus on the mission of the association?

Do you have overall satisfaction with the operation of the Board?

Are there any conflicts between Board members, between Board members and the administration? Are these confronted and dealt with?
Section Five: Legal Documents

Constitution and Bylaws for the Kitimat Child Development Centre Association

Constitution
1) The name of the Society:

· The name of the Society shall be the Kitimat Child Development Centre Association.                                                                           
2) The Purposes:
A. To promote case finding, treatment, education and the welfare generally of persons in the Kitimat areas who are disabled as a result of physical, mental and emotional disorders.
B. I. To promote the establishment of treatment and educational programs    

            for physical, mental and emotional disabilities in the Kitimat area.
II. To purchase, lease, build, sell, manage and otherwise acquire and dispose of buildings, property and equipment suitable for the treatment, education and welfare generally of children with disabilities and their families.

III. To identify, develop, and operate viable business enterprise activities to assist in furthering the above three objects.

IV. The association may be a member of any organization contributing to the welfare of children with special needs and shall conform to the rules and shall conform to the rules and regulations covering such membership as laid down by the organization.

Bylaws

Article I  Membership

1. The members of the Society shall be subscribers to the Constitution and Bylaws.
2. There will be five (5) classes of Membership

i. Individual members-any member who pays an annual membership fee. No paid employee or spouse of a paid employee may serve as a Director.
ii. Family Membership- any family who pays an annual membership fee. Only one vote per family.
iii. Affiliated membership-any incorporated organization or club included in its program the active care or treatment of individuals having physical, mental or emotional disabilities and pays an annual membership fee shall be an affiliated member.
iv. Honorary Member- may be conferred by the Board of Directors at any Annual Meeting of the Association.
v. Corporate Membership-is available to organizations interested and supportive of persons with disabilities.

3. Employees of the Kitimat Child Development Centre may become members but are not eligible to become a member of the Board of Directors.
4.  Expulsion- If, in the opinion of the majority of the Board of Directors the conduct of an affiliated member, individual member or honorary member is detrimental to the purposes and objects of the Association by the Board of Directors.
5. No ex-paid staff will be a Board member for a period of 12 (twelve) months.

6. The membership fee shall cover (12) twelve months.
7. A person may cease to be a member of the Society:

a) By delivering his/her resignation in writing to the Society.
b) Membership shall cease thirty (30) days after non-payment of membership   

    dues.
c) On being expelled.
8. A member may be expelled by a special resolution of all members passed at a general meeting.
Article II Voting Rights

1. Each member is entitled to vote on any Annual General Meeting. Individual, family and affiliate members carry one vote.
2. In order to exercise the right to vote, persons must be of legal age as defined by the Province of British Columbia and be a member in good standing at least (30) thirty days prior to the date of the Annual General Meeting.

3. Honorary membership does not include the right to vote.
4. Any person exercising the right to vote may only vote once on any given issue.

5. Proxy voting is not permitted.
 Article III Meetings

1. The annual general meeting of the Society shall be held during the month of June or September. The exact time and place will be set by the Board of Directors.

2.  Notice of any General meeting shall be sent by mail to every member fourteen (14) days prior to the date set for the General meeting.

3.  Each affiliated member in good standing shall be permitted to appoint one voting delegate to attend the General meeting of the Association.

4.  A minimum of seven (7) of the voting members shall constitute a quorum at the Annual Meeting.
5. A General meeting may be called at any time at the discretion of the President and shall be called by the President upon written request of 10% of individual members in good standing.

 Article IV  Board of Directors

1. The society shall be governed by a Board of Directors made up of not          less than 9 or more than 18 members. All Directors shall be entitled to vote.

2. The appointment of the Board of Directors shall be confirmed by resolution at the Annual General Meeting.
3. The Board of Directors shall hold office for a term of one year and   shall serve without remuneration.

4. The Board of Directors shall meet at least 8 times per year.

5. Five Directors shall constitute a quorum at any meeting of the Board of Directors.

6. A director may be removed from office by special resolution and a director may be elected or, by ordinary resolution, may be appointed to serve during the balance of the term.
7. Any director absent from three consecutive meetings of the Board of Directors without good cause shall cease to hold office.  

8. Nominations shall come from the floor provided proof of willingness to serve is presented.  

9. No employee or any member of his/her immediate family shall be eligible to become a Board member.

Article V Duties of the Officers

1. The Officers of the Society will be the President, Vice President, Secretary and Treasurer.

2. The officers shall be elected at a Board meeting immediately following the Annual meeting.

3. The President shall be the Chief Executive Officer of the Association and shall preside at all General meetings and all meetings of the Board of Directors. He shall be a member ex- officio of all Committees.

4.  The Vice- President shall preside at all General Meetings and all meetings of the Board of Directors in the absence of the President shall assume the duties of the President with full powers.  

5. The Secretary shall ensure a careful record of all General Meeting and Board of Directors meetings are kept. The Secretary shall ensure that an up to date list of all members is kept and that notices of meetings are provided.

6. The Treasurer shall be Chairman of the Finance Committee and shall ensure that full and accurate accounts of the Society are kept.

7.  The Board may appoint an Executive Committee. 

8. The Executive Committee shall be made of the President, Vice President, the Secretary and the Treasurer. 

9. The Executive Committee, subject to approval from the Board of Directors, shall have the power to appoint executive personnel as necessary for the administration of programs.

10. The Board may empower the Executive Committee to act between Board meetings if indicated. A quorum shall be not less than three of the Executive Committee.

Article VI Duties of the Board of Directors

1.  The Board of Directors shall interpret and enforce the provision of  the Constitution and Bylaws and shall be responsible to: 
· To establish guidelines regarding hiring and releasing of staff, salaries and other employee related functions.

· To establish polices for programming and procedure under which the Association operates.

· To appoint committees as may from time to time be deemed necessary. The finance committee is a standing committee.

· To operate under the statutes from the Province of British Columbia as amended from time to time.

· To adopt an annual operating budget of expenditures not exceeding anticipated current revenue and resources.

· Set the annual society membership dues.

2. No Board member shall act on behalf of the Board without a direct resolution.                                  

3. The Board shall select and employ an Executive Director responsible for the administration of the Kitimat Child Development Centre Association programs subject to the policies adopted by the Board of Directors.

Article VII  Fund Raising, Borrowing Powers and Accounts
1. The Society may campaign for funds and accept donations.

2. The Association may borrow money only following a special resolution passed by three-fourths of the majority of the voting members present at a General Meeting. Notice of this meeting shall specify the intent to propose a special resolution to this effect.


3.  The fiscal year of the Society shall be from 1 April to 31 March.

4.  The accounts of the Association shall be audited at the end of end of each fiscal year and the auditors signed report shall be presented at each Annual General Meeting.

5.  The Association shall appoint an auditor for the ensuring year at each Annual General meeting.

6.  The Association may own real or personal property and provide suitable buildings and other accommodation for the purpose of furthering the objects of the Association.
Article VIII Signing Officers and Custody of the Seal
1. The signing officers of the Society shall be any two of the following: President, Vice-President, Treasurer, Secretary or Executive Director.

2. The seal of the Association shall not be valid without the accompanying signatures of two of the Directors.

3. The Treasurer shall have custody of the Seal and provide for safekeeping of all   books and records of the Association.

4. Upon appointment of an Executive Director, the books of the Society and the seal may be placed in the custody of the Executive Director in a place designated for the carrying on of the work of the Society.

 Article IX Inspection of the Books and Records

1. Any member of the Association shall be entitled to examine the books and records of the Association at Annual or General Meetings, provided three days notice of intent is given to the Secretary before such meeting.

Article X Amendments to the By-Laws

1. The By-Laws of the Association may be altered only by a special resolution passed by a three-fourths majority of the voting delegates present at an Annual General Meeting of which notice specifying the intent to propose the resolution as an extraordinary resolution has been give to the membership.

Section Six: Board Structure and Contact List
Board Member Orientation Processes

Setting the meeting agenda: 

See Board Governance Policy #14
· All Board members can submit items for addition to the agenda. These can be submitted to the Board President or to the Executive Director. 

· At the beginning of each Board meeting there is a call for additions to the agenda. The President of the Board will accept these additions and then in consultation with Board members and the Executive Director determine if there is time to deal with the issue that meeting, if more information is required and/or if a specific meeting on this new business is required. 

· The Executive Director develops a draft agenda based on the template used for all Board meetings and notes from the previous minutes any unfinished business to be dealt with and/or any of the Board monthly actions relevant for this month. The Board President reviews and adds to this agenda during his/her weekly contact with the Executive Director. 

Signing of Confidentiality and Code of Conduct

· This is done annually at the September Board meeting.  We use one form to acknowledge Code of Conduct, Conflict of Interest and Confidentiality statements. Board policies for Code of Conduct are Governance and Operational policy #21 and # 22. Conflict of Interest is Board Policies # 4 and # 5. Confidentiality is Board Policy #6. 
Setting Annual Board outcomes and results, linking to the strategic plan


As a strategic organization the Child Development Centre has been guided by a number of strategic plans. A summary of these plans is in your Board manual. The most recent plan was developed May/June 2007.

· Setting of annual Board outcomes and results is based on the Annual Board Plan – in Section 6 of your Board Manual, regular asking at Board meetings if we are meeting our Strategic Plan goals and objectives, reviewing of the Executive Director’s monthly Board reports and Executive Director annual work plans. 
· The mission statement is to be reviewed every two years unless a need is identified to revisit the mission statement and/or the vision statements. 
· Results are reflected in a number of reports including the annual report, the Board President’s reports, Executive Director reports, and presentations from staff on their programs in addition to specific term reports such as succession planning, risk management, accessibility reports.   
Succession planning  
· See Board operational policy # 3 which sets the role of the Executive Director to ensure two others are familiar with obligations, issues and processes. It is the Board’s responsibility to appoint a temporary replacement if the Executive Director services are suddenly lost. 
A complete succession plan was reported out to the Board February 2006. An update has been discussed periodically over the last year- especially in regards to recruiting a Speech Language pathologist. For other positions the Board was updated in Sept. /06, Feb. /07 and June/07 Board meetings. Recruitment and retention of qualified staff has become a heightened risk and thus several actions have been taken. These include the Executive Director attending a regional government initiated meeting on the current challenges for recruitment and retention of employees and support of education resources being available in our area. A resource file of this information is available for Board review on request. 
A report on succession planning was done February 2006 and is repeated annually. 
Executive Compensation and Salary Scale Reviews
See Board policies regarding Executive compensation (Policy #4 Operational outlines employment, compensation and benefits for employees; Policy #9 Governance outlines the Board responsibility for setting the Executive Directors salary and benefits). 

Historically the process for determining salary scales for the Centre has been done as follows:

A benchmarking study is done by administration comparing current union salary grids, other non union Child Development Centre salary and benefits and other related agencies. The goal being to have information for the Board decision related to being competitive in the market having equity in salary and benefits, acknowledgment of education, experience and commitment to employment at the Centre. 

The accepted principle has been the Executive Director’s salary is to be 5% higher than the highest salary of the staff.

The last Executive Director contract signed by the Board was December 2000.  Written performance reviews have been done in 2007, 2004, two in 2003(one which covered 2002), and on in 2002 for the year of 2001. In 2004, an updated contract was done for July 2007.  The salary changes done for the Executive Director have been linked to all staff salary changes and this is on file in the Executive Directors Personnel file. The last change date for this was February 28th 2006. The process of salary grid review is every two years or on identified need such as those salaries that we benchmarked with receiving a new contract. 
Section Seven: Program and Staff Information
       Organization Chart
       Program and Contract Summary

Section Eight: Board Agenda, Reports and Minutes
Section Nine: Reference Material


















19








� Details of planning, financial and monitoring responsibilities are detailed further on in this package. If at any time there are questions please ask the Board Chairperson or the Executive Director. Terms of reference accepted May 2003.


� The KCDC will be reviewing this model of governance in 2003 as part of the Board education plans. 


� For a discussion of the complimentary model see the Changing Winds Web site. Tom Abbott. 
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