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1.
Introducing the chamber

1.1 History

1.2 Purpose of “Policies & Procedures document”

This policy and procedures manual is designed to assist staff and directors in the development and maintenance of best practices in operations, administration, human resources and financial management for the chamber. 

Many of the policies and procedures featured in this manual have been developed directly from regulatory requirements that currently govern employment relationships with staff.  References to such legal and regulatory requirements are noted at the end of each policy statement. 

1.2.a Location of Manuals

1.2.a.i Policy

All directors and staff shall receive a copy of the Policies and Procedures document and any amendments or additions as they are added. 

1.2.a.ii Procedure

Manuals are provided to each new director at the beginning of each operational year at the orientation workshop conducted in January.  Manuals are presented to staff at the time of hire.  Additions or changes to the manual are provided to directors and staff as they become available.

1.2.b Employee Responsibility

1.2.b.i Policy

Employees are expected to read and comply with the contents of the policy manual and sign a statement that they have read and understood it.  

1.2.c Additions and Amendments

1.2.c.i Policy

The governance committee meets under the direction of the first vice president or designate throughout the year to review and, if necessary, amend or make additions to the policy and procedures document. 

 Philosophy and Mission

1.2.d Mission Statement

Definitions:

Mission Statement: What the chamber does in results-based terms;  the areas in which it is critical for the chamber to have acceptable results; forms the basis for defining responsibilities; included in every proposal and response offered by the chamber. 

Throughout this manual, “The Chamber”, “the Chamber of Commerce”, “the organization”, and “the Chamber” all refer to the legal entity “The Fort St. John & District Chamber of Commerce,” incorporated and registered under Section 42 of the Board of Trade Act and duly registered under the Corporations Directorate of Industry Canada.

“The board”, “Board of Directors”, and “The Board” refer to the elected board of directors of the “The Fort St. John & District Chamber of Commerce,”
“The Executive”, “Executive committee”, and “executive team” all refer to the collected executive members of the board of directors; namely the President, 1st Vice President, 2nd Vice President and Secretary/Treasurer.
1.2.e Code of Ethics 

All members of the Chamber of Commerce are entitled to fair and equitable treatment.  No one individual or group of members shall be given preferential treatment or privileges.

The chamber believes in the concept of the board working as a whole.   No single individual or group of individuals, or committee shall have decision-making powers.   All board level decisions are to be made by the board as a whole.   
The Chamber believes in the values of responding to the voices of the membership, and therefore shall actively promote, the involvement and inclusion of all its members through such mechanisms as focus groups and round table discussions, and other mechanisms as deemed appropriate from time to time.

The chamber shall respond promptly and professionally to the needs of its members, and to current community issues as expressed by its members.

The activities and operations of the chamber of commerce are to be conducted in accordance with generally accepted business principles, and in accordance to all relevant legislation.

Directors owe a duty of loyalty and accountability to the Chamber of Commerce, and as such are primarily accountable to the organization that is the Chamber of Commerce.   As such, they represent the membership in general, and therefore shall suspend their personal self-interests while conducting Chamber business.

Directors shall make every effort to avoid conflicts of interests between their position as a member of the board of directors, their personal, and professional lives.

In the event that such a conflict of interest does arise, the board member shall declare a conflict of interest, and absent him or herself from all discussions and votes pertaining to the matters in which there is a conflict.  The absence and reason shall be noted in the minutes of the meeting.   The board member shall also refrain from lobbying any member, board member, committee member, or staff member on his or her behalf. 

In the event that another board member indicates a belief that a director is in a position of conflict of interest, the chairperson shall instruct the director alleged to be in a conflict of interest to remove him or herself from the meeting during the discussion of the relevant item. The absence and the reason shall be noted in the minutes of the meeting.

Directors shall keep confidential all privileged information that may be disclosed at any board meeting, committee meeting or chamber function. 

In addition, information of a confidential nature gained through association with the chamber of commerce is to be kept confidential and used only for the specific purposes of the Chamber of Commerce.  Information relating to financial transactions, contentious matters, the conduct and dealings of board members, detailed plans or specifications for something that may incur an expense, human resources or personnel matters, or issues discussed by members of the board but not voted upon, and the discussions leading to the vote on an issue shall be deemed confidential.

Board members shall not use any resources of the Chamber of Commerce for their personal benefit, or for the benefit of others.  This excludes fee-for-service programs and benefits.

Board members may be reimbursed for board-approved expenses incurred while carrying out the business of the Chamber.

Individual board members shall support in a positive manner all decisions taken by the board of director even when the individual board member is in a minority position on such decisions.  This is referred to as “the principle of one voice”.

The Chamber shall designate one person, usually the president, to be spokesperson for the organization.  No director, officer, employee, or volunteer shall make any public statements on behalf of the Chamber of Commerce without direction to do so being issued by the designated spokes person.

1.3 Conduct Policy and Conflict of Interest

1.3.a policy
All people involved in a Chamber of Commerce --its members, directors, officers and employees-- have responsibilities they owe the organization.  While everyone in the Chamber of Commerce is subject to these duties, some people, like directors and officers, are held to higher standards of accountability. 

1.3.b Definition 

A "conflict of interest" is any situation where 

(a) personal interests, or 

(b) those of a close friend, family member, business associate, corporation or partnership in which a director/employee holds a significant interest, or a person to whom a director/employee owes an obligation could influence a decision and impair that director’s/employee’s ability to: 




(i) act in the Chamber's best interests, or 




(ii) represent the Chamber fairly, impartially and without bias. 

It is important to note the perception of a conflict of interest is just as serious as an actual conflict of interest. It is not necessary that influence actually take place.

1.3.c General duties 
Unless authorized to do so by the board
a director/employee may not:

(a) act on behalf of the Chamber, or deal with the Chamber, in any matter where the director/employee is in a conflict of interest or appears to be in a conflict of interest, nor 

(b) use their position, office or affiliation with the Chamber to pursue or advance personal interests or those of a person described under this policy.

The "appearance of a conflict of interest" occurs when a reasonably well informed person might conclude that a director/employee is making decisions on behalf of the Chamber that promote his/her personal interests or those of a person described in this policy. 

A director/employee must immediately disclose a conflict of interest as soon as the conflict is apparent. If a director/employee does not become aware of the conflict until after a transaction has been concluded, they must still make the disclosure immediately.   If in doubt about whether a director/employee is or may be in a conflict of interest, they must request the advice of the board of directors or a person the board designates.   Unless otherwise directed, they must immediately take steps to resolve the conflict or remove the suspicion that a conflict exists. 

A director/employee, 

(a) must not use their relationship with the Chamber to confer a benefit on a person described by this policy. This duty does not prevent them or anyone else from transacting business with other people connected with the Chamber. 

(b) must not personally benefit from any transaction involving the Chamber except in unique situations, authorized by the board. 

(c) must not indirectly benefit from any transaction involving the Chamber except in unique situations, authorized by the board. 

An "indirect benefit" is 

(a) a benefit derived by a close friend, family member, business associate, or a corporation or partnership in which a director holds a significant interest, or 

(b) a benefit that advances or protects the interests of a director although it may not be measurable in money. 

1.3.d Using Chamber Property and Chamber Information 

A director/employee must have authorization from the board, or from a person the board designates, 

(a) to use, for personal purposes, property owned by the Chamber, or 

(b)to purchase Chamber property unless it is through channels of disposition equally available to the public. Even then, they may not purchase the property without authorization if they are involved in some aspect of the sale. 

A director/employee may not take personal advantage of an opportunity available to the chamber unless:

(a) it is clear that the Chamber has irrevocably decided against pursuing the opportunity, and 



(b) the opportunity is equally available to members of the public. 

Directors/employee may not use their position with the Chamber to solicit the Chamber's clients for a personal business or one operated by a close friend, family member, business associate or a corporation or partnership in which they hold a significant interest. This duty does not prevent them or anyone else from transacting business with other people connected with the Chamber.

"Chamber information" is information acquired solely because of involvement with the Chamber, and information that the Chamber is under an obligation to keep confidential.  Directors/employees may use Chamber information only for Chamber purposes.  Directors/employees must not use Chamber information for personal benefit.  Directors/employees must protect Chamber information from improper disclosure.  Directors/employees must report to the board, or to a person the board designates, any incident of abuse of Chamber information.

Directors/employees may divulge chamber information if:



(a)  authorized by the board or by a person designated by the 


board to release it, and 



(b) it is to a person who has a lawful right to the information. 

When in doubt about whether Chamber information may be released, directors/employees must request advice from the board or from a person the board designates. 

1.3.e Rules About Gifts 

Directors/employees may accept a gift made because of their involvement in the Chamber if: 



(a) the gift has no more than token value, 

(b) it is the normal exchange of hospitality or a customary gesture of courtesy between persons doing business together, 

(c) the exchange is lawful and in accordance with accepted ethical practice and standards, and 

(d) the gift could not be construed by an impartial observer as a bribe, pay off or improper or illegal payment.

A director/employee may not use Chamber property to make a gift, charitable donation or political contribution to anyone on behalf of the Chamber. Any gift must have the authorization of the board of directors.

2 organizational leadership

2.1 Governance

2.1.a Responsibilities of Governance Authority

The Chamber’s governance authority is generally responsible for:

· creating and maintaining the core values of the Chamber

· establishing the mission and mandate

· strategic planning and corporate direction

· assuming final authority and accountability for all operations

· ensuring all operations comply with all applicable legal and regulatory requirements

· ensuring cultures served by the Chamber are represented in operations and activities

· advocating for the resources required to carry out the mission and mandate of the Chamber, and

· collaboration with the management authority.

2.1.b Procedures for Meetings of board and committees

1. Notice of all meetings of the board of directors and its standing and special committees shall be in writing, and may be sent by mail, fax or e-mail. 

2. Notice will provide a reasonable opportunity for all members to attend/participate.  

3. Participation may be in person or by telephone or video conference link.  

4. A quorum will be is 50% plus one (1) members of the board; for any standing or special committee, a quorum is a majority of committee members.  

5. The President is an ex officio member of all committees except the nominating committee but shall not be considered a member for the purpose of a quorum.

6. Minutes are kept of all meetings of the board of directors or its standing and special committees. 
7. All e-votes and/or decisions made through e-mail will be ratified at the next board meeting 

8. The Manager provides or arranges support to standing and special committees.

The parliamentary authority for all meetings of the board and its standing and special committees is Robert’s Rules of Order; Revised.

2.1.c Board Communication

The Board President is the only person authorized to speak on behalf of the board of directors on policy issues and controversial matters.  Any statement issued by the President must be authorized by the board.  The Manager may be specifically authorized to issue communications about operational issues where clearly articulated policy is already in place.

2.1.d Board of Directors

2.1.d.i Membership

The Chamber’s Governance Authority is a Board of Directors composed of:

· Not less than twelve (12)elected representatives of the members, including a five member executive committee.
· Such other persons whose affiliation, in the opinion of the Board, will assist the Chamber in the realization of its objectives and who have been appointed by the Board of Directors.  Such persons shall be a Director at Large.

· At no time shall the number of persons constituting the Board of Directors exceed thirteen(13).

· The Board is elected (During November and December of each year) from the membership. 

· Quorum for the regularly scheduled monthly Board Meetings will be fifty percent (50%) plus one (1) members.

· Board Members must serve a minimum of one year term on the Board before they can hold a position on the Executive; however, (the following is an update to the Chamber’s Constitution & Bylaws Section 5.2 as of April 22, 2014 AGM) Board members, solely at the discretion of the President, may hold a position on the Executive prior to serving 1 year on the Board, if no other board member allows their name to stand or if a member of the Executive resgins from their position.  
· The President, First Vice President and Second Vice President shall serve one year terms and they will not be eligible for election to the same office for more than two (2) consecutive years.  Directors shall be elected for a two (2) year term commencing the day of the Board election. 
·  In the event any Executive of the Chamber, or any member of the Board of Directors, vacates their position, the Board can fill that position by appointing another chamber member to fill the vacancy until the natural term expires.  OR the Board of Directors may cause an election by requesting nominations from the membership and holding a vote by the membership at a regularly scheduled luncheon meeting. Depending on the time of year the Board may choose not to fill the position and wait for an annual election.

· All Executive or Board of Director member may be suspended from office or have tenure of office terminated, if in the opinion of the Board of Directors, he/she is grossly negligent in the performance of assigned duties, providing however, that any Executive or Board of Directors member so suspended or whose tenure of office has been terminated, shall be at liberty to appeal the decision of the Board of Directors directly to the membership at the next general meeting.
2.1.d.ii Role and Function

The Board of Directors is responsible for all the tasks of the Governance Authority.

2.1.e Role and Function of Executive Members
2.1.e.i Past President

Immediate Past President - Voting rights at Board meetings: A Director voted in for a 2 year term as per the Chamber’s Constitution & Bylaws, after completing the 1st year in the role of President, would be recognized as holding a Director’s position with voting rights in their 2nd year of their 2 year term.  Therefore, if the Past President is within his/her elected term or appointment to the Board, they will have voting rights.
2.1.e.ii President

The President provides leadership to the Board of Directors to ensure the desired outcomes are achieved and policies carried out.  The President or designate:

· takes an active role in developing the Board’s agenda for the year and for each Board Meeting;

· is responsible for managing the planned agenda for each Board meeting;

· Chairs all board, , general and special membership meetings;

· oversees the work of all board committees and task forces (except for the nominating committee);

· encourages the involvement of all board members;

· implements effective processes for discussion and decision making at board meetings;

· represents the board as appropriate and as required;

· is the chief spokesperson for the Chamber on policy matters;

· ensures that Board Members are aware of their role and responsibilities as Directors and the expectations regarding the conduct of Chamber business in accordance with the Board’s code of conduct and conflict of interest guidelines;

· is the board liaison with the executive director;

· keeps the Manager apprised of actions and communications that impact the work of the staff and the Chamber;

· is a signing officer;

· ensures the Chamber has a current strategic plan which is reviewed during his/her tenure as President;

· ensures the Board has a strategy and action plan for developing and maintaining effective relationships with key stakeholders;

· takes an active role in orienting new Board Members to the Board and the Chamber;

· ensures a succession plan is in place for the Executive and Board.

2.1.e.iii First Vice President  

In the absence of the President, the First Vice President fulfills the duties of the office.  In conjunction with the Board, s/he assists in governing the affairs of the Chamber in accordance with the Constitution, Bylaws and directives established by the Board.  The First Vice President:

· acts as an effective member of the executive committee

· chairs all board, executive and general meetings in the absence of the President

· assists the President in overseeing the work of committees and task forces

· assists the President in ensuring that meetings are run effectively and productively

· is willing and able to consider serving as President

· chairs the Governance Committee

· is a signing officer.

2.1.e.iv Second Vice President 

In conjunction with the Board, the Second Vice President assists in governing the affairs of the Chamber in accordance with the Constitution, Bylaws and Directives established by the Board.  The Second Vice President:

· acts as an effective member of the Executive Committee

· chairs all board, Executive and general meetings in the absence of the president and First Vice President

· assists the President in overseeing the work of committees and task forces

· assists the President in ensuring that meetings are run effectively and productively

· is willing and able to consider serving as President

2.1.e.v Secretary/Treasurer 

In conjunction with the board, the Secretary-Treasurer ensures proper financial controls are in place, and are followed with respect to all affairs of the Chamber.  S/He assists in governing the affairs of the Chamber in accordance with the Constitution, Bylaws and Directives established by the 
Board.  The Secretary/Treasurer:

· acts as an effective member of the Executive Committee

· in conjunction with the Manager, prepares a budget for approval by the Board

· guides the board and staff in ways and means by which budget requirements are met

· in conjunction with the Manager and the Executive Committee, ensures that operations are conducted within the established budgetary framework

· recommends any adjustments to the budget that may be deemed advisable to ensure financial responsibility

· identifies for the board and Executive Committee any variances in the financial operations 

· oversees preparation of monthly financial statements for board meetings

· consults with the Executive Committee regarding ways and means to increase operating revenues to match budgetary needs

· is a signing officer.

2.2 Committees

2.2.a Committees: 

Committees can be created to assist the Board to accomplish its work.  They do not have the power or authority to make decisions, although they may be asked to develop and/or recommend policy or actions to the Board.  While their membership changes over time, the committees themselves are permanent.  Their key characteristics are:

· they are created by the Board

· the board determines their mandate and terms of reference

· at least one member of the committee is a Board member
· Quorum for all committees will be fifty percent (50%) minus one (1), so as to have no decision making powers

· ongoing direction and supervision is provided by the Board

· they report directly to the Board.

2.2.a.i Role of the Committee Chairperson

The position and function of the Committee Chair are important to the successful achievement of the organization’s visions and outcomes.  The Chairperson is responsible for ensuring that an essential piece of work is done and done well.  The person selected or chosen should have the skills to work effectively with a small group and be capable of achieving results. 

Responsibilities:

· convene and chair committee meetings

· recruit and orient volunteers for the committee

· inform committee members of mandate and terms of reference

· manage the work of the committee

· prepare and submit committee reports 

· keep committee members focused and involved

· manage the meeting dynamics

· liaise with the Board and Staff

2.2.a.ii Remuneration

5.5 Constitution and Bylaws states: The Executive and Directors of the Chamber shall receive no remuneration for services rendered, but the Board of Directors may grant any of these said officers and directors reasonable expense monies. 
2.2.a.iii Executive Committee 

The Executive Committee, composed of the President, First Vice President, Second Vice President and Secretary/Treasurer, and Manager is a standing committee of the board (5.2 Constitution and Bylaws).    

The Executive Committee meets at the request of the President or the full board to facilitate board functioning by reviewing specific issues, and making recommendations and providing advice to the board.  It has no independent authority to take action on behalf of the board.  

Board Members must serve a minimum of one year term on the board before they can hold a position on the Executive.
Terms of Reference:
Committee Chair: 

The President

Committee Vice-Chair:  

First Vice-President

Appointment and Duration:  

This committee is comprised of the elected executive officials of the Chamber: the President, the First Vice-President, the Second Vice-President, and the Secretary/Treasurer.  Their mandate is for the entire calendar year.
Committee Mandate: 

The primary purpose of this committee is to give guidance to the board on issues referred to them for examination by the board or by the President; and to assist the board with its deliberations and decisions.
Committee Structure:  

The committee size is limited to the number of Executive Officers elected to the Chamber.
Time Lines:  

Report as required to the Board

Budget:  

There is no budget for this committee unless approved for specific purposes by the Board.

2.2.a.iv Governance Committee

The Governance Committee is chaired by the First Vice President and the Second Vice President sits on the committee as a member.  The committee’s role is to ensure the Chamber’s Constitution, Bylaws, Policies and Procedures support the Mission, Mandate, Strategic Plan and Business Plan, and that the Mission, Mandate, Strategic Plan and Business Plan are congruent with the Constitution, Bylaws, Policies and Procedures.  Their function is to:

· review the Constitution and Bylaws at least bi-annually and advise the Board in writing of any required amendments or modifications;

· review the Policies and Procedures at least bi-annually and advise the Board in writing of any potential amendments or modifications;

· review the Mission and Mandate at least bi-annually to ensure they represent the current direction of the Chamber;

· familiarize the First and Second Vice Presidents with all aspects of organizational leadership within the Chamber and prepare them for future leadership roles.

· ensure the Board is familiar with the contents and provisions of this manual.

Terms of Reference:
Committee Chair: 

The First Vice-President

Committee Vice-Chair:  

Second Vice-President 

Appointment and Duration:  

This committee is the First Vice-President, the 2nd Vice-President, and not less than three other directors.  Their mandate is for the entire calendar year.
Committee Mandate: 

The committee’s role is to ensure the Chamber’s Constitution, Bylaws, Policies and Procedures support the Mission, Mandate, Strategic Plan and Business Plan, and that the Mission, Mandate, Strategic Plan and Business Plan

Time Lines:  

Report as required to the Board

Budget:  

There is no budget for this committee unless approved for specific purposes by the Board.

2.2.a.v Finance/Resources Committee

The Finance/Resources Committee reviews and provides advice and recommendations to the board in the following policy areas:  financial resources, human resources including compensation and benefits, and matters relating to property and equipment.  The role of the committee is advisory to the Board. 

Functions: 

· Oversee, in a broad manner, the financial affairs of the Chamber, and provide regular reports to the Board;

· Ensure adherence to all statutory and regulatory requirements. 

· Review and recommend to the Board a funding plan consistent with the strategic directions of the Chamber, and recommend approval by the Board of the annual Chamber budget, and provide regular financial updates to the Board;

· Recommend for approval by the Board relevant policies in the areas of finances, investment  strategies of financial assets, human resources including compensation, the benefits plan, and properties;

· Review and recommend to the Board policies and practices in the areas of risk management, liability and insurance coverage.

· Advise the Board in the area of acquisition, major renovations, maintenance and disposal of properties and major equipment (owned or leased).

Terms of Reference:
Committee Chair:   Secretary/Treasurer

Committee Vice-Chair:   Appointed by the President
Appointment and Duration:   Secretary/Treasurer and no fewer than two other members appointed for the calendar year. 
Reporting Structure and Liaison Relationships:  

This position reports and is accountable to the whole Board.  The committee works closely with the Manager in the preparation of the annual operating budget.

Committee Mandate: 

The primary purpose of this committee is to give guidance to the Manager in budget development, to ensure that proper financial controls exist and are operational in the chamber and to assist the board with its monitoring/oversight responsibilities.
Committee Responsibility: The responsibilities of this committee include:

1. ensuring that proposed operating budgets satisfy policies and conditions as set out by the board; 

2. engaging the services of an accounting firm to conduct the annual preparation of financial statements; 

3. ensuring that acceptable financial controls exist within the Chamber; and 

4. keeping the board apprised of any spending irregularities or failures to comply with Board policies or conditions. 

Time Lines:  Report monthly to the Board. 

2.2.a.vi Strategic Planning and Policies and Procedures Committee

The Strategic Planning and Policies and Procedures Committee assist the Board in establishing long-range objectives and goals for the Chamber for submission to the Board.  The role of the committee is advisory to the Board.

Functions:

· Examine the current and future needs of the Chamber. 

· Design and implement an overall strategy for the long-term financial and resource requirements of the Chamber. 

· Review the Strategic Plan and Policies and Procedures annually.

Membership:

The Long Term Planning and Structure Committee will be chaired by a member of the Board and have as its membership at least two other Board members, and up to three other member representatives.  A staff member will also serve on this committee. 

The Board approves membership of the committee. 

2.2.a.vii Membership and Marketing Committee

The membership and marketing committee focuses on recruiting and retaining members for the chamber, enhancing services to members and developing implementing and maintaining a marketing strategy on behalf of the Chamber.  The role of the committee is advisory to the Board.

Functions:

· Design and oversee implementation of an overall strategy for the recruitment of members. 

· Design and implement an overall strategy for the retention of members including periodic surveys of members as to their needs, their views of the Chamber and their views on improving services. 

· Review and make recommendations to the Board issues relating to membership fees.

· Review and make recommendations to the Board issues relating to member benefits and responsibilities. 

· Promote an atmosphere of partnership and belonging with and among members. 

· Coordinate the recognition and awards functions of the Chamber.

· Design and oversee implementation of an overall marketing strategy.

Membership:

The membership and marketing committee will be chaired by the Second Vice President and have as its membership at least two other Board members, and three other member representatives.  A staff member will also serve on this committee. 

The Board approves membership of the committee. 

2.2.a.viii Regular Events Committee

The Regular Events Committee coordinates all the Chamber’s regularly scheduled networking events, including luncheons, breakfast club and business-to-business events.  The Committee’s tasks include:

· establishing a schedule of luncheons and breakfast club meetings early in the year;

· selecting appropriate venues for events, approving menus, and making all financial arrangements with the venues;

· coordinating activities, including fund-raising, at regular events;

· accepting and reviewing proposals for business-to-business events, and scheduling dates;

· marketing all regular events;

· establishing an evaluation mechanism to gather member input and feedback.

Membership:

The membership and marketing committee will be chaired by a member of the Board and include representation from general membership.


3.2.a.ix
Nominating Committee

The President may ask any former Presidents to serve on a Nominating Committee.  The Nominating Committee shall consist of at least three members not currently serving on the board.  If at least three former Presidents cannot be found to serve, the President shall appoint enough Chamber Members to bring their numbers up to three.  This committee shall be appointed by the first week of October.  They will endeavor to find at least two candidates for each position to be filled by election.  Their report shall be presented to the general membership on Nomination Day. (see Article 6.3 Constitution and Bylaws)
2.2.b Special Committees/Task Forces

The Board appoints special committees or task forces to accomplish work that would be done by staff if sufficient staff were available.  They are usually created to address a short-term problem or issue.  Their key characteristics are:

· they are created by the Board or the Manager;

· their primary role is to do what would otherwise be done by staff;

· they are given a specific task to accomplish within a specified time frame and, when their task is done, they are disbanded;

· they take their direction from the body that created them;

· although they keep the Board informed of their activities and progress, they report to and are accountable to the Manager.

3.2.C 
COMMITTEE REPORT FORM

Each Committee Chair shall use the report form 

2.2.c Management

2.2.c.i   Responsibilities of the Management Authority

The Chamber’s management authority:

· has a working knowledge of operations

· is accessible and available to both members and staff 

· is responsible for integrating the Core Values and Mission of the Chamber into daily operations

· is responsible for gathering input for key decision-making from members, staff, and other stakeholders

· is responsible for performance in the following areas:

· maintaining a focus on members

· financial management, including budget development

· resource utilization

· accomplishment of the strategic plan

· safety

· management of operational outcomes

· demonstration of an organized system of information management

· ensuring the flow of pertinent information to appropriate parties

· ensuring compliance with all applicable legal and regulatory requirements

· collaborating with the governance authority of the Chamber.

2.2.c.ii Manager
The management authority of the Chamber consists of the Manager.  The Manager has overall responsibility for all the responsibilities of the management authority listed in the preceding subsection.  The job profile, which is reviewed annually, details his/her role and functions, and is attached as “ANNEX A”.


Executive Assistant.

This staff person reports directly to the Manager and is responsible for all items shown within the job description for Executive Assistant and is attached as “ANNEX B”. 


Membership Services Coordinator.

This staff person reports directly to the Manager and is responsible for all items shown within the job description for Membership Services Coordinator and is attached as “ANNEX C”. 


Receptionist
This staff person reports directly to the Manager and is responsible for all items shown within the job description for Receptionist and is attached as “ANNEX D”.
Bookkeeper.

This position is secured by contract. The person in this position will report directly to the Manager and is responsible for all items shown within the contract for Bookkeeper and is attached as “ANNEX E”. 

3.3
ORGANIZATIONAL STRUCTURE
3.3.a.i
Organizational Chart – 

The Fort St. John & District Chamber of Commerce 


3.3.b
Accountability and Responsibility Relationships

3.3.b.i

Policy


The Chamber has clear lines of accountability, authority and responsibility defined in job profiles and written offers of employment (and amendments thereto), and demonstrated in the Chamber Organizational Chart.

3.3.b.ii

Accountability and Responsibility Relationships

The Board of Directors is ultimately responsible for all actions and operations carried out in the name of the Chamber.  The Manager is responsible and accountable to the Board, and all other personnel are responsible and accountable to the Manager.

All committees are responsible and accountable to the entity under which they were constituted.  For example, Board committees including the executive committee and other standing committees are responsible and accountable to the Board as a whole.  Special committees organized to carry out a special event or carry out a specific task are responsible and accountable to the Manager.

3.3.c
Access to chamber and Management

3.3.c.i

Policy

The Chamber provides members, employees, and stakeholders with information about the Chamber and its operations, and provides opportunities and mechanisms to ensure they have access to Chamber management. 

3.3.c.ii

Providing Information about the Chamber

The Chamber provides information about operations upon request through a number of mechanisms including the Chamber website, brochures, newsletters, and attendance at District Council meetings, participation in community activities and public events, and opportunities that arise from time to time.  The Chamber also has policies in place regarding press releases and responding to requests for information from the media.

3.3.c.iii

Lines of Communication and Authority 

The Chamber establishes and defines clear lines of communication and authority in the organizational chart, job profiles, and these policies and procedures.  

The Manager is responsible for ensuring s/he is readily accessible to Employees and the Board of Directors.  In addition to regular and direct personal contact, such accessibility will also be facilitated by the Manager’s attendance at board, executive and regular staff meetings.  Employees also have the option of utilizing the appeal/complaint process if they cannot resolve an issue with the Manager.

The Manager is equally responsible for ensuring s/he is accessible to members and other stakeholders.  Information regarding access is available upon request.

3.3.d
Input from members

3.3.d.i

Policy

The Chamber encourages input from members and stakeholders, and uses the information to improve operations and service.

3.3.d.ii

Procedure

Input from members and stakeholders is essential to all aspects of Chamber operations, including developing, monitoring and evaluating services. The Chamber includes members and stakeholders through participation in strategic planning, SWOT analyses and ongoing quality improvement tools.

3.3.d.iii

Mechanisms for Member/Stakeholder Input

The Chamber utilizes a variety of mechanisms to gather input from members and stakeholders, including but not limited to:

3.3.d.iv

Using Input from Members/Stakeholders

All information received from members and stakeholders will be reviewed by the executive director and the board, and incorporated into appropriate changes, modifications, plans, etc. to operations and services.

3.3.d.v

Members presenting to Board (Updated November 2017)
Board of Directors meetings are scheduled between 12:00 pm – 1:00 pm, once per month except during July and August.  Meeting dates & times can be adjusted to meet the needs of the Board to reach quorum with suitable notice.  Chamber members will be given the opportunity to present at monthly Board meetings, by appointment, with their concerns or ideas.  Requests to present at a Board meeting must be in writing with topic summary.  Board meetings are scheduled to run for 1 hour; therefore a limit of 2 delegations per meeting, 5 minutes maximum per delegation is established for the efficiency of meetings. Time given to present may be extended at the Board’s discretion.  Board will not respond to delegations immediately after the presentation.  Matter presented to be discussed after the delegation leaves.  If additional information needs to be gathered before further discussion can take place, a Notice of Motion can be made to item added to the next meeting’s agenda under New Business.    
3.3.e
Cultural Competence

3.3.e.i

USE OF FEMININE AND SINGULAR TERMS

Gender terms used throughout this document are for convenience only and by no means are intended to exclude male or female employees from the provisions herein.  Wherever the feminine or singular is used, the same shall be construed as meaning the masculine or plural unless otherwise specifically stated.

3.3.e.ii

Policy

The Chamber recognizes and values the unique characteristics of staff and members that distinguish them as individuals and identify them as belonging to a group or groups.  All policies, procedures and operations are designed so the Chamber functions and performs effectively in cross-cultural situations.  The 
Chamber complies with all applicable employment, labor, human rights, civil rights, and related legislation. 

3.3.e.iii
Employment Equity


3.3.e.iii.1
Policy

The Chamber observes Employment Standards and Human Rights Legislation and other applicable legislation. 

3.3.f
Corporate responsibility

3.3.f.i
Policy

The Chamber complies with all applicable local, regional, provincial and federal legislation, bylaws, regulations, ordinances, guidelines, standards, and/or other rulesxe "legislation, compliance". 

3.3.f.ii 
Accountability and Responsibility

Corporate compliance and responsibility are part of the Manager’s job profile. The Manager is primarily responsible for monitoring and reporting on matters relating to corporate responsibility.  The Chamber has defined corporate responsibility, including requisite accountability and responsibility relationships, in organizational charts, job profiles and policies that have been adopted by the governance authority and included in this manual.  

3.3.f.iv

Dealing with issues/appeals.

To appeal a decision of the board or the Chamber, please refer to the section RESOLVING ISSUES/APPEALING DECISIONS. 

3.3.f.v

Conflicts with This Manual

Any part of this Policy & Procedures Manual found to be contrary to a law, regulation or bylaw enacted by a duly elected or empowered body in any applicable jurisdiction should be deemed inoperablexe "legislation, conflict with".  The Manager is responsible for bringing any perceived conflicts to the attention of the Board immediately.

3 FINANCIAL ADMINISTRATION

3.1 Generally accepted accounting principles

The Chamber of Commerce adheres to generally accepted accounting principles in all financial administration.

3.2 Financial Planning

3.2.a Policy

The Chamber has financial planning systems in place that provide a short-term financial plan and a long-term financial plan. 

3.2.b Procedure

To ensure the Chamber realizes its short-term financial needs, the Manager and Treasurer will prepare an annual financial plan in conjunction with the Financial/Resources Committee for approval by the Board. The long-term financial plan will consider long-term capital requirements as well as assessing the long-term viability of the revenue/expense streams where risks and opportunities exist. 

3.3  Budgets

3.3.a Policy

The Chamber prepares annual operational and capital budgets to control and measure performance and operations.

3.3.b Procedure

At Least One month prior to the commencement of the fiscal period, the Manager and Treasurer will complete a capital and an operating budget for presentation to the board of directors for approval.  Budget formats will be consistent with those provided in Appendix I and Appendix II.

The capital budget details the proposed capital purchases for the forthcoming fiscal period as defined in the capitalization policy. The Manager and Treasurer shall prepare a report of capital expenditures on a quarterly basis.  Any changes to the Capital budget throughout the fiscal period require board approval.

The operating budget will follow a similar format as that of the annual financial statements. It will detail both the existing and proposed revenue and expenditures streams for the fiscal period.

The operating budget is reviewed monthly by the Manager and Treasurer and the finance committee.  Summary information is provided to the board of directors on a monthly basis and all fluctuations of greater than 10% (ten percent) of the budgeted value is highlighted for the Boards attention. 

In the event circumstances require the budget to be significantly adjusted, such changes will be presented to the Board for approval.

3.4  Financial Statements

3.4.a Policy

Annual financial statements are completed on a basis consistent with previous years, and detail financial information contained within the general ledger of the Chamber.

3.4.b Procedure

At a minimum, the financial statements require an annual review engagement report.  

3.4.c  Chart of Accounts

3.4.c.i Policy

The Chamber maintains a chart of accounts with an accompanying description of the purpose and content of each account.   

3.4.c.ii Procedure

The chart of accounts lists all general ledger accounts – assets, liabilities, equities, revenues and expenses.  In consultation with the Treasurer, amendments may be made to the chart of accounts.

3.4.d Audit

3.4.d.i Policy

An independent review of the financial statements of the Chamber will be completed annually.

3.4.d.ii Procedure

The review will be completed by an independent accountant selected by the Manager and sub committee and approved by the Board of Directors.

There is no requirement for the completion of an audit unless requested by the Board of Directors or a Member(s).  In the event an audit is requested by a Member(s), it must first be approved by the Board of Directors.  The selection of an auditor will be the responsibility of the Finance/Resources Committee, with approval by the Board of Directors.

3.5 Purchases, Payables and Payments

3.5.a Purchases

3.5.a.i Policy

The purchases, payables and payments system is designed to ensure the completeness, accuracy, valuation and validity of expenditures of the Chamber.

3.5.a.ii Procedure

All purchases are approved by the Board of Directors as part of either the operational or the capital budget, or as individual items not covered in the scope of the budget process.

Operational purchases identified in budgets can be purchased at the discretion of the Manager.  All other purchases must be presented to the Board for approval.

3.5.b Payables

3.5.b.i Policy

Items are considered payable once ownership of the goods or service is transferred to the Chamber. 

3.5.c signing authority

3.5.c.i Policy

Payments for goods and services are authorized by the appropriate individual(s).

3.5.c.ii Procedure

Payments of less than $1000 can be authorized by the Manager. Payments of $1000 or more requires two signatures. 

A minimum of three and a maximum of four individuals have signing authority including: 

· Manager

· Treasurer

· President

· 1st vice president

3.6 Revenue, Receivables and Receipts

3.6.a Revenue

3.6.a.i Policy

The revenue, receivables and receipts system is designed to ensure the completeness, accuracy, valuation and validity of revenue streams of the Chamber.

3.6.a.ii Procedure

For each revenue transaction, the chamber issues an invoice indicating the date, nature of the item, customer and the amount to be paid, as well as the GST registration number.   In addition, the invoice should indicate the terms of payment.  Invoices are issued when a reasonable expectation exists that the benefit of goods and services has transferred to a third party and a debt is owed to the Chamber.  All invoices are issued in sequential number order and any spoiled invoices are retained to account for all invoices issued.

3.6.b Receivables

3.6.b.i Policy

Revenue is recognized in the fiscal period in which it is earned.  

3.6.b.ii Procedure

Revenues earned, but for which payment has not been received, are reported as accounts receivable.

Invoices are due within thirty days of issue.  Invoices outstanding in excess of 180 days are considered doubtful accounts.  Invoices outstanding in excess of 365 days are considered uncollectible. 

3.6.c Receipts

3.6.c.i Policy

The Chamber safeguards receipts via prompt deposit to an approved financial institution. 

3.6.c.ii Procedure

Receipts are deposited to the Chamber-approved bank account and evidence of receipt will be retained, matched and filed with the appropriate invoice(s).

All receipts of cash and/or cheques are recorded as received by an appropriate individual, and a deposit slip completed. 

The receipt of cash or cheques will be deposited to the Chamber bank account within 24 hours of receipt.

3.6.d Banking Procedures

3.6.d.i Policy

Banking is conducted by a designated individual at a chartered bank or recognized credit union.  Bank Reconciliations are prepared monthly and reviewed by a member of the executive.

3.6.e Petty Cash

3.6.e.i Policy

The Chamber maintains a petty cash fund of no greater than $500.

3.6.e.ii Procedure

Petty cash balances do not exceed $500.00 and are reconciled on a monthly basis.  The individual responsible for petty cash funds should not have access to the accounting system.   All payments from the petty cash fund require receipts.

3.6.f Bookkeeping Procedures

3.6.f.i Policy

The Chamber adheres to generally accepted accounting principles in the preparation and maintenance of its accounting system.

3.6.f.ii Procedure

The Chamber maintains an accounting system including a general ledger, accounts receivable sub-ledger, accounts payable sub-ledger and payroll sub-ledger. 

The accounts receivable sub-ledger and accounts payable sub-ledger are reconciled to the general ledger balance on a monthly basis and differences are investigated to resolution.  

A monthly payroll report is produced and reviewed by the Manager for accuracy and completeness of all payroll related payments.  The report is initialed as evidence of review, and retained by the Manager

Source documents from which information is entered into the accounting system are marked to indicate entry into the system.  All financial statement reports, sub-ledgers, batch entry audit trails and journal entry reports are retained for a period of seven years. 

3.6.g  Investment Policy 

3.6.g.i Policy

The Chamber invests excess funds in acceptable investment vehicles.  

3.6.g.ii Procedure

Bank accounts are maintained at chartered bank or recognized credit unions, and deposits shall not exceed $100,000 in any one institution, the maximum insurable by the CDIC.  

Excess funds, being funds not required for daily operational activities, are invested for the purposes of obtaining investment income.  Proposed investments are presented by the treasurer to the board of directors for discussion and/or approval.  Acceptable investments are: 

· GIC’s

· Treasury Bills

· Canada and Provincial Savings bonds

3.6.h Credit Cards

3.6.h.i Policy

The Chamber will hold a credit card for the exclusive use of the Chamber.

3.6.h.ii Procedure

The acquisition of a credit card is approved by the Board of Directors and is governed by the policies of purchases, payables and payments.

Credit cards are used by both the Manager and President (or his/her designate), to purchase Chamber related goods and services.  The maximum credit limit available on the credit card will not exceed $5000.00, notwithstanding the single item expenditure limits defined in the payments section of the financial administration payment section of this policy and procedure manual.

The Manager and President are responsible for the safekeeping of the credit cards. 

3.6.i Employment expense and Travel Expense claims

3.6.i.i Policy

The Chamber reimburses approved employment and travel expenses.

3.6.i.ii Procedure

All travel and employee expenses require the approval of either the board or the executive director in keeping with the policies of purchases, payables and payments.

Expense and/or travel claims require an expenditure claim form, signed by the claimant along with supporting documentation.  Approved claims require a signature of either the executive director or the treasurer.  No individual can approve his or her own expenditure or travel expense claim.

3.6.j Taxes

3.6.j.i Policy

The Chamber reports and pays all taxes within the legislated period as required by Provincial and Federal legislation. 

3.6.j.ii Procedure

All taxes required legislation are collected and remitted along with the required filings.  All tax return filings prepared by the independent accounting firm are reviewed and signed by the President or Treasurer.

3.6.k Long-term Obligations

3.6.k.i Policy

All long-term obligations require board approval.

3.6.k.ii Procedure

Long-term obligations are defined as cash borrowings or contractual commitments to pay, exceeding one year in length and require approval by the board.  Requests for borrowing are submitted to the board detailing purpose, terms and amount.

3.7 fee for service Contracts

3.7.a Policy

The Chamber considers Fee for Service contracts with third parties when the financial autonomy and core funding of the Chamber is not compromised.

3.7.b Procedure

Fee For Service Contracts (FFSs) that can potentially provide revenue streams for the Chamber are referred to the Manager for a decision whether a proposal will be submittedxe ""

xe "proposals.i."RFPs;xe "tenders"

xe "Requests for Proposals".

All FFSs must be signed and sealed by the Manager.  Master files containing all information pertaining to individual contracts are maintained in the Chamber office.

3.7.b.i Identifying Appropriate FFSs

The Manager is responsible for reviewing appropriate web sites, local papers and other sources of local information for potential FFSs.

3.7.b.ii New Contracts

All negotiations will take place in the Chamber officexe "new contracts, negotiations".  Directors are not authorized to make financial commitments on behalf of the Chamber during contract negotiations. The Manager, President and First Vice president of the Chamber are the only persons authorized to sign contracts on behalf of the Chamber.

3.7.b.iii Contract Renewals 

The Chamber office is responsible for identifying any approaching contract renewals. The renewal process, which should be expedited to ensure there are no disruptions to service and payment for the services, should include a review of the current financial status of the program to address shortfalls and deficiencies within the contract.

3.7.b.iv Reporting Requirements

The Chamber complies with all reporting requirements identified in contracts and other agreements.  The Chamber also has internal reporting requirements to the Board that ensure the highest standards of financial reporting.

3.7.b.v Distribution

Copies of schedules and sections of the contract that include budgets and funding commitments should be forwarded to the Treasurer. 

3.7.b.vi Scheduling of Receipts

Schedules for contract payments and invoicing for special services are identified in contractual agreements.

3.8 Risk Management

3.8.a Policy

The Chamber minimizes risk by developing and maintaining policies and procedures that address the personal, personnel, organizational, financial and environmental needs of the organization. 

3.8.b Insurance Coverage

3.8.b.i Policy

The Chamber maintains adequate current insurance policies to protect against loss of assets.

3.8.b.ii Procedure

The Manager reviews insurance policies to protect against loss in the event of fire and/or theft.  Insurance coverage will also include liability insurance to protect the chamber in the event of injury by a member or guest on chamber property.  The Manager also reviews coverage of Directors and Officers Liability Insurance and keeps in force such policies and insurance as required.  

A review of insurance coverage of both the physical building and assets of the Chamber and the Liability of Directors and officers will be conducted at least annually by the Manager.  A report detailing current coverage will be provided to the Treasurer.  

In areas where the Chamber cannot purchase insurance, we need to be aware that we are self-insuring.  The Chamber will purchase insurance in areas where it is both possible and cost beneficial. 

Proper insurance files will be maintained and stored in the Chamber office. 

3.8.c Security of Assets

3.8.c.i Policy

The Chamber has procedures in place to secure against loss of assets.

3.8.c.ii Procedure

All persons having access to the Chamber building will receive the required entry keys as well as training in the setting and disarming of the security alarm.  Persons leaving the building will secure the premises by setting the monitored alarm and locking the front door.  All entry and exit of the premises will be via the alarmed doorway. 

Staff will maintain a list of security call outs and this list will be forwarded to the alarm monitoring company in the event of an alarm.  

Further, to identify items such as computer equipment, office equipment and other items, identification numbers will be etched or engraved on all removable equipment for identification purposes in the event of theft.  A copy of these numbers will be maintained in a safe and secure location off-site of the Chamber offices.

4 COMMUNITY ENHANCEMENT ACTIVITIES

4.1 Policy

The Chamber engages in and supports community enhancement activities.

4.2 Board and Member Volunteerism

Members of the Board of Directors actively volunteer their time and talents throughout the community in a wide range of activities that promote the community itself or components of the community.  Agencies and groups who wish to invite the participation of the board in some activity are encouraged to contact the executive director, who will bring the matter to the attention of the board members.

The Chamber supports its members in both securing and providing volunteer activities throughout the community through its website and newsletter, and through public service announcements at chamber functions.

4.3 Charitable Donations

While the Chamber does not make charitable donations as a rule, it does support charitable causes in the community through its website and newsletter, through public service announcements at chamber functions, and through Board and Member volunteerism.

4.4 Cooperative Initiatives

Because effective community enhancement activities require the commitment and efforts of and wide variety of interests, the Chamber cooperates with other community groups and organizations in this regard.  Groups and organizations who wish to involve the Chamber in a cooperative community enhancement activity are encouraged to contact the executive director.

human resource management

The Fort St. John & District Chamber of Commerce has determined that the Current Employment Standards Act shall be considered as a minimum standard for all employees.  As such the following shall be considered as a local addendum to that Act and if conflict arises due to misinterpretation, the Current version of the Employment Standards Act shall take precedence in all cases.

4.5 Attendance, Lateness and Absenteeism

4.5.a Policy

Employees are responsible for attending work as scheduled. 

4.5.b Procedure

Employees are expected to be punctual and ready to commence work at the start of their scheduled shifts and to remain on duty until the stipulated quitting time. 

Employees who are unable to report to work at the scheduled time must advise their supervisor in advance so necessary arrangements can be made. 

Employees who are incapable of providing regular, consistent attendance may fail to meet the requirements for continued employment. 

Attendance is considered a criterion of performance and is measured when assessing overall employee performance at work. 

4.6 Disciplinary Action

4.6.a Policy

The Chamber has in place procedures governing disciplinary actions and non-voluntary terminations of personnel that define behaviour considered violations of chamber policy and/or performance misconduct.

4.6.b Supporting Employees

The Chamber uses a variety of mechanisms to support employees and promote excellent service delivery.  Managers use regular supervision and ongoing evaluation to identify problems and knowledge/skill gaps in the employee’s performance, and they are responsible for discussing these issues and gaps with employees as soon as possible after they are identified.  The discussions should result in plans for assisting employees to gain the knowledge or skill they lack, and may include:

· on-the-job coaching

· assigned reading or practice

· specific training/education

· referral to the employee assistance program.

4.6.c Disciplinary Action

The Chamber utilizes formal disciplinary action when other methods of dealing with unacceptable employee behavior or actions have failed and/or when the employee's behavior or actions appear to indicate such gross neglect, or disrespect of his/her role or job description that lesser action is insufficientxe "disciplinary action, reason for".  All disciplinary action will be commensurate with the behavior in question, and will be conducted in private.  

Although disciplinary measures will vary, progressive discipline will take place in the majority of cases.  In most cases, managers will utilize the following progressive steps when administering disciplinary actionxe "progressive discipline"

xe "disciplinary course of action":

1.
Verbal reprimand;

2.
Written reprimand(s);

3.
Suspension(s);

4.
Dismissal.

However, the nature of the incident warranting disciplinary action may be such that the Chamber determines it is appropriate to bypass the usual steps of progressive discipline.  In cases of serious misconduct, which may include but are not limited to criminal conduct while employed with the Chamber, criminal conduct involving members, and other serious breaches of Chamber Policy or Procedure, disciplinary action may commence at suspension and lead to dismissal, or begin and end with dismissal. 

Employees and Directors are responsible for standards of performance associated with any certification they hold or professional association to which they belong, and breach of any such standards may also result in disciplinary actionxe "professional standards, breach of".

4.6.c.i Step 1

Offences that result in a verbal reprimand: beginning with a verbal reprimand, followed by a written reprimand, then by suspension, and finally by termination of employment, may include, but is not limited toxe "verbal reprimand"

xe "reprimand, verbal";

· tardiness;

· unauthorized absence from the job;

· failure to maintain satisfactory and/or harmonious relationships with fellow employees, other professionals or the public;

· foul and/or abusive language in the workplace;

· inefficiency, incompetence or negligence in the performance of duties.

4.6.c.ii Step 2

Written reprimands are discussed with the employee, who acknowledges that s/he has received the reprimand with his/her signature.  Written reprimands are kept on the employee's personnel file for a period of not longer than eighteen (18) months providing there are no further infractions.xe "reprimands kept on file"

xe "files, reprimands"  The employer may, at his/her discretion, remove the reprimand from the file at an earlier date.  

Offences that result first in a written reprimand:  beginning with a written reprimand, followed by suspension, and finally by termination of employment, may include, but is not limited toxe "verbal reprimand"

xe "reprimand, verbal",

· careless, improper or negligent use of chamber property;

· unauthorized or improper use of any type of leave;

· releasing confidential information without proper authority;

· violating or failing to comply with executive orders, written rules, regulations, policies or procedures of the chamber.

4.6.c.iii Step 3

Offences that result in a suspension may include, but are not limited to,

· repeating a behavior or action after a written and/or verbal warning;

· allegation(s) of physical or sexual harassment;

· blatant rudeness to members or visitors;

· ongoing behavior that is offensive to fellow employees;

· ongoing disruptive, uncooperative behavior with fellow employees or managers.

The board must be consulted prior to suspending any employee.  The Manager will advise all members of the board of a suspension.

4.6.c.iv Step 4

Examples of offences that may result in immediate non-voluntary termination include, but are not limited to,

· intoxication from drugs or alcohol while at work;

· refusal to work, or failure to report for work without just cause;

· theft;

· willful destruction of chamber property;

· insubordination;

· falsifying time sheets or expense claims;

· falsification, fraud, or omission of information when applying for a position;

· conviction for any criminal offence providing the offence is relevant to the employee’s position;

· counseling a member, either at or away from the work, to commit a criminal offence;

· any other act which endangers the safety, health or well-being of another person, or which is of sufficient magnitude that the consequences cause, or act to cause, disruption of work or gross discredit to the Chamber.

The board must be consulted prior to terminating any employee.  The Manager together with the board will determine whether a non-voluntary termination is appropriate.

4.6.d Appealing/Reviewing Disciplinary Action

Any disciplinary action can be appealed by the subject employee according to the Chamber’s appeal procedurexe "review of suspension/dismissal". 

Employees are provided with copies of all documents placed in their files that might form the basis of disciplinary action.  Disciplinary actions that may be reviewed at the employee's request include written censures, letters of reprimand, adverse reports or employee appraisalsxe "review disciplinary action"

xe "appeal disciplinary action".  Should an employee dispute any such entry in his/her file, s/he will be entitled to recourse through the review procedure, and the eventual resolution will become part of his/her personal record.  At the employee's request, any such document, other than formal employee appraisals, may be removed from the employee's file after the expiration of eighteen (18) months, providing there have been no further infractions. 

If the Manager is made aware of an action initiated by the employee outside the organization’s review process, s/he should immediately bring the matter to the attention of the board by telephone, and provide copies of any correspondence or documentation within 24 hours.

4.7  resolving issues/Appealing decisions

6.3.a
Policy

The Chamber uses an investigation procedure for disciplinary matters and appeals that is fair and just, and considers the interests of all concerned.

6.3.b
Reporting

All incidents that result in disciplinary and/or appeal investigations are subject to any applicable legislation, regulations, standards, policies, procedures, etc. regarding reporting the matter to any authority.  

6.3.c
Objectives of Investigation

	Gather relevant evidence


	· Who? What? When? Where? How? Why

· Aggravating and mitigating factors

· Chamber/member/employee interests – consider perspectives and explanations



	What facts are established by the evidence?


	· Is the evidence equivocal?

· What probably happened?

· Identify facts in dispute and not in dispute.

	What theories explain the events in a manner consistent with the evidence?
	· Why?

· Opportunity and motive.

· Credibility – Who gains and loses?




6.3.d
 Gathering Evidence

6.3.d.i

Preparation

· Obtain advice and notify appropriate regulatory agencies/police/ directors.

· What conduct is alleged?  Characterize the misconduct and possible lesser offences.  Research or seek advice regarding the elements that must be proved to establish the employment offence(s).

· Identify possible aggravating and mitigating circumstances.

· Organize relevant documents in your possession.  Identify documents that may be relevant but are not in your possession.

· Prepare a list of potential witnesses.  Identify the logical order of interviews (witnesses include the person alleged to have engaged in the misconduct.)

· Safeguard evidence (i.e. lock documents/notes in file cabinet/safe.)

· With your advisor, obtain and review all relevant statutes, regulations, policies, personnel files, and collective agreement provisions before the interviews.

· Ensure consistency by consulting others to determine how similar cases have been addressed or not addressed in the past.

· Consider whether it is appropriate to suspend the alleged wrongdoer pending the outcome of the investigation.

· An effective investigator must remain objective and neutral.  S/He must not present any real or perceived bias in the situation.

6.3.d.ii

Interview Process

· Introduce the witness to the investigative process.  If the witness has initiated the complaint/report, thank them for bringing the matter to your attention.

· Explain the interview is for fact-gathering purposes only.  Advise the witness that no conclusions will be reached until all the evidence is obtained and reviewed.  Explain that the investigation will likely involve a number of witnesses and may require several interviews.

· Explain the importance of the matter at issue.  Emphasize that you are relying on the witness’s honesty in the investigation process.

· Do not make judgments or draw conclusions at this stage.

· Outline the factual allegations against the employee and emphasize that the purpose of the interview is to obtain factual information and the witness’s version of the events.

6.3.d.iii

Note taking

· Ensure that a director or past president is present to witness the interview and to take notes.

· Record the date, time, location, name of the note taker, and all persons present at the interview.

· Confine remarks to the facts and avoid editorializing about your opinions.

· At the conclusion of the interview, read notes to the witness or offer witness the opportunity to review the notes and initial areas of agreement or disagreement.

· In your notes, prepare space for additional questions that arise.

6.3.d.i.v

Questioning Techniques

· Ask open-ended questions (i.e. tell us what you remember about the incident.)

· Ask for specifics (who, what, when, where, why, how.)

· Ask one clear question at a time.

· Ensure that the answer responds to the question.

· Avoid leading questions; especially in the areas of potential contention or key relevance, (a leading question suggests the answer.)

· Review relevant documents with the witness (discipline record, policies and procedures, training manuals.)

· Obtain independent evidence corroborating or contradicting the witness’ version of events.

· ask the witness if there is anyone who may corroborate/verify his/her observations

· determine if there is independent videotape evidence available (i.e. store security video)

· determine if there is independent documentary evidence available (i.e. parking ticket, store receipt, bus schedules, logbooks, work schedules, job descriptions.)

· Conduct a re-enactment.  Ask the witness to go back to the scene and fully describe their observations.

· Establish opportunity.  Did the witness have the opportunity to engage in the misconduct alleged or make the observations offered?

· Test theories of motive.  Put your theory of motive to the witness and ask them to respond (i.e. were you tempted when you found the money?  How did you feel when Sue received a promotion?  Has Jack spoken to you about Sue’s promotion?)

· Put contradictory facts to the witness for explanation (i.e. we spoke to Jack and he said he did not hear you say that.  Can you think of any explanation for that?)

· Test the basis of the witness’ conclusions or opinions.  Do not simply accept key statements of fact at face value.  If a witness expresses an opinion or conclusion about a potentially relevant matter, probe the witness and determine what information they used to arrive at that opinion/conclusion.  This is a good way to test the witness’ credibility and ability to reason.  This technique often generates additional lines of enquiry.

· Do not offer your personal opinions.  If asked to respond, advise the witness that no conclusions will be drawn until all the evidence is gathered.

· Use photos if available.  Include a perspective reference (i.e. ruler, person).  Make a note of the date and time of the photo.

· Use diagrams/floor plans.  Have the witness prepare a diagram describing events they witnessed.  Include all relevant details and test the witness’ ability to recall details (i.e. colours, clothing descriptions, distances, locations of other persons.)

· Time the interviews to minimize the potential that witnesses will collaborate regarding their responses.

· At the conclusion of the interview, ask the witness for 15 minutes to review your notes and think of any points that require clarification.  This technique will almost always generate new lines of enquiry and often eliminates additional interviews at a later date.

4.8 employee benefit plan

4.8.a Policy

The Chamber provides a comprehensive employee benefit plan for all eligible employees

4.8.b Schedule of Benefits/Description of Coverage

Employee benefits are offered through the Chambers of Commerce Group Insurance Plan, sponsored by the Canadian Insurance Corporation of Canada.  This coverage is offered through First Choice Financial & Investment Services Inc.  A complete overview of coverage is available from the agent. 

At the time of writing, coverage includes medical, dental, optical, extended medical, prescription drug and optometric services.  Coverage amounts, limitations and exclusions may apply so employees are asked to speak directly with the agent responsible for administering the plan. 

4.8.c Eligibility for Coverage

All staff successfully completing three (3) months of full time employment will be eligible for coverage under the Chamber Group Insurance plan.  Application for coverage is voluntary and participation in the plan will not constitute a condition of employment. Cost of Coverage will be paid 75% Chamber/25% employee.
4.8.d Who May be Covered in Addition to Employee

Some benefits available through the chamber are also made available to immediate family members of the employee according to the contractual agreement with the benefit plan carrier.  These benefits may change from time to time and employees are instructed to check with the Manager concerning possible programs that are available for family members. 

4.8.e Sick Leave

4.8.e.i Policy

Every staff member is entitled to up to five (5) days per calendar year sick leave with pay.

4.8.e.ii Procedure

Every employee shall inform the Manager as soon as possible, of his/her inability to report to work because of illness, injury or other legitimate reason. Every employee is expected to report in and speak to the Manager each day they are absent from work.  The employee shall inform the Manager of the expected date of return to duty.  

Sick leave may not be accumulated or carried forward into successive years. A record of employee absences will be kept in the appropriate personnel file.

4.8.f Continuation of Benefits/ Seniority

Benefits will continue for the duration of parental leaves and authorized leaves of absence providing the employee continue to pay their share of the benefits premiums.  

These benefits may change from time to time and employees are instructed to check with the executive director concerning possible programs that are available for family members

4.9   Employee Conduct and BEHAVIOR
4.9.a Policy

All employees are expected to behave in a manner that supports the chamber’s vision, mission, ethics and values.

4.9.b BEHAVIORAL Expectations

Chamber employees are expected toxe "deportment"

xe "expectations of employee behaviour"

xe "behaviour of employees":

· Conduct themselves in a manner that reflects well on the chamber.

· Not criticize or speak ill of the chamber in public.  

· Take all reasonable precautions to preserve all records, machines, equipment and property in their care or under their supervision.

4.9.c Relationships with Other Staff

Staff members will not engage in close personal relationships with any other staff member who they either are supervised by, or supervise.  While this section is not intended to interfere with friendly social relationships between staff members, it does prohibit romantic, dating and/or sexual relationships/liaisons.  Employees who disregard this section will be subject to disciplinary action up to and including dismissal.

4.10 Employee Dress

4.10.a Policy

Personal appearance, including clothing, jewellery and grooming, will be neat and clean, and will reflect standards of decency, utility, health and safety.  The following conditions consider the safety and well-being of both employees and members. 

4.10.b Dress and Appearance

While the Chamber does not wish to limit expressions of taste and individuality, it is important that employees remain aware that what they wear to work is a reflection of their own professionalism and that of the Chamber.  The Chamber expects employees to use good judgment and good taste, remembering that, rightly or wrongly, people do judge an organization based in part on the appearance of its employees.  All staff will be suitably dressed, practice good personal hygiene, and wear clean, comfortable clothing and footwear suitable for the work performed.  

4.10.c Safety Regulations

All employees will comply with applicable WCB requirements relating to dress, footwear and safety equipment.  The Manager is responsible for seeking out any WCB requirements that may pertain, and ensuring staff comply with them.

4.10.d Compliance

Failure to comply with the conditions set out in this section constitutes performance misconduct and will be subject to disciplinary action.

4.11 Employee Files

4.11.a Policy

The Chamber maintains a file on each employee. 

4.11.b procedures

Employee files include, but are not limited to: 

· application for employment and resume,

· confirmation of references,

· confirmation of education and experience including relevant certificates, 

· letter of offer of employment, 

· written performance appraisals,

· records of disciplinary action,

· rates of pay,

· orientation checklist,

· attendance record,

· benefit selection list,

· job description,

· any correspondence relating to the employee,

· and other information relevant to the employee’s employment.

4.11.c Location

Personnel files are kept in a secure area and are accessible only to designated personnel.

4.11.d Confidentiality

Personal information about employees is not released without the employee's written authorization, or as required by legislation or other statutory requirements. 

Improper use of employee records constitutes performance misconduct and is subject to disciplinary action.

4.11.e Access to Employee Files

An employee shall be permitted to review his/her file after giving the employer seven (7) days written notice.  The file may be reviewed in the presence of the supervisor.  Employees may take copies of information from the file. 

4.11.f Requests for Information

When a request for the release of personal information is received, and where the employee has not authorized the employer to release the information, the employer shall respond to the inquirer with a statement that it is not the organization’s policy to give out information without the employee’s prior approval. 

The employer is not responsible for advising the employee when a request has been made. 

4.11.g Challenging Information

The employee has the right to inspect his/her personnel file in the presence of the Manager, upon reasonable notice, and to obtain copies of the information in that file.  The employee has the right to challenge the information in the file, in writing.  

4.11.h Changes to Employee Information

4.11.h.i Policy

It is the responsibility of each staff member to keep the employer informed at all times of any changes in her/his name, address, telephone number, marital status or number of dependents.  

4.11.h.ii Procedure

Any changes must be given to the Manager in writing at the earliest possible moment. These changes are required for benefit entitlement and other official communications.

Employees leaving the organization must provide a forwarding address to ensure the employer can forward income tax T-4 slips and other relevant documents.

4.12 Harassment

4.12.a Policy

The Chamber  is  committed  to promoting a work environment where all employees are treated  with  respect  and  dignity,  and  are  free  from  harassment and discrimination   in   the  workplace.   Harassing behavior will not be tolerated.

4.12.b definitions

Chamber staff members have the right to expect a harmonious workplace environment.   It is expected that the behavior of staff members in the workplace will meet generally acceptable social standards.  Staff members, in their relations with other persons in the workplace, are to treat one another with respect and dignity.  Staff members shall not engage in sexual harassment or any other form of personal harassment.  Staff members include any paid or volunteer staff or students. 

The Chamber of Commerce accepts the following definitions and is guided by them when dealing with allegations of harassment.  Harassment by any employee in the workplace constitutes performance misconduct and is subject to disciplinary action up to and including termination.  Should it be determined that an employee has knowingly made a false, frivolous, vindictive or vexatious complaint, s/he is subject to disciplinary action. 

The Canadian Human Rights Commission considers harassment to include: 

· Unwelcome remarks, jokes, innuendo or taunting about a person’s body, attire, age, marital status, ethnic or religious origins; 

· Displaying offensive or derogatory pictures; 

· Practical jokes which cause awkwardness or embarrassment; 

· Unwelcome invitations or requests;

· Leering or other gestures; 

· Condescension or paternalism which undermines self-respect;

· Any unwelcome physical, visual or verbal conduct. 

The BC Human Rights Act further defines harassment to include: 

· Verbal abuse or threats;

· Unwanted touching, patting or other physical contact;

· Persistent unwelcome invitations or requests, whether direct or indirect; 

· Conduct or comment, which is intended to, or has the effect of, creating an intimidating, hostile or offensive environment. 

4.12.c Personal harassment

Personal  harassment  is objectionable conduct or comment directed toward a
specific  person which serves no legitimate work-related purpose, and which
has  the  effect  of  creating  an  intimidating,  humiliating,  hostile or
offensive  work  environment.   For  the  purposes of this policy, personal
harassment  includes  conduct  or  comment  that constitutes discrimination
under  provincial  human  rights legislation.  Personal harassment includes
but is not limited to:

· unwanted actions, derogatory or demeaning comments, jokes or slurs;

· derogatory or demeaning posters, pictures, cartoons, graffiti or

· drawings;

· innuendoes, taunting, ostracism of a co-worker;

· threats, bullying, coercion;

· malicious gestures or actions.

   

4.12.d Sexual harassment

Sexual harassment is defined as any comment or conduct of a sexual nature that:

· is uninvited and is known, or ought reasonably to be known, to be
 unwelcome and objectionable to the recipient;

· may lead to adverse, job-related consequences for the recipient; and/or

· detrimentally affects the work environment.

Sexual  harassment  includes  but  is  not  limited  to:  unwanted physical
contact; sexual advances; requests for sexual favours; and/or suggestive or
offensive  comments  and gestures emphasizing sexuality, sexual identity or
sexual orientation.  It may consist of one incident or repeated incidents.

Sexual harassment does not include accepted social banter between cognizant adults.  A finding of sexual harassment is not necessarily confined to supervisor/subordinate or male/female relationships. 

Sexual harassment will be considered to have taken place if a reasonable person ought to have known that such behavior was unwelcome.  A crude and unwelcome comment may amount to sexual harassment. 

4.12.e conditions

Employees should be aware that entitlement to redress exists through the Human Rights Commission of BC.  

The name of the complainant or the circumstances of the complaint will not be disclosed to any person except where disclosure is necessary for the purpose of investigating the complaint. 

In all circumstances, an individual who is accused of harassment is to be given the opportunity to explain himself/herself and to have those explanations properly considered.  The rights of the person accused of harassment are also to be protected. 

4.12.f Procedure

Employees who believe they are being harassed should take the following steps to prevent the recurrence of such harassment: 

1. Make your disapproval known to the harasser and request that the offensive behavior cease;

2. Keep a written record of the steps taken to alleviate the problem; 

3. Should the harassment continue, bring the documented written complaint detailing the incident(s) and efforts made to have the aggressor cease and desist to the attention of the supervisor, of if this is inappropriate, to the board;

4. Following investigation, the complainant will be advised of the outcome, assuring them that her/his complaint has been taken seriously;

5. No documentation of unsubstantiated sexual or personal harassment will be maintained in individual personnel files.  Proven allegations of personal or sexual harassment including disciplinary action taken shall be documented and form part of the employee’s permanent record. 

4.13 hiring practice 

4.13.a Policy

The Chamber ensures objective and consistent hiring practices.

4.13.b conditions

When a vacancy occurs, the Manager will determine whether to fill the position. 

Candidate selection is based upon the assessment of education, training, experience, required certification, personal suitability, eligibility to work in Canada, absence of a job-related criminal record, positive reference checks and other factors considered relevant by the employer.

At no time will the employer discriminate against any applicant on the basis of race, color, ancestry, place of origin, political belief, religion, marital status, family status, physical or mental disability, gender, sexual orientation, age or criminal conviction unrelated to employment, except where such discrimination constitutes a bona fide occupational requirement. 

Prior to making a final selection, the employer will conduct a minimum of two (2) reference checks and a criminal record check. 

The employer shall give the selected applicant a written letter of offer, outlining the requirements of the position, starting date, salary, benefits and other conditions of employment. 

4.13.c Fidelity Insurance (Bonding)

The Chamber does not deal in cash and, except for small amounts such as petty cash; chamber employees do not handle cash.  The control strategies and mechanisms in place have been designed to eliminate to the greatest extent
possible any opportunity for theft or fraud.  Therefore, the Chamber does
not require fidelity insurance.

4.13.d Application Form

A copy of the employment application form used in all hiring for the Chamber is attached as Appendix III.

4.14 Independent Contractors 

4.14.a Definition of Independent Contractor

In an employee/employer relationship:  “the employer has the right to select, pay wages to, and control the method of doing work of the employee, and the employer has the right to dismiss the employee.” Amirault, Ernest and Maurice Arthur. Canadian Business Law. 3rd Ed.  Methuen Publications: 1986.
An independent contractor:

“
...works to complete a defined job; is paid at the end of the job or when it is completed to the contracting party’s satisfaction (as opposed to receiving wages in an employment situation); supplies the equipment and tools; and performs the work without direct supervision.” Ibid.

“
Generally, a person who contracts the services of an independent contractor to do a particular work does not supervise or control the details of the operation beyond requiring that the work be performed according to the terms and specifications of the contract.  Ordinarily the contractor will select and provide his own equipment and materials, and will direct and control his own employees without interference (from the contracting party).” Ibid.

In addition:

“...generally speaking, a person engaging an independent contractor may not be held liable by third parties for damages due to the contractor’s negligence or other wrongdoing, neither is he liable to the contractor for injury suffered by the contractor or his workers in carrying out the contract.”

4.14.b Tests That Define the Relationship

Although it may be tempting to enter into a contract just because it seems to be the most expedient way of doing things, unless the contract passes a number of stringent tests, it will not define the independent contractor relationship adequately.  According to the Community Social Service Employers Association (CSSEA):

“
Despite an agreement between two parties that their relationship is contractual (bold ours), the courts, arbitrators, Labour Relations Board, WCB, Employment Standards and Revenue Canada have a right to examine the relationship in detail and rule otherwise.” “The Hot Sheet”.  Vol. 3, Issue 3, April 1997.  CSSEA.

The courts use a number of tests to determine the category in which a disputed relationship (employee or independent contractor) falls:

“
The tests the common law courts used to determine the kind of relationship that existed were a) who had control?, b) who owned the tools and equipment/, and 3) who ran the chance of profit or risk of loss there from?” Amirault, Ernest and Maurice Arthur. Canadian Business Law. 3rd Ed.  Methuen Publications: 1986.

In general, the greater degree to which the employer controls the relationship, provides supplies and has economic dominance, the greater the likelihood of employee status.  CSSEA describes one such test that examines the i) factors of control, ii) ownership of tools, and iii) chance of profit and risk of loss.  “Paysource”, a publication of the Canadian Payroll Association, adds a fourth criterion that has been used by the courts in the past few years, which is the extent to which the work done by the individual is integrated into the employer’s business “Employees Versus Independent Contractors. PaySource. March, 1997: © 1997 CCH Canadian Ltd.
Questions to ask are:

· Does the employer control the time, place and way in which work is done?

· Does the employer supervise and discipline the person?

· Does the employer provide tools, office space, supplies and equipment (including such things as telephone, fax, computer access, etc.)?

· Does the person receive a regular paycheque rather than pay for work performed?

· Is the work performed by the person an indispensable and integral part of the employer’s business?

Conversely, any contract established with an independent contractor will include/ensure:

· a specified job of work, a specified time frame in which the work will be completed, and criteria that will indicate that the job is done to the satisfaction of the chamber;

· a statement that the contractor is an independent contractor and not the servant, employee, agent or partner of the chamber;

· unless provided by the chamber pursuant to the agreement, the contractor supplies all materials, labor, equipment and supplies necessary to perform the contract;

· a statement that the contractor is not in any manner whatsoever to commit the Chamber to the payment of any money to any person or firm;

· the contractor is solely responsible for the defined work, and that any personnel engaged by the contractor will be the responsibility of the contractor, and not of the Chamber, and without limiting the generality of the foregoing, the contractor will:

a)
ensure all personnel observe, perform and comply with every provision of the agreement between the contractor and the Chamber of Commerce;

b)
be solely responsible for the supervision and discipline of its personnel and payment of all remuneration;

c)
where the contractor or its workers are required to be registered under an applicable Workers Compensation Act, obtain and maintain such registration as required under that act; and

d)
pay any taxes, employment insurance premiums or contributions, workers compensation assessments, and other assessments of any nature or kind whatsoever that are payable to any government (whether federal, provincial or municipal) or to any body, agency or authority of any said government by virtue of the relationship between the contractor and its personnel.

4.14.c No Contracts With Employees

All employees of the Chamber are subject to provincial legislation regarding hours of work.  It is illegal for the Chamber to allow deviations from existing legislation, even at the request of the employee concerned or as a term of a contract.  Individuals may not sign away their rights under law, in the same way as they cannot waive their rights under a collective agreement.  Therefore, current full-time employees may not contract with the organization as independent contractors (even for such substantially different work as grass cutting or painting) because their total hours of work as employees of the organization will exceed the maximum work week and will be classed under legislation as overtime hours.  Part-time employees who wish to work additional hours up to a maximum of forty (40) hours per week may be hired to do such jobs, with the additional hours submitted to the payroll department at a different rate as necessary.

The only way a current employee, either full time or part time, can enter into a contract with the Chamber as an independent contractor is when s/he is the signing authority for another legitimate company that has a GST number, is registered with WCB and carries its own insurance.  In other words, the Chamber would contract with a company to do the work, and the company in question would assume responsibility for hiring and remunerating their own employees and for sending invoices to the Chamber requesting payment. 

4.14.d Who May Sign Contracts?

All contracts for services that are separate and apart from services in existing contracts held by the Chamber with outside agencies must be approved and signed by Manager. If the Manager is party to the contract, the contract must be approved by the Board of Directors.  

4.14.e Our Relationship With Subcontractors

Remember -- we lose control over any work we contract out. Once the contract that defines the parameters of the work is signed, it is totally up to the contractor to decide who will do the work, and how, when and where to conduct it.  They are not subject to Chamber Policies and Guidelines or to the terms of any other Chamber contract they have not specifically signed.  We cannot include compliance with such documents in our contract with them, because the contract would fail the control test.

Therefore, the role of the Chamber Contract Manager is to monitor performance of the contract to evaluate whether the contractor is complying with the terms and conditions of the agreement.  The contract Manager may not involve him/herself in any part of contract operations, including: budgeting; financial administration; human resource management (including selection and direction of staff); or day to day management issues. 

4.14.f Personal Services Agreements

4.14.f.i General Information

Consultants or specialists (hereinafter referred to as "consultants") may be hired by the Chamber.  Agreements will be used only for work that is identified in projects or contracts held by the Chamber as subject to subcontract, and specifically identified in the budget.  For the most part, these services will be:

· project-linked (including architectural, engineering, landscaping etc. planning for the physical building the Chamber occupies);

· training or conference-linked (including presenters, audio-visual technicians, etc.); or

· technical (for new technology initiatives (i.e. ChamberNet), maintenance, etc.
4.14.f.ii Independent Contractor Relationships

All personal service agreements are independent contractor relationships (see “Independent Contractors”)

4.14.f.iii Contracts

Personal service contracts acknowledge the independent contractor relationship, and identify:

· the individual and his/her company/affiliation;

· the individual's social insurance number;

· the service to be provided to the chamber by the individual;

· the specific tasks required of the individual by the Chamber;

· an estimated length of time to complete the tasks and provide the service, to be varied only by mutual agreement in writing;

· authority, accountability and responsibility for the contract within the Chamber;

· the rate of remuneration (as a per diem or an hourly rate) for services rendered;

· allowable expenses and the rate of payment for such things as mileage, meals and accommodation; and

· mechanics of payment of expenses and remuneration.

All personal service contracts must be signed on behalf of the Chamber by the Manager. Directors and staff are not authorized to enter into personal service agreements.  All personal service agreements are subject to confirmation by the treasurer to ensure they are in fact independent contractors.  

4.14.f.iv Invoicing

Consultants are paid monthly.  Invoices must be received on or prior to the last Tuesday of the month to ensure payment for that month.  Invoices received after the last Tuesday of the month will be paid at the end of the following month. The chamber will send cheques out by regular mail unless the consultant instructs the cheque be held for pick-up.

Invoices submitted by consultants must contain the following information:

· name and address to which the cheque will be sent;

· project or program involved;

· work done/task completed;

· rate of pay (dollar amount per time period ;( i.e. - $100/day or $10/hr.);

· total time periods claimed;

· total dollar amount of invoice;

· the signature of the claimant.

4.14.f.v Authorization

Invoices must be authorized for payment by the Manager and second signing authority.  No payment will be made in the absence of a signed contract.

4.15 Job Abandonment

4.15.a Policy

Employees have a responsibility to report to work when scheduled. 

4.15.b Procedure

Any employee absent from work for two consecutive work days without notifying his/her supervisor and who cannot give an acceptable reason for his/her absence shall be considered as having abandoned his/her employment.

4.16 Job Discriptions 

4.16.a Policy

All employees receive a job description outlining the basic duties of their position. 

4.16.b conditions

Job descriptions for each position in the organization are developed and approved by the Manager and subcommittee.  Each job description shall describe the general duties of the position and shall include information such as: 

· Job summary

· Reporting structure

· Education requirements

· Experience requirements

· Personal qualifications required for the position, and 

· Key duties of the position. 

Each employee shall receive a copy of his/her job description along with the annual assessment
Job descriptions are kept in individual personnel files.

4.17 Leaves of Absence

4.17.a Bereavement Leave

Employees will be paid for up to three (3) days compassionate leave for the death of an immediate family member. An “immediate and in-law” family members includes spouse or live-in partner, children, brothers, sisters, parents and grandchildren.  Employees will be paid one-day compassionate leave for the death of a non-immediate family member.  “Non-immediate” family member includes, aunts, uncles, and cousins.

4.17.b Parental leave

Parental leave is commensurate with applicable current Federal legislation.  Employees will notify the employer at least three months in advance of the anticipated start of the leave. 

4.17.c court leave

4.17.c.i Policy

Leaves of absence shall be granted to an employee who is required to make a court appearance. 

4.17.c.ii Conditions

Leave of absence WITH PAY shall be granted to employees (at their regular rate of pay) not already on leave without pay, who: 

1. Are required to be in attendance as a result of court action arising from their employment. 

2. Are subpoenaed by the Crown to serve as jurors or witnesses for the Crown in a court action. 

An employee shall turn over to the employer any monies received from the court on the days the employee  is normally scheduled to work, up to a maximum amount equal to the pay received. 

Leave of absence WITHOUT PAY may be granted to, 

1. Employees whose private affairs have occasioned a court appearance. 

2. An accused employee who is jailed pending court appearance. 

3. Employees who are subpoenaed by an agent other than the Crown. 

4.17.d special leave

4.17.d.i Policy

Special leaves of absence shall be granted to an employee under specific circumstances. 

4.17.d.ii Conditions

Regular full-time employees who have completed their probationary period will be granted leave without loss of salary or wages for,

1. marriage of the employee – three (3) days; 

2. birth of the employee’s child – one (1) day; 

3. attend his/her formal hearing to become a Canadian citizen – one (1) day. 

Without pay for the following: 

1. serious household or domestic emergency – one (1) day

2. attend funeral as pall-bearer or mourner – one half (1/2) day

Permanent part-time employees will be entitled to leave on a pro-rated basis. 

Approval shall not be unreasonably withheld and the employee may draw upon their vacation credits at their discretion to avoid loss of income. 

4.17.d.iii Procedure

The employee will provide as much notice as possible to the Manager when a special leave is required. 

When the leave has been taken, the Manager will ensure it is properly recorded in the employee file. 

4.17.e medical/dental appointments

4.17.e.i Policy

Where medical and/or dental appointments cannot be scheduled outside the employee’s working hours, unpaid leave of absence may be granted. 

4.17.e.ii Conditions

Employees who have regularly scheduled days off will be expected to arrange appointments during those days off.  Exceptions may be made for care that is required on an immediate or emergency basis, or where routine appointments cannot be accommodated on the employee’s days off. 

Employees who work on a casual on-call basis will be required to attend all medical or dental care appointments on their own time. 

4.17.f unpaid leave – public office

4.17.f.i Policy

An employee may apply in writing to the Manager for leave of absence before seeking nomination for election to a public office.  In reviewing a request for leave of absence, the Manager’s primary consideration shall be the operational requirements of the employer. 

4.17.f.ii Conditions

A Manager may grant leave of absence without pay for up to sixty (60) days immediately preceding the date of election for an employee to seek nomination or election to office.

An employee elected to a municipal or school board office must ensure that the duties of that office do not impinge on the employee’s normal working hours. 

Where municipal council or school board meetings are held during the employee’s normal working hours, the employee shall be granted a temporary leave of absence, without pay, for the purpose of attending such meetings. 

An employee who becomes a member of the Legislative Assembly or a member of the House of Commons may, upon written request to the Manager, be granted a leave of absence without pay for up to a maximum of five (5) years. 

4.17.g general leave of absence

4.17.g.i Policy

A general leave of absence without pay may be granted to an employee at the discretion of the employer.

4.17.g.ii Procedure

All requests shall be in writing and will be submitted to the immediate supervisor, documenting the reasons for the request and expected duration of the leave. 

Response will be in writing, with a copy to be kept on the employee’s personal record. 

4.18   meals and rest breaks

4.18.a Policy

Meals and rest periods will be provided to employees, subject to the conditions outlined below. 

4.18.b conditions

Each employee is entitled to a meal period of at least one-half hour, at intervals that will result in no employee working longer than five (5) consecutive hours without an eating period.  The period allowed for meals shall not be counted as hours worked unless the employee is required to work during the period.

4.19 Nepotism

4.19.a Policy

The chamber refrains from favoritism or bias in hiring employees. 

4.19.b procedure

When hiring, the Chamber adheres to current labor legislation and avoids hiring based on favoritism, partiality or preferential treatment. 

4.20 Orientation

4.20.a Policy

All newly hired staff members are expected to participate in an orientation process immediately following their starting date. 

4.20.b Procedure

The purpose of conducting such orientation sessions is; 

· to introduce the new staff member within the facility;

· to thoroughly acquaint the new staff member with the organization and the requirements of her/his new job;

· to lay the groundwork for productive and satisfying interpersonal relationships between present members of staff and the new staff member. 

The orientation session will cover but not be limited to: 

· philosophy of the organization;

· organizational structure;

· services of the organization;

· policies and procedures (human resource policies, payroll information);

· parking

· fire and disaster programs; 

· evacuation training;

· occupational health and safety;

· tour of the organization’

· introduction to board and executive.

Confirmation that the orientation was conducted shall be placed in the new staff member’s personnel file. 

4.21 Pay dates, Period Ending Dates, and Hours of Work

4.21.a Policy

The Chamber pays employees regularly as required under provincial statute.

4.21.b Procedure

Hours of work for full time positions are seven (7) hours per day, thirty-five (35) hours per week.  Office hours are 9:00am to 5:00pm, Monday to Friday.  One hour is allowed for lunch and office hours for staff are to be coordinated by the Manager so as to have all areas adequately covered at all times.  The Chamber reserves the right to vary the hours of work for individual staff members as the needs of the workplace dictate.  It is expected staff will assist at events, meetings and functions related to Chamber business scheduled outside the 9 to 5 time period. 

4.22 Getting Paid

4.22.a Pay Rates

Because pay rates are subject to contractual agreements, they vary from employee to employee.  Employees are made aware of their pay rates in their Offers of Employment.

4.22.b Notice of Change in Status

Each staff member is responsible for keeping the Chamber informed at all times of any changes in his/her name, address, telephone number, marital status, and/or number of dependents.  This information is required for benefit entitlement and other official communications.  Submit changes to the executive director on the appropriate form.

When leaving the Chamber employ, staff members must provide a forwarding address to ensure the employer can forward T-4 slips and other relevant documentation.

4.22.c T4 Preparation

T4’s are prepared by the payroll department, and are provided to employees with the final February pay run.

4.22.d Overtime/Compensating Time

Hours worked in excess of 40 hours per week will be compensated at the following rate: 

· For the first four (4) hours over 40 hours – time and one half (with time being the regularly scheduled rate of pay for the individual)

· For time in excess of 44 hours per week - double time (with time being the regularly scheduled rate of pay for the individual)

Staff members may elect to take time off in lieu of pay for overtime hours worked in excess of 40 hours per week.  Time off in lieu is to be coordinated with the Manager. 

Management personnel do not receive overtime pay, therefore time in lieu will be granted.  In general terms, if a manager works extra days at the request of the Chamber of Commerce (ie. Weekends), the Manager will be granted an alternative day off in lieu.  
4.23 Performance development plan and review

4.23.a Policy

Formal written performance development plans and reviews (PDPRs) will be carried out during an employee’s probationary period and annually thereafter, unless otherwise required. 

4.23.b process

Each employee will complete a self-evaluation to be returned to the Manager by a specified date.  

Upon receipt of the self evaluation, the Manager will schedule a date for the PDPR.  

The Manager will complete a PDPR for each employee and set the next review date. 

4.23.c Procedure

The employee will sign the PDPR to indicate that s/he has read it.  S/He will also be given the opportunity to add any written comments to the document.  The employee will be made aware of the date of the PDPR, given a sufficient amount of time to read and review it, and to discuss and respond to the contents. 

At the time of signing, the employee will receive a copy of the completed PDPR.  The original will be kept in the employee’s personnel file. 

A PDPR will not be changed after it is signed. 

4.24 Practicum Students 

See Volunteers and Practicum Students

4.25 Probationary Period

4.25.a Policy

The Chamber uses a probationary period when hiring new employees.

4.25.b Procedure

All new employees shall be required to serve a probationary period of three (3) months of continuous service, or the hourly equivalent in the case of part-time or casual employees. 

During the probationary period, an employee’s performance will be evaluated.  Performance problems will be discussed with the employee as soon as possible after they occur and recorded in writing and signed by the employee. Continued performance issues may result in termination pursuant to applicable legislation. 

4.26 retirement and resignations

4.26.a Policy

The normal retirement age is sixty-five (65) years, and the chamber anticipates that employees will wish to retire at that time.  As such, retirement will normally occur at the end of the month in which the employee turns sixty-five years of age.

4.26.b Bona Fide Occupational Requirements

While the chamber recognizes that some employees may not wish to retire at age 65, the ability to handle and/or maintain responsibilities relating to the tasks, community involvement, and other related terms of employment are bona fide occupational requirements.  Employees who reach age 65 and are reluctant to retire, but who demonstrate decreased functioning on the job, should be encouraged to exercise their option to retire rather than be disciplined for performance misconduct.

4.27 service seniority

Upon completion of the probationary period, employment will be deemed to have started on the initial date of employment for the purpose of determining eligibility for perquisites. 

4.28 Statutory holidays

4.28.a Policy

Employees are entitled to statutory holidays off with pay according to applicable legislation. 

4.28.b Procedure

Employees who have completed their first thirty (30) calendar days of employment shall be compensated for statutory holidays in accordance with the following: 

a) Regular full-time employees receive a paid day off for each statutory holiday. 

b) Regular part-time and casual employees shall be paid the average of their daily hourly earnings, exclusive of overtime, for the days worked in the four (4) week period immediately preceding the statutory holiday. 

c) Employees who are required to work on the statutory holiday will be paid at one and one half times (1 ½) their regular wage for the first eleven (11) hours worked and double (2x) their regular wage for each hour worked in excess of eleven in the day, plus receive a day off with pay. 

Statutory holidays include New Years Day, Labour Day, Good Friday, Victoria Day, Canada Day, British Columbia Day, Thanksgiving Day, Remembrance Day, Christmas Day, and Boxing Day. 

If a statutory holiday falls on a weekend, either the preceding Friday or following Monday is declared the holiday for those employees who normally work Monday to Friday.  All other employees will have the statutory holiday worked into their shift rotation.  Lieu days for statutory holidays are to be scheduled and taken in the calendar year.  Statutory holidays cannot be accumulated. 

On a regularly scheduled day of rest: 

When a statutory holiday occurs on a regularly scheduled day of rest, the employee shall be entitled to a day off with pay in lieu of the statutory holiday.

During a vacation period: 

When a statutory holiday falls during an employee’s vacation, an extra paid day will be allowed for each statutory holiday.

During a paid leave: 

When a statutory holiday occurs during an employee’s leave with pay, the employee shall receive regular pay for the statutory holiday but shall not reschedule the statutory holiday.

Illness on a statutory holiday:

If an employee is, or becomes ill on a statutory holiday or scheduled lieu day, the scheduled day off will not be rescheduled. 

Statutory holiday is rescheduled:

Where lieu days for statutory holidays have to be rescheduled, the employer will, subject to operational requirements of the organization, make every reasonable effort to reschedule such days for a time, which is mutually agreeable to the employer and employee.  In no case will the lieu day be scheduled later than:  

· the employee’s next annual vacation, or

· the termination of the employee’s employment.

4.29 Vacations

4.29.a Policy

Vacations are earned by eligible full-time and regular part-time employees.  

4.29.b Procedure

Vacation leaves will be granted subject to a review of operational requirements. 

Vacation leave for a regular part time employee shall be proportionate to regular full time and at no time will a regular part-time employee receive a superior benefit to a full-time employee.

An employee who has completed one (1), but less than five (5) years of consecutive service shall be entitled to a paid vacation of three (3) weeks per calendar year, (twenty-one (21) working days).  This will be credited at 1.25 days per month. (New employees working less than one (1) year will be created at .833 days per month).  An employee who has completed five to ten (5 to 10) years of consecutive service shall be entitled to a paid vacation of four (4) calendar weeks (twenty-eight, (28) working days, credited at 1.66 days per month).

Employees with over ten (10) years of service shall be entitled to receive five (5) weeks paid vacation or thirty-five (35) working days Payment for such vacations shall be at the employee’s rate of pay as at the date of the vacation is taken.

Employees who have resigned or whose services have been terminated and who have not taken their vacation entitlement shall be paid for annual vacations in accordance with the Employment Standards Act (BC).  The rate of pay shall be the greater of the minimum stipulated under the Employment Standards Act (BC) and their regular rate of pay.

Vacation days earned are multiplied by their daily rate of pay.

Vacation time shall be cumulative from calendar year to calendar year. 

All regular employees will schedule and take their vacation earned in each calendar year.  Pay in lieu of vacation leave will be granted as such payment will compensate for excess vacation leave. 

Before leaving on vacation, an employee may obtain pay he/she would normally receive during the period he/she will be absent on vacation.  Prior notice of fourteen (14) working days must be given to the employer to allow for preparation of the cheque. 

Employees who have commenced their annual vacation shall not be called back to work except in case of an extreme emergency. 

4.30 Use of private vehicle

Staff members required to use their personal vehicles for their employer’s business must ensure that their vehicle has adequate auto insurance to cover the business purpose for which it is used. 

The Chamber will not assume responsibility for any parking fines, traffic offences, loss or damage to a vehicle or contents concerning a private vehicle that is being used for the organization’s business.

Staff members will be reimbursed for the increased insurance premiums for business use coverage rather than personal use coverage.  

4.31 volunteers and practicum students

4.31.a Policy

The Chamber utilizes volunteers and practicum students on an ‘as required’ basis. 

4.31.b Procedure

The Manager shall utilize the services of volunteers and practicum students as required for specific tasks or projects.  The Board receives regular reports detailing any additional support supplied by volunteers or practicum students.  

Volunteers and practicum students are subject to the provisions of the Chamber policy and procedures manual.  Applications for volunteer positions with the Chamber are screened in the same way as employee applications and the decision of the Manager is final.  

Volunteers and practicum students whose services are no longer required by the Chamber will be terminated by the Manager whose decision in this matter is final. 

4.32 termination of employment

4.32.a Policy

Termination of employment is the end result of voluntary resignation or disciplinary   process.

4.32.b procedure

All employee terminations will be reported to the board.  Employees must leave a terminal address for the forwarding of T-4s and any other correspondence.   The Manager will conduct exit interviews will all terminating employees using the exit interview form.

4.33 theft

4.33.a Policy

The Chamber will not tolerate theft by staff, directors or volunteers. 

4.33.b procedure

Theft includes, but is not limited to: 

· Theft of property or services from the organization. 

· Unauthorized use of the organization’s equipment

· Theft outside working hours and the workplace, which may affect the employment relationship.

· Actions that result in the unauthorized possession of money, property or other things from the organization, members or employees.

This policy also applies in cases of attempted theft by an employee or volunteer/director.  Theft or attempted theft by an employee/volunteer/director may result in immediate dismissal and he/she and a report to the local police authority.

Where an employee/volunteer/director is suspected of stealing, s/he may be suspended pending further investigation.

Membership & partnership agreements 

5 Membership & partnership agreements

5.1 Membership

7.1.a
Policy

The Chamber welcomes any business or individual who meets the qualifications for membership. 

7.1.b
Procedure

Businesses or individuals desiring membership in the Chamber must complete an Application for Membership (See Membership Agreement in Appendix Documents) and pay an annual membership fee as determined by the board. 

The Member Services Coordinator maintains an up-to-date data base of all current members.  The information contained on each member will include mailing address, street location, contact personnel, number of employees, business category or industry type, email address, telephone and fax numbers.  In addition, various member programs members subscribe to will be updated on an as-needed basis.  This data base is the exclusive property of the Chamber of Commerce.  Portions of the membership roster are available to other members of the organization for networking and marketing purposes. 

7.1.C
  REFUNDS


The following policy applies to a request for any member who wants to withdraw    their membership:

· Upon the Manager receiving a request for withdrawal of membership, the Manager will notify the President.

· The President or designate from the Board, will contact the member to discuss the reasons for the request.

· All attempts, within reason, will be made to address the members concerns in an effort to retain the member.

· If the member still requests to have their membership cancelled, a refund based on a pro-rated amount will be issued.

· The pro-rated amount will be the normal annual fees for that member minus the number of months already having occurred during that year.

· A letter will accompany the cheque to the outgoing member that will thank them for their membership and encourage them to return in the future. This letter will be signed by the President."

5.2 PARTNERSHIP AGREEMENTS

7.2.A
Policy

The Chamber maintains partnership agreements that are beneficial to the organization.

7.2.B
Procedure

Partnership agreements will be negotiated and maintained by the Manager for cooperative initiatives including, but not limited to, advertising, web-site and internet marketing and promotion of the Chamber. 

Any partnership agreement must protect the interests of the Chamber.

6 health, safety and accessibility

6.1 accessibility

6.1.a Policy

The Offices of the Chamber are accessible to all persons. 

6.1.b Procedure

The Chamber office is centrally located with access to public transportation routes.  A wheelchair ramp is maintained with doorways sufficiently wide enough to encourage entrance and egress from the facility.  In addition, a parking stall shall be designated and maintained as a Disabled Parking stall.  Staff and visitors will be discouraged from parking in this location unless they display the blue ‘Handicap Parking’ sign in their vehicle.  Future expansion plans for the facility will take into consideration accessibility by those persons with disabilities and comply with all relevant municipal, provincial and federal accessibility legislation.  

6.2 Occupational health and safety

6.2.a Policy

The Chamber promotes a safe and healthy work environment. 

6.2.b procedure

The Chamber complies with all applicable legislation, regulations and bylaws as well as with all applicable W.C.B. requirements.  

The Manager ensures these standards are maintained through monthly inspections, which are recorded on a monthly inspection form. 

6.3 Emergency Information & Procedures

6.3.a Policy

The Chamber has procedures in place for dealing with emergencies.

6.3.b procedure

In the event of an emergency, the appropriate first responders are contacted from a list of emergency responders maintained by staff.  After first responders have been summoned, the Manager or her/his designate is notified.  The Manager will then alert the Board beginning with the President and detail the nature of the emergency and the procedures taken to deal with the emergency. 

The Manager will prepare a report and present it to the Board of Directors at the next regularly scheduled board meeting, or at a special meeting of the board convened for the purpose of discussing the incident. 

6.4 Substance Abuse

6.4.a Policy

Alcoholism and drug dependence is an illness that requires treatment. 

6.4.b procedure

Any employee reporting for work under the influence of alcohol, drug or other prohibited substance(s) endangers his/her health or safety, and that of other persons and will not be permitted to remain on the premises. 

It is the responsibility of the employee to seek treatment at the earliest possible moment. 

Sub-standard performance due to alcoholism or drug dependency, as in any form of illness, will be treated as performance misconduct. 

Storage, possession or consumption of alcohol or drugs on the premises is prohibited. 

Violation of this policy will be grounds for discipline up-to and including termination.

6.5 Smoking 

6.5.a Policy:

The Chamber maintains a non-smoking environment. 

6.5.b Procedure:

The Chamber complies with all current Municipal, Federal or Provincial regulations relating to smoking in public places.  The Chamber is a non-smoking facility and all visitors, directors and staff who smoke will do so in designated areas only. 

An employee found smoking in the Chamber building may be subject to disciplinary action. 

Appendix documents

6.5.c Employment Application Form

Application for Employment

Instructions: Complete all sections thoroughly, even if you are attaching a résumé. It is important to provide complete information because this application, which introduces your experience, education and skills, will be used to determine eligibility.  Past work performance checks will be conducted prior to appointment.  All information provided during the competition process will be considered confidential.

I am applying for the position of:

Personal Information:

Surname:

First Name:

Initials:


Mailing Address:


City:

Province:

Postal Code:


Can you legally work in this country?


Education and Training:
List secondary and post-secondary courses and training leading to work-related knowledge and skills.  Start with the highest level achieved and identify the degrees, certificates and diplomas completed.  Official documentation may be required.  Attach a separate page if necessary.

	
Name of Institution/Organization
	Location
	Dates Attended
	Area of Study/

 Course
	Grade/

Diploma/

Degree
	Compl.

Yes/

No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Professional or Other Memberships:

List active memberships in professional or career-related organizations/societies. Documentation may be required.

Work History:
Beginning with the most recent, describe your work history since leaving school.  In the area for "Duties and Skills", describe the primary duties and skills acquired/used as they relate to the position you are applying for now.  Attach additional pages if required.

Employer and Location:


Dates:

Full-time?
 
or Number hrs/wk?


Reason for Leaving:


Supervisor:

Tel. Number:


Position:

Salary:


Duties and Skills:


Employer and Location:


Dates:

Full-time?
 
or Number hrs/wk?


Reason for Leaving:


Supervisor:

Tel. Number:


Position:

Salary:


Duties and Skills:


Employer and Location:


Dates:

Full-time?
 
or Number hrs/wk?


Reason for Leaving:


Supervisor:

Tel. Number:


Position:

Salary:


Duties and Skills:


Volunteer/Community Activities:
References:

You may wish to provide further references in addition to the supervisors listed above.  If any reference has known you by a previous name, please specify.

	Name:
	Telephone Number:
	Relationship:
	Years Known:

	
	
	
	

	
	
	
	

	
	
	
	


Driver's License:

Class:

Any Restrictions?


Do you have a vehicle available for your use?


NOTE:  Please read carefully before signing.  This application is not valid unless signed by the applicant.

I certify the information provided in this application and/or attachments/résumé is true and complete.  I understand if any information in the application or attachments/résumé is found to be untrue or incomplete, my application may be rejected or I may be dismissed in the event I am the successful applicant.  By signing this form, I give permission for the Chamber to contact any or all of my former employers and references, and for those employers and/or references to provide the Chamber of Commerce with any information that may be requested.

Signature:_______





__Date:___________________________

6.5.d Performance ReviewS 

PERFORMANCE REVIEW DURING PROBATIONARY PERIOD 

Instructions for Use

Reviews during the probationary period is:

· To ensure performance competencies for the position are met

· To assess the knowledge and abilities claimed by the employee in relation to the performance criteria

· To ensure the employee has the tools required to do the job (orientation, initial training, specific information, access to manuals, support and backup, etc)

Copy to     
(  Personnel File

· Employee

Manager Performance Appraisal

Name: ______________________________

Evaluated by:







                                              ___________________________________

___________________________________



President





Vice President

Date: _______________________________

Reason for Evaluation: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Purpose:
The purpose of the Manager Evaluation is to:

1) Evaluate annual performance 

2) Identify areas of development/training and to establish a base for equitable compensation.

3) To identify any areas of needed improvement.

Assessment Scale:

Admirable:
Performance is consistently above expectations according to the job description.  Manager shows great initiative and thorough knowledge of the sphere of operations and continuously develops new and acceptable ideas; judgment is in accord with the Chamber Mission Statement.  Performance is described as efficient and of high standard in quality and quantity.  Support and supervision necessary is limited.

Commendable:
Performance often exceeds expectations according to job description.  Manager has considerable professional knowledge and reliable judgment in accord with the Chamber Mission Statement.  Manager manages the sphere of operations very capably.

Competent:
Manager’s performance is occasionally above expectations according to the job description.  Manager has good professional knowledge and a reliable sense of judgment in accord with the Chamber Mission Statement.  The sphere of Chamber operations is capable handled.  Performance is considered developmental and experience is necessary to better fulfill the position.

Development:
Manager’s performance generally meets the requirements according to the job description.  Ongoing support and supervision is important and improvements are needed.  Development and experience are needed to raise performance.

Unsatisfactory:
Manager’s performance is under that defined in the job description.  Considerable supervision and support is required.  Manager and Board need to evaluate if position placement is appropriate.  Board decision must be made immediately whether to review on an ongoing basis or to discontinue retention.

1. Provides the services needed by members to meet their needs:

a. Networking opportunities

b. Benefits information

c. Maintains an open atmosphere, creating a sense of reception for members to interact with the Chamber office

__ Admirable
__Commendable     __Competent    __Developmental    __ Unsatisfactory

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Knowledge

a. Professional: Competence & experience to perform duties

b. Management: Fulfilling management requirements and periodical reviews of administrative and organizational objectives.

c. Human Relations: Works well with others; maintains good relations with staff, board, members, community.

d. Communications: Maintains a good level of communications with clients and the Board.

__ Admirable
__Commendable     __Competent   __Developmental   __ Unsatisfactory

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Problem Solving

a. Reasoning: How are problems approached?  Are all aspects reviewed and used in the decision?  Is Ingenuity used and encouraged?

b. Adaptability:  How does Manager grasp, interpret and adjust to new situations, procedures, goals and people?  Is change viewed openly and positively?

__ Admirable
__Commendable    __Competent   __Developmental   __ Unsatisfactory

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Accountability

a. Decision-Making:  Does Manager assume responsibility for actions and decisions?  Is Manager willing to take risks?  Does Manager use own judgment or rely on others to do decision-making?  Suitability of such decisions?

b. Self-Direction: Does Manager independently and decisively solve problems? How much guidance is required? Does Manager look for additional duties when appropriate?

c. Job Involvement:  To what extent does the Manager involve her/himself with the position?  Is the Manager committed to achieve good results in both the short and long-term?

__ Admirable
__Commendable    __Competent   __Developmental    __ Unsatisfactory

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Board Interaction

a. Does the Manager keep the Board up to date on Chamber office activities?

b. Provide sufficient information for Chamber Board Meetings to function optimally?

c. Interacts with Board Members in a professional manner?

__ Admirable
__Commendable    __Competent   __Developmental   __ Unsatisfactory

Comments: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Development/Training 

Training or development that occurred during this past year:

Planned training or development for this coming year:

7. Comments by Manager:

8. Comments by Evaluator on behalf of the Board:

Signed:






Date:   

_____________________________     _____________________________

                           Manager





Evaluator

6.5.e Performance Planning and Review Document

PERFORMANCE REVIEW AND DEVELOPMENT PLAN
SELF-REVIEW FORM
NAME:







DATE:




In order that you and your manager are prepared for a productive performance review and development discussion, you are encouraged to answer the following questions, and give a copy to your manager prior to the review meeting.

1.
What do you feel were your major accomplishments over the past year?
2.
How specifically have you contributed to the chamber’s mission of "fostering and sustaining a strong and growing business climate by representing and connecting our members"?
3.
What factors affected your performance this year (people, processes, resources, etc.)?

4.
Consider two significant development plans for discussion with your manager.  What training (courses, seminars) or development (work experiences) would benefit you in doing your job in the next year?  What specific purpose will be served by each?

5.
Is there another position you aspire to fill at the Chamber?  If yes, what training and development do you believe is needed to prepare you?

6. 
Do you have any specific issues you wish to discuss in the review meeting?

6.5.f MEMBERSHIP AGREEMENt

Membership Agreement - 2002

As a member of the Chamber of Commerce serving Fort St. John and District, I agree that I will abide by this Agreement and the by-laws of the Chamber, which by-laws are available on request, and any regulations, rules, or procedures established by the Chamber. I agree that the Chamber may amend this Agreement or these regulations, rules or procedures on written notice including E-Mail message to me. My continued membership will constitute acceptance of the amended Agreement or regulations, rules or procedures. 

I understand that, as a member, I will be entitled to:

· access all Chamber member benefits, special offers and promotions.  

· receive invitations to and attend all Chamber functions, 

· receive all Chamber publications and notifications, 

· display business cards and brochures in the Member Showcase section of the Chamber office,

· receive direct referrals from Chamber staff.

 I further understand and warrant that:

· I will not use the Chamber or any Chamber services to commit any illegal or unlawful act; 

· I will not use my membership in the Chamber in such a way as to disrupt the Chamber or impair the Chamber or its services to its users;  

· My use of, and access to, Chamber benefits and programs may be suspended or removed by the Chamber, without notice, for any act which the Chamber, in its sole discretion, considers to be a violation of this Agreement; 

· Information on the Chamber web site is provided as a community service by various Information Providers. If I rely on the information so provided, I do so entirely at my own risk. The Chamber does not guarantee the accuracy of the information contained on or provided through the Chamber website or any of its publications or advertisements. Information on the Chamber web site is the responsibility of individual Information Providers or other users; 

· The Chamber makes no representation that the Chamber web site will be operational at any particular time. I hereby release the Chamber, its Officers, Directors, employees and agents from any and all claims arising from malfunction or operational difficulties with the web site, being unable to use the web site at any particular time or at all, or for any direct, indirect, incidental or consequential damages sustained in relation to the use, operation or inability to use the web site;

· I will not post any illegal, unlawful or defamatory information or comment on the ChamberNet, and I acknowledge that the Chamber may remove, without prior notice, any information or comment posted by me on the Chamber web site which the Chamber considers illegal, unlawful, defamatory, or otherwise not consistent with the objectives of the Chamber, or contrary to this Agreement; 

· I will indemnify the Chamber for any loss or damage caused to or suffered by the Chamber by reason of my use or misuse of the Chamber web site and will indemnify the Chamber for any claim by any third party against the Chamber by reason of my use or misuse of the Chamber web site; 


Chamber of Commerce serving Fort St. John & District Membership Agreement Statement


I represent that all information provided by me to the Chamber is complete and accurate.  I have read, understand, and agree to abide by this Chamber of Commerce Membership Agreement. 

Name(Please print):________________________________________________ 

Business mailing address:___________________________________________ 

Signature ________________________________________________________ 

Date: ___________________________________________________________ 

Before your membership can be confirmed, your signed Membership Agreement Statement, signed Membership Application and cheque for Membership must be sent to: 

The Fort St. John & District Chamber of Commerce
#202, 9325 100 Street, Fort St. John, BC.  V1J 4N4

Membership Application

Fort St. John & District Chamber of Commerce

Date: __________________________________

Company Name: _________________________________________________________

Type: __________________________________________________________________

Mailing Address: _________________________ City:_____________________

Province: ________________________________ Postal Code: ___________________

Physical Address (if different than above): ___________________________________

Email: ____________________________ Website: _____________________________

Phone: (____) ______________________ Fax: (____) __________________________

Contact (Voting Member): ________________________________________________

    Title: ________________________________________________________________

Number of Full-Time Employees: ________________ Part – Time _______________

Date Business Opened: ___________________________________________________

Reasons for Joining the Chamber: _________________________________________

_______________________________________________________________________

Referred by: ____________________________________________________________

Signature: ______________________________________________________________

Method of Payment:

 FORMCHECKBOX 
 Visa
 FORMCHECKBOX 
  Check
 FORMCHECKBOX 
  Bill me

Card # _________________________________Expiry Date: ____________________

Signature of Card Holder: ________________________________________________

 FORMCHECKBOX 

I give my consent to receiving emails/faxes from other Chamber Members.

How do you want the Chamber to keep you informed?

 FORMCHECKBOX 
 Fax
 FORMCHECKBOX 
 Email
 FORMCHECKBOX 
 Mail

Please drop off form at the Chamber Office or Fax to (250) 785-6050.

(February 16, 2005)

BENEFITS APPLICATION REQUEST FORM

PLEASE CHECK ANY OF THE FOLLOWING APPLICATION FORMS YOU WOULD LIKE MAILED TO YOU AND FAX BACK WITH YOUR MEMBERSHIP APPLICATION TO (250) 785-6050.

 FORMCHECKBOX 

TD Visa/Mastercard

 FORMCHECKBOX 

Moneris

 FORMCHECKBOX 

Shell Gas Plan

 FORMCHECKBOX 

Husky/Mohawk Gas Plan

 FORMCHECKBOX 

Petro-Canada Gas Plan

 FORMCHECKBOX 

Esso Gas Plan

 FORMCHECKBOX 

Primus Long Distance Discount

 FORMCHECKBOX 

Chambers of Commerce Group Insurance Plan

 FORMCHECKBOX 

Payworks

 FORMCHECKBOX 

Roger’s Wireless
9.1.E
Exit Interview-Manager/Employee

EXIT INTERVIEW

Review all areas with employee during an in person interview. If that is not possible, please complete a telephone interview. This form should be completed with casuals who have employed for one year or longer.

Employee Name:________________________________________________________

Position:__________________________ Termination Date: ______________________

1. To be obtained from employee if applicable:

· Keys to building/equipment 

· Resignation Letter

· New Address/Ph # (for T4 purposes) 

· Property of the chamber

· Consent to Release References 

· Other: _____________________________________

2. To be discussed or cleared:

Medical/Dental Coverage
RRSPs
Pension Plan
Group/Life Insurance

3. Completed:

Termination paperwork for the Manager
4. How long were you employed with the Chamber of Commerce? (circle one)

Under 6 months 
6 months to 1 year
1 to 3 years 
3 to 10 years 
Over 10 years

5. Why are you leaving? (circle one)

Retired 
Moved 
Personal Responsibilities
Dismissed
Health 

Resigned Position Abolished/Layoff 
Education

Other: ______________________________________________________________

6. Orientation/Staff Development:

At the time of interview and hiring, were your duties accurately described to you?




Yes 


No

Comments: __________________________________________________


Do you feel you received adequate orientation and instructions/training when you started?

Yes 


No

Comments: ______________________________________________________________________

Did you receive a performance appraisal during your probationary period?

Yes 


No

Comments: ______________________________________________________________________

Did you receive regular performance appraisals (at least annually)?

Yes


No

Comments: ______________________________________________________________________


If yes, did they provide you with meaningful feedback that helped you perform your job?

Yes 


No

Comments: ______________________________________________________________________

7. Advancement/Promotion Opportunities:

Yes


No

Comments: ______________________________________________________________________

8. Supervision/Teamwork:

If you had the opportunity, would you work in the same location/program again?

Yes


No

Comments: ______________________________________________________________________

Do you feel you received adequate support and direction from your team?

Yes


No

Comments: ______________________________________________________________________

______________________________________________________________________

Do you feel you received adequate support and direction from your supervisor?

Yes 


No

Comments: ______________________________________________________________________

______________________________________________________________________

9. Job Satisfaction:

Were your job assignments satisfactory?

Yes


No

Comments: ______________________________________________________________________

Were you given the authority and/or resources (i.e. time, training, equipment, etc.) to carry out your duties?

Yes


No

Comments: ______________________________________________________________________

______________________________________________________________________

Do you have safety concerns?

Yes


No

Comments: ____________________________________________________________________________________________________________________________________________

What are your recommendations to improve the job itself, working conditions, services provided, or the chamber?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What parts of the job did you enjoy the most (i.e. challenges, rewards)?

__________________________________________________________________________________________________________________________________________________________________________________________________________________

What parts of your job did you like the least?

__________________________________________________________________________________________________________________________________________________________________________________________________________________

10. Salary/Benefits:

How would you rate your salary?

Above Average 
Average 

Below Average

How would you rate your benefits?

Above Average 
Average 

Below Average

11. Do you have any further comments you would like to make?

__________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________



 ___________________

Signature of Interviewer 






Date

__________________________________ 



___________________

Signature of Employee






Date



__________________________________



 ___________________

Signature of Manager 




Date

9.1.F
Exit Comments Mail out – Employee

Please note: This form will be mailed out to employees.

While the Chamber understands that some staff turnover is usual, we also recognize the drawbacks of losing key personnel. Our employees are our most valuable resource, and we value your opinions about how we can improve working conditions and opportunities in the Chamber of Commerce. Please help us by providing information about your employment with us and your reasons for leaving. Please return the completed form directly to the Executive Director in the envelope provided. We hope you will be candid, and we thank you for your cooperation.

Name:_______________________________________  Phone: _________________

Address:_______________________________________________________________

1. Why are you leaving the chamber?

Returning to school 
Poor opportunity for advancement 
Leaving workforce/retiring

Unhappy in position 
New employment opportunity 
Personal reasons

Other: ______________________________________________________________________

2. Were you generally satisfied with your experience as chamber  employee?

Unsatisfactory

Somewhat Satisfactory
Satisfactory
Good

Excellent

3. Did the training you receive during your term of employment adequately prepare you for your job?

Unsatisfactory

Somewhat Satisfactory
Satisfactory
Good 

Excellent

4. Rate your supervisor’s help/support to you in the performance of your job related duties.

Unsatisfactory

Somewhat Satisfactory
Satisfactory
Good 

Excellent

5. Were contacts with other chamber employees and volunteers  (i.e. staff, directors, executive) helpful to you?

Unsatisfactory 

Somewhat Satisfactory 
Satisfactory 
Good 

Excellent

6. Are you leaving the chamber with new skills gained during your employment with us?

Unsatisfactory 

Somewhat Satisfactory 
Satisfactory 
Good 

Excellent

7. How would you rate your chamber’s effectiveness with members?

Unsatisfactory 

Somewhat Satisfactory 
Satisfactory 
Good 

Excellent

8. Would you recommend the chamber to someone who was considering changing employers?

Yes 


No

Why? ______________________________________________________________________

9. How would you improve your position or job description?

10. How would you improve the chamber?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

11. Any other comments?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
10
aNNEX – jOB DESCRIPTIONS

10.1
MANAGER
Fort St. John & District 

Chamber Of Commerce 
Job Description and employment contract

Job Title:
Manager

Job summary:

Under the Direct supervision of the President, the Manager will be required to perform general office duties, keeping accurate records, including but not limited to membership, financial, correspondence, as well as board agenda’s and minutes.  The Manager is responsible for making sure that the Board is current on all current correspondence, activities, and that all correspondence is answered in a timely manner.  A positive attitude and good interpersonal skills are essential for this position.  

Reporting Structure:  

The Manager reports directly to and is responsible to the President.

Educational requirements:

A minimum of Grade 12 graduation or equivalent is required for this position.  A high degree of communication skills, bookkeeping and an understanding of how a Board functions are also essential. In addition to these, the following are required:

1. A sound knowledge of business practices accompanied with demonstrated experience in positions of customer service.

2. Planning, organization and computer data base experience and use is essential.

3. Knowledge of  current events and business issues 

Experience Requirements:

1. Excellent telephone, public relations, oral and written communication skills.

2. Demonstrable teamwork, leadership and administration skills.

3. Well-developed planning and organizational skills.

4. The ability to deal tactfully with staff and all members of the Chamber.

5. Strong computer and database management skills (Windows, Word, Excel and Publisher). 

6. Able to function independently

7. Able to work under periodic pressure

Key Duties and Responsibilities:

1.
Preparation of draft meeting agendas.


2.
Receive and register all correspondence and ensure that it is available in a 

                        correspondence folder for the Board to review. 

3.
Manage office functions and general Board business.

4.
Attend all internal meetings as required by the Board.

5.
Take accurate minutes of all Board meetings and distribute to the Board in a timely fashion.

6. 
Represent the Board on external committees as required.

7. 
Keep accurate membership records, send out billings and collect fees.

8. 
Assist in the preparation of the annual budget. 

9. 
Prepare monthly financial report for the Board

10. 
Prepare memos and records as required by the President.

11.
Keep the Board informed of all outside activities that require Directors’ attendance and coordinate said attendance.

12.
Maintain a calendar of events and appointments and ensure that the President is informed.

13.
Prepare and keep updated material in the membership packages.

14. 
Prepare deposits and take deposits to the bank.

15.
Communicate information to members as required.

16. 
Promote business in Fort St John and area.

17.
Update website as necessary.

18. 
All other related duties from time to time deemed appropriate by the President for this position

It is the responsibility of the Manager to ensure that they conduct themselves in accordance with this job description and in accordance with the established policies of the Fort St. John & District Chamber Commerce.    

The normal hours of work are from 8:00 am until 5:00 pm each day from Monday through Friday with an hour for lunch. Occasionally this may be exceeded with adequate compensation.  A probationary period will be in effect from the time of employment and is not to exceed that established by the Employment Standards Act.  

Eligibility for Medical and Dental benefits paid for by the employer commences after three months’ employment. 

During the first year of employment and after the three-month probationary period, annual vacation will be (3) three weeks. After (5) five years of employment, an additional week of vacation will be added. One week of additional vacation will be added for every (5) five years of employment thereafter up to a maximum of (7) seven weeks.  

Starting salary is $15 (fifteen) dollars per hour and will be reviewed annually in accordance with the annual performance review. Any compensation for bookkeeping duties will be in addition to the salary.  

Annual performance reviews will be conducted by the President or assigned Board members. 

I have read and accepted this Job Description:

_______________________________________________
_____________________________






                                  Signed




Date

I approve this Job Description

________________________________________
_______________________

                       President




Date

10.2

EXECUTIVE ASSISTANT
Fort St. John & District Chamber of Commerce

Job Description for the position of

Executive Assistant to the Manager
Job Title:
Executive Assistant
Job summary:

Under the Direct supervision of the Manager, the Executive Assistant will be required to keep accurate records, including but not limited to; membership, financial, correspondence, employee, as well as board agenda’s and minutes.  The Executive Assistant is responsible for making sure that the Manager is up to speed on all current correspondence, activities, and that all correspondence is answered in a timely manner.  A positive attitude and high level of personal grooming is essential for this position.  There is a dress code in effect and you will be required to meet the standards of a professional office environment. 

Reporting Structure:  

The Executive Assistant reports directly and is responsible to the Manager.

Educational requirements:

A minimum of Grade 12 graduation is a must for this position.  A high degree of communication skills, a high level of understanding of the English Language and common Mathematical knowledge.  An understanding of how Boards function.

4. A sound knowledge of business practices accompanied with demonstrated experience in positions of customer service.

5. Planning, organization and computer data base experience and use is essential.

6. Up to date on current events and business issues 

Experience Requirements:

8. Excellent telephone, public relations, oral and written communication skills.

9. Demonstrate teamwork, leadership and administration skills.

10. Well developed planning and organizational skills.

11. The ability to deal tactfully with staff and all members of the Chamber.

12. Strong computer and data base management skills (Windows, Word, Excel, and Publisher). 

Key Duties and Responsibilities:

1..
The preparation of meeting agenda’s and minutes, in accordance with previously prepared agenda and minute pro-forma.


2.
Ensure that all payroll time sheets are submitted to Manager for signature.

3.
Receive and register all correspondence and ensure that it is reviewed by the Manager and then distributed to correct parties.

4.
Manage the photocopy and fax machine and ensure that all users are billed monthly for copies taken, and that the machine is maintained regularly, in accordance with our maintenance agreement.

5.
Attend all meetings where notes are required to be kept, to record and produce minutes of those meetings and ensure that all parties are in attendance and that they receive copies of the minutes.

6.
Notify all Board members of executive or board meeting dates.

7.
Assist with collection of fees for lunches and breakfasts and all other functions that require collection of money.

8.
Keep records of attendees to all functions.

9.
Prepare all memos and letters as required by the Manager.

10.
Keep Manager informed of all outside activities that require attendance by the Manager.

11.
Maintain a calendar of events and appointments and ensure that Manager is informed.

12.
Ensure that Manager is given all appropriate records that relate to issues as required.

14.
All other functions and activities that from time to time require support. 

Additional Information:

It is the responsibility of the person in this position to ensure that they conduct themselves in accordance with this job description and in accordance with the established policies of the Fort St. John & District Chamber Commerce.  You must have the ability to function independently and sometimes under pressure.  This position may require some long workdays. 

The hours of work are from 9:00am until 5:00 pm each day from Monday through Friday.  A probationary period will be in effect from the time of employment and is not to exceed that established by the Employment Standards Act.  You will become eligible for Medical and Dental benefits after three months employment.  After 1 year of employment you will become eligible for three (3) weeks vacation leave.  The starting salary for this position is $ 12.00 per hour and will be reviewed upon successful completion of the 1 month’s probation.

10.3

Membership Services Coordinator
Fort St John and District Chamber of Commerce

Job Title:
Member Services Coordinator 

Job Summary:

The Member Services Coordinator will be responsible for recruiting new members through personal contact, and to maintain their retention by continuous contact and information newsletters, brochures and regular monthly luncheon and breakfast meetings.  This position requires that all member records be updated on a continuous basis, and that regular orientation meetings be held with new members to make sure that they are informed on what the Chamber is and will be doing on their behalf.  To inform all new members of the benefits package available to them once they become members.
Reporting Structure:
The Membership Coordinator reports directly and is responsible to the Manager.
Educational requirements:
This position requires a high degree of communication skills and therefore will require the applicant to hold a degree in Business communications, or at least 5 years of experience working with the general public in a customer service/sales position.

1.
A sound knowledge of business practices accompanied with demonstrated experience in positions of customer service.

2.
Planning, organization and computer data base experience and use is essential.

3.
Up to date on current events and business issues

Experience requirements:

1. High degree of  telephone, public relations, written and oral communications skills and styles.

2. Demonstrate teamwork, leadership and administration skills

3. Well developed planning, organizing skills.

4. Ability to deal tactfully with staff and all members.

5. Strong computer and data base management skills

Key Duties and responsibilities:


1.
Formulates and develops strategies to recruit new members and systems to retain them.

2.
Plans, organizes regularly scheduled new member orientation meetings.

3.
Establishes and implements a management system to keep track of new and potential members.

4.
To allow all benefits providers with the opportunity to meet and greet all new members, and to give them time to present their benefits packages and brochures.

5.
From time to time this position will require that member surveys be implemented, it is the responsibility of this position to maintain and report the results of these surveys to the Manager
6.
Formulate and hold member orientation meetings

7.
Prepare for Business to Business networking opportunities

Specific skills required

1. Ability to present and close a sale

2. Pleasant positive attitude

3. Clear/understandable handwriting

Essential Skills

1. Reading text

2. Document use

3. Numeracy

4. Writing

5. Oral communication

6. Working with others

7. Problem solving

8. Decision making

9. Critical thinking

10. Job task planning and organizing

11. Significant use of memory

12. Finding information

13. Computer use

14. Continuous learning

Security/Safety Requirements

1. Bondable

2. Enhanced reliability

3. Security Clearance

Transportation /Travel information
Must have own transportation, and a valid driver’s license
Additional Information:
It is the responsibility of the person in this position to ensure that they conduct themselves in accordance with this job description and in accordance with the established policies of the Fort St John and District Chamber of Commerce.  The ability to function independently and under pressure.  This position will require some long workdays and frequent out of office consultations with members.  The starting salary for this position is $ 9.00 per hour plus a commission of 30% of the first years membership of each new member recruited by this position

10.4
RECEPTIONIST
Fort St. John & District Chamber of Commerce

Job Description for the position of

Job Title:
Receptionist

Job summary:

Under the Direct supervision of the Manager, the Receptionist will be required to screen visitors to the building and make sure that they feel at home while having to wait.  Ensuring that the Board/media Room is clean and ready for the next user, and that coffee is turned on each morning.  Additionally you will be required to sort mail, organize the books, manuals and magazines and maintain a schedule for the use of the Board Room and keep records of appointments for those businesses within the building. 
A positive attitude and high level of personal grooming is essential for this position.  There is a dress code in effect and you will be required to meet the standards of a professional office environment. 

Reporting Structure:  

The Receptionist reports directly and is responsible to the Manager.

Educational requirements:

A minimum of Grade 12 graduation is a must for this position.  A high degree of communication skills, a high level of understanding of the English Language and common Mathematical knowledge.  An understanding of how Boards function.

7. A sound knowledge of business practices accompanied with demonstrated experience in positions of customer service.

8. Planning, organization and computer data base experience and use is essential.

9. Up to date on current events and business issues 

Experience Requirements:

13. Excellent telephone, public relations skills.

14. Demonstrate teamwork skills.

15. Well developed planning and organizational skills.

16. The ability to deal tactfully with staff and all other business people within the building.

17. Some computer and data base skills may be required (Windows, Word, Excel, and Publisher). 

18. Typing at 0-40 words per minute

Key Duties and Responsibilities

1. Greet people and direct them to contacts or service area’s

2. Obtain and process information required to provide services

3. Operate switchboard or telephone system

4. Answer, screen and forward telephone calls

5. Record and relay information 

6. Receive and issue payments

7. Perform clerical duties as required

8. Data entry

9. Maintain records

10. Order office supplies

Essential Skills

1. Reading text

2. Document use

3. Numeracy

4. Writing

5. Oral communication 

6. Working with others

7. Problem solving

8. Decision making

9. Critical thinking

10. Job task planning and organizing

11. Significant use of memory

12. Finding information

13. Computer use

14. Continuous learning

Additional Information:

It is the responsibility of the person in this position to ensure that they conduct themselves in accordance with this job description and in accordance with the established policies of the Fort St. John & District Chamber Commerce.  You must have the ability to function independently and sometimes under pressure.  This position may require some long workdays. 

The hours of work are from 9:00am until 5:00 pm each day from Monday through Friday.  A probationary period will be in effect from the time of employment and is not to exceed that established by the Employment Standards Act.  You will become eligible for Medical and Dental benefits after three months employment.  After 1 year of employment you will become eligible for three (3) weeks vacation leave.  The starting salary for this position is $ 12.00 per hour and will be reviewed upon successful completion of the 1 months probation.
10.4 CONTRACT BOOKER
Fort St. John & District Chamber of Commerce

Job Description

For the position of

Contract Bookkeeper

Purpose of Position:  To provide bookkeeping services on a contract basis.

Under the Direct supervision of the Chief Executive Officer, the bookkeeper shall prepare invoices, receive payments, make deposits, prepare payroll and vendor cheques for signature, maintain the general ledgers for the Fort St. John & District Chamber of commerce and the Fort St. John Visitor Information Centre, prepare a spreadsheet showing payables, receivables, and cash flow information for presentation to the Financial Director and the Board of Directors of the Chamber of Commerce on a monthly basis.

Duties and Responsibilities:


1. Receive and post incoming invoices to general ledger monthly.

2. Receive and post payments to general ledger monthly.

3. Prepare deposits weekly.

4. Prepare invoices for mailing monthly.

5. Prepare statements of overdue accounts monthly.

6. Prepare spreadsheet of receivables and payables, to show budget, actual on a monthly and annual basis.

7. Maintain and complete all required documents for Canada Customs and Revenue as required.

8. Report all employee deductions to appropriate authority as required.

9. Prepare all books required for accounting and audit purposes annually.

10. Maintain employee payroll records and prepare relevant taxation documents when required. 

11. Prepare payroll for delivery on the 15th and 30th of each month.

12. Perform system and data back up to be stored at a predetermined location other than the proponents place of business, Backups are to be performed on a daily, weekly and monthly basis, with a copy delivered to the Chamber monthly.

This position is part time and as such shall be performed by a contractor. The CEO will require the contractor to pick up all relevant information at the Chamber of Commerce and return all cheques and mail-outs to the Chamber in a timely manner.  The contractor (in all cases) will be required to complete a non disclosure agreement and have a criminal record check performed as a precursor to the signing of a contract.  Contractor is to be fully familiar with “Simply Accounting”, “Word” and  “Excel” software programs.

11. o   Committee Report Form

Fort St John and District Chamber of Commerce 

Report for _______________Committee

Date:

Author:

Updates: (please use bullet format)

Budget update (see attached)

Action Items for Board:

Other:
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� “Conducting Employee Investigations.”  Community Social Service employers Association. P. 25.


� “Conducting Employee Investigations.”  Community Social Service employers Association. Pp. 26-29.
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