Policy Manual

Pursuant to the power vested the Chapter through its by-laws and pursuant to the Executive Motion passed on _____ and General Membership Motion passed on _______, the following policies of the Chapter are adopted:

A.
General

1)
The policies adopted herein must be followed whenever possible and should only be suspended or ignored in exceptional circumstances and for good reason.

2)
These policies become effective ______, 2006.

B.
Application for Membership

1) Membership applications must include the following information:

a) Full Name;

b) Date of birth;

c) Mailing address;

d) Telephone number;

e) Email Address;  

f) 
Signature of Applicant; 

g) Name of Sponsor;

h) Payment of the prescribed annual fee, as set by the 
Executive from time to time.

2) The requirement of payment in 1(h) of this section may be waived when an individual is made an honourary member at the discretion of the Executive.

3) A sponsor may be held responsible for the new member’s conduct.  In severe situations, a sponsor may be suspended from the Chapter on the basis of a new member’s misconduct.  The nature and term of such suspension is to be determined by the Executive.

4) If a new member applies for membership and is unknown to any other member in the Chapter, the Executive shall be the sponsor by default.  Although the Executive is to be ultimately responsible for the actions of the unknown new member, the members of the Executive may not be suspended for misconduct by the new member. 

C.
Other Classes of Membership

1)
Patron Members:

a) Are a separate category of membership for people over the age limit stipulated in the by-laws.

b) Cannot vote or be elected to the executive.

c) Will receive the same price as members for events.

d) Will pay the prescribed annual fee, as set by the Executive from 
time to time.
2)
Student Members:

a) Must produce a valid student ID at the time of signing up for membership in order to be classified as a student member;
b) Shall pay the prescribed annual fee, as set by the Executive from time to time;

c) Shall have all the same rights and privileges and must meet all the same requirements as regular members.
D.
Misconduct of a Member 

1) A new member that is sponsored by the Executive is considered to be on probation for one year after the date in which his/her membership application was accepted by the Chapter.  Misconduct on the part of the new member during his/her first year is grounds for suspension and/or removal from the Chapter at the discretion of the Executive without the benefit of a formal hearing.

2) Misconduct is any action or inaction that is salacious, scandalous, criminal, dishonest, or dishonourable and that could potentially harm the Chapter or bring its reputation into disrepute.  It includes, but is not limited to, business and/or professional practices of members.

3) A member who has been accused of misconduct, but is not a new member on probation, is entitled to a formal hearing before the Executive or a committee of at least three members appointed by the Executive.  Only after such a formal hearing has occurred, and after the member has been afforded all reasonable procedures of natural justice, may the Executive or committee (as the case may be) render a decision.  This decision may only be appealed to a duly constituted meeting of the General Membership.  The decision of fifty percent plus one of a quorum of the General Membership is final and binding.  

4) If a member of the executive is accused of misconduct, a meeting of the Executive must be held in the absence of the accused member to determine if the accusation has merit on a preliminary basis.  At this point, the Executive may dismiss the allegation summarily for lack of merit or it may refer the matter to hearing in accordance with section (3) above.  If the Executive summarily dismisses the allegation, the matter may be appealed to a duly constituted meeting of the General Membership.  The decision of fifty percent plus one of a quorum of the General Membership is final and binding.  

E.
Duties of the Executive Committee
1) The Executive Committee (the "Executive") shall manage and operate the Chapter on a day-to-day basis.

2) The Executive shall create an annual budget and plan of events at the beginning of its term of office.

3) The Executive may delegate its functions at its discretion to sub-committees or individual members.

4) The Executive shall endeavor to meet at least bi-monthly and may meet more often at its discretion.

5) Members of the Executive shall endeavor to attend as many Chapter events as possible.

F.
Duties of Individual Positions on the Executive

Immediate Past President

1)
The Immediate Past President Shall:

a) Be a voting member of the Executive.

b) Will provide continuity to the Chapter by acting as a resource to all Executive, general members and committees when requested.

c) Will advise current Executive on matters or projects that continue on or take effect after the Chapter’s year-end and the Immediate Past President’s term of office.

d) Undertake any other such tasks as delegated by the Executive. 

President

2)
The President shall:

a) Be responsible for the control and supervision of the Chapter;

b) Preside at all General Membership Meetings and meetings of the Executive;

c) Represent the Chapter in all instances;

d) Report to the General Membership and Executive;

e) Prepare the Chapter Business Plan;

f) Receive all material and information relating to programs and projects received from JCI and the CJC, and distribute these to the Directors concerned;

g) At his/her discretion, authorize minor expenditures that are within the spirit of the Constitution and By-laws of the Chapter and within the mandate of the current Business Plan and Budget;

h) Maintain close communications with the Vice-President on matters of Chapter business whenever possible;

i) At his/her discretion, assume, or delegate to another member, the duties and tasks of any other member of the Executive in exceptional circumstances and for cause;

j) Undertake any other such tasks as delegated by the Executive;

k) Make every effort to attend the JCI National Convention, and if he/she is unable to attend, ensure that a proxy has been appointed to represent JCI Winnipeg at National Convention;

l) Not delegate his/her duties in 1 and 7 of this section.

Vice-Presidents

Vice-President – Fellowship

3)
The Vice-President – Fellowship shall:

a) Be responsible for developing fellowship and communication between the Chapter and other JCI Chapters in the region and in Canada;

b) Work closely with the President;

c) Work closely with the Regional President;

d) Replace the President whenever needed or requested to do so by the President;

e) Monitor and supervise the activities and programs of the Chapter and Executive members as delegated by the President;

f) Make every effort to attend the JCI National Convention; and

g) Undertake any other such tasks as delegated by the President and/or Executive.
Vice-President – Marketing & Sponsorship 

4)
The Vice-President – Marketing & Sponsorship shall:

a) Be responsible for the marketing and promotion of the Chapter and obtaining sponsorship;

b) Work closely with the President;

c) Work closely with the Vice-President - Membership;

d) Work closely with the Treasurer;

e) Make every effort to attend the JCI National Convention,

f) Monitor and supervise the activities and programs of the Chapter and Executive members as delegated by the President;

g) Undertake any other such tasks as delegated by the President and/or Executive.
Vice President – Membership

5)
The Vice-President – Membership shall:

a) Be responsible for the membership growth and development of the Chapter;

b) Work closely with the President;

c) Work closely with the Vice-President Marketing and Sponsorship;

d) Work closely with the Secretary;

e) Make every effort to attend the JCI National Convention,

f) Monitor and supervise the activities and programs of the Chapter and Executive members as delegated by the President;

g) Undertake any other such tasks as delegated by the President and/or Executive.

Treasurer

6)
The Treasurer shall:

a) Issue notices of dues payable and be responsible for their collection.

b) Maintain the accounts and financial records of the Chapter.

c) Be responsible for the disbursement of monies as authorized by the Executive or the President.

d) Prepare and present a report on the financial affairs of the Chapter at each Executive meeting and General Membership meeting, or at such other times as the Executive directs;

e) Maintain original records of transactions and bank statements and provide a photocopy of same to the President on a regular basis;

f) Be responsible for the deposits of the Chapter, and;

g) Be responsible for all such obligations as stipulated in the section on Financial Procedures, below.  

h) Undertake any other such tasks as delegated by the Executive.

Secretary 

7)
The Secretary shall:

a) Be the administrative officer of the Chapter.

b) Disseminate all announcements of whatever nature subject to provisions on internal communications.

c) Be responsible for taking and disseminating minutes of General Membership Meetings and Executive Meetings in a timely fashion and for keeping a permanent record of such minutes, which shall be open to inspection by members at all reasonable times.

d) Responsible for the constituting documents of the Chapter and membership and directors' registers.

e) Responsible for the filing of the Annual or any other return required under law.

f) Maintain an up-to-date directory of members;

g) Be responsible for the administration of new memberships and membership renewals;

h) Undertake any other such tasks as delegated by the Executive.

Directors

8)
Directors shall:

a) Plan, conceive, promote, and undertake the implementation and administration of programs and events of the Chapter;

b) Prepare and present a report to the Executive on the progress or results, as the case may be, of a particular event or program of which the Director is responsible;

c) Undertake any other such tasks as delegated by the Executive.



a. 

G.
Appointed Positions

1)
Representative for Winnipeg Chamber of Commerce:

a) Is an appointed member to the JCI Winnipeg Board, who will represent JCI Winnipeg on the Winnipeg Chamber of Commerce Board.

b) Is a non-voting position;

c) Shall participate in, and be privy to, all matters of the Executive, unless directed otherwise by a majority of the voting members of the Executive; and
d) Must be a member of the Winnipeg Chamber of Commerce.

2)
Representative of the Winnipeg Chamber of Commerce:

a) Is an individual appointed by the Board of the Winnipeg Chamber of Commerce to represent the Winnipeg Chamber of Commerce on the JCI Winnipeg Board;

b) Is a non-voting position;

c) Shall participate in, and be privy to, all matters of the Executive, unless directed otherwise by a majority of the voting members of the Executive.

3)
Appointed Directors-at-Large:

a) Are non-voting positions;
b) Shall undertake any other such tasks as delegated by the Executive;
c) Participate in, and be privy to, all matters of the Executive, unless directed otherwise by a majority of the voting members of the Executive.
H.
Vacancies

1) In the event a vacancy arises with respect to any position other than President, the Executive shall appoint a member in good standing to fill the role and perform the duties required of the vacated office. 

2) The individual filling the vacancy will have the title of the vacated office, with the word “acting” preceding the title, and will not have a vote at the Executive level, unless otherwise directed by the Executive.

3) A vacancy in the office of President shall be filled as set out in the by-laws.

I.
Elections


General

1) Except as otherwise stipulated in the by-laws or policies, all members in good standing are entitled to vote and run in all elections of the Chapter;

2) Senators, past members, associate members, and non-members are not entitled to vote or run for election.  However, nothing herein prevents the Executive, in its sole discretion, from appointing an individual from one or more of the above-referenced groups to sit as a non-voting executive member.  

3) 
4) In order to be eligible to vote and/or run, a member's renewal or new member fees, as the case may be, must be submitted to the Chapter ten (10) days prior to the date of the election.
5) A member is entitled to vote and run if his/her membership fee has been paid to the Chapter ten (10) days prior to the date of the election, even though the portion of such membership fee allocated for JCI Canada has not yet been remitted to JCI Canada.
6) A complete list of eligible voters shall be forwarded to the elections chair by the Secretary at least five days prior to the date of the election.
7) Every candidate for election is entitled to receive the most current membership list, including members’ business address, email address and business telephone number.  

8) Except as otherwise provided by the by-laws or policies, there is no restriction upon when a candidate may campaign.

9) The election date is fixed by the Executive.  However, the election shall occur between November 15 and December 15 of each calendar year, unless there are extraordinary circumstances.

Nominations

10) In order to be a candidate in an election, a member must be nominated for one or more positions on the Executive by another member in good standing.

11) Nominations for candidates open 30 days prior to the election date, or such other date as the executive may decide and publicize.

12) Nominations must be in writing and provided in a form prescribed by the elections chair.

13) Only one nominator is required to nominate a candidate.  


Proxies

14) Proxy voting is allowed for the election of chapter officers only.  A member in good standing may vote by proxy.

15) Proxies must be in writing in the form prescribed by the elections chair and must, at minimum, include:

a) The name of the person who is delegating his/her authority to vote;

b) The signature of that person;

c) The telephone number of that person;

d) The date when the proxy was signed;

e) The member to whom the authority to vote is being delegated.

16) In order to be valid, all proxies must be submitted to the elections chair within 72 hours of the election.

17) Wherever possible, the elections chair or a member of the elections committee shall contact by telephone each person who has delegated his/her vote by proxy to ensure the validity of the proxy.  

18) Every candidate has a right inspect and/or obtain a copy of every submitted proxy form.

19) Every candidate has the right to challenge the validity of any submitted proxy form.  

20) The election chair shall have full authority to summarily decide such challenges and, where appropriate, declare any proxy to be valid or invalid.  

21) All challenges and decisions regarding proxies must be launched and disposed of no later than 24 hours before the election.

22) There is no appeal from the election chair’s decision regarding the validity of a proxy. 

Chief Returning Officer  

23) A Chief Returning Officer (“CRO”) shall be appointed by the Executive.

24) The CRO should be an individual who is disinterested, impartial, and knowledgeable of election procedure.  Whenever possible, this person should be a Senator.  

25) On the night of the election, the election chair ceases to have any authority to manage or determine any issue in the election.  Any and all such power is temporarily transferred to the CRO.  Such power continues with the CRO until such time as the CRO declares the election to be complete and valid.  Should the CRO declare the election to be invalid, the CRO may, at his/her sole discretion, order an immediate re-vote or resign as CRO.  Should the CRO resign in such circumstances, all authority and power over the election reverts to the elections chair and the elections chair, upon the direction of the Executive, must call a new election.

Voting Procedure on Election Night

26) The voting procedure on election night is generally to be determined by the CRO.  However:

a) Every candidate is entitled to give a speech;

b) Members present are entitled to ask questions of candidates;

c) Nothing prohibits candidates from running for more than one position consecutively;

d) Voting is to be conducted by secret ballot;

e) Counting of ballots is to be conducted by the CRO and at least one member of the elections committee.

Election Committee Chair

27) The elections chair shall:

a) Be appointed by the Executive;

b) Not run for a position;

c) Not declare a preference to any one or more candidates;

d) Be a member in good standing;

e) Upon the direction and authorization of the Executive, appoint members to the elections committee

f) Prepare, organize, manage, and act as arbitrator, for the entire election period up until the night upon which voting takes place.  

28) Nothing precludes any member of the elections committee, including the chair, from voting in the election. 

Appeals 

29) Except as otherwise provided herein or in the By-laws, appeals from elections chair or CRO decisions may only be brought forward after the election is complete.  No appeal may be brought more than fourteen (14) days after an election is declared to be valid.  

30) Appeals are first brought to the Executive.  Any decision of the executive may be further appealed to the General Assembly of members.  A decision on appeal of a majority of the General Assembly is final and binding.   

J.
Financial Procedures

1) Except as otherwise provided in this section, no one may be reimbursed for expenses incurred on behalf of the Chapter, unless the person seeking to be reimbursed provides a receipt, credit card statement, or cancelled cheque, which substantiates his/her claim for reimbursement.

2) Except in extraordinary circumstances, Chapter expenses that are greater than $200 should be paid directly by the Chapter via cheque.

3) Where a person is seeking reimbursement, but has lost his/her receipt, etc, the executive may, in its sole discretion, waive the requirements of section 1 (above).

4) Expenses greater than $500 must be approved by the Executive prior to expenditure.

5) Expenses that are less than $500 may be approved by both the President and the Treasurer prior to expenditure.

Events

6) Money received at an event shall be kept in a locked strong box.  A float of at least $50 shall be maintained in the strong box at all times

7) The event organizer is responsible for securing all cash proceeds that are received at an event.  

8) Wherever possible, at least two people shall register people who are attending an event.

9) At the end of an event, an accounting of the proceeds of the event must be completed by the event organizer in the presence of one other member.  This accounting must be reduced to writing and at least three copies must be kept: one for the event organizer; one for the witness; and one for the treasurer.

10) This accounting must form part of both the event organizer’s report to executive and the treasurer’s report to executive.

Deposits

11) Credit card, cash and cheque deposits must be completed at least once a week.

12) Cash deposits must be completed by the Treasurer in the presence of either the event organizer from which the cash was received or in the presence of the President.

Withdrawals and Expenditures

13) No chapter bank account shall allow for cash withdrawals.

14) All chapter cheques shall be signed by both the President and the Treasurer.  

15) Generally, chapter expenditures shall be accompanied by a cover letter, a copy of which is to be kept on file.  All expenditures greater than $200 must be accompanied by a cover letter.

Treasurer

16) The Treasurer is responsible for maintaining the financial records of the Chapter.

17) The Treasurer must, within 15 days from the end of each calendar month, prepare a reconciled monthly statement of receipts, expenditures and current financial balance.  

18) The Treasurer must table the monthly reconciled statements as a part of the Treasurer’s report at the next immediate executive meeting.  

19) In order to be deemed valid, every Treasurer’s report must be passed by the executive.  

20) The Treasurer must maintain a physical record of all financial transactions of the Chapter.  This includes:

a) All receipts;

b) All cancelled cheques;

c) All bank statements;

d) All statements of any kind (credit card statements, etc.);

e) Copies of all invoices;

f) All monthly reconciled bank statements and reports to executive, and;

g) Any and all other documents or records that properly ought to be maintained by the Treasurer.

21) The Treasurer must prepare a year end financial report, to be completed by no later than January 20 of each year.

22) At the end of the Treasurer’s term of office, he/she must provide the entire contents of his/her file (as specified in section 20, above) to the newly elected Treasurer.  The out-going Treasurer must assist and help transition the in-coming Treasurer, as required.  

Internal Communications

1) Except in extraordinary circumstances, all mass communications to members must be vetted by the President.

2) It is the responsibility of the Secretary to effect mass communications to members.

3) Non-Chapter sanctioned events (personal member events) may be sent to members at the discretion of the Executive.  Such announcements, if endorsed, are to be sent out no more than once a month.  

4) Wherever possible mass communications to members should be limited in frequency and contain minimal superfluous verbiage.  
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