Board Policies Summary Sheet

Policy
#

Topic

Description

Review
Frequency

COM01

Communications

Designates a chief spokesperson to speak to media, attend
legislative hearings or meetings of other organizations

Biennial

COM02

Use of Brand

Outlines the policies and brand use guidelines for the
Association including permissions for use, logo formatting
and sizing

Annual

GOV01

Annual Policy
Review

Indicates the requirement to review Board policies at least
every two years

Annual

GOV02

Election of
Executive and
Committee
Members

Identifies the process around the election of Board
Executives and Committee members; also provides the term
of the chair, Board executive succession plan and the role of
the Governance Committee to provide recommendations for
the next terms Executive positions.

Biennial

GOV03

Board Meeting
Procedures

Provides guidelines for Board meeting proceedings, who can
chair Board meetings and the eligibility of the Board chair to
vote

Biennial

GOV04

Attendance at
Board Meetings

Outlines the expectation for Board of Directors on
attendance at meetings and the policy around nonattendance

Biennial

GOV05

Proxy Voting –
General Members

Indicates the policies around proxy designation for voting
members and the timeline to submit proxy forms

Biennial

GOV06

Code of Conduct

Provides guidelines and examples to help employees,
managers, and Board members make informed decisions
about their actions when representing SafeCare BC,
describes the work environment that the Association intends
to develop and maintain and the business practices
consistent with the Association’s values and principles.

Annual

GOV07

Mission, Vision,
Values

Defines the Association’s mission and values that employees,
Board and Committee members and representatives are
expected to embody and uphold

Annual

GOV08

Conflict of Interest Specifies the Association’s expectations of its employees,
managers, contractors/third party suppliers, and Board
members regarding conflicts-of-interest, defines what
conflict of interest is, provides examples, stipulates the
responsibilities of an individual acting on behalf of the
Association and outlines the procedures to follow when a
real or perceived conflict is identified

MS/Oct2020

Annual
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GOV09

Strategic Planning

Indicates the responsibility of the Board to set the strategic
direction of the Association and develop a strategic plan;
outlines how the strategic plan will link to the Association’s
activities and the steps to ensure that objectives are being
met and relevant to the sector

Annual

GOV10

Appointed Board
Representatives

Provides clarity in relation to the appointed Board positions
and the process for both the appointment of union
representatives, Industry Association and WorkSafeBC
representatives

Biennial

GOV11

Board Selfevaluation

Outlines the Board responsibility to conduct a regular
evaluation of its performance, the frequency and the
procedures involved to fulfill this important activity.

Biennial

GOV12

Review of
Association
Bylaws and
Constitution
Executive
Committee
Succession
Executive
Committee Roles

Outlines the Governance Committee’s responsibility to
review the Association’s Constitution and Bylaws, its
frequency, and the procedure to complete the requirement

Biennial

Ensures that the succession pathway to Board Chair aligns
with Board governance best practices

Biennial

Specifies the role of the Chair, Vice Chair, Treasurer and
Secretary

Biennial

OPS01

Scope and Role of
the CEO

Defines the role of the CEO and the scope of authorized
activities and accountabilities

Biennial

OPS02

Evaluation of the
CEO

Provides guidelines on the Board’s responsibility, through the
Board Chair, to oversee the performance of the CEO and
support the CEO’s development, including conducting a
formal performance appraisal specifies the Executive
Committee’s role in this activity

Biennial

OPS03

CEO Succession
Planning

Provides the process by which the Board can fulfill its
responsibility for appointing a qualified and competent CEO
and ensuring that a vacancy for the position is addressed
following prescribed procedure

Annual

OPS04

Associate
Membership

Indicates eligibility, categories, pricing structure and other
relevant details on organizations with associate membership

Annual

FIN01

Financial Policy
and Procedures

Specifies the responsibility of the Board and the Treasurer in
terms of the Association’s financial affairs, outlines auditing
procedures, identifies financial systems that provides
revenue and expenditure information and specifies the

Annual

GOV13

GOV14
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Association’s investment policy; includes the responsibility of
the Finance and Audit Committee and its Terms of Reference
FIN02

Financial
Monitoring Policy

Defines the responsibility for financial monitoring and
stewardship of resources; identifies signing authorities and
outlines procedures for financial monitoring

Biennial

TRV01

Board and
Committee Travel

Provides guidelines on allowable business expenses, limits
and procedure for reimbursement, as well as required
documentation

Annual

MS/Oct2020

CONFIDENTIAL

ASSOCIATION POLICY #: COM01
TOPIC: COMMUNICATIONS
Page 1 of 1
DATE ADOPTED: Jun 19, 2014
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BACKGROUND
SafeCare BC is required from time to time to speak to the media and other entities with regard to issues
pertaining to the continuing care sector.
POLICY
The CEO and/or Chair of SafeCare BC shall act as chief spokesperson for the Association by representing it
at media briefings, legislative hearings, and meetings of other organizations.
The CEO and/or Chair of SafeCare BC may appoint or designate other board directors or senior management
staff to act on their behalf to express or transmit the Association’s positions and policies, as adopted by the
Executive Committee and/or the Board of Directors.
Individual members, unless so designated by the CEO and/or Chair, should not represent that they are
representing or acting on behalf of SafeCare BC.
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BACKGROUND
SafeCare BC encourages its members and stakeholders to use the SafeCare BC brand to promote excellence
in workplace health and safety practices in the Continuing Care sector. To facilitate this, SafeCare BC has
developed the following policy and procedures.
POLICY
SafeCare BC members and stakeholders are encouraged to use the SafeCare BC brand to promote excellence
in Continuing Care workplace health and safety. Those who wish to use SafeCare BC’s brand will adhere to
the following procedures and brand use guidelines.
Procedures
The SafeCare BC brand communicates more than just our name – it communicates an idea. By using the
SafeCare BC brand, the user is stating that the associated organization or materials support:
• Safe work and safe work behaviours
• Safety leadership at all levels
• The right of workers to have safe and healthy workplaces
• Evidence-based, practical solutions to workplace health and safety challenges
• Integrity and accountability
• Innovation as a tool to effect change; and
• Collaboration
1. Permission for Use
Unless otherwise explicitly stated, organizations or individuals who wish to use the SafeCare BC brand
outside of SafeCare BC-administered programs must contact SafeCare BC for permission to use its brand.
For the purpose of this policy, the term “brand” refers to the SafeCare BC logo, name, or any other
identifying marks.
a. Workshop Certificates
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SafeCare BC-branded workshop certificates may only be issued to participants who have successfully
completed a SafeCare BC-authorized workshop. Any other use of the SafeCare BC brand on
workshop certificates is strictly prohibited. Workshop certificates should follow the official
SafeCare BC format. For more information, please contact the SafeCare BC Director of
Communications.
b. SafeCare BC Supported Programs
SafeCare BC’s brand may be used to identify SafeCare BC’s support of workplace health and safety
initiatives. For SafeCare BC-led programs, no prior approval is required to display the SafeCare BC
brand. For programs that are not SafeCare BC-led, approval from SafeCare BC is required.
Organizations who are no longer participating in SafeCare BC supported programs are requested to
remove any associated SafeCare BC branding immediately upon withdrawal from the program.
c. Promoting SafeCare BC Affiliation
SafeCare BC members and stakeholders are welcome to use the SafeCare BC brand to demonstrate
their support for SafeCare BC’s initiatives. If SafeCare BC’s brand is used in electronic communication,
the brand will be linked to the SafeCare BC website. Individuals and organizations are requested to
not use the SafeCare BC brand to imply support for a program or initiative unless it has been
authorized by SafeCare BC to do so (see above – “SafeCare BC Supported Programs”).
d. SafeCare BC Resource Materials
Any of SafeCare BC’s publicly-available resource materials may be shared or disseminated in their
entirety. Should an organization or individual wish to use a portion of a SafeCare BC resource, they
may do so provided the portion used is not modified and the full resource is clearly cited. If an
individual or organization wishes to modify a SafeCare BC resource or they wish to disseminate a
resource not publicly available, they must receive written permission from SafeCare BC to do so.
2. Brand Use Guidelines
a. Name:
Organizations and individuals should use “SafeCare BC” when referring to SafeCare BC.
Abbreviations, such as “SCBC” should not be used.
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b. Logo Formatting
Wherever possible, SafeCare BC’s colour logo should be used on a white or light-coloured
background. Unauthorized colour schemes or effects like drop-shadows should not be used. The
SafeCare BC logo should not be combined with any other tagline or image. The following formats are
permitted:
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c. Logo Sizing and Control Space
The SafeCare BC logo should be a minimum of 25.4mm (1”) wide. The control space around the logo
should be at minimum the size of the “BC”. Those using the SafeCare BC logo are also requested to
avoid distorting the logo.

d. Multiple Logos
When more than one logo is being used in addition to the SafeCare BC logo, the logos can be
positioned in any configuration provided the SafeCare BC control space is respected. In the case of
multiple logos, the SafeCare BC logo should be the same size as any accompanying logo.
3. Unauthorized Use of SafeCare BC Brand
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Unauthorized use of the SafeCare BC brand dilutes its meaning and significance for organizations or
individuals who are using it legitimately. To that end, SafeCare BC encourages anyone who is concerned
about misuse of the SafeCare BC brand to report their concerns to the SafeCare BC CEO.
Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
In order to stay current with legislative requirements and Association needs, it is considered best practice
to review Board policies at least every two years.

POLICY
That the Board will receive a written report from SafeCare BC staff once per calendar year regarding the
status of our policies and whether they require any updating.
Staff are encouraged to bring forward any recommended changes to Board policies that are considered time
sensitive at the earliest opportunity.
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BACKGROUND
To ensure the proceedings around the election of the Executive and applicable Committee
Members are transparent, specified procedures were adopted. These procedures are not
intended to supersede the processes outlined in the Association Bylaws, but rather, to lend
clarity to the process.
The following positions form the basis of the Executive Committee, and will be elected at the
first meeting of the Board following the Annual General Meeting (AGM):
• Chair
• Vice-Chair (Chair of Governance Committee)
• Treasurer* (Chair of Finance and Audit Committee)
• Secretary*
*Note: the positions of Treasurer and Secretary may be combined. In this event, the position
shall be known as Secretary-Treasurer.
PROCEDURE
PRIOR TO ELECTION
To ensure that all Board members are familiar with the process and that every effort is made
to ensure reasonableness and unanimity, the following process will be followed:
• Incumbent members of the Board will be advised that the first Board meeting of the new Board
will be held immediately after the AGM or an alternate date will be specified.
• All incumbent Board members will receive written notice in advance of the date, time, and
location of this meeting. An agenda listing the selection of the Executive as the major point of
business will be provided. This will include the election of Chair, Vice-Chair, Treasurer, and
Secretary.
• Candidates standing for election or appointment to Board vacancies will be notified prior to the
AGM that the first meeting of the Board will occur immediately after the AGM, the primary
purpose of which will be to elect members of the Executive Committee.
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•
•
•

The Chair of SafeCare BC will serve a maximum two-year term but shall be elected on an annual
basis. Before assuming the position, it is preferred he/she has sat as a voting member on the
Executive Committee for a minimum of one year.
The Vice-Chair will be elected in the context of a succession plan with the intention of being
elected as Chair once the current Chair has completed his/her term.
The Governance Committee will provide recommendations for the next term’s Executive
positions to the Board at the final Board meeting prior to the AGM. Board Directors must have
served a minimum of one year prior to seeking an Executive position.

ELECTION PROCESS
The election process at the Board Meeting for selection of elected positions will be as follows:
1. Call for Nominations for each position:
a. Confirmation of Nominees
b. If more than one (1) nominee per position is presented, ballots are circulated and counted
c. Position is elected based off of majority vote
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Board Meeting Procedures
It is the desire of the Association’s Board that meetings shall be formal enough for orderly procedure, but
informal enough to be natural, to encourage free discussion, and to promote group thinking and action.
In matters of procedures not covered by law or Board policy, the Board shall be governed by Robert’s
Rules of Order, Newly Revised. The Chair shall be entitled to discuss and vote on all matters before the
Board.
The Chair of the Board, or, in his or her absence, the Vice-Chair, shall conduct all meetings.
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BACKGROUND
The effectiveness of the Board and its committees is dependent on the commitment of its Board
members. It requires a commitment to attend Board meetings on a regular basis and complete
assignments promptly.
The Board establishes its annual meeting schedule at the first Board meeting following the AGM.
POLICY
It is expected that if an individual makes the commitment to stand as a Board Director, that they
will follow through by attending and contributing at Board meetings.
Board members should plan to attend meetings on a face-to-face basis unless the meeting is
scheduled to take place by conference call. It is expected that Board members make every effort to
be prompt for Board meeting and do not attend and/or leave mid-way through the board meeting
as this can be disruptive to Board proceedings.
Board members are expected to advise the Chair and/or SafeCare BC staff in writing if they are
unable to attend a scheduled meeting (or a portion thereof). Where possible, this should be done
no less than 72 hours prior to the meeting in order to help facilitate quorum.
Board members who are absent from three consecutive meetings will be asked to resign. Board
members may be removed from the Board in accordance with the Society Act and SafeCare BC’s
Bylaws.
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BACKGROUND
Voting by proxy is permitted according to SafeCare BC’s bylaws. The process by which this
occurs is defined below.
POLICY
1. Any voting member may designate a proxy to vote on his or her behalf at an annual general
meeting or extraordinary general meeting.
2. Proxy designation will be submitted in writing or electronically to the Board Secretary no later
than seven (7) days prior to the annual general meeting or extraordinary general meeting to
which the proxy is to apply.
3. Proxy designation must take the following format:
To: SafeCare BC Health and Safety Association (the “Association”)
The undersigned, being a voting member of the Association, hereby appoints [insert name of
representative] as a proxy to attend and vote on behalf of [insert names of all relevant
members] at the annual or extraordinary general meeting on [date of annual general meeting
or extraordinary general meeting].
Signed this day of ,
[Name of Member]
per:
Authorized signatory
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4. Proxy designations are valid for one annual general meeting or extraordinary general meeting
only. Once the annual general meeting or extraordinary general meeting indicated on the proxy
form has passed, the proxy designation will automatically be considered expired.
5. Should a member wish to revoke or change their appointed proxy, this request shall be submitted
in writing to the Board Secretary no later than five (5) days prior to the meeting to which the
proxy was to apply.
6. Proxy designations that fail to adhere to the above-noted timeline or format shall be considered
invalid. For the purposes of this policy, proxy designations that are incomplete or missing
information will be considered as failing to adhere to the required format.
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BACKGROUND
SafeCare BC Health and Safety Association values integrity, accountability, and collaboration. We endeavour
to be open in our communication, fair in our decisions, and accountable to our stakeholders – including
those who are employed by or direct the activities of SafeCare BC. We strive to be an organization that
employees, managers, and other stakeholders can be proud to be a part of. To support employees,
managers, and Board members in achieving this objective, SafeCare BC has developed a Code of Conduct.
POLICY
General Principles:
This Code sets forth a basic framework to enable employees, managers, and Board members to understand
what constitutes appropriate behaviour, and what does not. This Code cannot cover all circumstance that
may arise; instead, it provides guidelines and examples to help employees, managers, and Board members
make informed decisions about their actions when representing SafeCare BC. Where applicable, there may
be more detailed policies outlining specific procedures for particular circumstances (e.g. Board Policies,
Internal Policies). In that case, those policies are intended to be supplemental to SafeCare BC’s Code of
Conduct.
This Code applies to the following individuals when they are acting on behalf or representing SafeCare BC:
• Employees and managers
• Contractors / third party suppliers
• Board members (for the purpose of this document, this includes):
o Board Directors
o Board Representatives
o Committee members
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Code of Conduct
Responsibilities
1. As an employee, you are expected to:
a. Conduct yourself in a professional manner demonstrating respect, honesty, transparency,
impartiality, fairness and integrity when performing an action on behalf of SafeCare BC.
b. Honour that SafeCareBC embraces the idea of fair and open discussion, recognizing the
rights of individuals to their own opinions and supporting the principles of freedom of
speech. However, it is expected that employees will restrict their public expression or
opinion or comment to matters that will not risk damage to SafeCareBC’s reputation and
avoid representing a personal viewpoint as being that of the organization. Public
expression includes social media platforms such as Facebook, Twitter, Instagram, My
Space, etc.
c. Act with diligence and responsiveness without discrimination or harassment of other
employees.
d. Uphold the mission, vision, and values of SafeCare BC.
e. Have a basic understanding of SafeCare BC’s Code of Conduct and any applicable internal
policies.
f. If you have a concern about the conduct of a SafeCare BC employee, manager, or Board
Member, report it to your supervisor. If your concerns involve the conduct of your
supervisor, you may report it to the Board Chair or CEO.
g. If you become aware of an instance of fraudulent activity, report it in accordance with
SafeCare BC’s Whistleblower Policy.
h. Foster and protect the reputation of the organization.
i. Respect the confidentiality of entrusted information. You may be given access to member
information and other confidential data. You are required for a period of two years
following the termination of employment for any reason not to directly or indirectly (a)
divulge or make use of any confidential information outside of your employment with the
Association without prior written consent of SafeCare BC and (b) solicit any business from
any of the Associations members with whom you had contact with during the employment
term, without prior written consent of SafeCare BC.
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2. As a manager, in addition to adhering to the expectations outlined for employees, you are
expected to:
a. Actively promote SafeCare BC’s Code of Conduct and lead by example.
b. Model SafeCare BC’s mission, vision, and values in your conduct.
c. Ensure employees are aware of and adhere to SafeCare BC’s Code of Conduct and
applicable internal policies. This includes preventing and addressing violations.
d. Protect those who report violations.
e. Foster and protect the reputation of the organization.
f. Respect the confidentiality of entrusted information.
g. Be alert to conflict of interest and take action to declare and avoid them.
3. As a Board member, you are expected to:
a. Model the mission, vision, and values of SafeCare BC when conducting business on its
behalf
b. Understand and adhere to the Code of Conduct and any applicable policies (e.g. Board
Policies).
c. Actively promote SafeCare BC’s Code of Conduct.
d. Provide input into the development or modification of SafeCare BC’s Code of Conduct.
e. Foster and protect the reputation of the organization.
f. Respect the confidentiality of entrusted information. You may be given access to member
information and other confidential data, which is not meant to be shared with your
organization and to be used exclusively for the purpose of SafeCare BC related business.
g. Be alert to conflict of interest and take action to declare and avoid them.
4. If you are unsure as to whether or not a course of action is ethical, ask yourself:
a. Is this action in line with SafeCare BC’s Code of Conduct?
b. Is this action legal?
c. Is this action fair and honest?
d. What would my family members say if I told them what I’ve done?
e. If I were interviewed by the local newspaper, would I feel comfortable disclosing what I’ve
done?
When in doubt, ask!
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Work Environment
1. Employment practices
a. SafeCare BC endeavours to treat all employees fairly and with respect. We offer equal
employment opportunity without discrimination based on gender, sexual orientation,
religion, ethnicity, disability, citizenship, family status, age or any other factor in
accordance with the applicable laws of British Columbia.
2. Health, safety, and well-being of employees
a. Our people are our most valuable resource. We endeavour to create a work environment
that is healthy, responsive to the needs of our employees, and supports their ongoing
development. As an employee, you play an important part in helping create a safe, healthy
work environment. A series of internal policies have been developed to provide guidance
on matters of health and wellness (please note, this list is not exhaustive, and may be
updated from time-to-time):
i. Bullying and Harassment
ii. Alternate Work Arrangements
iii. Leave of Absence
iv. Working Alone
v. Education and Training
vi. Hours of Work
vii. Employee Complaints
Business Practices
1. Association property
a. SafeCare BC property should only be used for SafeCare BC-related activities. Employees are
expected to take reasonable steps to ensure company property is maintained in good
condition, and is not exposed to risk of theft, misuse, loss, or damage.
2. Books and records
a. SafeCare BC employees and managers are expected to maintain SafeCare BC’s records in
accordance with any applicable internal or Board policies.
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3. Communications
a. SafeCare BC employees, managers, and Board members are expected to conduct
themselves in a truthful and fair manner in their dealings on behalf of the Association. This
includes adhering to any applicable policies (e.g. Communications Spokesperson Policy).
b. SafeCare BC’s email system is for Association purposes. Those sending communications on
behalf of SafeCare BC should be mindful that any electronic communication may be
intercepted, relayed without the sender’s knowledge, or subject to the Freedom of
Information and Protection of Privacy Act. Any correspondence sent should therefore be
done in a manner that is professional, courteous, and truthful.
c. Use of SafeCare BC’s internet system should be done for Association purposes only. It
should never be used to download, share, transmit, or access content that is inappropriate,
violates Canadian law, or is for non-Association purposes.
4. Gifts
a. Gifts are governed by SafeCare BC’s internal policy. In general, employees, managers, and
Board members should not accept or give gifts as a part of their duties if it could lead to a
perceived conflict-of-interest.
5. Privacy of Information
a. SafeCare BC’s policy on privacy and information collection is governed by its Privacy Policy.
SafeCare BC will not disclose or share information that is confidential, unless legally
required to do so. Employees, managers, and Board members are expected to follow this
policy.
6. Conflicts-of-interest
a. A conflict-of-interest is defined as a situation where a person’s private activities or interests
conflict with or could influence their ability to fulfill their responsibilities to SafeCare BC.
b. Conflicts-of-interest may be real or perceived. A good test is to ask yourself:
i. Would an outsider view my judgement as being biased because of my personal tie
to this decision? (e.g. If I was interviewed by a local newspaper, how would I be
judged?)
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ii. If I didn’t have a personal tie to this decision, would my decision be any different?
c. All potential conflicts-of-interest must be disclosed. If a conflict-of-interest involves a Board
member, it must be disclosed to the Board Chair and/or Governance Committee Chair. If a
conflict-of-interest involves a SafeCare BC employee (including managers), it must be
disclosed to the Chief Executive Officer. If in doubt, a person should err on the side of
disclosure.
7. Political activity
a. As part of its funding agreement with WorkSafeBC, SafeCare BC is prohibited from
undertaking any lobbying activity using WorkSafeBC funds, subject to very few exceptions.
Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
SafeCare BC is a non-profit, industry-funded association whose mandate is to ensure safe, injury-free, and
healthy working conditions among non-profit and private employers in British Columbia’s Continuing Care
sector.
POLICY
SafeCare BC’s vision, mission, and values will be embedded in all aspects of the organization and its
initiatives. SafeCare BC employees, Board members, Committee members, and Representatives are
expected to embody and uphold its vision, mission, and values.
Vision
The role of SafeCare BC as the health and safety association is to support a culture of safety throughout the
Continuing Care sector by providing access to evidence-based training and education, safety leadership, and
promoting collaboration. SafeCare BC’s vision, which articulates our ideal future state, is:
Safe, healthy, and injury-free workplaces in continuing care.
Mission
SafeCare BC’s mission is a statement of purpose that outlines why the Association exists and what actions it
will undertake to achieve its vision. SafeCare BC’s mission is:
To empower those connected to the continuing care sector to create a culture of safety through
evidence-based education, advocacy for safer workplaces, leadership, and collaboration.
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Values
The values of SafeCare BC define what the Association holds as important from an internal organizational
perspective and from a larger industry perspective. We value:
•
•
•
•
•
•
•
•

Safe work and safe work behaviours
Safety leadership at all levels
The right of workers to have safe and healthy workplaces
Evidence-based, practical solutions to workplace health and safety challenges
Integrity and accountability
Innovation as a tool to effect change
Collaboration with our members, stakeholders, and external organizations
Advocating for safer, healthier workplaces

Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.

SAFECARE BC HEALTH AND SAFETY ASSOCIATION

1424 – 4710 Kingsway, Burnaby BC V5H 4M2

CONFIDENTIAL

ASSOCIATION POLICY #: GOV08
TOPIC: CONFLICT OF INTEREST
Page 1 of 4
DATE ADOPTED: Jun 18, 2015
AUTHORIZATION: BOARD OF DIRECTORS
REVISED DATE: Nov 3, 2020
BACKGROUND
SafeCare BC Health and Safety Association values integrity, accountability, and collaboration. We endeavour
to be open in our communication, fair in our decisions, and accountable to our stakeholders – including
those who are employed by or direct the activities of SafeCare BC. To support employees, managers, and
Board members in achieving this objective, SafeCare BC has developed a policy on addressing conflicts of
interest.
POLICY
This Policy sets forth the Association’s expectations of its employees, managers, contractors / third party
suppliers, and Board members regarding conflicts-of-interest. All SafeCare BC employees, managers,
contractors / third party suppliers, and Board members are expected to adhere to this Policy. Where
applicable, additional supplementary Policies may provide further guidance as to appropriate actions (e.g.
SafeCare BC’s Code of Conduct).
Application
This Policy applies to the following individuals when they are acting on behalf or representing SafeCare BC:
• Contractors / third party suppliers
• Board members (for the purpose of this document, this includes):
o Board Directors
o Board Representatives
o Committee members
Conflict of Interest
Definition
A conflict-of-interest is defined as a situation where a person’s private activities or interests conflict with or
could influence their ability to fulfill their professional responsibilities to SafeCare BC and/or violate the
public trust placed in them as an acting representative of SafeCare BC.
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A conflict-of-interest may be either real or perceived. A perceived conflict-of-interest is a situation whereby
an outside observer would conclude that the situation influences the person involved, regardless as to
whether or not this is actually the case. For the purpose of this policy, both real and perceived conflicts-ofinterest are treated in the same manner.
An individual is considered to have a conflict of interest:
• Where the individual, or the individual’s close friends or family members, have a direct or indirect
financial or personal interest in a matter involving the Association, where the individual could
influence or appear to influence any decision on that matter;
• Or where an activity or association could be perceived as compromising the trust which the public,
or SafeCare BC members, may have in the Association.
If you feel you may be in a conflict-of-interest position, ask yourself the following questions:
1. Would an outsider view my judgement as being biased because of my personal tie to this decision?
(e.g. If I was interviewed by a local newspaper, how would I be judged?)
2. If I didn’t have a personal tie to this decision, would my decision be any different?
3. Do my actions fit with SafeCare BC’s Mission, Vision, and Values and Code of Conduct?
Responsibilities
As an individual acting on behalf of SafeCare BC, you are expected to:
1. Wherever possible, avoid conflicts-of-interest.
2. Where avoidance is not possible, self-identify and take appropriate action.
3. If you are unsure as to whether a situation constitutes a conflict-of-interest, raise the issue with
the appropriate contact for advice. When in doubt, ask!
4. Notify a member of the Executive Committee or the CEO if you become aware of a situation where
another individual acting on behalf of SafeCare BC is in a potential conflict-of-interest position.
Procedures
1. Board members
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a. If you identify a situation that places you in a real or perceived conflict-of-interest, notify
the Board Chair and / or Governance Committee Chair immediately. You will be excused
from any related discussions or decisions related to the conflict-of-interest situation.
b. If you are unsure as to whether a situation constitutes a conflict-of-interest, immediately
raise the issue with the Board Chair and / or Governance Committee Chair, who will then
make a decision as to your continued involvement in decisions or discussions related to the
situation.
c. If you become aware of a situation where another individual acting on behalf of SafeCare
BC is in a potential conflict-of-interest position, immediately raise it with the Board Chair
and / or Governance Committee Chair. If both the Board Chair and Governance Committee
Chair are involved in the conflict-of-interest, raise the issue with another member of the
Executive Committee.
d. New Board members will be asked to sign a form declaration upon joining the Board
(Appendix A)
2. Third party suppliers/contractors
a. If you identify a situation that places you in a real or perceived conflict-of-interest, notify
the CEO immediately. You will be excused from any related discussions, activities, or
decisions related to the conflict-of-interest situation.
b. If you are unsure as to whether a situation constitutes a conflict-of-interest, immediately
raise the issue with the CEO, who will then make a decision as to your continued
involvement in decisions, activities, or discussions related to the situation.
c. If you become aware of a situation where another individual acting on behalf of SafeCare
BC is in a potential conflict-of-interest position, you will immediately raise it with the CEO.
If the individual in question is the CEO, you will immediately raise it with the Board Chair.
Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or changes
to this policy will be approved by the Governance Committee and Board of Directors.
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APPENDIX A
FORM OF DECLARATION FOR BOARD AND COMMITTEE MEMBERS

Name: _____________________________________
This Statement discloses information as of ______________________, 20
I have read and understood the Code of Conduct and Conflict of Interest policy.
A direct or indirect conflict with my duty as a Board or Committee member of SafeCare BC
may arise because:
__________________________________________________________________
I, _________________________________________ (print name), declare that:
1. Other than disclosed above, I do not have any relationships or interests that could compromise, or be
perceived to compromise, my ability to exercise judgment with a view to the best interests of the
association.
2. I have read and considered this Code of Conduct and agree to conduct myself in accordance with the
Code.
3. I agree to promptly provide an updated Declaration as may be required by changed circumstances.
Signature:
Print Name _______________________________
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BACKGROUND
The SafeCare BC Board is ultimately responsible for setting the strategic direction of the Association.
Under its guidance, the SafeCare BC Strategic Plan is developed to inform the operational objectives of
the Association, ensuring that the Association’s activities are aligned with its vision, mission, and values.
The Strategic Plan is a living document, and as such, is subject to review and revision in order to ensure it
remains relevant to the realities and demands of the Continuing Care sector. The following policy outlines
how the Strategic Plan will link to the Association’s activities and what steps will be taken to ensure the
Association’s objectives are being met and are still relevant to the sector.
POLICY
All of SafeCare BC’s operations and initiatives are guided by the SafeCare BC Strategic Plan.
The SafeCare BC Strategic Plan is developed, reviewed, and evaluated according to the following
procedures.
Procedures
1. Evaluation and Redevelopment of the Strategic Plan
The Board undertakes a strategic planning session to analyze, evaluate, and redevelop the
Strategic Plan once every three-year period. This session occurs such that a revitalized Strategic
Plan receives Board approval prior to the expiry of the current Strategic Plan. The Board may, at
its discretion, include staff, external stakeholders, or other resources to assist in this process.
2. Interim Review of the Strategic Plan
During the first half of every calendar year, the SafeCare BC Board conducts a review of the current
Strategic Plan. The purpose of this review is:
• To identify areas where the Association has drifted away from the Strategic Plan and to
determine why that drift has occurred.
• To validate the relevancy of the current Strategic Plan within the context of the realities of
the continuing care sector and SafeCare BC’s members.
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• To identify any areas for potential review at the next Strategic Planning session.
The Board may, at its discretion, include staff, external stakeholders, or other resources to assist
in this process.
3. Development of the Annual Workplan
The activities and initiatives in SafeCare BC’s Annual Workplan, as submitted to WorkSafeBC,
directly link to the objectives of the Association’s Strategic Plan. The SafeCare BC CEO is
responsible for developing the Association’s Annual Workplan. The Annual Workplan is approved
by the SafeCare BC Board prior to its submission to WorkSafeBC.
4. Evaluation of SafeCare BC Operations Using the Strategic Plan
The CEO is responsible to report to the Board on the Association’s operations in relation to the
Strategic Plan. The CEO provides a report of the Association’s activities as related to the Annual
Workplan to the Board on a twice-yearly basis. The CEO provides an interim report of the first 6
calendar months of the Association’s activities and an annual report on the total calendar year.
The interim report is delivered to the Board at the September Board meeting of that calendar year,
and the annual report is delivered to the Board by the end of March of the following calendar year.
Both reports include an update on key indicators as per the Annual Workplan and highlight any
areas of excellence or concern.
5. Dissemination of Strategic Plan
The Association’s Strategic Plan is included in the Board Orientation Manual provided to all
incoming Board Directors and Representatives. The Strategic Plan is also made available in hard
copy to any SafeCare BC member who requests it, and an abridged version is available
electronically via SafeCare BC’s website to all members. In addition, SafeCare BC provides a
written and verbal report to members on the Association’s activities in relation to its Annual
Workplan and Strategic Plan annually at the Annual General Meeting.
Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
The bylaws of SafeCare BC identify four Board of Director positions and one Representative position that
may be appointed by organizations external to SafeCare BC. To facilitate and provide clarity on this process,
and ensure the principles of good governance are upheld, the following policies were drafted with regards
to appointed positions.
POLICY: EMPLOYEE REPRESENTATIVES
Appointments of Employee Representatives to the SafeCare BC Board shall follow the process laid out in the
described Procedures below.
Procedures
1. The following unions are eligible to appoint an employee representative to serve on the Board:
a. Hospital Employees’ Union
b. British Columbia Government and Service Employees’ Union
c. British Columbia Nurses’ Union
d. Health Sciences Association
e. Canadian Union of Public Employees
f. United Food and Commercial Workers Canada
g. Christian Labour Association of Canada
h. Unifor
The Board reserves the right to add unions to this list if the Board in its discretion determines a union
represents members in the continuing care sector. Conversely, the Board reserves the right to remove
unions from this list if the Board in its discretion determines a union no longer represents members
employed in the continuing care sector.
2. Two employee representatives shall be appointed by the above-noted unions to serve on the Board.
The representative must be a member in good standing or employee of the appointing union.
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Appointments must be submitted in writing to the Board Secretary no later than fourteen (14) days
prior to the next general meeting to which that appointment is to apply.
3. Written notice of appointments will include the following: First and last name of the individual
appointed, name of union with which that individual is affiliated, title, and contact information
(including email, mailing address, and phone number).
4. The Board will leave the process of selecting the employee representatives entirely to the unions
eligible to participate to resolve as they see fit. Without imposing any obligation upon the unions or
the Board in respect of the selection of employee representatives by the unions, the Board
encourages the unions to apply rules of procedural fairness and to take reasonable measures to
ensure that all eligible unions who desire to participate have the opportunity to have their members
serve as employee representatives in proportion to each union’s presence within the continuing care
sector.
5. To facilitate the selection process of employee representatives, SafeCare BC will arrange a venue and
date for discussion between the applicable unions. SafeCare BC will provide notice of this venue to all
applicable unions in writing no later than thirty (30) days prior to the scheduled date. Notice may be
provided by email or facsimile, or by mail. Notice provided by mail is deemed to have been received
three (3) business days after posting. Notice provided by email or facsimile will be deemed to be
received the day as it was sent.
6. Should the unions fail to submit appointments to the Board fourteen (14) days prior to the general
meeting, the Board, in its discretion, may either designate a process by which an appointment may
be made, or leave the Board position(s) vacant until such a time where a representative is identified
collectively by the unions.
7. The term of an appointed employee representative shall be two (2) years.
8. Should a union be in a position to have an appointed employee representative serve consecutive
terms, terms will be limited to a maximum of two (2) successive terms of two (2) years after which an
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employee representative must cease in office for at least one (1) year before again being eligible for
appointment as an employee representative.
9. For purposes of calculating the duration of an appointed employee representative’s term of office,
the term shall be deemed to commence at the close of the annual general meeting at which such
employee representative was appointed. If, however, the employee representative was appointed
at an extraordinary general meeting his or her term of office shall be deemed to have commenced at
the close of the annual general meeting next following such extraordinary general meeting.
POLICY: APPOINTED INDUSTRY AND WORKSAFEBC REPRESENTATIVES
Appointments of Industry and WorkSafeBC Representatives to the SafeCare BC Board shall follow the
process laid out in the described Procedures below.
Procedures
1. The Denominational Health Association and the British Columbia Care Providers Association may
appoint one (1) representative each to serve on the SafeCare BC Board of Directors. The
representative must be a member in good standing of the appointing association and/or directly
involved in the strategic direction of the appointing association..
2. The Workers Compensation Board of British Columbia (referred to as “WorkSafeBC”) may appoint
one (1) WorkSafeBC representative to serve as a non-voting Representative and attend the SafeCare
BC Board of Director meetings.
3. Appointments must be submitted in writing to the current Board Secretary no later than fourteen
(14) days prior to the next general meeting.
4. Written notice of appointments will include the following: First and last name of the individual
appointed, name of association with which that individual is affiliated, title, and contact information
(including email, mailing address, and phone number).
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5. Should the appointing organization fail to submit appointments to the Board fourteen (14) days prior
to the general meeting, the Board, in its discretion, may either designate a process by which an
appointment may be made, or leave the Board position(s) vacant until such a time where a
representative is identified by the appointing organization.
6. An individual industry representative may serve a maximum of two (2) successive terms of two (2)
years after which the industry representative must cease in office for at least one (1) year before
again being eligible for appointment as an industry representative.
7. For purposes of calculating the duration of an appointed industry or WorkSafeBC representative’s
term of office, the term shall be deemed to commence at the close of the annual general meeting at
which such representative was appointed. If, however, the representative was appointed at an
extraordinary general meeting his or her term of office shall be deemed to have commenced at the
close of the annual general meeting next following such extraordinary general meeting.
Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
The Board of Directors has a very important governing and trustee function. It therefore is important that
the Board understands and fulfills its role and responsibilities. Part of this process involves self-reflection
and evaluation to identify areas of excellence and areas for improvement. The SafeCare BC Board is
committed to improving its ability to fulfil its roles and responsibilities and follow current governance
best-practices.
POLICY
The Board will conduct a regular evaluation of its performance in accordance with the following
procedures.
Procedures
1. The Board conducts an evaluation of its performance every two years. This evaluation consists of
a Board self-evaluation and feedback from the SafeCare BC CEO.
2. The Governance Committee is responsible for carrying out this process, summarizing the results,
and reporting back to the Board and the SafeCare BC members.
3. The evaluation will normally occur within the second half of the calendar year.
4. The processes and forms used to conduct the evaluation will be reviewed and modified as needed
by the Governance Committee.
5. The Board will be informed of the results at the next Board meeting after the completion of the
evaluation. SafeCare BC members will be informed of the results at the next General Meeting.
6. A summary of the results will be stored at the Association’s official Society address.
7. Dependent on the findings of the evaluation, Board education, policy development, and/or
executive direction may occur to enhance the governance of SafeCare BC.
Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
The SafeCare BC Board of Directors is responsible for ensuring the good governance of the Association. As
outlined in the current bylaws, the Governance Committee is responsible for ensuring SafeCare BC policies
and governing documents are current and reflect best-practices.
POLICY
The Governance Committee will conduct a review and make recommendations to SafeCare BC’s
membership regarding the Association’s bylaws and constitution, in accordance with the following
procedures.
Procedures
1. Once every two years, the Governance Committee will conduct a review of SafeCare BC’s bylaws
and constitution. Such a review will consider the following:
a. Whether the language of the constitution and bylaws are current.
b. Whether the committee mandates and membership as outlined in the bylaws reflect
current practice and needs.
c. Whether there are any identified gaps in the bylaws.
d. Whether there are any opportunities to streamline processes.
e. Whether there are any recent or upcoming changes to Society legislation or other
applicable legislation that may impact the validity of the bylaws or constitution.
2. In some cases, a bylaw and/or constitution review may need to be conducted outside of the
normal review cycle. These cases may include:
a. Emerging issues that impact the validity or relevance of the bylaws and/or constitution.
b. Changes in legislation.
c. Other gaps as identified by SafeCare BC members, employees, or Board Directors.
3. The Chief Executive Officer will support the Governance Committee as needed. This support may
include clerical and administrative support, and if needed, procurement of a Governance
specialist (whether in-house or contracted).
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Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any changes to this
policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
The SafeCare BC Board of Directors is responsible for ensuring the good governance of the Association. Part
of this duty includes ensuring the succession pathway to Board Chair aligns with Board governance bestpractices.
POLICY
The Vice-Chair shall succeed the Board Chair both as a normal course of succession and in the event of an
unforeseen vacancy in the Board Chair role. In the event the current Vice-Chair position is vacant, or the
current Vice-Chair is unable or unwilling to take on the role of Chair, the Treasurer shall succeed the Board
Chair. In the event the current role of Treasurer is vacant, or the Treasurer is unwilling or unable to take on
the role of Chair, the Secretary shall succeed the Board Chair. In the event the Secretary role is vacant, or
the Secretary is unwilling or unable to take on the role of Chair, the role of Board Chair shall be filled in
accordance with Board Policy “GOV02 – Election of Executive and Committee Members”.
This policy is intended as a supplement to the current Association Bylaws.

Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any changes to this
policy will be approved by the Governance Committee and Board of Directors.

SAFECARE BC HEALTH AND SAFETY ASSOCIATION

1424 – 4710 Kingsway, Burnaby BC V5H 4M2

CONFIDENTIAL

ASSOCIATION POLICY #: GOV14
TOPIC: EXECUTIVE COMMITTEE ROLES
Page 1 of 3
DATE ADOPTED: Sep 6, 2019
AUTHORIZATION: BOARD OF DIRECTORS
REVISED DATE: Nov 3, 2020
BACKGROUND
The SafeCare BC Board of Directors is responsible for ensuring the good governance of the Association. As
members of the Executive Committee, the Board Chair, Vice-Chair, Treasurer, and Secretary play a key role
in Board governance.
POLICY
The Chair:
• acts as a liaison between the Board and the CEO;
• fosters a constructive relationship between the Board and the CEO;
• ensures the CEO is aware of concerns of the Board, members, and stakeholders;
• ensures that the Board receives information necessary to allow it to effectively discharge its
responsibilities;
• chairs the Executive Committee and leads the Committee in effectively discharging its duties, as well
as acting as the liaison between the Executive Committee and Board;
• provides mentorship to Executive Committee members to facilitate smooth successorship of the
Chair role;
• in collaboration with the CEO:
o sets the annual schedule of Board and Board Committee meetings;
o develops and sets Board meeting agendas;
o calls meetings of the Board;
• presides over Board meetings and general meetings of the members of SafeCare BC
• oversees issues raised with respect to conflicts of interest;
• guides the Board in fulfilling its regulatory, policy and organizational oversight;
• ensures the Board has cohesion of direction and purpose at a policy and strategic level;
• ensures the Board maintains the boundary between the Board and operational responsibilities;
• exercises a strong guiding role with respect to Board culture and the nature of discussions during
Board meetings;
• encourages the participation of all Board members during Board meetings;
• develops consensus, promotes teamwork, and fosters ethical decision-making;
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•
•
•
•

ensures that each Board Member is contributing to the Board’s work;
provides new Board Members with information on the Board’s key issues as part of the Board
Member orientation program;
signs documents on behalf of SafeCare BC as authorized by the Board; and
participates in SafeCare BC-related events as a Board member.

The Vice-Chair:
• performs the Chair’s duties, if the Chair is absent or unable to perform them;
• chairs the Governance Committee, which includes:
o Acting as the Nominating Committee Chair;
o Leading the Board annual self-evaluation process;
o Conducting an annual review of all Board policies; and
o Serving as the liaison between the Board and the Governance Committee.
• is a member of the Executive Committee
• assists the Chair in the following matters:
o ensuring the CEO is aware of concerns of the Board and stakeholders; and
o ensuring that the Board receives information necessary to allow it to effectively discharge its
responsibilities.
• participates in SafeCare BC-related events as a Board member.
The Treasurer:
• performs the Chair’s duties, if both the Chair and Vice-Chair are absent or unable to perform
them;
• chairs the Finance and Audit Committee, which includes:
o providing fiscal oversight of SafeCare BC’s operations, including participating in the annual
audit;
o in cooperation with the CEO, developing the annual budget for approval by the Board; and
o acting as the liaison between the Finance and Audit Committee and the Board.
• is a member of the Executive Committee
• assists the Chair in the following matters:
o ensuring the CEO is aware of concerns of the Board and stakeholders; and
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•

o ensuring that the Board receives information necessary to allow it to effectively discharge
its responsibilities.
participates in SafeCare BC-related events as a Board member.

The Secretary:
• performs the Chair’s duties, if the Chair, Vice-Chair, and Treasurer are absent or unable to
perform them;
• oversees the minuting of Board and Executive Committee meetings; this duty may be delegated
to the appropriate individual;
• is a member of the Executive Committee;
• assists the Chair in the following matters:
o ensuring the CEO is aware of concerns of the Board and stakeholders; and
o ensuring that the Board receives information necessary to allow it to effectively discharge
its responsibilities.
• participates in SafeCare BC-related events as a Board member.
Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any changes to this
policy will be approved by the Governance Committee and Board of Directors.
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I.

Areas of responsibility
A. Board
The Board is responsible for prudent management of the Association’s funds. In order to fulfill
this responsibility, the Board shall:
1. Review and approve written financial policies and procedures at the end of each fiscal year.
2. Review and approve the annual budget so that the goals set for the year can be achieved
and an operating reserve maintained.
3. Initiate an annual external audit/review.
4. Distribute an annual financial report to all members.
B. Treasurer
The Treasurer is responsible for ensuring that the financial affairs of the Association are
maintained in accordance with the established financial policies. In order to fulfill these
responsibilities, the Treasurer shall:
1. Assist the CEO with the preparation of the budget by:
a. Projecting the income for the next year.
b. Preparing a draft budget for the Board's review and approval.
2. Ensure that the Association’s financial information system includes:
a. Maintaining the Association’s financial records and supporting documentation in a
professional manner
b. Maintaining adequate internal controls to protect the financial assets of the
Association including payment disbursement activities
c. Maintaining a file of financial reports, annual budgets and audit reports.
3. Present a written financial report to the Board at each scheduled meeting. The financial
report should include a statement of net assets, cash flows and revenue and expenses.
Annually the audit report is also presented to the Board at the end of the fiscal year.
4. Work with the CEO and external auditor and/or internal audit committee during the
examination of the Association's financial policies, procedures, and records.
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5. Confirm with CEO that Association’s insurance is adequate and that an annual review of
the insurance policies has been completed.
II.

Internal Auditing Procedures
A. Objective
To take all practical steps to ensure that funds intended for the Association have been received
and recorded.
B. Basic Principle
There must be supporting evidence for both the acceptance of money and the disbursement
of funds. The evidence must be available for review by auditors and persons authorized to
accept monies, approve disbursement, and sign cheques.
C. Procedures
1. All disbursements are made by cheque and/or pre-arranged electronic transfers.
2. All payment receipts are deposited promptly into the chequing account.
3. All records, ledgers, bank statements, program registration lists, files, etc., are retained for
seven years.

III.

Financial Information System
The financial information system provides a means of identifying sources of income and justifying
expenditures in accordance with the approved budget. It permits reporting of the current financial
state of the Association for prediction and control when economic decisions must be made.
A. Receipts
1. Transactions are made promptly.
2. Deposit slips are checked against bank statements.
3. Receipts and deposits are recorded correctly.
B. Disbursements
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1. All disbursements are made by cheque and/or pre-arranged electronic transfer.
2. A file with supporting vouchers is retained for each disbursement. If a disbursement is
made by cheque, the voucher will indicate the cheque number, date of disbursement,
and bank account number, and the cheque number will be recorded in the Association’s
accounting software. If a disbursement is made by electronic transfer, documentation
will include a printed confirmation of transfer, indicating the date, bank account
number, amount, and confirmation code.
C. Banking
1. The Association accounts are located in the Vancouver area.
2. The kind of account and the account numbers shall be identified.
3. Entries of receipts, disbursements, transfers and account balances are made in a timely
manner and in chronological order.
4. All interest, transfer of funds, deposits and withdrawals shall be documented.
5. The fiscal year shall be January through December.
6. At the end of each month all account balances are reconciled.
7. CEO or other designated personnel separate from accounting shall review the bank
reconciliations.
D. Accounting Software
1. All deposits are correctly and promptly recorded in the Association’s accounting
software.
2. Payments indicate not only the payee but also the reason for payment and
corresponding expense line item (e.g., travel to Biennial Convention). Where
disbursements have been made by cheque, the cheque number will be recorded in the
accounting software system.
3. Vouchers and cancelled cheques are retained for all disbursements.
4. The Association expenditures and revenue as recorded in its accounting software are
reconciled with the bank statement every month. Where disbursements have been
made by cheque, the cheque number will be cross-referenced with the corresponding
cheque number indicated on the bank statement.
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IV.

Investment Policy
A. Objective
To increase the Association’s financial assets. Once the Association has accrued money beyond
the needs of the budget, the money will be invested in safe growth vehicles. These accounts
will be:
1. Low risk (e.g. term deposits)
2. Have a record of safe and steady growth
3. Consistent with the values of SafeCare BC (e.g. no tobacco, marijuana, alcohol)
B. Procedures
1. When the Association has accrued sufficient revenue beyond what is needed for cash flow,
that money will be invested in a low risk vehicle.
2. The nature and amount of investment will be made by the CEO based on advice from the
Treasurer and Finance and Audit Committee.
3. Annually the Board of Directors or Audit Committee will assess the invested money's
condition.

V.

Audit
A. Objective
To verify that accounting procedures provide for proper accounting of receipts and
expenditures.
B. Purpose
To confirm the Association's accounting practices.
C. Frequency of Audit
An external audit shall be completed annually in accordance with the Association’s reporting
requirements as outlined by WorkSafeBC and the Societies Act.
D. Finance and Audit Committee
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A Finance and Audit Committee will have responsibility to monitor financial affairs and advise
the Board.
TERMS OF REFERENCE
COMMITTEE TYPE
FINANCE AND AUDIT COMMITTEE
AUTHORITY
A Committee struck by the Board of Directors on an annual basis. The
Chairperson is the Treasurer and they will report to the Board.
PURPOSE
The Finance and Audit Committee advises the Association Board of Directors on
financial matters and has responsibility of budgeting and monitoring financial
affairs.
RESPONSIBILITIES
The responsibilities of the Finance and Audit Committee will be:
1. Review the Audited Financial Statements and Audit Report and recommend
any corrective action required.
2. Advise the Board on the selection, retention and remuneration of the
Auditor.
3. Review or revise as necessary the financial policies and present any changes
to the Board at the end of each fiscal year for their review and approval.
4. Review annually SafeCare BC’s investment strategy and make any
recommendations to the Board as required
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COMPOSITION
The Finance and Audit Committee shall consist of the Treasurer and two other
Board Directors (one of which may be a committee member).
QUORUM
Shall consist of two Committee Members. In the event that a quorum is not
founded, the committee will continue with the meeting. Recommendations
will be made and referred to next meeting for discussion and voting.
TERMS OF OFFICE
The Finance and Audit Committee members shall be appointed at the first
meeting of the Board following the Annual General Meeting. If mid-term
vacancies occur, the board may appoint a new member and obtain consent
from the rest of the board by voting. Term is for 1 year and expires
immediately following the next Annual General Meeting.
FREQUENCY OF MEETINGS
At least Semi-Annually and at the call of the Chair.
REPORTING MECHANISM
The Audit Committee will bring forward formal recommendations to the Board
of Directors and shall report every act or thing done in exercise of its power to
the next meeting of the Board of Directors.
EXPENSES
Committee expenses are reimbursable by SafeCare BC according to approved
policy.
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SIGNING AUTHORITY
•
•
•

•

Approved signing authorities of the Association will consist of the Chief Executive Officer, Chair,
Past-Chair, Vice-Chair, and Treasurer.
Amounts up to $5000 will be signed by any one of the approved signing authorities.
Amounts in excess of $5000 require approval of two signing authorities. The “approval” is
deemed to be:
o A written signature on the cheque by two signing authorities or;
o One written signature and one written/email approval from a second signing authority.
Amounts in excess of $5,000 being paid to/for rent, the Support Services Agreement and
Contracted Staff Support Agreement with the BC Care Providers’ Association, previously
approved staff payroll, Revenue Canada, and RRSP contributions, will be signed by one of the
approved signing authorities.

PROCEDURE
The Association staff, and approved signing authorities, will adhere to the following procedures for
financial monitoring and due diligence:
•
•
•

No cheques or electronic transfers will be signed without appropriate back up accompanying the
cheque or electronic transfer and all details (address, amount, etc) completed in advance.
The Chief Executive Officer and/or Treasurer will review and sign as approval the monthly cheque
register and monthly bank reconciliation.
Expenses of the Chief Executive Officer will be approved by the Treasurer or Board Chair prior to
reimbursement being issued.
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BACKGROUND
It is the Board’s responsibility to define the scope and role of the Chief Executive Officer (CEO).
The Board oversees the performance of the CEO and supports the CEO’s development. The Board
solely provides direction to the CEO through the Chair. Individual Board members may contact
the CEO directly for purposes such as seeking clarification or information regarding the
Continuing Care sector and/or to provide intelligence regarding ongoing or emerging issues.
POLICY
The role of the CEO, the scope of the CEO’s authority and accountability, and the actions the CEO is
authorized to take within the Board’s delegation of authority are defined according to the following
procedures.
Procedures
1. Delegation of authority: Role and scope of authorized CEO activities.
a. The Board delegates administrative and operational authority to the CEO. Such delegation
of authority and a strong working relationship with the CEO are essential to the effective
governance of the Board and the fulfillment of SafeCare BC’s Vision, Mission and Values.
The specific duties and responsibilities related to this delegation are defined by the
position’s job description, the annual workplan, and the Strategic Plan.
b. Delegation of authority to the CEO will grant the necessary latitude, resources, and
supports to achieving the goals of SafeCare BC’s annual workplan and Strategic Plan.
Specifically, the Board authorizes the CEO to:
i. Provide administrative and organizational leadership to the affairs of SafeCare BC;
ii. Be the direct administrative representative to the Board, assisted by other
SafeCare BC employees or SafeCare BC contractors as required;
iii. Oversee the management of the programs and services of SafeCare BC;
iv. Develop policies, make relevant leadership and operational decisions, take
necessary actions to establish organizational practices and procedures within the
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constraints of this and other Board policies, within the parameters of the Strategic
Plan, and consistent with the Vision, Mission, and Values of SafeCare BC.
2. Accountabilities of the CEO
a. Overall, the CEO will ensure that:
i. All activities are within SafeCare BC’s Vision, Mission, Values, the Strategic Plan,
and any other Board-approved action.
ii. All activities comply with the SafeCare BC Constitution and Bylaws, relevant
municipal bylaws, federal and provincial legislation and any other relevant
regulations.
iii. SafeCare BC, its staff, and its representatives adhere to SafeCare BC’s Code of
Conduct.
iv. The Board is advised immediately of any situations involving significant risk to
SafeCare BC.
v. Insurance is in place to protect against loss to SafeCare BC property and against
liability involving the Association, its officers, and Board of Directors.
b. Personnel management
i. The CEO will not knowingly allow unfair or inequitable situations to continue in
any employment relationships at SafeCare BC.
ii. The CEO will ensure that written personnel policies and procedures are in place
that:
1. Clarify expectations and working conditions for staff.
2. Provide for effective handling of complaints.
3. Protect against wrongful conditions.
4. Adhere to WorkSafeBC requirements.
5. Ensure that staff is informed of the performance standards against which
they will be evaluated and held to account.
6. Ensure that all staff compensation plans are fair, equitable and defensible.
7. Minimize the likelihood of harassment in any form and deal effectively
with any occurrence of harassment.
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c.

Financial planning, budgeting, and management criteria:
i. The annual operating budget for any fiscal period shall not:
1. Deviate substantially from Board expectations.
2. Place the organization at undue financial risk.
3. Fail to show a generally acceptable level of foresight.
ii. The CEO:
1. Recognizes that the primary source of direction for financial planning will
be the Board-approved budget and any other relevant Board directives.
2. May not present a deficit budget plan unless authorized to do so by the
Board.
3. Will ensure that an annual budget is prepared and presented to the Board
in conjunction with the annual workplan.
4. Will ensure that annual budgets contain sufficient detail to enable reliable
projection of revenues, expenses, cash flow, separation of capital and
operational items, and disclosure of assumptions.
5. Will demonstrate that the budget includes sufficient funds for carrying out
the operations of SafeCare BC and contingencies.

d. Financial Management Criteria:
The CEO will not:
i. Knowingly allow expenditures to exceed Board approved budgets except for
timing issues or variances acceptable to the Finance and Audit Committee.
ii. Fail to inform the Board when evidence shows that a budget shortfall is likely.
iii. Indebt SafeCare BC in any amount greater than that approved by the Board.
iv. Invest or hold SafeCare BC funds in any manner other than that approved by the
Board.
v. Use any long term reserves without Board approval.
vi. Allow cash reserves to drop below the amount required to settle likely payroll and
debt obligations in a timely manner.
vii. Allow tax and other government mandated obligations and payments to be
overdue or inaccurately filed.
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viii. Fail to submit accurate and reliable financial information to the Finance
Committee that summarizes the financial condition of SafeCare BC and identifies
the level of compliance with Board-approved financial targets.
ix. Fail to follow generally accepted accounting principles.
On the basis of the authority vested in the CEO, expenditures can be made without further
authorization by the Finance and Audit Committee or the Board provided that they fall
within budget parameters approved by the Board for the fiscal year.
e. Protection of Assets Criteria:
i. The CEO shall ensure that effective financial controls and monitoring procedures
are in place, pursuant to any related Board policies, to protect the following from
unauthorized use, damage or loss:
1. Physical assets;
2. Electronic data;
3. Financial records, documents and files;
f. Board Administrative and Clerical Support Criteria:
i. The CEO shall coordinate administrative and clerical support for the Board to
ensure that the information it receives is timely, accurate, complete, and in a form
useful for governance work. This includes:
1. Providing information to the Board as a whole except when fulfilling
individual requests for general information, or when responding to officers
or committees set in place by the Board.
2. Wherever possible, circulating the Board meeting package to Directors
electronically one week prior to Board meetings.
3. Facilitating a timely and secure mechanism for official Board
communications between meetings—e.g. telephone, email.
ii. The CEO will advise the Board if, in the opinion of the CEO, the Board is not in
compliance with its own policies.
3. The Board may choose to modify the Strategic Plan, the annual workplan, the CEO job description
or this policy from time to time. However, as long as any particular policy is in place, the Board
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will support the CEO’s decisions made within such policy boundaries. The CEO in turn will support
the Board’s policies and ensure that Board decisions are fully and effectively implemented.
Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any modifications
or changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
It is the Board’s responsibility to appoint a qualified and competent individual as the Chief Executive
Officer (CEO). The Board oversees the performance of the CEO and supports the CEO’s development.
The Board solely provides direction to the CEO through the Chair. Individual Board members may contact
the CEO directly for purposes such as seeking clarification or information regarding the Continuing Care
sector and/or to provide intelligence regarding ongoing or emerging issues.
As part of this process, the Board conducts a formal performance appraisal of the CEO every two years,
within two weeks of the CEO’s hiring anniversary. The review is led by the Board Chair. This enables
bilateral communication between the Board and the CEO and ensures that the Board’s priorities are
met.
The Board Executive Committee is responsible to ensure the CEO’s performance evaluation is properly
undertaken as outlined CEO below.
POLICY
The evaluation of the CEO is conducted according to the following principles and procedures.
Principles
1. The CEO is aware that his/her performance will be assessed against the Board approved Strategic
Plan and the annual workplan.
2. Feedback is provided regularly by the Board Chair to support the CEO in successfully meeting
reasonable goals and objectives.
3. The CEO evaluates his/her performance through a process of personal reflection.
4. In-camera, the Board annually reviews the CEO self-assessment, discusses overall executive
performance and ensures documentation of Board consensus regarding CEO performance.
Page Break
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Procedures
The CEO and Board Chair or designate complete the following steps to evaluate the CEO’s performance.
These steps occur every two years, generally coinciding with the annual anniversary mark of the CEO’s
start date with the Association. In the event of a newly-hired CEO, the following steps are completed at
the end of a six-month probationary period, in addition to occurring at the two-year anniversary date.
1. One month prior to the review date, the CEO is sent a self-evaluation form to complete.
2. One month prior to the review date, a call shall be made for Board and staff input. A standardized
form will be used to allow for year-over-year comparisons.
3. At the next Board meeting, the Board excuses the CEO and evaluates in-camera the outcomes of
the work of the CEO following a review of the CEO job description, SafeCare BC strategic plan, the
applicable annual workplan, any additional assigned work, and the completed CEO self-assessment.
4. The draft evaluation is provided to the CEO at a meeting with the Chair prior to the Board meeting
following the in-camera session.
•
If there are additional substantive issues, items of information, or suggested actions
raised at this meeting, they will be discussed in-camera with the Board before the Chair signs the
completed evaluation.
The completed and signed Performance Evaluation is provided to the CEO. One copy is placed in the
confidential personnel record retained by the Board Chair. All confidential personnel records are stored
at the Association’s registered Society address. To protect the integrity of the CEO’s Performance
Evaluation records, only the Board Secretariat has access, and the records are sealed and maintained in
a locked cabinet.
The Executive Committee is responsible for recommending to the Board on an annual basis any
adjustments in compensation and/or benefits. The committee is also responsible for reviewing the
template and evaluation methodology used on an annual basis. Any adjustments to the CEO’s
compensation and/or benefits take effect at the beginning of the new fiscal year – unless otherwise
specified by resolution of the Board.
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Review of Policy
This policy is to be reviewed at least every two years by the Governance Committee. Any modifications
or changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND
It is the Board’s responsibility to appoint a qualified and competent individual as the Chief
Executive Officer (CEO). As part of this process, the Board is responsible for selecting an individual
to fill any vacancies as they arise in the position of CEO.
POLICY
The Board will ensure that any vacancies in the position of CEO, whether planned or unplanned, are
addressed in accordance with the following procedures.
Procedures
1. Upon the departure, future planned departure, or anticipated leave of absence of the current
CEO, the Executive Committee meets to discuss the succession planning process and assign roles and
responsibilities.
2. The Executive Committee Chair works with the departing CEO to plan the exit strategy and to
review the current CEO job description for necessary changes.
3. The Executive Committee:
a. Identifies the key spokesperson for SafeCare BC until the new or interim CEO is hired.
b. Develops the internal and external communication plan.
c. Develops and implements the plan for the successor.
d. Provides regular updates to the Board and SafeCare BC employees.
e. Identifies and officially hires the new or interim CEO. The Executive Committee may, at
its discretion, use a third-party recruiting firm for recruitment purposes.
f. Drafts and implements the successor development and transition plans, including
launching the new or interim CEO with internal and external stakeholders and staff for the
transition.
g. Officially places the successor in the CEO role and works with the Board to implement
the six-month probation period.
4. In the event of a sudden, unplanned departure or extended absence of the current CEO, the
Executive Committee appoints an interim CEO to ensure critical functions and operations
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of SafeCare BC are maintained. To minimize potential disruption to SafeCare BC’s activities,
the current CEO ensures that at least one other SafeCare BC employee, either the Sr. Director of
Development and Outreach, Director of Workplace Health and Safety Programs, or the Director of
Communications and Member Services, is familiar with and able to coordinate SafeCare BC’s
activities on short notice.
5. Eligible costs associated with addressing a vacancy within the CEO position, whether planned or
unplanned, may, at the discretion of the Executive Committee, be covered via the SafeCare BC
Board-controlled savings fund up to a maximum of $25,000. Eligible costs include: third-party
recruiter fees; fees associated with pay-to-post job forums; employment agreement development
fees; and teleconference / meeting fees associated with candidate interviews. Costs above
$25,000 or costs not included in the list of eligible items above require Board approval.
Review of Policy
This policy is to be reviewed on an annual basis by the Governance Committee. Any modifications or
changes to this policy will be approved by the Governance Committee and Board of Directors.
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BACKGROUND:
Engaging organizations associated with the continuing care sector in SafeCare BC’s programs and
activities is seen as strategically important to SafeCare BC’s strategic priorities around advancing the
culture of workplace health and safety in the sector. SafeCare BC membership is a way in which to
foster that engagement. Moreover, members are an important source of insight into the challenges
and opportunities facing the continuing care sector with regards to workplace health and safety.
Therefore, offering an opt-in associate membership pathway to interested organizations not currently
members is a means to not only enhance engagement, but to also ensure SafeCare BC’s initiatives
continue to evolve with the sector.
For the associate member, SafeCare BC membership benefits include:
• Opportunity to access licensed workshop content at no charge (a $1,000 annual value);
• Ability to access training at a subsidized rate of $35 / participant per full-day course, versus the
non-member rate of $100 / participant per full-day course;
• Ready access to resources that are up-to-date and based on leading practices;
• Access to training across the province; and
• Resources customized to the unique demographics and needs of member organizations.
POLICY:
Membership Eligibility and Definitions:
Organizations eligible for associate membership include those that are directly connected to the
continuing care sector in terms of services provided, the supply of workers through education delivery
and certification, or other ways which positively impact the continuing care sector (i.e. “allied healthcare
professionals”).
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Categories:
Education Providers include both public and private schools or programs that have full recognition status
with the BC Care Aide Registry, offer education and certification in programs such as: healthcare aide,
licensed practical nursing, registered nursing, recreation therapy, management/leadership in
healthcare, or others with a direct link to the continuing care sector (i.e. those working to upskill future
workers).
Service Providers include organizations that provide services to the continuing care sectors that are in
good standing with WorkSafeBC. This may include contracted food or housekeeping providers, care
organizations not covered under the current membership classification units (e.g. specialized community
living support services, assisted living) or others with a direct link to the continuing care sector.
Affiliated Organizations include organizations not otherwise covered that have a direct link to the
continuing care sector. This includes Professional Associations that serve as the professional body for
health care-related professions, including, but not limited to, the Physiotherapy Association of BC, the
British Columbia Association of BC, and the Canadian Association of Occupational Therapists – BC. These
organizations serve members in BC and are governed by a board of directors.
For the purposes of supports and services provided by SafeCare BC, all employees or students
(“subsidiary groups”) of Education Provider members or Service Provider members in good standing are
covered under their organization’s membership.
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Criteria
Operates in B.C.
In good standing and registered with WorkSafeBC for a minimum of 1-year, if applicable
Direct link to the continuing care sector
Organization is not a commercial supplier (e.g. equipment provider)
Education providers must have:
• Full recognition status with B.C. Care Aide Registry, if applicable
• Offer educational programs with a certification from the Ministry of Advanced
Education (I.e. HCA, LPN, RN etc.)
• Include some health and safety education as part of current training program
Affiliated Organizations must:
• Demonstrate a commitment to workplace health and safety and ongoing educational
development.
• Not otherwise meet the criteria for Education Providers or Service Providers.
An overview of the membership sign-on process can be found in Appendix A.
Pricing Structure:
Education Providers: Membership fees are based on the number of individuals enrolled in a continuing
care sector-related program stream (e.g. HCA, LPN, RN). Membership fees are $20 per person to a
maximum cost of $6000 and a minimum cost of $500 per year ($12,000 and $1,000 per 2-year
membership term, respectively). See Appendix B for more details.
Service Providers: Membership fees for Service Providers are assessed as a percentage of an
organization’s WorkSafeBC-assessable payroll. The percentage is matched to that of the current
membership year’s estimated Classification Unit (CU) levy. Should the CU levy differ between CUs
currently under SafeCare BC membership, the percentage applied to Service Provider membership
would match the higher of the CU levies. See Appendix B for more details.
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Affiliated Organizations:
• Sub-category: Professional Associations
o Membership fees are set at a flat rate of $6,000 per year per association, or $12,000 per
2-year membership term.
Membership fees are due within 30 days of invoicing; any dues past 90 days will deem the membership
cancelled. Membership fees will be due in full upon invoicing, unless otherwise agreed-upon in writing
between the member and SafeCare BC.
Membership Duration and Structure:
• Duration of membership shall be two years, in effect from January 1 to December 31 of the
following year. Should a member wish to sign-up mid-year, for the purposes of membership that
term will be calculated as ending on December 31 of the following calendar year. (E.g. a member
who signs on in April 2020 would be a member until December 31, 2021).
• Pursuant to SafeCare BC bylaws (Section 2.2), members shall be non-voting members.
• Members who sign on mid-year will have their fees prorated according to the schedule proposed in
Appendix C.
• Any member who withdraws during the contract term will not receive a refund.
• An organization which changes ownership mid-term will not receive a refund.
• Members will not be authorized to share or disseminate information and resources provided to
them by SafeCare BC to other organizations who are not SafeCare BC members without the express
permission of SafeCare BC.
• Members shall not divulge or make use of any confidential information outside of the contractual
relationship with SafeCare BC without prior written consent from SafeCare BC, unless required by
law.
• Members may not directly or indirectly solicit, attempt to solicit, canvass, or interfere with any
customer or supplier of SafeCare BC in a manner that conflicts with or interferes in the business of
SafeCare BC.
• Members must relay any feedback resulting from workshops directly to SafeCare BC via private
channels rather than publicly-facing channels.
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•
•

•

Failure to adhere to the terms of the contract may result in the membership being revoked.
Membership may be renewed at the end of the term, contingent on the member continuing to
meet the eligibility criteria. Members who opt to renew their membership will be asked to submit
updated information.
Members who experience a material change in their operations with regards to WorkSafeBCassessable payroll size (Service Providers) or number of students enrolled (Education Providers) are
required to notify SafeCare BC as soon as reasonably practicable.

Membership Review:
All membership contracts will be reviewed annually and modified if needed based on a review by
SafeCare BC staff.
Revoking Membership and Appeals:
If SafeCare BC deems that an existing Associate Member organization is no longer eligible for
membership, the SafeCare BC’s CEO will notify the Board, which will decide as to whether membership
should be revoked or not. If membership is revoked, the Associate Member will be notified in writing.
Review:
This policy will be reviewed on an annual basis by the SafeCare BC Governance Committee and
approved by the SafeCare BC Board.
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Appendix A: Signing on New Associate Members
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Appendix B: Membership Fee Calculator
Education Providers:

*Maximum cost for membership would be $6000 and minimum cost for membership would be $500, annually ($12,000 and $1,000,
respectively, for a 2-year membership term)
Service Providers:

/

)X

Note: should the CU levy differ between current CU categories, for the purposes of Associate membership, the CU levy will be the
higher of the CU category levies.
Affiliated Organizations: $6,000 per year ($12,000 per two-year membership term)
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Appendix C: Pro-Rating Schedule for Mid-term Sign-ups
Months Remaining
24
23
22
21
20
19
18
17
16
15
14
13
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% of Total 2-Year Membership Fee Owed
100%
95.8%
91.7%
87.5%
83.3%
79.2%
75.0%
70.8%
66.7%
62.5%
58.3%
54.2%
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BACKGROUND
Goals
•

Obtain best value for money to ensure SafeCare BC funds are directed toward Association
objectives as much as possible;
• Obtain appropriate approval and authorization for travel;
• Compliance with corporate policies and procedures.
SafeCare BC recognizes that its management, staff, Board and committee members, (herein referred to
as “Members”) may incur expenses while traveling for the purpose of SafeCare BC business. Members
will be reimbursed for allowable business expenses as outlined in this policy.
PROCEDURES
Reimbursements submitted are approved at the discretion of the CEO and may be rejected if the signing
authority does not feel the expenses follow SafeCare BC Board policy. In order to ensure compliance, all
travel claims must include the following:
•
•
•
•
•
•

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

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

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

Mileage when using one’s own vehicle is admissible under a 200 km radius from the destination,
or over 200 km when flights do not provide adequate transportation.
• Mileage will be reimbursed at $0.59/km, for the first 200 km, and $0.53/km for the remaining.
• SafeCare BC assumes no responsibility for any vehicle damage, or for traffic or parking infractions
incurred when the vehicle is used for SafeCare BC travel. Members should consult with their
insurance agent on their insurance needs for such trips.
• Commuting costs between the residence and place of employment or between two places of
employment will not be reimbursed.
Allowable Expenditures – Travel
•

Car rentals will be reimbursed when required to attend SafeCare BC events or meetings. Compact
cars should be used.
• Taxi fares and parking fees are allowable expenses. A receipt is required.
• Tolls for roads, bridges and tunnels, as well as parking at parking meters are allowable. No receipt
is required.
• Accommodations will be reimbursed at actual expenses for commercial accommodations at
single occupancy rates to a maximum of $200 per night (prior to any applicable taxes). In cases where
no such accommodation is available, prior approval is required. Original receipts must accompany
any additional charges to the hotel bill.
• Charges for such items as movies, laundry, and mini-bars will not be reimbursed.
• SafeCare BC will reimburse accommodation starting the night before the SafeCare BC related
business and no longer than the night after the SafeCare BC related business.
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•

For each full day of travel, a Member may claim per diem allowance up to $63/day to cover meals
and incidentals, such as gratuities and telephone calls, in lieu of receipts.
• For the first and last days of travel, and for travel less than a full day, a Member may claim a
maximum of:
• Breakfast ............................$13.00
• Lunch..................................$17.00
• Dinner.................................$33.00
• When meals are provided for at the organized event, no claim for meals may be made.
• In exceptional situations, claims may be made for actual expenses for meals and incidentals that
exceed the above allowances, supported by a full explanation and list of all guests. The types of
expenses incurred for SafeCare BC business may include food, beverages, and social or recreational
activities.
• Acceptable purposes for entertaining involve SafeCare BC guests, visitors or business partners.
The normal maximum allowance per individual per event is $50. Variations from this amount require
prior approval of the CEO.
Required Documentation
•

Expense claims must be submitted using the official, most up-to-date version of the SafeCare BC
Expense Form Template.
• Original receipts clearly indicating GST (HST where applicable) paid must accompany all Travel
Expense Claims. Faxes, credit card receipts or photocopies will not be accepted.
• Airfare or public travel expenses must be accompanied by the original or printed copy of the
boarding passes. If original receipts for major costs are lost, destroyed or stolen, a written
explanation of the circumstances must be provided by the Member and approved by the CEO before
the claim is processed.
• Airfare should not be expensed until the travel has occurred and the boarding pass is available.
Employee Procedures for Booking Travel
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Travel Expense Claims should be submitted to the attention of the CEO at SafeCare BC Head Office within
20 working days following completion of each trip. SafeCare BC will endeavour to issue payment within
15 working days of receiving a claim with all signatures.
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