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HIRRA CONSTITUTION
(Revised May 1989)
1. The name of the association is the Hornby Island Residents’ and Ratepayers’ Association.
2. The purposes of the association are:

a) To protect and advance the interests and well being of the residents and ratepayers of Hornby
Island with consideration for the official community plan and the community vision statements.
b) To prevent pollution and abuse of land and natural resources.
c) To encourage voluntary community or individual enterprise.
d) To cooperate with other community organizations on and off the island.
e) To assist government agencies, at all levels in the management of Hornby Island affairs by:
i)
Being cognizant of government functions, procedures and services at all levels.
ii)
Entering into contractual arrangements and/or agreements with appropriate agencies for
the financial and administrative management of Hornby Island affairs and services.
iii)
Representing Hornby Island residents and ratepayers to appropriate government
agencies.
f) To represent and to assist residents and ratepayers to obtain, maintain and improve recreational
facilities, both public and private, on and off the island.
3. The operation of the association shall be carried on without purpose of gain for its members and
profits or other accretions to the association shall be used in the promotion of its objects. THIS
PROVISION SHALL BE UNALTERABLE.
In the event of dissolution or of the winding up of the association, any money or assets of the
association remaining after the satisfaction of its debts and liabilities shall be given or transferred to
such organizations concerned with social problems or organizations promoting the same objectives as
this society as may be determined by the members of the association at the time of winding up or
dissolution. Failing such determination then such money and assets shall be given or transferred to
some other organization provided that such organization referred to in this chapter be a charitable
organization or a trust recognized by the department of National Revenue of Canada as being qualified
as such under the provisions of the INCOME TAX ACT OF CANADA from time to time in effect.
THIS PROVISION SHALL BE UNALTERABLE.
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Hornby Island Residents’ and Ratepayers’ Association
Bylaws
(Revised January 16th, 2006)
General
These bylaws represent those items of a regulatory nature peculiar to the Hornby Island Residents’ &
Ratepayers’ Association. Separate publications may be required to supplement and expand these
bylaws and should contain routine and procedural information regarding the day to day operation of the
association. Procedural documents may be changed, as required, by the executive. No supplementary
publications shall contravene the legality or the intent of the constitution and by-laws.
Membership
All persons of voting age according to the laws of B.C. assessed for municipal taxes upon land on
Hornby Island are eligible for membership. All residents of voting age according to the laws of B.C.
not being owners of land nor being named on the tax assessment notices on land owned on Hornby
Island are eligible for membership in the association after six months residency on the island.
Membership Rights and Obligations
a) There shall be a membership roll in the custody of the Secretary stating the names and addresses of
the members. Persons eligible for membership shall become members on submission of their names
to the secretary and entry into the membership roll.
b) Members shall obey the regulations of the association and submit to its rulings or those of the
presiding Officer.
c) A member may vote on any resolution providing he or she has been a member for at
least forty-two (42) days before the date of the meeting at which the vote is taken.
d) Any non-member may attend meetings of the association and may participate to the
extent approved by the presiding Chairperson, but eligibility to vote shall be in accordance with
existing by-laws.
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Meetings, Quorums and Voting Rights
a) Whenever possible, a circular seating arrangement for general meetings shall be adopted.
b) HIRRA’s GUIDE TO THE ETIQUETTE OF MEETINGS shall be a referent to guide the spirit of
general and committee meetings and to encourage respectful speaking and listening, as a
complement to ROBERT’S RULES OF ORDER for the conduct of procedure.
c) The President, or in his or her absence, the Vice-President or, in their absence, a member chosen by
the meeting, shall preside over the meeting.
d) When questions arise as to the proper parliamentary procedures and rules of debate, the chairperson
shall apply ROBERTS RULES OF ORDER.
e) In general, procedures and a flow of business shall be followed which encourage thoughtful
consideration and adequate discussion of issues, and which reduce the likelihood of very close
votes. Consideration shall be given to the need of all to be heard, and to the need for discussion to
build toward consensus, as well as to the need to make decisions.
f) On those votes which serve to advise other levels of governance, a count of yeas and nays shall be
recorded, along with summary arguments.
g) There shall be a minimum of ten (10) meetings per year, at such a time as shall be determined by
the membership.
h) The Annual General Meeting shall be held within four (4) months of the end of the fiscal year.
i) Special meetings shall be called at the discretion of the President or, in his or her absence, the Vice
President or on written requisition to the Executive by at least ten (10) members in good standing.
j) Each member shall have, at most, one vote on any resolution. No proxies are admissible at any
time.
k) At all general meetings twenty-five (25) members, or twenty per cent (20%), whichever is less,
shall constitute a quorum.
l) The Chairperson shall have the tie-breaking vote in the event of a tie but shall exercise this
discretion with due consideration for section 3e, above.
m) Voting for the Executive and Management Committees shall be by secret ballot; so shall the voting
on any resolution where, in the opinion of the Chairperson, such procedure is warranted; so also
where, by show of hands, the majority of those present and eligible to vote so require a secret
ballot.
n) Notice of all regular meetings shall be broadly advertised at least seven days before the date of the
meeting. Special meetings may be called with the unanimous approval of the Executive with
advertising not less than fourteen days before the meeting. Emergency meetings may be called with
the unanimous approval of the Executive. In such cases, as many islanders as possible will be
notified by telephone and email so as to assure a quorum for decision making.
For the purposes of this clause, an emergency is defined as a serious situation needing
prompt action.
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Executive Committee and Management Committees
a) The Executive and Management Committees shall be drawn from the voting membership of the
association.
b) No person shall hold more than one office on the Executive at a given time and no Executive
member shall concurrently hold term on a Management Committee.

c) The Executive shall be the President, Vice-President, Secretary and Treasurer. The term of
office for executive members shall be two (2) years, to be staggered so that half (50%) of the
executive members are due for election each year. The President and Vice-President will be
elected in alternate years and the Secretary and Treasurer will be elected in alternate years. The
first two-year term of Vice President will commence in 2006. The first two-year term of
President will commence in 2007. The first two-year term of Secretary will commence in 2006.
The first two-year term of Treasurer will commence in 2007.

d) There shall be a Management Committee for each of the service functions for which HIRRA
has a contract with the Regional District of Comox Strathcona and for other functions as may be
decided from time to time. The term of office for Management Committees shall be one year.
Each of the Management Committees shall consist of between three (3) and seven (7) members.
Any change in the number of committee members shall be recommended by the committee and
decided by vote at the general meeting before the Annual General Meeting.

e) The election of Executive officers and Management Committees shall be the last order of
business at the Annual General Meeting. The retiring officers and committee members shall
complete the records of the association and hand them over to their successors.

f) In the event of a vacancy occurring in the presidency, the Vice-president shall assume the office
of President, and other vacancies in the Executive shall be filled by Executive appointment
pending an election.

g) Committee members absent from three (3) consecutive meetings may be replaced by Executive
appointment on recommendation of their committee.
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Duties of Executive Officers and Committee Members
a) President: To preside at all general and executive meetings, to attend if he or she wishes, all
committee meetings as an ex-officio member, and to sign all necessary correspondence,
announcements and 6heques.
b) Vice-President: To assist the President and to perform the duties of president during his/her
absence.
c) Secretary: To assure that minutes of all meetings are recorded; to assure that all papers, documents
and correspondence are read as required by the association. To assure the notification of all subcommittees of their appointment and of the business referred to them and the posting of notices of
all meetings. To assure the proper handling and filing of all correspondence, all records not
specifically assigned to the keeping of others, including minutes books, registry of members, copy
of the Constitution and Bylaws of the association, files, correspondence, and reports.
d) Treasurer: To sign with the President or other signing authority, when required, all orders for
expenses. To assure all funds are received and held safe and that money from the association’s
funds is paid out for all authorized expenses. To assure that a record is kept of all money received
and expended; to assure that a record is kept of all receipts and vouchers. To make regular reports
to the association of its financial condition and to arrange a year-end audit by an auditor appointed
by the membership at the annual general meeting.
e) Committee Members: Duties are in accordance with the function performed and are detailed in
separate documents as appropriate. In general, each committee oversees the operational aspects of
its function.
Borrowing Powers
Borrowing on behalf of the association shall be exercised by the executive only after
the approval by a two–thirds (2/3) majority of the members voting at a general
meeting.
Altering of the Constitution and Bylaws
Requirements are:
a) A seventy-five (75) percent majority of members in good standing at a meeting or portion of a
meeting advertised for the specific purpose of altering the constitution and/or by-law.
b) Notice of the meeting must be posted at a minimum of two designated public places on Hornby
Island.
c) Notice of the meeting must be given a minimum of forty-two (42) days prior to the meeting.
d) Notice of the meeting must contain an actual wording of the altering resolution being submitted to
the meeting.
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Interpretation of Constitution and Bylaws
Where there is considered by the chairperson to be an ambiguity or omission in the constitution or
by-laws, a unanimous ruling by the executive shall determine the issue. Such determination shall be
considered precedent until such time as the constitution and/or by-laws are altered, as laid out in
paragraph seven, to deal with the issue.
Inspection of Books and Records
The books and records of the association shall be open to inspection by members at
any reasonable time at the place where such books and records are normally kept.
Discontinuance of Membership
A member ceases to be a member if he or she:
a) Ceases to be a resident or ratepayer, or
b) Has been expelled from the association by proper process of Roberts Rules of Order, in a meeting
duly advertised for that purpose, and in accordance with the British Columbia Society Act.

Establishment of Policies, Grievance Procedure, and Conflict Resolution
a) Those directives, of a sufficiently general nature to be deemed not discretionary, shall be
established by the Executive as Policy, subject to approval by motion carried at a general meeting;
or shall be established by motion carried from the floor, and subject to Executive approval (three of
four, one of which must be the President). Policies approved by both the Executive and the general
body shall then be signed by the President (or in his or her absence, the Vice-President) and one
other Executive member, witnessed by the Administrator, and stamped with HIRRA’s seal. The
date of the general meeting in which the policy was approved shall be marked on the document that
is signed, dated, and witnessed. Notice of enactment of policies shall be made available to the
public within thirty (30) days of signing into effect, with original documents and paper copies kept
on file. In addition, the Executive shall from time to time make known to the general body, and to
the committees, policies and other guidelines for the conduct of meetings and of business and other
information as needed.
b) The Executive shall establish grievance procedures for HIRRA employees and contractors,
shall establish procedures for the resolution of conflicts with and within HIRRA, and shall
encourage general peace and good relations within the community.
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VISION
The aim of the association is to contribute to the ongoing evolution of a vibrant, selfgoverning community that supports and nurtures the well-being of all
islanders and of the island itself.

This will be achieved:
a) by providing a forum for democratic participation, open to all and respectful of diverse views for
discussion and resolution of community issues,
b) by expressing the spirit and will of the community to government and other agencies,

c) by providing information to the public,

d) by fostering coordinated efforts among the volunteer groups active in the community and,

e) by administering certain public services.

Island Services administered by HIRRA are the Community Hall, Fire Protection/First Responders’
Program, Recycling Program, Recreation Program, the Privy Council, Mount Geoffrey and
Community Regional Parks and Invasive Plant Control. The administration of these tax funded local
services is in cooperation with the Comox Valley Regional District.
HIRRA also administers local self-funded services of Roadside Trails, Cemetery Management and the
annual Fall Fair.

Revised: 2015

8

COMMITTEES’ TERMS OF REFERENCE
In accordance with bylaws and policies of the Hornby Island Residents’ & Ratepayers’ Association and
the terms of the management contracts between the Hornby Island Residents’ & Ratepayers’
Association and the Comox Valley Regional District, the association’s committees direct
i)
the operations of specific services or
ii)
the efforts to fulfill specific mandates as determined by the general assembly.
Primary Committee Responsibilities:
1. Election of officers: a chairperson, secretary and, where indicated, a treasurer.
2. Following the models, procedures and guidelines established by the HIRRA Executive Committee,
the committee is responsible for making hiring recommendations to the executive, assuring that
clear directions are given through written job descriptions, conducting personnel performance
appraisals, and, where necessary, making recommendation to the executive for termination of
employment and/or contracts.
3. Scheduling and publicizing monthly meetings as follows:
a) 10 meetings per year for Recycling, Fire Services and Community Hall committees.
b) 6 meetings per year for Recreation, Parks and Trails committees.
c) 4 meetings per year for Cemetery Stewards, Privy Council, and Fall Fair committees.
The general purpose of meetings is ongoing review of operations and progress, including financial
performance to budget. Committee meetings are open to the public; presentations will be received
at the beginning of any scheduled committee meeting.
4. Reporting to the HIRRA Executive by:
i) submitting copies of the minutes of committee meetings within ten days of the meeting.
ii) attendance by chair or designate at scheduled Executive meetings when requested.
5. Reporting to the HIRRA general assembly at least quarterly.
6. Formulation of policies to direct the operation of the service and presentation of new policies to the
executive for information and/or approval by the membership.
7. Participation in planning processes for future directions of the service based on the perceived needs
of the Hornby Island Community.
Public consultation
In order to ensure opportunity for community consultation, committees shall:
1. Assure the posting of regular meeting times on the HIRRA website so community members
may attend as observers or, by prior arrangement, to make presentations.
2. Host meetings in an appropriate public venue.
3. Report regularly to the HIRRA executive and to the HIRRA membership.
4. Make minutes publicly accessible, available in the HIRRA binder at the library.
5. On issues of significant community impact, committees shall also ensure the community is
informed through articles, flyers, posters, neighborhood meetings and/or other available media,
well in advance of the meeting at which the issue will be discussed and/or decided.
Adopted: 1996
Revised: 2006
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Fire Services Committee
Terms of Reference
currently under review
The Fire Services Committee responsibilities include:
1. Election of a Chairperson.
2. Meeting monthly (at least 10 meetings per year) to review the Fire Chief’s report on
Department activities, training and call-outs.
3. Financial accountability:
A. Monthly review of expenditures.
B. Discussion and input on large, non-budgeted expenditures.
C. Participate in the preparation of the annual budget and 5-year budget plan for
presentation to HIRRA.
D. Review financial performance to budget.
4. Assist the Fire Department with special community projects that may arise from time to time
and act as a liaison with the community.
5. Elect one person to participate in the HIFD Safety Committee as required by Work Safe BC
6. Reporting to the HIRRA Executive by:
a. submitting copies of minutes of all committee meetings.
b. attendance by chair or designate at scheduled Executive meetings, as requested.
7. Reporting to the HIRRA general assembly at least quarterly.
The Fire Department HIRRA Committee responsibilities do not include:


The appointment of the Chief and department officers.



The Fire Chief’s performance evaluation. (Note: the performance appraisal is done annually by
the volunteer fire fighters at the time of the election of the Fire Chief).



Hiring of Fire Department staff, or termination of employment.

Public consultation:
In order to ensure opportunity for community consultation, the committee shall:
1. Advertise regular meeting times so community members may attend as observers or, by prior
arrangement, to make presentations.
2. Report regularly to the HIRRA executive and to the HIRRA membership.
3. Make minutes publicly accessible, e.g., available at the library.
4. On issues of significant community impact, the Fire Department, with the HIRRA committee,
shall ensure the community is informed through articles, flyers, posters, neighborhood meetings
and/or other available media, well in advance of the meeting at which the issue will be
discussed and/or decided.
These terms of reference are intended to be in accordance with the terms of the management contracts
between the Hornby Island Residents’ & Ratepayers’ Association and the Comox Valley Regional
District AND/OR in accordance with the general administrative policies of the Hornby Island
Residents’ & Ratepayers’ Association. In the event of a conflict between the wording of the Policy on
this page and the wording of the paper copy kept in the central HIRRA file, the wording of the paper
copy shall prevail.
Adopted: July, 2006
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HIRRA’s GUIDE TO THE ETIQUETTE OF MEETINGS

Everyone welcome; leave old grudges at the door.
Assume that everyone has a positive motivation and a valuable perspective.
Listen and speak respectfully, even in disagreement.
Allow for all to be heard (who want to be), with no one dominating.
Focus on issues rather than individuals or personalities.
Speak from personal experience rather than hearsay.
State opinions directly rather than contradicting others.
Conflict of Interest Guidelines
DEFINITION:
Conflict of interest means any situation where
i)

the committee member’s personal interests or

ii) the interests of a close friend, family member, business associate of the
committee member or
iii) a company or partnership in which the committee member holds a significant
interest or
iv) a person to whom the committee member owes an obligation
may prevent the committee member from acting in the committee’s best interest or prevent the
committee member from acting fairly, impartially and without bias on behalf of the association.
Guidelines:
A committee member must arrange his/her private affairs and conduct himself/herself in such a manner
to avoid a conflict of interest or the appearance of a conflict of interest.

A committee member may neither
a) act on behalf of the committee, or deal with the committee in any matter where the committee
member is in a conflict of interest or appears to be in a conflict of interest
nor
b) use his/her position, office or affiliation with the committee to pursue or advance his/her personal
interests or those of a person as described above unless such action, dealing or use of position,
office or affiliation is specifically contemplated by a permitted conflict of interest.

Adopted: 1996
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Employment and Contracting Policy Statements
Employee/Contractor Designations
The decision on whether the execution of a work package should be covered by an employment
agreement or a contract shall be based on the category that results from the application of the
current Canada Revenue Agency guidelines.
Definitions
A contractor is defined generally as one who works to contract specifications and
conditions, provides tools and labor as required, and is considered to be self
employed. An employee is defined generally as one who works full or part time for specified
wages under the direction of a manager or management committee, does not provide
his or her own tools and is considered to be in the service of the employer.
The association is the Hornby Island Resident’s & Ratepayer’s Association. The executive is the
HIRRA executive committee. A management committee is the HIRRA committee responsible for
the management of a particular service. The president means the president of HIRRA, or
designate. The administrator is the HIRRA administrator reporting to the executive committee.
HIRRA’s relationship with the Comox Valley Regional District
In recognition of HIRRA’s contractual relationship with the Comox Valley Regional District
(CVRD), both employee and contractor agreements will contain clauses established by the
Executive which permit HIRRA to terminate the agreements with two month’s written notice and
without penalty in the event that the CVRD reduces the scope of HIRRA’s assignments or reduces
the funding.
Employee Agreement
1. The relationship and obligations of HIRRA and its employees are defined in individual letters of
employment.
2. HIRRA and the employee shall enter into a written employment agreement based on the HIRRA
model established by the executive in consultation with committees. The agreement shall be
negotiated, in the first instance, by the relevant management committee. The finalized draft
agreement shall be submitted to the executive for final approval. It shall then be signed by both the
manager/management committee and the employee, and a copy sent to the administrator.
3. Annually in October, the executive will review the HIRRA master pay schedule, taking into
account the cost of living impacts.
4. Every year in December, a written performance evaluation shall be prepared for the employee by
the management committee, or the manager. The form used for the evaluation shall be the HIRRA
model approved by the executive committee. The completed evaluation shall then be viewed by the
employee and discussed in a meeting, held during the same month and attended by the employee,
the person to whom the employee reports and one member of the management committee or the
executive committee. The job description shall be reviewed with the employee and updated as
required. If necessary a new course of action for the coming year will be negotiated and
documented on the evaluation form. The employee may write his/her own comments onto the
evaluation form. The completed form, once signed by the employee and his/her
manager/management committee, shall be filed in the employee’s confidential record held by the
HIRRA administrator.
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Employment and Contracting Policy Statements (cont’d)
Employee Agreement (cont’d)
5. Every year, in December, the management committee shall meet to assess the remuneration under
the employment agreement and shall take into account the master pay schedule criteria, the
performance evaluation report and subsequent performance. Recommendations for adjustment
shall be submitted to the executive for approval. Adjustments to the remuneration rate shall be
communicated in writing to the employee.
6. HIRRA will advertise employment opportunities in at least two editions of free print media
distributed on Hornby Island and on the HIRRA notice board at the Hornby Co-op. The advertising
shall be over a period of at least two weeks. The HIRRA management committee or manager shall
evaluate the candidates, interview a short list or all of the candidates, make a selection and
negotiate the employment agreement, in consultation with the executive except where this
requirement has been specifically waived by the executive.
Contract Agreements
1. Contracts shall be negotiated using the HIRRA model contract form as the starting point. Currently,
the following are ongoing labor contract positions within HIRRA: community hall booking
agent/maintenance coordinator; outhouse maintenance contractor and regional parks maintenance
contractor.
2. Contracts shall be between HIRRA and the contractor with the president, administrator or designate
signing on behalf of HIRRA, and shall name the management committee as the agent for HIRRA.
3. The term of contracts shall be one - three years unless there are grounds for a longer term
(e.g. significant capital commitments required of the contractor).
4. At the end of the term of the contract, the management committee may renegotiate the contract with
the incumbent contractor. The renegotiated contract shall then be submitted to the executive for
approval and signature by a signing officer of the association.
5. Three years after the commencement of the initial contract, with the contract or an amended
contract still in effect and the work package still to be carried out, the work package may be put to
public offering.
6. Short-term work contracts shall specify, in writing, the details of the work to be done the
remuneration to be paid and the planned completion date.

Adopted: 2000
Revised: 2007
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Financial Policy Statements
A. General
1. Authorized signatories: All cheques issued by the association shall be signed by two executive
members or any one of the executive and either the bookkeeper or the administrator. The
bookkeeper can pay approved invoices and government remittances using Internet banking but
must present information on those payments to those attending the next cheque signing.
2. Establishing Lines of Credit: All lines of credit applications are to be forwarded to the HIRRA
treasurer for approval and must be signed by HIRRA’s authorized signatories and approved by the
general assembly.
3. Annual Audit: The audit shall be commenced in the fall each year and shall be completed with a
report to the annual general meeting of the association held no later than March. The executive
shall recommend a qualified auditor for approval by the members at the annual general meeting.
4. HIRRA committee treasurers or chairs are required to inform the executive immediately if the
service area is forecast to be over budget and the associated reasons.
5. The executive treasurer will be available to guide any committee, at their request, through the
budgeting, five-year planning process for their service area.
6. The executive is responsible for the orientation and training of new committee members and
managers to ensure they are aware of and understand HIRRA policies and procedures.

B. Committee Invoice Approval
It is the policy of the association that no invoices will be paid unless approved for payment by an
authorized committee member or employee.
Procedure
1. Each year, committees must pass a motion delegating invoice approval authority to one or more
of its members or to one or more management employees. A record of that motion together with
sample signature(s) must be given to the bookkeeper.
2. Approved invoices will have been stamped with the approval stamp of the committee. The
approval stamp will include space for signature of the authorized signer, the approval date and
the budget line item to which the invoice is to be posted.
3. All expenditures approved for payment must have been budgeted. Prior to committing to a nonbudgeted expenditure, committees or delegated management personnel will first take the
appropriate steps to amend the budget. Approval for payment of such expenditure must include,
in addition to the approval stamp, a copy of the approved amended budget.
4. Budget changes involving tax-funded expenditures must be approved by the funding agency.
Budget changes involving expenditure of funds from present or past local fund-raising or
donations must be approved by the HIRRA executive. The executive may, at its discretion, refer
the proposed budget change to the general assembly.
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C. Core Services; General Fund & Capital Reserve Fund
1. HIRRA’s core administration and bookkeeping services, including the annual audit,
bank charges, director’s liability insurance, administrator and bookkeeper wages,
publicity, meetings, executive development, mediation, office supplies, phone, and
office equipment are funded through a cost sharing system applied to all HIRRA
operating revenue sources.
2. The executive committee shall conduct an annual review of all services to determine allocations to
core services and shall inform committees of their core service allocations during annual budget
preparations in the fall of each year.
3. Rental revenues from tenants on HIRRA-owned lands at 2115 Sollans Road will be deposited into
the HIRRA General Fund. Each year, at an advertised meeting of HIRRA members, the assembly
shall be presented, for review and approval, a budget plan containing the estimated costs of rental
property management at 2115 Sollans Road and the adjacent 10 acres leased by HIRRA. These
expenses shall be paid from the HIRRA General Fund. Any excess of income over expenditures
shall annually be allocated to the HIRRA Capital Reserve Fund, for the future rebuilding of the
Community Hall and/or the Savoie Centre
D. Grant Funding
In order to fund activities, committees may choose to seek grant funding.
Prior to making applications for such funding, committees shall submit project
proposals to the executive for review. The executive shall assure that a summary of
the project proposal be presented to the HIRRA assembly for approval. Executive
members, signatories for the association, shall sign applications and agreements
associated with any grant funding.
E. Management of Discretionary Funds
From time to time HIRRA committees raise funds through local community
initiatives, for example, the community quilt raffle and the sale of T-shirts and videos
at the recycling depot. It shall be the policy of HIRRA that such funds are deposited into
designated sub accounts of HIRRA’s Union Bay Credit Union account and that the
expenditure of these funds are subject to the usual financial controls.
F. Capital Acquisitions Management
1. All capital acquisitions, whether new or replacement equipment or improvement projects must
have written budget approval, both by the HIRRA assembly and by the funding agency,
generally the Comox Valley Regional District.
2. Equipment having a purchase price greater than $1000 must be accompanied by three quotes
and supporting documentation for the selected quote.
3. Improvement projects, whether renovations or new construction, that are forecast to cost more
than $5000.00, must be offered through public notice in local publications, and more broadly
advertised, if no local response.
4. At the conclusion of the proposal evaluations, the executive committee, after consultation and
on recommendation of the management committee, will authorize contracts or work agreements
detailing the work of the project. Regional district staff will be consulted throughout, for all
capital projects within their purview.
5. Project management will include a project specific budget. The bookkeeper will track costs and,
at least monthly, will prepare a report on those costs for review by the executive, management
committees and staff.
Revised: 2015
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HIRRA Pay System Values

 To be a wise steward of tax funds
 To be an ethical employer
 To not exploit labour
 To provide a fair living wage (take-home pay) based on
Hornby economics
 To pay each job fairly based on:
o for the nature of work performed and
o relative to the pay allotted to other HIRRA jobs
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HIRRA TRAVEL EXPENSE POLICY
POLICY
This policy applies to HIRRA employees/volunteers who travel on pre-approved HIRRA business or preapproved attendance at conferences, seminars and training courses. HIRRA will reimburse reasonable
expenses paid by an individual as a result of such travel in accordance with this policy. HIRRA reserves
the right to refuse or adjust reimbursement of any claimed expenses deemed to not be reasonable.

A. TRIPS REQUIRING OVERNIGHT ACCOMMODATION
PROCESS
The individual will:
a. Obtain approval for the travel, in advance, from their management committee or manager.
a. Travel by the most appropriate means, taking into consideration budget, convenience, travel
time, the need for a vehicle at destination, and number of persons traveling together.
b. Be reimbursed for reasonable out-of-pocket expenses, e.g., ferry, parking, hotel.
c. Provide receipts for all claimed travel expenses. Claims that are not backed up by receipts will
not be processed.
d. Complete the HIRRA Travel Expense Report and submit to the committee chair or
manager, with expense receipts attached. The committee chair or manager will approve the
information on the Travel Expense Report with his/her signature, and will forward it to the
Bookkeeper for processing.
MEAL CHARGES AND MISCELLANEOUS EXPENSES
a. Meals will be reimbursed to a maximum of $50.00 per day
a. Receipts for meal charges are required.
b. Purchase of tobacco products or beverages containing alcohol is not a reimbursable expense.
c. Miscellaneous expenses are not reimbursable e.g., newspaper, magazines, entertainment.
TRAVEL
a. Car-pooling is encouraged where more than one individual is approved to travel.
a. When using a personal vehicle, gasoline and depreciation are not claimable expenses because
they are covered by the “per kilometer rate” established by the HIRRA executive. The HIRRA
“per kilometer rate” will be no greater than that used by the CVRD.
b. HIRRA has approved a 53¢ per kilometer rate for 2013 and future years, subject to change.

c. The maximum round-trip kilometers that can be claimed for the following destinations are:
Courtenay
Campbell River
Nanaimo
Victoria

100 kms
200 kms
250 kms
450 kms

e. Mechanical breakdowns and traffic tickets experienced while driving to/from the destination
will be the financial responsibility of the individual who owns the vehicle.
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SPOUSAL MATTERS AND ACCOMMODATION
a. If a spouse is accompanying the individual, travel is at his/her own expense, however a
“couple’s room rate” can be claimed.
a. Spousal expenses will not be reimbursed by HIRRA and such receipts should not be
submitted in the expense report, e.g., meals, entertainment, miscellaneous.
b. $35/night may be claimed for non-commercial overnight accommodation, i.e.., lodging
at the home of a friend or relative. No receipt is required and the cheque will be paid by
HIRRA directly to the host. The individual must provide the address of the host on the
Travel Expense Report.
LOCAL TRANSPORTATION AT DESTINATION
a. Local transportation is a claimable expense when used to/from the business function.
Local transportation includes taxi, bus or rapid transit. Receipts must be submitted to
claim local transit expenses.
a. Car rental must be pre-approved in circumstances where taxi or public transit is not
practical.

B. DAY TRIPS
a. Eligible claims for pre-approved day trips will include:

Reimbursement of ferry cost

Return trip per-kilometer rate

Parking fee

Reimbursement of meal receipt
b. The HIRRA Travel Expense Report must be completed to process the expense claims.
June 13, 2007
Revised April 2013

Expense Detail page follows.................
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HIRRA TRAVEL EXPENSE REPORT
Name:

HIRRA Committee:

Purpose of Trip

Trip Dates

1. Itemized expenses (please attach receipts to this report):
Item
1
2
3
4.
5.
6.
7.

Cost
$
$
$
$
$
$
Total Expenses Claimed $

2. Per Kilometer Calculation:
The maximum round-trip kilometers that can be claimed for the following destinations are:
Courtenay
100 Kms
200 Kms
Campbell River
250 Kms
Nanaimo
450 Kms
Victoria
Destination ((Location)

Round-Trip Kilometers = _100__________ X 53¢ = __________

3. Total amount claimed (sum of all the above) = $ _______________________
Billeting Information:
Name of host:
Address and postal code:
Number of nights billeted = ___________ X $35.00 = $___________

6. Approval Signatures:
Committee and/or manager
Date:

Claimant:

* Please forward to Bookkeeper when approved

HIRRA Conflict Resolution Procedure
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Approved with amendments, December 9, 2015
Amendments underlined.
HIRRA’s by-laws call for the establishment of “grievance procedures for HIRRA
employees and contractors, shall establish procedures for the resolution of conflicts with
and within HIRRA, and shall encourage general peace and good relations within the
community.” (Approved 16 January 2006)
This conflict resolution process has been established as a foundation for ensuring that
the work environment remains positive and to fulfill the mandate given the executive by
the membership.
The conflict resolution procedure is intended to:
1.
Provide the opportunity to resolve a conflict or complaint quickly,
fairly and without reprisal;
2.
Improve communication and understanding between employees;
and between employees and their supervisor;
3.
Ensure confidence in management decisions by providing a
mechanism whereby management decisions can be objectively reviewed;
4.
Support a positive work environment by allocating supervisors the
primary responsibility for preventing and resolving conflicts and complaints; and
5.
Identify organization policies and procedures which need to be
clarified or modified.

Employees who experience a work-related conflict or have a complaint are encouraged
to resolve it through discussions with their immediate supervisor whenever possible. A
more formal approach can be initiated if the informal discussions fail to achieve
resolution or the employee(s) have reason to believe that an informal venue would be
difficult or inappropriate.
Conflicts involving a supervisor and his/her management committee shall be referred to
the HIRRA executive for resolution following the procedures below as appropriate.
All requests for conflict resolution, complaints and appeals shall be fully investigated
and responded to as quickly as possible. Strict confidentiality of all employee records
and dispute resolution documents will be respected and maintained. In particular,
individual written accounts of a conflict situation or complaint will not be shared without
that person's express permission.
Penalty or retaliation against an employee who initiates conflict resolution, makes a
complaint, or participates in a problem resolution investigation will not be tolerated and
will be subject to disciplinary action as determined by the policies and procedures of the
committee and/or HIRRA.
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Procedures
Informal Conflict Resolution and Complaint Process

1. Employees who experience a work-related conflict with another staff person or have
a complaint about another staff person should first attempt to discuss the matter with
their supervisor.

2. In a situation where it may be difficult or inappropriate to discuss this only with the
supervisor, then the employee may request that the chair or a delegate of the
appropriate HIRRA committee participate in a meeting with the supervisor so that the
employee can freely express him/herself. Such a meeting regarding a staff member’s
complaint will always include at least two people other than the person with the concern.
Accurate minutes of that meeting will be taken and kept at least until the issue is
resolved. These minutes will be available to the members of the relevant HIRRA
Committee, to the HIRRA executive, and to the person towards whom the complaint
was directed.

3. Following this meeting, the committee chair or delegate will analyze the merits of the
conflict resolution request or complaint, and within a set period agreeable to the
participants will meet with the employee to discuss a proposed plan of action. This
proposal may include asking the HIRRA executive to assume responsibility for the
resolution of the conflict.

4. If the employee is not satisfied with the informal resolution of the problem, he or she
may proceed with the formal problem resolution process.
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Formal Conflict Resolution/Complaint Process
Regarding Staff Other Than the Supervisor

1. Employees who have a complaint or require management intervention in relation to a
work-related conflict and wish to initiate the formal problem resolution process must
prepare written documentation, with supporting details, of the conflict situation or
complaint and submit it to their supervisor and to the committee chair or delegate. (Any
complaint regarding a Supervisor will follow this formal conflict resolution process.)

2. If the complaint is about a fellow staff person, the committee chair or delegate and
the supervisor will investigate the merits of the conflict resolution request or complaint.
The supervisor will consult with other relevant individuals, if necessary.

3. Within a set period agreeable to the participants after receiving the conflict resolution
request or complaint, the committee chair or delegate and the supervisor will complete
the investigation and prepare a written response. The committee chair or delegate and
the supervisor will forward a copy of the response along with a request that the
employee sign and date the copy to confirm he or she has received the reply and
agrees or disagrees with the committee chair’s and the supervisor’s plan of action.

4. If the employee agrees with the recommended plan of action, the supervisor will
place a copy of the signed reply in the employee’s personnel file.

5. If the complaint is still not resolved, the committee chair or delegate and the
supervisor will forward the complete file, including the conflict resolution request or
complaint, documentation of relevant factual information, analysis of the information, the
conclusion, and the recommended resolution, to the HIRRA Executive. The HIRRA
Executive will delegate responsibility for the next steps to the executive member who
has responsibility for the oversight of the conflict resolution procedure.
The HIRRA executive member, together with a committee of people familiar with conflict
resolution procedures, will investigate any relevant issues in the file and any newly
discovered evidence or information that may arise during the problem resolution
process. They will forward a written response to the employee, either concurring with
the previous resolution or proposing an alternative resolution.

6. The decision and recommendations made by this committee will be final.
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Formal Conflict Resolution and Complaint Process Involving the Supervisor

Any complaint regarding a supervisor will follow a formal conflict resolution process.
1. Employees who have a complaint or require the intervention of the relevant HIRRA
committee in relation to a work-related conflict with their supervisor must prepare written
documentation, with supporting details, of the conflict situation or complaint and give it
to the chair or delegate of the relevant HIRRA committee with a copy going to the
HIRRA Executive as well.

2. The committee chair or delegate and a member of the HIRRA Executive (if desired)
will analyze the merits of the conflict resolution request or complaint, and within a set
period agreeable to the participants will meet with the employee to discuss a proposed
plan of action, which may include asking a trained mediator to facilitate a conflict
resolution process.

3. Within a set period agreeable to the participants after receiving the conflict resolution
request or complaint, the committee will investigate any relevant issues in the file and
any newly discovered evidence or information that may arise during the problem
resolution process. They will forward a written response to the employee, either
concurring with the previous plan or proposing an alternative resolution plan.
The relevant HIRRA committee will forward a copy of the response along with a request
that the employee sign and date the copy to confirm he or she has received the reply
and agrees or disagrees with the committee's plan of action. A copy of this document
will be given to the committee chair at the same time.

4. If the employee agrees with the recommended plan of action, the committee will
place a copy of the signed reply in the employee’s personnel file and monitor any plan
that has been created to address the concern.

5. If the conflict or complaint has still not been resolved to the employee’s satisfaction,
the complete file, including the conflict resolution request or complaint, documentation
of relevant factual information, analysis of the information, the conclusion, and the
recommended resolution, will be forwarded to the HIRRA Executive for resolution. The
executive, in turn, may delegate responsibility for this step to the member with oversight
of the conflict resolution procedure and the committee mentioned above. The decision
and recommendations made by the executive will be final.

6. The committee chair will put a copy of the signed reply in the employee’s personnel
file.
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Conflict Resolution and Complaint Process Involving Members of the Community
and HIRRA Committees or Executive

Persons who experience conflict between themselves and a HIRRA committee or its
executive are encouraged to resolve it through direct discussions with the committee or
the executive. A more formal approach can be initiated if the informal discussions fail to
achieve resolution and will follow the general outline of the procedures detailed above
such as providing written documentation.

Some conflicts may be resolved by placing them on the agenda of a regularly scheduled
public HIRRA meeting, putting a motion forward, and having it discussed and voted.
Others may be resolved by standing for election at the Annual General Meeting.

Where the appointment of a mediator is in order, both parties can agree on an individual
or each can select a mediator and the two mediators can select a third.

24

