
 

 

POLICY MANUAL OF 
HEPCBC Hepatitis C Education and Prevention Society  

(referred to in document following as the “Society”) 

Ratified by Membership at Annual General Meeting, September 12, 2017 
Any policies will come to the Board for ratification. 

If there is a conflict between this Policy Manual and Society’s Constitution and Bylaws, the BC Societies 
Act or regulations thereunder, the Societies Act and its regulations, or the Constitution and Bylaws, as 
the case may be, prevail. 

(1) Definition: 
“A person with living experience" in this document and in Society’s Constitution and Bylaws signifies 
"Anyone who has personal experience living with viral hepatitis infection and its aftermath." 

(2) Board: 
(a) Monthly Board of Directors meetings will be held on the second Tuesday of every month at 4:30 PM 
unless otherwise stated. 
(b) Between monthly meetings, Directors may propose resolutions on urgent issues and vote by email, in a 
reasonable, timely fashion. When voting by email, only a unanimous vote passes. If by email, Directors must send 
their vote with cc: (copy) to ALL the Directors. If there isn’t a unanimous vote, the issue will be tabled until the 
next Board of Directors meeting. 
(c) Guests (including Members) who are not Directors or invited staff, attending Board meetings, must sign 
Society’s Oath of Confidentiality prior to the meeting, or have one on file. Such guests are not permitted 
during in camera sessions of the Board meetings, unless explicitly permitted by the Board for a certain 
purpose (e.g. legal advice). 
(d) All Directors are both Members and Volunteers. 

(3) Committees: 
(a) Delegation of powers to Committees: Directors may delegate any, but not all, of their powers to Committees 
comprised solely of — or in any combination of — Directors, staff, Volunteers, Members, or others. 
(b) Committee rules: A Committee shall conform to any rules imposed on it by the Directors, and shall report to 
the Directors all activities and business conducted or proposed by the Committee.  
(c) Committee procedures and meetings: Subject to (b) above, Committees may determine their own procedures 
and meet and adjourn at their discretion.  
(d) Types of Committees: There are two types of Committee:  

(a) Working Committees, which are open to Directors, staff, Volunteers, Members, and others, and  
(b) Policy Committees, which are open only to Directors and other experts or consultants the Committee may 
invite from time to time.  

(e) Confidential Matters In Camera: If confidential matters arise in any Committee that has non-Directors, these 
matters shall be handled at an in camera meeting of Directors. 

(4) FAQ’s: 



 

 

Society owns the copyright of Peppermint Patti's FAQ's. The FAQ’s must not be changed by anyone other 
than Society. 

(5) Members: 
On being admitted to membership, each Member is entitled to and shall be provided, without charge, with 
Society’s most current Constitution, Bylaws, and Policy Manual. 

(6) Voting threshold: 
For ordinary resolutions, the voting threshold is a majority (more than half) of votes cast. For urgent email 
votes among Directors, the threshold is 100% (unanimous).  For a special resolution at a Member’s meeting, it 
is 2/3 of votes cast. 

(7) Staff and Volunteers: 
(a) Members and staff can also be Volunteers, but are not required to be. Volunteers and staff can be Members, but 
are not required to be. 
(b) A current Police Check is required from all Society’s staff and Volunteers except Temporary Volunteers as 
defined below.  
(c) A signed Confidentiality Oath is required from all Society’s staff and Volunteers, including Temporary 
Volunteers as defined below. 
(d) Temporary Volunteers such as translators, interpreters, people who make ribbons, or booth attendees, who will 
not be in contact with vulnerable populations nor with any private or confidential information, and who will be 
under constant supervision of regular staff or Volunteer, do not require a Police Check.  
(e) All Volunteers (except Temporary Volunteers) and staff must go through an orientation process, managed by 
the Board, to ensure that (a) they can accurately answer most general questions about viral hepatitis commonly 
posed to them by the public, and (b) if they do not know the answer, or more details are needed, they know where 
to direct the public to find more detailed answers as needed. 
(f) At all times, Society must have a liability insurance policy to cover all staff and Volunteers.  
(g) Any hiring committee must be composed of 50% or more of people with living experience of viral hepatitis.  
(h) When two or more applicants meet the same or similar hiring criteria, preference in hiring will be given to 
persons with living experience of viral hepatitis.  

(8) Contracts: 
(a) Any work undertaken by Society must be approved by the Board and supervised by an individual or 
Committee appointed by the Board; this individual or Committee is accountable to, and reports regularly to the 
Board. 
(b) A contract will have to be overseen by the Board. 
(c) Society will never hold a contract with anybody without a written agreement. 
(d) The Board will not enter into any contract without a written agreement that is approved by the Board. 

(9) No Agency of Record relationships: 
Society will never accept, nor issue a receipt for, a donation or gift of money or goods on behalf of any group 
which does not have its registered charitable status in Canada.  

(10) No donations or gifts to non-charitable organizations or others: 



 

 

As a registered charitable organization, Society cannot transfer a donation or gift of money or goods to a 
business, individual, or other organization unless they are registered as a charity in Canada, unless such a 
donation is part of our charitable work (such as giving bus passes to Volunteers who must travel to an event, 
food to attendees at our events, educational pamphlets and pamphlet holders to individuals or businesses, etc.). 

(11) No double submissions of receipts: 
Only original, hard-copy receipts will be reimbursed by Society; no faxed, emailed, or photocopied receipts 
will be honoured unless the individual submitting the online or e-mailed receipt certifies that he/she (or the 
organization he/she represents) will not submit said receipt elsewhere for reimbursement.  

(12) Funding or reimbursement requested from Society: 
(a) Society will only fund projects and reimburse individuals and organizations after a motion to do so has 
been passed by the Board. The individual or organization requesting reimbursement or funding must submit a 
written proposal, with budget, to the Board. Normally such a request is provided well in advance of the activity 
to be funded, and at least one week prior to the monthly Board meeting at which it will be considered. 
Requests which do not adhere to this policy may be considered on a case-by-case basis. 
(b) If a Volunteer, Member, staff, or Director commits to Society providing reimbursement or funding without 
prior Board approval (unauthorized), the individual who committed to the unauthorized reimbursement or 
funding may be required to rescind it. If the individual who makes the unauthorized commitment does not 
rescind it, the President or Vice President will directly contact the party to whom the unauthorized 
commitment was made, on behalf of the Directors of the Society, to rescind the unauthorized commitment. 

(13) Funding or grant applications made by Society: 
The Society will only request or solicit funding or grants from third parties if a motion to do so has been passed 
by the Board. If a Volunteer, Member, staff, or Director requests or solicits funding or grants from third parties 
without prior Board approval, the Board, at their discretion, will either accept or return the said funding or 
grant to their source. 

(14) Financial Issues: 
(a) Two approved signatures, at least one of whom is a Director or a person appointed by resolution of the 
Board to sign on its behalf should a Director be unavailable, are necessary on each cheque written on the 
Society’s account(s).  
(b) No cheque will be written without sufficient funds in place to cover it. 
(c) There will be a petty cash fund of at least $200.00 per office. 

(15) Record Keeping: 
Members of the public are entitled to receive a copy of Society’s Financial Statements. Complete and up to 
date digital (or hard copy) records of all financial transactions, employee and contractor records, Minutes, 
current Members’ List (with some limitations), Contracts, and so on (see 2015 Societies Act, Division 2, 
Sections 20-28 for detailed list) are to be faithfully kept for at least 10 years, and available for inspection by 
Directors or Members given reasonable notice.  
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