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How to Use this Manual
This Manual has been designed for use by the Board of Directors, staff, volunteers and members of the Georgian Bay Folk Society. It outlines a framework for understanding their role, responsibilities and functions in the fulfillment of the tasks undertaken by this organization.

It includes:
Framework Policies defining what the organization is, why it exists, its values and its vision for the future.

By -Laws and Governance Policies and Procedures describing how the Board will govern, organize and manage its work.
The Operational Policies and Procedures for all committees including: 
· Legislation and Policy 

· Membership Services 

· Financial 

· Personnel 

· Summerfolk 

· Ad Hoc Committees

Office Policies and Procedures to be followed in the Society Offices.
Each committee will utilize and review the relevant section of the Manual in the planning and operation of their activities.

An updated copy of this Manual will be kept in the office as an orientation and reference tool for staff. An authoritative copy of the Manual will be kept with the Minutes Book, and it will be available to be viewed by all members of the Society.
1 Framework Policies

If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
1.1 Mission Statement 

The Georgian Bay Folk Society supports the research, presentation and development of the folk music, folk arts, crafts and folklore of our region, of Canada and the many international traditions which contribute to these, as featured at our annual Summerfolk music and Crafts Festival. 

1.2 Purpose
It shall be the purpose of the Society to promote public interest and education and provide development and presentation opportunities in Canadian folk music, crafts, dance and all folk arts in general by recognising and celebrating the diverse influences which contribute to Canadian folk culture and heritage including folklore and crafts;

supporting the development of Canadian folk artists and opportunities for live performance.

(Amended at Special Membership Meeting May 6, 2007)
1.3 Goals and Objectives
The Goals and Objectives of the Society include: 

The provision of public awareness and education opportunities focusing on programs for live performance experiences and the staging and development of the annual folk music and crafts festival: Summerfolk. 

The provision of further education and artistic opportunities from possibilities identified by the membership of the Society, including its publications and recordings programs. 

The provision of further research, documentation and presentation of regional folklore, literature, crafts, music and folk arts. 

The provision of representation of the interests of the membership of the Society in the larger cultural development processes of our region and at the provincial, national and international levels. 

The provision of recognition and education or development support for artists and others working to further these goals and objectives. 

The provision of appropriate facilities, the encouragement of community support and skilled management to further these goals and objectives. 

The provision of endowment funds and other long term resources to further these goals and objectives. 

1.4 Statement of Position Regarding Political, Religious and Special Interest Group Affiliation
The Society is an apolitical and non-religious organization. In addition, it has no affiliation with any special interest group or groups other than those which support promote and preserve folk music, folk traditions and folk culture according to its Letters Patent and By-Laws. It neither supports not rejects any specific doctrines of any political, religious or special interest groups. 

The Society does support the right of its artists, performers and various personalities to hold and publicly promote whatever beliefs, values, views and positions they desire so long as they are not in conflict with the generally accepted beliefs, values, views and positions of the Society at large and not against the laws of the country. 

1.5 Statement of Position Regarding Censorship

The Society does and will not support, promote nor endorse censorship. The views expressed by artists, performers and various personalities are those of the artist, performer and personality and not those of the Society and are not endorsed nor rejected by the Society so long as they are not in conflict with the generally accepted beliefs, views, values and positions of the Society at large and not against the laws of the country. 

As such, all patrons have the right and obligation to remove themselves and their charges from a performance and/or act with they feel is against this or her or their charge’s best interest or against his or her or their charge’s beliefs, values, views and positions if the patron finds or is likely to find such act offensive.  
The Policy and Procedures documented in this manual supersede all previous policies. The Manual was approved by motion of the Board on September 23, 1995, the Effective Date. Unless otherwise indicated, all changes from current practise contained within this manual will be in effect as of the Effective Date.

1.6 Policy Review Dates
Notwithstanding individual Policy and Procedure review dates being established for Policies and Procedures approved on September 23, 1995 any Policy or Procedure herein shall be subject to review within three years of the Effective Date.

1.7 Definitions

In this manual are outlined the Policies and Procedures that are applicable to the Georgian Bay Folk Society (hereinafter referred to as the "Society").  Board refers to the Board of Directors of the Society.  Supervisor refers to Board appointed contact person for staff and volunteers.
 By-Laws
BY-LAW NUMBER EIGHT (A REVISION OF THE GENERAL BY-LAWS)
A by-law relating generally to the organization and the transaction of the affairs of the Georgian Bay Folk Society (“the Society”).
Be it enacted that By-law Number One, subsequent By-laws, and all amendments of the Georgian Bay Folk Society be rescinded and replaced by the following which shall be "By​law Number Seven"

REVISED BY -LAW NUMBER SEVEN

A by-law relating generally to the affairs of the Georgian Bay Folk Society, a corporation without share capital incorporated under the Ontario Corporations Act.
1.8 GOVERNANCE
Society is committed to excellence in its governance and operations. As such, the organization commits to the ongoing cycle of research, strategic planning, monitoring, evaluation and further research leading to the next cycle of its sustainable development. Society will review the best practices in all of its fields of operations, management and governance, and meet or exceed those as they apply to its fulfilling its mission, strategic plans and program goals. This process will be central to the work of the Board and the detailed work assigned to the Policy and Legislation Committee in the ongoing reviews and updating of the Society By-Laws and Society Policy and Procedure Manual. 

As of this By-law coming into force, the Society has reviewed and committed to the policies, procedures and best practices set out by: Roberts’ rules of Order, Volunteer Canada, the Cultural Careers Council of Ontario, and the Ethics Code of Imagine Canada as the guides or governing best practices for those particular areas of its operations and they are hereby recognized as such in these By-laws. The Board may adopt additional guidelines and best practices and recommend that the Membership add reference to them in this section of the By-laws from time to time, as required. 
1.9 INTERPRETATION

In this by-law and all other by-laws and resolutions of the Corporation, unless the context requires otherwise:

Board means the Board of Directors of the Corporation;

Corporation means Georgian Bay Folk Society;

Corporations Act means the Ontario Corporations Act, chapter 38 of the Revised Statutes of Ontario 1990, and any statute which amends or is passed in substitution for that Act.  All terms defined in the Corporations Act have the same meaning in this and all other by-laws and resolutions of the Corporation.;

Directors means the Board of Directors of the Corporation;

Special Resolution means a resolution passed by the Directors and confirmed with or without variation by at least two-thirds of the votes cast at a General Meeting of the Members of the Corporation duly called for that purpose, or, in lieu of such confirmation, by the consent in writing of all the Members entitled to vote at such meetings;

Singular/Plural: the singular includes the plural;

Gender: the masculine gender includes the feminine and the neuter; 
1.10 NAME

The name of the organization shall be Georgian Bay Folk Society, hereinafter referred to as the "Society".

1.11 PURPOSE

 It shall be the purpose of the Society to promote public interest and education and provide development and presentation opportunities in Canadian folk music, crafts, dance and all folk arts in general by:
· recognising and celebrating the diverse influences which contribute to Canadian folk culture and heritage including folklore and crafts
· supporting the development of Canadian folk artists and opportunities for live performance.
1.12 OPERATIONS

1.12.1 Board of Directors
The Board of Directors shall manage the Society's affairs.
1.12.1.1 Director Role Description

The Board Member (Director) Role includes:

i) Regularly attends Board meetings and important related meetings.
ii) Participates actively in committee work
iii) Accepts assignments and completes them thoroughly and on time
iv) Stays informed about organizational matters, prepares themselves well for meetings and reviews and comments on minutes and reports
v) Builds collegial working relationships that contribute to consensus
vi) Actively participates in the Society's annual evaluation and planning cycle
vii) Participates actively in fund raising for the organization
1.12.1.2 Qualifications of Directors

Each Director shall:

i) be a Full Member of the Society at the time of  nomination to the Board
ii) not be a person with a spouse, child, grandchild, parent, sister or brother employed by the Society;
iii) be at least eighteen (18) years of age; 
iv) not be an employee of the Society; and
v) not be bankrupt;
vi) not have any contractual relationships with the Society for the provision of services.

1.12.1.3 Number of Directors

The Board of Directors shall have fourteen (14) Directors. 
1.12.1.4 Election of Directors and Term of Office

Directors shall be elected to two year terms of office with one-half of the Directors to be elected at each AGM, with a limit of 3 consecutive terms
1.12.1.5 Filling Vacancies on the Board of Directors

Vacancies on the Board of Directors, however caused, may, so long as a quorum of Directors remain in office, be filled for the duration of the vacant term. The quorum for filling vacancies shall be eight (8) directors. The vacancy may be filled by the Directors from amongst the qualified members of the Society, if they shall see fit to do so, otherwise such vacancy shall be filled at the next annual meeting of the members at which the Directors for the ensuing year are elected, but if there is not a quorum of directors, the remaining Directors shall forthwith call a meeting of the members to fill the vacancy or vacancies.

1.12.1.6 Removal of Directors
A Director may be removed if by either of two means:
i. Should a director miss three (3) consecutive regular meetings of the Board of Directors, he/she may be removed as a Director of the Society by resolution of the Directors, passed by at least eight (8) votes at a meeting of the Board of Directors. Subject to Section 4.06 (ii) the members must, by resolution, confirm such resolution at a General or Annual meeting.

ii. The members of the Society may, by resolution passed by at least two-thirds of the votes cast at a General Meeting of Members of which notice specifying the intention to pass such resolution has been given, remove any Director before the expiration of his/her term of office, and may, by a majority of the votes cast at that meeting, elect any person in his/her stead for the remainder of his term.

1.12.1.7 Resignation of Directors
A director shall cease to be a director upon written submission of notice of resignation to the President of the Board. A resignation is effective as dated in the notice, or, if no date is specified, when it is received. 

1.12.1.8 Remuneration

Directors shall not be paid for their duties but reasonable expenses may be paid. 

1.12.1.9 Conflict of Interest

No Director shall enter into any business arrangement with the Society in which he/she, or his/her spouse, brother, sister, parent or child is interested directly or indirectly, unless he/she has declared any interest therein and refrained from voting on the matter. 

1.12.1.10 Indemnification of Directors

Every director or officer of the Society or other person who has undertaken or is about to undertake any liability on behalf of the Society and their heirs, executors, administrators, legal representatives and estate and effect, respectively, shall from time to time and at all times, be indemnified and saved harmless, out of the funds of the Society, from and against:

i) all costs, charges and expenses whatsoever which such director, officer or other person sustains or incurs in or about any action, suit or proceeding which is brought, commenced or prosecuted against him for or in respect of any act, deed, matter or thing whatsoever made, done or permitted by him in or about the execution of the duties of his office or in respect of any such liability; and

ii) all other costs, charges and expenses which he/she sustains or incurs in or about or in relation to the affairs thereof; except such costs, charges or expenses as are occasioned by his own wilful neglect or default.

No director or officer for the time being of the Society shall be liable for the acts, receipts, neglects or defaults of any other director or officer or employee or for joining in any receipt or act for conformity or for any loss, damage or expense suffered or incurred by the Society through the insufficiency or deficiency of title to any property acquired by the society or for or on behalf of the society or for the insufficiency or deficiency of any security in or upon which any of the moneys of or belonging to the Society shall be placed out or invested or for any loss or damage arising from the bankruptcy, insolvency or tortious act of any person, firm or corporation, including any person, firm or corporation with whom or which any moneys, securities or effects shall be lodged or deposited, or any loss, conversion, misapplication or misappropriation of or any damage resulting from any dealings with any moneys, securities or other assets belonging to the Society or for any other loss, damage or misfortune whatever which may happen in the execution of the duties of his respective office or trust or in relation thereto unless the same shall happen by or through his/her own wrongful and wilful act or through his/her own wrongful and wilful neglect or default.

The directors for the time being of the Society shall not be under any duty or responsibility in respect of any contract, act or transaction whether or not made, done or entered into in the name or on behalf of the Society, except such as shall have been submitted to and authorized  or approved by the board of directors

1.12.1.11 Meetings of the Board of Directors

The Board of Directors shall meet no less than twelve (12) times in the fiscal year on a regular basis and any such meetings shall be defined as regular meetings.

1.12.1.12 Quorum

A quorum of the Board of Directors shall be quorum (8) directors (Amendment approved at 2008 AGM).
1.12.1.13 First Yearly Meeting of the Board of Directors

The Board of Directors shall hold a meeting following the annual meeting of the Society for the purpose of organisation, the election and appointment of Officers, and the transaction of any other business.

1.12.1.14 Time and Place of Meetings

Meetings of the Board of Directors shall be held at the Head Office of the Society or at some other place as determined by the Board of Directors from time to time and at times determined by the Board of Directors.

1.12.1.15 Who May Call Meetings of the Board of Directors

Any two (2) Directors may call the first yearly meeting or any other meeting by requesting, in writing, that the Secretary or, in his/her absence, the President or the Vice-President, give notice of the meeting to the Directors. The President may call subsequent meetings.

1.12.1.16 Notice of the Meetings of the Board of Directors

No further notice of regular meetings is required once the Board of Directors has passed a resolution stating the days and times of regular meetings. No notice of the first yearly meeting must be given if the meeting is immediately following the annual meeting otherwise notice must be given no less than two (2) days before the meeting. No notice of meetings must be given if all Directors are present or have consented to it being held in their absence otherwise notice shall be given no less than two (2) days before the meeting is to be held.

1.12.1.17 Errors or Omissions in Notice

An error or omission in the giving of notice for a meeting of the Board of Directors does not invalidate the meeting or any proceeding taken at it.

1.12.2 Officers
The Officers of the Society are the President, First Vice-president, Second Vice-president, Secretary and Treasurer. The Board of Directors shall appoint Directors to all Officer positions, with any Director holding no more than two Officer positions (approved by Board Jan 28, 2010, for consideration by the membership at the next membership meeting).
1.12.2.1 Qualifications
All Officers must be both a member of the Society and a Director.

1.12.2.2 Term of Office
Officers shall serve at the discretion of the Board of Directors and may be removed as described in   “Removal of Directors”.  An Officer's term of office is one (1) year but not beyond the next Board meeting at which Officers are elected or appointed by the Board of Directors.

1.12.2.3 Executive Director, General Manager, Manager
The Board may, from time to time, appoint an Executive Director, General Manager or Manager and may delegate to him/her any authority to manage and direct the business of the Society except that business which by law must be performed by the Board of Directors, Officers or members of the Society. The duties of the Executive Director, General Manager or Manager shall be assigned at the time of appointment and at such times that the Board shall determine. He/she will, at all reasonable times, give to the Board any reports or information that it requests regarding the business of the Society.  An Executive Director, General Manager or Manager shall not be a Director of the Society but may be a member of the Society.
1.12.2.4 Privacy Officer

The Board of Directors will appoint a Privacy Officer for a specific term. The duties of this position are limited to handling complaints regarding compliance with the Society Website privacy policies.  The Privacy Officer must be a voting member of the Georgian Bay Folk Society throughout his or her term.
1.12.2.5 Duties of Officers
1.12.2.5.1 President

1.12.2.5.1.1 President’s Role Description

The President is accountable to the Board, and to the Membership, including formally reporting at the AGM, and the role includes: 

i. Serving as the Chief Volunteer of the Society
ii. Partnering with the Lead Staff Person in achieving the Society mission. 
iii. Providing leadership to the Board of Directors, which monitors policy and to which the Lead Staff Person is accountable.
iv. Chairing meetings of the Board or Membership after developing the agenda in consultation with the Lead Staff Person.
v. Encouraging the Board's participation in the Society strategic planning and cycle.
vi. Nominating the chairpersons of Board committees, in consultation with other Board members.
vii. Serving ex officio as a member of committees.
viii. Discussing issues confronting Society with the Lead Staff Person.
ix. Helping guide and mediate Board actions with respect to organizational priorities and governance concerns.
x. Monitoring financial planning and financial reports.
xi. Playing a leading role in fundraising activities.
xii. Leading the annual evaluation of the performance of the organization in achieving its mission.
xiii. Serving as a member of the Personnel Committee but not the Nomination Committee, and shall not serve as Chair of Personnel Committee.
xiv. Participating in evaluating the performance of the Staff and Board members as a member of the Personnel Committee.
xv. Being present at all Personnel Evaluations.
1.12.2.5.1.2 President’s Duties: 
The President shall:

i) When present and able chair all meetings of the Board of Directors and the members;
ii) Supervise the affairs of the Society
iii) Serve as an ex-officio member of all committees
iv) Sign all documents requiring his/her signature
v) Perform any other duties assigned by the Board.
1.12.2.5.2 Secretary
1.12.2.5.2.1 Board Secretary Role Description

The Board Secretary bears the responsibility for the Society's records and the role includes:
vi) Maintain records of the Board and ensure effective management and preservation of the Society’s records 
vii) Manage the minutes of Board meetings
viii) Ensure minutes are distributed to members shortly after each meeting
ix) Serve as a member of the Policy & Legislation Committee and of the Personnel Committee and may chair either Committee
x) Receive, circulate appropriately and respond to regulatory and legal documents (articles, by-laws, CRA letters, etc.), and as such, being sufficiently familiar to note applicability during meetings or refer to the Chair of Policy & Legislation on those and wider issues
1.12.2.5.2.2 Duties of the Secretary: 
The Secretary shall:
i) Give any notice required to be given at meetings of the Board of Directors and of the members

ii) Attend all meetings of the Board of Directors and the members and cause to be recorded all facts and minutes of those meetings in books kept for that purpose

iii) Keep and maintain the following documents and registers:

a. a copy of the Letters Patent, Supplementary Letters Patent, any memorandum of agreement;
b. all by-laws and Special Resolutions

c. a register of the members setting out the names of persons who are members and
d. a register of Directors setting out the names and addresses and occupations of all persons who are or have been Directors, and the dates they became and ceased to be 
Directors;
e. be custodian of the Corporate Seal, and of all books, records, correspondence and documents of the Society
iv) receive any resignations given to him/her; and
v) perform any other duties assigned by the Board

If the office of the Secretary is vacant, or if for any reason, the Secretary is unable to act, anything required or authorized to be done by the Secretary may be done by an assistant secretary or, if there is no assistant secretary able to act, by another officer of the Society authorized by the Directors.

1.12.2.5.3 Treasurer
1.12.2.5.3.1 Treasurer Role Description

The Board Treasurer organizes the budget process, audit process, and financial reporting of the Society and the role includes: 

viii) Manage finances of the organization with the staff bookkeeper or accountants.
ix) Supervise fiscal matters of the organization.
x) Provide the annual budget to the Board for approval.
xi) Ensure development and Board review of financial policies and procedures with the Policy & Legislation Committee.
xii) Serve on the Finance Committee and the Personnel Committee and may chair either Committee.
1.12.2.5.3.2 Treasurer Duties: 
The Treasurer shall: 

i) keep proper books of account and accounting records for all financial and other transactions of the Society, including records of:

a. money received or paid by the Society and the matter to which the receipt or payment relates

b. sales and purchases of the Society;
c. assets and liabilities of the Society; and
d. any transactions affecting the financial position of the Society;

ii) ensure money or valuables are deposited in the Society's account in the financial institution designated by the Board;

iii) ensure payments are made on behalf of the Society as the Board directs;
iv) report on the transactions completed and on the financial position of the Society to the Board when required of him/her;
v) co-operate with the Auditor of the Society; and,
vi) perform any other duties assigned by the board.

1.12.2.5.4 First Vice- President
1.12.2.5.5 First Vice-President's Role Description
The First Vice President may typically be successor to the President, and the role includes:

i) Perform the President’s duties when the President cannot be available 

ii) Report to the Board
iii) Work closely with the President and staff

iv) Participate closely with the President to develop and implement officer and committee chair transition plans 
v) Serve as a member of the Personnel Committee and the Nominating committee and may chair either committee 
vi) Work closely with the Lead Staff Person, work closely with other staff as agreed to by the Lead Staff Person 
vii) Perform other responsibilities as assigned by the Board.
1.12.2.5.6 Second Vice President 
Second Vice-President’s Role Description
The Second Vice President may be successor to the President position, if the person has previously served as First Vice President, and the role includes: 
i) Perform the President’s responsibilities when the President and First Vice President cannot be available
ii) Report to the Board

iii) Work closely with the President and the Lead Staff Person and other staff as agreed to by the Lead Staff Person 
iv) Co-Chair the Summerfolk Committee with the Summerfolk Co​ordinator, or serve as Purchaser on the Summerfolk Committee
v) Lead the Summerfolk Committee communications and responsibilities with the Board and the development of an agreement for the division of Committee Chair responsibilities with the Summerfolk Coordinator 
vi) Perform other responsibilities as assigned by the Board.

1.12.2.6 Ceasing to be an Officer
1.12.2.6.1 Resignation of Officer

An Officer may resign from office by giving notice of his/her resignation to the Secretary, or in his/her absence, to any other officer. A resignation is effective when so received.

1.12.2.6.2 Removal of Officer

An Officer may be removed from his/her office before his/her term expires by a resolution passed for that purpose by a majority of Directors at a meeting of Directors.

1.12.2.7 Filling a Vacant Office

Subject to Section 4.12 and subsections, where a person has ceased to be an Officer of the Society, the Board of Directors may fill such vacancy by appointing a Director to the position.

1.13 COMMITTEES
1.13.1 Constitution of Committees
Standing committees of the Society shall be the:
1. Planning Committee
2. Personnel Committee
3. Policy & Legislation Committee
4. Finance Committee
5. Membership Services Committee
6. Summerfolk Committee
7. Promotions Committee
8. Connections Committee
9. Volunteer Services Committee
10. Youth Committee
11. Nominating Committee
12. Greening Committee
The Board may create Ad Hoc committees as required. 
1.13.2 Structure of Standing Committees

The Chairpersons of Standing Committees shall be Directors of the Board of the Society. The Board shall appoint the Chairperson of each committee. Committee members must be members of the Society. The Chair person of each committee shall appoint committee members.  No committee shall be less than four (4) people.  Quorum at Committee meetings shall be fifty percent (50%) of the membership of each committee. The Board shall be notified by the chairperson of a committee of the membership of each committee no later than the second meeting of each committee or at such time that the membership of a committee changes.

1.13.3 Committee Chair's Role Description

The role of a Committee Chair of all types includes:
i) Bring the Society's methods and standards of operation to the Committee work.
ii) Bring  the recruitment, training and communications of the Committee's membership up to the requirements of the Society's Policies and Procedures.
iii) Ensure that members have the information needed to do their jobs

iv) Oversee  the logistics of committee's operations.
v) Report to the Board on committee decisions/recommendations, prepare budget requests,  annual work plan and evaluation reports
vi) Work as required with the Lead Staff Person and other staff as agreed to by the Lead Staff Person.
vii) Assign work to the committee members, set the agenda, run the meetings, and ensure distribution of meeting minutes to committee members and the office.

viii) Initiate and lead the committee's annual evaluation and planning cycle.
ix) Bring issues and proposals on policy and procedure to the Policy & ​Legislation Committee
x) Ensure quorum requirement is met at committee meetings.
1.13.4 Term of Membership

The term of membership shall be no longer than one (1) year and will expire at the Annual Meeting. Members of committees can be removed from a committee by the Board if a member clearly acts in a manner detrimental to the purposes of the Society or to the purposes of a committee. The Board may define an ad hoc committee as having a shorter term of membership.
1.13.5 Reporting to the Board

Standing Committees shall report to the Board at each Board meeting. An ad hoc committee shall report to the Board as stated in its terms of reference.

1.13.6 Duties of Standing Committees
1.13.6.1 Planning

The Planning Committee shall: 
i) Report to the Board of Directors
ii) be constituted initially of the Officers with permission for the committee to add members as needed
iii) Be chaired by the President of the Board
iv) Set up an annual planning cycle for the society to include research, planning, monitoring, measuring and evaluating for all of the committees reporting to the Board 
v) Meet monthly one week prior to each Board meeting 
vi) Plan and organize information required for each monthly meeting of the Board of Directors 
vii) Make arrangements for and prepare documentation necessary for periodic long term Strategic Plan development 
viii) Compile the results of Strategic Planning sessions
ix) Make arrangements for and prepare documentation necessary for a special annual Board meeting to develop an annual plan
1.13.6.2 Personnel
The Personnel Committee shall:

i) establish, review and recommend to the Policy and Legislation Committee policy and procedure changes concerning personnel issues

ii) make recommendations to the Board concerning the hiring and dismissal of all paid personnel of the Society

iii) provide progress evaluations of all paid personnel of the Society as directed by the Board or established by policy

iv) establish, review and recommend to the Board, policy and necessary policy changes concerning benefits and wages

v) put forth nominations to fill any vacancies of the Board

vi) other functions as established by the Board from time to time
1.13.6.3 Policy & Legislation

The Policy & Legislation Committee shall: 
i) Review the By-laws at least every three (3) years and make recommendations to the Board concerning changes
ii) Review, establish and make recommendations to the Board, concerning policy and procedures 

iii) Other functions as established by the Board from time to time

iv) Be responsible for ensuring Policies and Procedures Manual reflect changes passed by the Board
1.13.6.4 Finance 
The Finance Committee shall:

i) review and prepare reports for the Board concerning an annual global budget

ii) create and operate Sponsorship and Endowment Committees financial resource development subcommittees including 
iii) support and assist staff in grant applications, sponsorship and endowment negotiations
iv) other functions as established by the Board from time to time
v) Committee shall consist of Treasurer (Chair), individuals with expertise in the areas of sponsorship and endowment, and a representative from Promotions Committee and Summerfolk Committee (2nd Vice).
1.13.6.5 Membership Services
The Membership Services Committee shall:
i) establish, review and recommend to the Policy and Legislation Committee policy and procedure changes concerning membership issues
ii) review and recommend changes, as needed, to the fees of membership
iii) review and recommend changes, as necessary, to the membership structure
iv) promote membership in the Society, and
v) appoint and remove if necessary, with just cause, an editor for the Society's membership publication, and
vi) other functions as established by the Board from time to time
1.13.6.6 Nominating 

The Nominating Committee shall:

i) lead the board recruitment cycle
ii) manages the leadership succession process
by recommending a slate of qualified, acceptable candidates for election to the Board of Directors.
1.13.6.7 Connections 

The Connections Committee shall develop and implement for folk art programs (including one-off or pilot events) in accordance with the GBFS constitution and current strategic plan, save and except Summerfolk and Youth programs, to ensure that the Society provides year-round folk art programming to the Georgian Bay community.  
The Committee shall ensure Connections programs reflect the diversity of the Georgian Bay community.
Connections programs shall be primarily folk art oriented, specifically: 

· Educational or participatory, to develop folk art capabilities in the community; or

· Entertaining, to promote interest in folk art in the community
1.13.6.8 Greening

The Greening Committee shall:

· advocate Greening goals within the Society

· implement or assist with implementing Greening initiatives

· examine all aspects of the operations of the Society, on an on-going basis, to determine environmental impact reduction goals for Board approval

· develop, with all Society committees, policies and procedures by which they may meet the goals audit Society operations and report to the Board on whether environmental impact reduction goals are being met

1.14 MEMBERS
1.14.1 Definitions

“The Membership”:  All categories of Members (voting and non-voting) who have paid the fee associated with their chosen category of membership for the period under consideration

“Voting Member”:  A Full Member who is at least 18 years old

“Youth Member”:  A Full Member who is less than 18 years old

“Members’ Price”:  Member’s Price shall be set by motion of the Board for all GBFS events
1.14.2 Rights of all Members
a)
All Members are entitled to volunteer for any Folk Society program, event, project or committee, including Summerfolk.

b)
All Members shall be provided with electronic Society publications unless they are otherwise eligible for printed mailings as a result of either having paid for print mail service or as otherwise required by the By-laws and Policies of the Society.
1.14.3 Full Members
1.14.3.1 Rights and Privileges of Full Members

a) No individual, corporation, or unincorporated association may belong to more than one (1) membership category in the Society.  
b) Full Members may receive e-mail notification of announced events and be informed when our quarterly publication “Sound Waves” is posted on our website www.summerfolk.org.
c) Full Members may receive Society print mailings to a single address.
d) Full Members may pick up a free Summerfolk Member’s Package at the Summerfolk site, which will include, at minimum, a Summerfolk Program.
e) Full Members may receive a 15% discount on Society merchandise.
f) Voting members shall have the same access and privileges in Society event areas as Volunteers,  excepting the right to camp in the Summerfolk Volunteer camping area.
g) Voting Members may attend all Membership meetings, vote on motions, vote in elections, nominate other Members to the Board and other Society roles, and stand for election to the Board or other roles, in accordance to the policies defined in the By-Laws and by the Board.
h) Voting Members may initiate a Membership meeting and create motions for consideration at a Membership meeting, in accordance to the policies defined in the By-Laws and by the Board.
i) Voting Members may purchase up to one ticket, at Member’s Price, to all Society events.
j) Youth Members may attend Society events for ½ price, with the exception of Summerfolk.
1.14.3.2 Full Member Categories
a) Individual Member - $40.00 annually. $5.00 of this membership fee will be transferred to the Endowment Fund.  
b) Student Member - $20.00 annually. Applicants must be able to prove student status.

c) Household Membership - $70.00 annually. $5.00 of this membership fee will be transferred to the Endowment Fund. Membership includes two Individual Memberships plus Individual memberships for youths 17 years old and younger living at home.  
d) Musician/Artist Member - $50.00 annually.   In addition: Society will promote Musician/Artist Member events such as CD releases, workshops and showcases on our website and at the Society offices, and provide a link to the Musician/Artist Member homepage on the GBFS web site.
e) Life Time Member - $500.  Individual, non-transferable membership for life.
f) Life Member – closed membership category.   Life Memberships were given to specific individuals in honour of their long service to the Folk Society.
1.14.4 Other Member Categories
1.14.4.1 Rights and Privileges of Other Member Categories

Members of these categories shall have the Rights of All Members.
Folkie Members - $5.00 annually
Honorary Memberships - May be granted by a vote of the general membership at the Annual Meeting. The Personnel Committee may put forth no more than two (2) names who, in its opinion, have made an outstanding contribution to the purposes of the Society. Honorary members are not required to pay dues, fines or levies, and are admitted for life. Honorary members are not entitled to vote at meetings or the members of the Society but may be granted other privileges as determined by the Board from time to time.
1.14.5 Term of Membership

Membership shall commence when:

a) a completed application form has been received

b) the appropriate dues have been paid for the membership class requested
The Society shall recognize this Membership by issuing a Membership Identification Card and logging the Member it’s computer and filing systems.

Where membership renewal is required to maintain membership, all renewals shall occur on the next May 31 date.
The Board may, by motion, refuse any particular membership application.   Any Membership fees associated with such an application will be refunded to the applicant.
1.14.6 Transferability of Membership
Membership in the Society is not transferable.
1.14.7 Termination of Membership 

Termination of Membership will occur when any one of the following occurs:

· death of a member
· when written notice of the member's resignation has been received by the Secretary or any other Officer of the Society.

· if any member clearly acts in a manner detrimental to the purposes of the Society, the Board may request his/her/its resignation or if not forth coming, take a resolution to a General Meeting

· if renewal has not occurred, upon the occurrence of the next May 31 date

1.14.8 Special Membership Rates

1.14.8.1 Membership Promotions

By majority vote of the Membership Committee, the Committee may from time to time, and at its sole discretion, offer a special “one time” membership rate to increase interest in renewing membership or in becoming a new member. 
By majority vote of the Membership Committee, the Committee may from time to time, and at its sole discretion, offer a special draws or other reasonable budgeted incentives to increase interest in renewing membership or in becoming a new member. 

1.14.8.2 New Full Members

The membership dues of Full Members, who join as Full Members for the first time between Jan 1st and May 31st, shall have valid Full Memberships and all associated rights and privileges until May 31st of the following year.
1.15 MEETINGS OF MEMBERS
1.15.1 Annual Meetings

The Annual Meeting of the members shall be held at the head office of the Society or elsewhere within the municipality of the head office and on such day and at such time as determined by the Board but no later than the last day of September. The Annual Meeting shall be held no later than fifteen (15) months after the last Annual Meeting.

1.15.1.1 Purpose

The purpose of the annual general meeting is to:
i) hear and receive the reports and statements of the Auditor and of any other person that the Directors require to make a report

ii) elect the Directors
iii) appoint the Auditor
iv) address any other matters properly brought before the meeting
1.15.2 Other General Meetings
1.15.2.1 Called by the Board

The Board may call a general meeting of the members to address any issue. The general nature of the issue must be stated in the notice of the meeting. A General Meeting of the members shall be held at the head office of the Society or elsewhere within the municipality of the head office and on such day and at such time as determined by the Board

1.15.2.2 Requisitioned by the Members

The Board shall call a general meeting of the members if at least ten (10) percent of the voting Members of the Corporation request that a general meeting be called. Those members requesting a general meeting shall state in a requisition signed by them, the general nature of the issues to be addressed at the meeting. The requisition shall be deposited at the Head Office of the Society.
1.15.3 Notice of the Meetings of Members

Notice of a Meeting of the Members shall:
i) be given to all Members who are entitled to vote
ii) be mailed ten (10) or more days before the date of the meeting
iii) be mailed to each Member individually to his/her/its last address shown on the books of the Society
iv) include the date, time and place of the meeting and the general nature of the matters to be dealt with
v) include any time limit on the use of proxies
vi) unless, all of the Members who are entitled to have notice of the meeting have waived the notice in writing
1.15.4 Quorum

A quorum at any Meeting of Members is eight (8) members. (Amendment approved at 2008 AGM)
1.15.5 Adjournments

Any Meeting of Members may be adjourned to any time. Any issues to be dealt with at a Meeting can be dealt with at an adjourned meeting.  No notice is required of adjournment of meetings.

1.15.6 Omission of Notice

The accidental omission to give notice of any meeting or the non-receipt of any notice by any member or members or by the auditor of the Society shall not invalidate any resolution passed or any proceedings taken at any meeting of members.

1.16 VOTING MATTERS
1.16.1 Board

Each Director shall have one (1) vote on all matters presented for voting at meetings of the Board of Directors, except the chairperson who shall vote only in the event of a tie vote. Directors are not permitted to grant proxy votes at a meeting of the Board of Directors. Motions are decided by a majority vote. Voting is done by a show of hands unless a Director, who is present, requests voting by ballot. If three (3) Directors request a recorded vote, the Secretary shall cause to be recorded the names of all Directors and how they voted on the matter or motion.

1.16.2  Meetings of Members
1.16.2.1 Voting Members

Each member who is entitled to vote at meetings of members has one (l) vote on all matters or motions put forth for the consideration of the members except the chairperson who does not vote except to cast a deciding vote in the case of an tie of votes. All questions proposed for the consideration of the members who are entitled to vote at meetings of the members shall be decided by a majority of votes cast.

Each matter or motion shall be decided by a show of hands (or other indicators decided by the chairperson) unless a majority of the members present order that a ballot vote be conducted.

1.16.2.2 Proxies

1.16.2.2.1 Who May Appoint and Be Appointed
A member, corporation or unincorporated organization who is entitled to vote at meetings of the members may appoint a person by a proxy to attend at a meeting and vote on the member's behalf. The nominee need not be a member of the Society.

1.16.2.2.2 Requirements of a Proxy

A proxy must be in writing, including the date and the name of the person nominated to attend the meeting for the members. The proxy may revoke former proxies, restrict the use of the proxy or state how the person is to vote on the member's behalf.

1.16.2.3 Revocation of a Proxy

A proxy can be revoked in writing by depositing the revocation at the Society's head office anytime until the last business day before the meeting or with the chairperson of the meeting on the day of the meeting. Any proxy that is not revoked beforehand expires one (1) year from its date.

1.16.2.4 Corporations

If the member is a corporation, the proxy and any revocations must have the corporation's seal impressed on it.

1.16.2.5 Time Limit

The Directors may, by resolution, fix a time when proxies to be used at a meeting of the members must be delivered to the Society or an agent of the Society. The time cannot be more than forty-eight (48) hours before the meeting, excluding Saturdays and holidays. If a period of time is fixed, it must be stated in the notice of the meeting.

1.16.3 Voting for Directors
All members who are entitled to vote at meetings of members shall have one (1) vote for all vacancies of the Board of Directors. In all cases except uncontested vacancies, voting for directors shall be conducted by ballot. In the case of a tie of votes for a contested vacancy, a second ballot shall be conducted for the vacancies which have the tie of votes.

1.17 FINANCIAL MATTERS
1.17.1 Fiscal Year
Unless otherwise changed by a resolution of the Board of Directors, the fiscal year of the Society shall terminate on December 31st.
(Amended AGM Sept 28, 2008) 
1.17.2 Banking
1.17.2.1 Authorized Persons

Cheques and any other banking documentation shall be signed by any two (2) of the Treasurer, President, Vice-President, Secretary or agents of the Society as determined by a resolution of the Board of Directors.

1.17.2.1.1 Financial Institutions

The banking shall be conducted at the financial institution or institutions approved by resolution of the Board of Directors.

1.17.3 Authorized Activities

The persons authorized to complete the banking are authorized to:
i) set up and operate accounts or make other banking arrangements
ii) execute any agreements with the financial institution to facilitate the banking arrangements, but only when two (2) authorized persons sign together on behalf of the Society
iii) deposit to the account of the Society all money and cheques negotiable instruments payable to the Society
iv) issue receipts for money properly received by the Society
v) make and sign cheques on behalf of the Society but only when two (2) authorized persons sign the cheques together
vi) undertake other activities authorized by resolution of the Board of Directors

1.17.4 Generally

The Board of Directors may borrow money on behalf of the Society;
on the credit of the Society; or
on the security of the Society's real or personal property.
1.17.5 Authorized Persons and Terms

The Board of Directors may, by resolution, authorize any Director, Officer, employee or other person to make arrangements for the borrowing on behalf of the Society for the amount authorized and on the terms stated in the resolution.

1.18 SIGNING AUTHORITIES

Contracts, documents, or instruments in writing requiring the signature of the Society shall be signed by the President or the Vice-president together with the Secretary or Treasurer and all contracts, documents, or instruments in writing so signed shall be binding upon the Society without any further authorization or formality.

The Board may, by resolution, subject to Section 4.12, appoint any person to sign contracts, documents, or instruments generally or to sign specific contracts, documents, or instruments along with a designated officer of the Society on the Society's behalf.

1.19 HEAD OFFICE

The head office of the Society shall be in the City of Owen Sound in the Province of Ontario. The Directors may, from time to time, determine the specific location of the head office in that municipality.

1.20 SEAL

The Seal, an impression of which is stamped immediately below, shall be the corporate seal of the Society.
1.21 DISSOLUTION OF THE SOCIETY

As provided in the Letters Patent, upon the dissolution of the Society and after the payment of all debts and liabilities, its remaining property shall be distributed or disposed of to one or more charitable organizations which carry on their work solely in Ontario and preferably those with objectives similar to those of the Society.

1.22 AMENDMENTS OF BY-LAWS
1.22.1 Passing

A by-law, an amendment of a by-law, repeal, or a re-enactment of a by- law must be:
i. passed by  a resolution of the Board of Directors;  and
ii. confirmed with:

a.  a 2/3 majority vote at a General Meeting of the Members called for the purpose of considering the by-law; or,
b.  in writing by all the Members entitled to vote at the General Meeting; or,
iii. if not confirmed in the meantime, then, confirmed at the next Annual Meeting of the Members
Any by-law amendment not confirmed by the membership within 12 months of passing by resolution of the Board is null and void. 
1.22.2 When Effective

A by-law and amendment, repeal or a re-enactment of a by-law is effective:

when passed and confirmed as in Section 4.25.01; and 

until the next Annual Meeting of the Members if passed by the Board of Directors but not confirmed by the Members at a General Meeting
1.22.3 Confirmation and Seal
This By-law repeals By-law Number Six  subsequent By-Laws, and all amendments of the By-Laws of the Georgian Bay Folk Society, which are rescinded and replaced by the following which shall be “By-Law Number Seven” once confirmed by members at a General Meeting called for that purpose. 

Passed by the Board of Directors and sealed with the corporate seal on _______________________

________________________________________

President

________________________________________

Secretary

Confirmed by the Members and sealed with the corporate seal on ________________________

.

_______________________________________

President

________________________________________

Secretary

2 Governance Policies
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
2.1 Role and Function of the Board of Directors ​

No individual has the right, power or authority to take any action on behalf of the Society. Rather, the power is vested in the Board as a whole. 
The Board of Directors of the Society must be thoroughly knowledgeable of current legislation, regulations and policies related to managing the business of the Society. They have ultimate oversight responsibility for all aspects of the Society and are charged with:

Understanding the mission of the Society 
Ensuring that the Society is moving effectively toward fulfilling its mission.
Establishing policies or approving policies recommended by committees.
Providing consistent and creative management.
2.1.1 Policy  Establishment and Approval

The Board of the Society, as the governing body, is entrusted with the authority and duty for establishing policy related to the framework, governance and operational management of the Society. The Board sees the development of policy statements as providing effective guidelines for action of all of its members, committees and staff, and expects them to be knowledgeable of the policies relevant to their duties and actions.

All final policy decisions will be made by the Board. Policy decisions will only be made at

Board Meetings. All policies shall be written, clearly defined and based on the mission, purposes, goals and objectives of the Society.

The Board shall have final approval of procedures for inclusion in the Manual. Following the acceptance of policy, the Board may delegate the preparation of procedures for implementation of the policy.

The minimal review date(s) for evaluation and review of each policy shall be recommended as part of the policy proposal and will be set by the Board.
2.1.2 Policy Development Procedure
2.1.2.1 General

Initial suggestions may emanate from the Board, its committees, the staff and the membership. These may be referred to the Legislation and Policy Committee or to the appropriate Standing Committee for research and recommendations to be presented to the Board.

At all times there must be a concern for the legality of proposed policies and procedures and where thought advisable, steps must be taken to ensure that no federal, provincial or municipal statute and/or regulations are contravened by proposed policies or procedures.

2.1.2.2 Standing Committees

Standing Committees of the Board are required to conduct periodic reviews and make policy and procedure recommendations to the Board in their areas of responsibility. The Legislation and Policy Committee may be asked to assist.
The Legislation and Policy Committee is required to conduct periodic reviews and make policy and procedure recommendations to the Board in all other areas of the Society's activities.

The Legislation and Policy Committee shall be responsible, co-ordinating with staff where appropriate, for keeping the Board advised as to evaluation and feedback procedures relative to existing policies and/or implications for new policies.

Responsibility for framing and drafting procedures may be delegated to the appropriate person(s) where necessary.

2.1.3 Policy Implementation

All policy statements shall be coded, include the exact date of approval, and be circulated in electronic format to all Board Members and Staff.

2.2 The Authoritative Policy and Procedure Manual

2.2.1 Recording

The Secretary shall be responsible for recording the final adoption of policies in the minutes of a regular meeting of the Board.   The Policy and Legislation Committee shall be responsible for updating  and distributing the Authoritative Policy and Procedure Manual .
2.2.2 Distribution
· PDF’s of all documents shall be emailed to all Board and Staff with version number

· PDF’s of all documents shall be emailed to all Board and Staff when any document changes with new version number

· Two copies will be printed and maintained by office staff: secured master and public copy for use at the office.   Board members may copy or print any sections they need at the Board Office
2.2.3 Procedures for Board Meetings 

The rules contained in Robert’s Rules of Order shall govern the Society in all cases to which they are applicable and in which they are not inconsistent with the bylaws and any special rules of order the Society may adopt.  The specific edition to be used will be specified in the Policies and Procedures of the Society, by motion of the Board. 

(Amendment approved by the Board April 3, 2008)

Meetings will begin promptly at specified times.

Persons wishing to speak during a discussion or a report will signify to the Chairperson their intent; the chair will acknowledge their raised hand, and give them the floor. In cases where more than one would like to speak at once the chair will indicate the order of their speaking. The Chair may limit the duration of time each takes on a certain topic if no new information is forthcoming. The chair may limit the total time allocated to a discussion based on the priority or importance of the topic.

There will be no alcoholic beverages at the Board table during meetings.

There will be no smoking in the Board room; however members may request a short break in the meeting for a smoke break.

Reports shall be provided, in writing, to the Board. If they recommend spending of money an estimate  of expenditures needs to be included and upon approval an actual budget submitted

All meetings of the Board or its committees and the locations are to be posted upon the black board in the office.

Any topic to be added to the Board meeting agenda will be submitted in writing to the Board Chair at least the morning before the meeting at which it is to be brought up.
2.3 Strategic Planning

2.3.1 Establish a Mission Statement:

The Mission Statement establishes what the Society plans to do, for whom and for what benefit it will exist. It will identify the Society's purposes and the reason for its existence.

2.3.2 Strategic Analysis

Strategic analysis is an in-depth look at all factors likely to have the greatest impact on the future of the Society. Critical issues facing the Society will be identified.  It is important that sufficient accurate information be used; all assumptions will be identified and checked.

Strengths and Weaknesses, Opportunities and Threats (SWOT) Analysis

Strengths and Weaknesses of the Organization (Internal): Identify factors within the control of the organization and the impact they have on the Society's ability to fulfill its mission.

Opportunities and Threats Facing the Organization (External): Identify factors outside the influences of the Society and the impact they have on the Society's ability to fulfill its mission.

Critical Issues: Determine the issues most critical to the future of the Society. The most important issues can be measured by the size of the gap between the current status or performance of the Society and what would be ideal to respond to internal and external factors in the future. A short report for each critical issue will be compiled. It may contain the issue, supporting information, underlying causes and conclusions with respect to the effect on the Society.

2.3.3 Strategy Formulation

The critical issues facing the Society in accomplishing its mission are used as a basis for this stage. A three to five year planning horizon is used to focus on where the Society will be going.

Identification of Key Strategic Areas: List key strategic areas that must be concentrated on to address the critical issues. They will be stated in no more than a few words. Each key area will require extra effort from the Society in the future. There will be no more than seven key strategic areas formulated in this stage.

Establishing Priority of Key Strategic Areas: Give priority to the most important strategic areas. Ranking will be based on which area has the greatest effect on the Society's ability to fulfill its mission. The highest ranking key strategic area will be the "driving force" of the strategy and the one requiring the most time and resources allocated to it.

Develop Strategy Statement for Top Ranked Areas: Key strategic areas are the basis for future actions of the Society and must be clearly programs. The written short term objectives are documented. Strategy statements (two to three subject to similar criteria as long term paragraphs) will be composed for each area for communication to the membership.

2.3.4 Long Term Objectives

Within the strategic areas, long term objectives identify what must happen to move the Society closer to accomplishing its mission and strategy. The objectives will be:

Measurable
achievable within a given time frame
flexible or adaptable to allow for the unknown and for exploring new opportunities
consistent with the rest of the plan

2.3.5 Implementation

An examination of the structure and operations of the Society must be carried out to ensure a fit with the newly stated strategy or objectives. Areas to be reviewed, and possibly changed, include:

allocation of resources - are enough resources available for the highest ranked strategic area?
organization structure - are staff and committees in place to adequately deal with the thrusts?
information systems - how will communication and feedback systems work?
people responsible - who are the people or committees in charge of each objective?
reward systems - how will people be recognized or rewarded for achieving results?

The time frame for implementation will be related to the magnitude of the required change. Criteria for ongoing evaluation will be established.

2.3.6 Operational Plan

In the final step, short-term objectives ( e.g. one year) are established based on the long-term objective. These will include activities and programs. The written short term objectives are subject to similar criteria as long term objectives. 
The end result is a map of activities or programs, responsibilities of people, resource allocations, and a time frame for the next planning period.

In the following years, if checks for fit indicate that no changes to the strategy or long-term objectives are required; this stage will be the only required planning activity.

2.3.7 The Planning Process - Tips

Allow lots of brainstorming to encourage new ideas to be considered.
Allow plenty of time, there will be gaps between stages for reaction, reflection and confirmation of facts.
Using an outside facilitator can help reduce members' biases, challenge assumptions and allow all members to contribute equally.
2.4 Committees
2.4.1 Constitution of Committees

Standing committees of the Society shall be Finance Committee, Membership Services Committee, Personnel Committee, Policy and Legislation Committee, Summerfolk Committee, Promotions Committee, Connections Committee, Volunteer Services Committee, Youth Committee, Greening Committee and Nominating Committee. The Board may create Ad Hoc committees as required. 

2.4.2 Membership of  Committees
The Chairpersons of Standing Committees shall be Directors of the Board of the Society. The Board shall appoint the Chairperson of each committee. Committee members must be members of the Society.
The Chair person of each committee shall appoint committee members. No committee shall be less than four (4) people. Quorum at Committee meetings shall be fifty percent (50%) of the membership of each committee. The Board shall be notified by the chairperson of a committee of the membership of each committee no later than the second meeting of each committee or at such time that the membership of a committee changes. The term of membership shall be no longer than one (1) year and will expire at the Annual Meeting.” 
Length of Service
Members of the Personnel Committee will not serve for more than three consecutive one-year terms. 
All other committees will be limited to not more than six consecutive one-year terms.​

2.4.3 Common Procedures

Each committee will determine the necessary number of regular meeting required each year and establish a meeting date schedule.
Keep minutes of each meeting.
Establish an annual budget for board approval, and ensure that all activities fall within budgetary guidelines established by the Board.
Submit recommendations to the Board in the form of a motion for adoption. When a committee has a report or recommendation ready for the Board it will be sent out to all Board members prior to the meeting at which a discussion or vote will be held. At the Board meeting, the Committee Chair will explain the report and make sure the directors understand the recommendation and how it was reached.
Submit a report in writing prior to each regular Board meeting.
.

Planning Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

2.5 Duties
The Planning Committee shall: 
1. Report to the Board of Directors
2. be constituted initially of the Officers 
3. with permission for the committee to add members as needed
4. Be chaired by the President of the Board
5. Set up an annual planning cycle for the society to include research, planning, monitoring, measuring and evaluating for all of the committees reporting to the Board 
6. Meet monthly one week prior to each Board meeting 
7. Plan and organize information required for each monthly meeting of the Board of Directors 
8. Make arrangements for and prepare documentation necessary for periodic long term Strategic Plan development 
9. Compile the results of Strategic Planning sessions
10. Make arrangements for and prepare documentation necessary for a special annual Board meeting to develop an annual plan
3 Personnel Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
3.1 Duties

The members of the Personnel Committee shall consist of the officers of the organization. The duties of the Personnel Committee are to:

Establish, review and recommend to the Board policy changes concerning personnel issues. 

Make recommendations to the Board concerning the hiring and dismissal of all paid personnel of the Society.

Provide progress evaluations of all paid personnel of the Society as directed by the Board.

Establish, review and recommend to the Board necessary policy changes concerning benefits and wages.

Put forth nominations to fill any vacancies of the Board. Establish any subcommittees necessary to fulfill the purposes herein. 
3.2 Personnel Committee Chair

The Chair of the Personnel Committee reports directly to the Board of Directors. The duties of this position include: 

Chair all meetings of the Personnel Committee. 
Review and recommend to the Board policy changes concerning the Personnel Committee

Supervise the activities of all paid staff and maintain a monthly attendance record in each personnel file.

Make recommendations for nomination and be responsible for the recruitment, orientation, training and evaluation of Board members
Report monthly to the Board of Directors on the activities of the Personnel committee. 
3.3 Recruitment, Orientation & Training and Evaluation of Board Members

The Personnel Committee will:

Create and recommend for Board approval what the profile of the Board should be on an annual basis.
Identify how each current member of the Board fills at least one aspect of the total profile. 
Nominate individuals for election to the Board.
Oversee the appropriate orientation for new Board members.
Review the service of each Board member on an ongoing basis.
Ensure Board evaluation questionnaire forms are completed.

3.4 Procedure

The Personnel Committee will recommend to the Board for discussion and approval what it believes to be the best profile of the Board. Approval should be by vote.

The Personnel Committee will review the profile of current Board members to identify strengths and deficiencies in order to determine the key qualifications to be considered in recruiting new Board members.
All Board members will be asked for suggestions of prospective new Board members. No Board member should approach an individual about joining the Board without Personnel Committee approval.

Once a prospective list has been compiled these names should be brought to the Board informally, prior to any interviews, to identify any possible objections.
The interviewing of a potential Board member will be done by the most appropriate person, whether or not a member of the Personnel Committee, but always authorized by the Personnel Committee.

Potential members will be informed of the steps that must be taken prior to offering the position and when they may expect to hear a decision. 
All new Board members will meet with a member of the Board to review the history of the Society, its Mission, By Laws and Policies and Procedures. This will be completed within two months of being elected.

Each Board member will complete an evaluation questionnaire using a standard format. (See Sample Board Evaluation Questionnaire in appendices)

3.5 Board Attendance at Society Events
Board members are required to pay admission to all Society events other than Summerfolk unless they are acting in a volunteer capacity for said event.

3.6 Roles and Responsibilities of Paid Staff 
All staff requests in respect to these policies and procedures must be made in writing to both the President and the Chair of the Personnel Committee. Approval of requests may be provided by either the President or the Chair of the Personnel Committee and will be as a written response to the request being made. Verbal requests are acceptable provided a memo or email follows. A copy of all requests and decisions is to be filed in the employee’s personnel file.

3.7 Recruitment and Selection
A hiring committee consisting of a minimum of two people, ideally the direct supervisor and a member of the Personnel Committee, will interview for all positions. Candidates will be informed of the steps that must be observed in the process prior to offering the position and when they may expect to hear a decision. 

Board approval is required for hiring of paid staff.  

3.8 Employee Classifications
3.8.1 Regular Employee

A Regular employee is one who has successfully completed a probationary period and works the hours per week as stipulated in their employment

agreement. 

3.8.2 Contract Employee

A Contract employee is hired for a specific period of time and/or a specific task under the authority of a signed written contract that stipulates payment schedule.

3.9 Employment Agreement
Upon acceptance for employment each new employee will receive an Employment Agreement to include:

Start Date

Position Title

Wage Rate

Other relevant items to the agreement such as benefits, policies and procedures

The Agreement will also specify that the employee has received a copy of and has reviewed with their supervisor the Job Description and Personnel Policy. Two copies of the Agreement will be provided: the applicant will sign and return one copy for placement in their own personnel files.

3.10 Personnel Files

All employee personnel files will be kept in a locked filing cabinet maintained by the employee’s immediate supervisor and accessible to the Personnel Committee when necessary or as directed by the Board. 
Information must be maintained concerning all employees and their work for the Society. Employee personnel records may include:
application / resume

record of interview(s)

offer of acceptance
employment agreement
contract

training record checklist

medical, licensing, professional certification where necessary

current job description

letters of reference

performance reviews

any written warnings and records of progressive disciplinary action

written commendations
attendance register
Upon reasonable notice, and while accompanied by their supervisor or their designate, employees may examine the contents of their own file.

3.11 Probationary Period

A probationary period of 3 months will be served by all new Regular employees. A probationary salary may be offered for that time period. Benefits accorded during the probationary period are limited to mandatory benefits as prescribed by the Employment Standards Act of Ontario. 
(Amended by Board of Directors June 5, 2008)
A probationary period of 3 months will also be served by existing employees who move into a new position with the Folk Society. Existing benefit entitlements will not be affected during this probation period. 

(Amended by Board of Directors February, 26, 2009)

3.12 Employment of Relatives

Relatives of employees (spouse, sibling, child, parent and parent-in-law) can only be employed with the approval of the Board. Decisions regarding the employment of relatives shall be in accordance with all Federal and Provincial Laws and the Human Rights Code. Family members of employees are allowed to volunteer but they may not be placed under the direct supervision or within the same department as other members of their family who are employees.

Relatives of Board members cannot be employed by the Society.

3.13 Attendance and Absenteeism

All absences and credits will be documented for each employee. All absence requests, including vacation time, must be approved in advance and in writing by the individual's immediate supervisor and documented in the individual personnel file. 

An “Attendance Register” including a summary of hours worked, any overtime accumulated and vacation credits must be maintained in each employee’s Personnel file. The Attendance Register must be updated on the last day of each month and signed by the chair of the Personnel Committee. 

Maternity or parental/adoption leaves will be granted as legislated by the Government of Ontario Employment Standards Act.
Leave of absence without pay is available for employees. Applications for a Leave of Absence must be recommended by the immediate supervisor to the Board for its approval.

3.14 Hours of Work

Regular employees will be paid a weekly rate based on a 35 hour work week. 

Hours of work for Regular employees will normally provide two full days off per week.  
Required/requested attendance at meetings is paid time worked. 
The office is to be open from 9:00 AM to 5:00 PM with a one hour lunch break. Where there is more than one (1) office administration staff, lunch hours are to be staggered to allow the office to remain open during this time.
The office will be closed from December 24th to the first working day after the New Year. 

(Amended by Bd of Directors February 26, 2009)
3.15 Wages and Salary

The board is responsible for approving the total salary budget annually. Wage adjustments and contract payments are influenced by the local cost of living index, prevailing rates in the area and the financial resources of the Society 
3.16 Overtime
The Society, as its normal practice, does not pay overtime to employees. Regular employees may request time off with pay in lieu of accumulated overtime. 

Accumulated overtime must be approved in writing by the immediate supervisor in advance of it being earned. 
At no time will approval be given for a work week that exceeds 44 hours. 

All accumulated overtime must be taken during the month earned. 

Exceptions to the policies on overtime require Board approval.
3.17 Benefits

In addition to the Employer's share of those mandatory benefits required by the Employment Standards Act, the Society shall provide its Regular employees the following benefits annually commencing on the anniversary of their employment: 
Six (6) days sick leave. 

Three (3) days bereavement leave

An annual $750 maximum medical reimbursement benefit
      (Amended by Bd of Directors February 26, 2009) 

Mileage at the rate of $0.38/km for the use of their personal automobile in conducting business on behalf of the Society.

These benefits are not transferable and cannot be banked or carried forward to subsequent years. Payment will not be made in lieu of unused benefits.
Benefits for Part Time workers will be pro-rated based on their number of working hours per week.

(Amended by Bd of Directors February 26, 2006) 
3.18 Vacation

Vacation credits for Regular employees who have completed the probationary period are based on entitlement in the Employment Standards Act. All vacation requests must be approved in writing by the immediate supervisor. It is the discretion of the employee’s supervisor to approve a vacation leave prior to credits having been earned. 
The employee is entitled to two (2) week vacations with pay after the first year's employment and for each of the first four years of employment. In the fifth year of unbroken employment with the Society and for each year thereafter the employee will be entitled to three (3) week vacations with pay.

(Amended by Bd of Directors February 26, 2006) 
3.19 Statutory Holidays

At present the statutory holidays that will be observed by the Society: New Years Day, Family Day, Good Friday, Victoria Day, Canada Day, Civic Holiday (August), Labour Day, Thanksgiving Day, Remembrance Day, Christmas Day and Boxing Day. Employees who are required to work on a Statutory Holiday will receive time off in lieu at a mutually agreed upon time between employee and supervisor in accordance with the Employment Standards Act of Ontario.

(Amended by Bd of Directors February 26, 2009)

3.20 Performance Evaluation
All employees are entitled to a yearly performance evaluation. The employee will be informed about the criteria to be used in the evaluation and will have an opportunity to provide feedback after receiving the evaluation. 
For Contract employees, the results of the evaluation may be used in determining entitlement for further contracts. 
New employees will have a performance evaluation prior to the completion of the probationary period and subsequently each twelve (12) months from date of hire.
      (Approved by Board of Directors June 5, 2008)
3.21 Procedure for Performance Review and Evaluation of Employees

A representative of the Personnel Committee or the immediate supervisor will schedule and conduct the performance review annually. (See Sample Performance Evaluation Form in appendices).

A written record of evaluations will be maintained as part of the Personnel file for each employee.
Where appropriate, corrective action may be called for following an evaluation. Examples of corrective action may include changes to a job description, renegotiation of the Society’s expectations or worker goals, the requirement for additional training or re-assignment to a new position.
3.22 Confidentiality

Employees in the course of their employment may have access to confidential information on the understanding that the business and affairs of the Board shall not be disclosed to any outside parties. 
All business documents, lists, records, files, materials, and samples relating to the Society are the sole property of the Society and shall not be removed from the office. 
3.23 Training and Development

The Society shall pay the registration fee and expenses of Regular employees for training attendance at conferences, workshops and meetings that are approved by and deemed by the Board to be related to the employee's duties with the Society. 
3.23.1 Employees as Volunteers

Paid employees may not serve on the Board of Directors while employed by the Society. Paid employees may, however, serve in direct-service volunteer roles which are outside the scope of their paid work and which takes place outside of usual working hours. 
Family members of employees are allowed to volunteer but they may not be placed under the direct supervision or within the same department as other members of their family who are employees.
.

3.24 Resignation

Regular employees will give the Society a minimum of one month's written notice in case of resignation. Casual and contract workers will give the notice specified in their contract.

3.25 Roles and Responsibilities of Volunteers

Volunteers, and the contribution they make through volunteering, significantly enhance the ability of the Society to deliver on its mission. Volunteers are a valuable resource requiring and warranting support and encouragement to maintain and develop their skills and to ensure their continued involvement in the development and delivery of the Society's programs.

3.25.1 Volunteer Classifications
3.25.1.1 Administrative Volunteers

Administrative volunteers are responsible for the organization of other volunteers and resources. These volunteers work with a committee to oversee the operations of the Society.
3.25.1.2 Program Volunteers

Program Volunteers are involved in program delivery. These volunteers provide a service at specific event.

3.25.2 Recruitment and Selection

The sole qualifications for volunteer recruitment will be ability and suitability to perform a task on behalf of the organization. People will be encouraged to enlist to become volunteers at Society events and through such communication tools as the Society newsletter.

Prospective volunteers will complete an application form. The acceptance of Administrative Volunteers is approved at the Board level. The acceptance of Program Volunteers is approved at a committee and/or Administrative volunteer level in accordance with 7.4.1.

Every volunteer must be a member of the Folk Society. In all cases priority placement is given to Society members who apply for volunteer positions by a set deadline provided they meet the job requirements 

3.25.3 Recruitment of Minors

Volunteers who have not reached the age of majority (18 years of age) must submit written consent from their parent or guardian prior to working as a volunteer.

3.25.4 Placement of Volunteers

The Volunteer Services Committee will assist in the placement of volunteers within the organization. In determining suitable placements for volunteers, equal attention will be given to the interests and goals of the volunteer, and to the requirements of the Society and of the position(s) in question.
.

Volunteers will be fully and honestly informed of the expectations and responsibilities of their volunteer position along with any risk or liability which the position might entail. All volunteers will receive a job description. 

3.25.5 Supervision

Every volunteer will have a clearly identified supervisor who will be responsible for day-to​day consultation, support, and direction. The immediate supervisors of volunteers will liaise with their Administrative volunteer, providing progress reports and notice of any problems or concerns.

3.25.6 Benefits

All volunteers are entitled to free admission to an event at which they are working. Volunteers may be invited to pre/post event parties as a form of recognition for their input on the team.

3.26 Roles and Responsibilities of all Society 
Workers
The following policies apply to all people that work on behalf of the Society on a regular basis. The term “worker" is defined as all Board Members, Regular and Contract paid employees and Volunteers.

3.26.1 Acting on Behalf of the Society

Workers are authorized to act as representatives of the Society as specifically indicated within their job descriptions and only to the extent of such written specifications. 

Workers will refrain from any action or statement which might significantly affect or obligate the Society. These actions include, but are not limited to, public statements to the press, coalition or lobbying efforts with other organizations, or any agreements involving contractual or other financial obligations. 

The Board President and Artistic Director, within the limits of their job descriptions, may be exempt from this policy. 
3.26.2 Certification and Qualification

Workers may be required to submit proof of professional or technical qualifications prior to acceptance by the Society or from time to time thereafter.

3.26.3 Payment for Society Work

No worker shall accept any consideration from others for services performed in the course of duties on behalf of the Society.
3.27 Conflict of Interest

A worker is not permitted to engage in any activity that is in conflict with the Society or its purposes unless authorization is given by the Board.
3.28 Equity

The Society will not permit discrimination against applicants or workers on the basis of race, ancestry, place of origin, colour, citizenship, creed, sexual orientation, gender, marital status, family status, age (although at times minimum age requirements may apply) or disability. This applies to recruiting, hiring, rates of payment, administration of discipline and conditions of employment provided they are qualified and meet the requirements established by the Society for the position. It is the responsibility of the Personnel Committee and of each member of the Board to ensure that this policy governs all decisions relating to workers.
3.29 Patents, Copyrights, Proposals

All patents, copyrights, and proposals resulting from professional work done on behalf of the Society shall become the property of the Society unless otherwise permitted by prior written agreement with the Society.
3.30 Bonding

The Society may, at its discretion and expense, have any worker bonded in order to protect the Society and or the worker. 
3.31 Job Descriptions

Job descriptions will be available for all positions. These descriptions will clarify the responsibility attached to each position to assist in recruiting workers and determining pay rates where applicable. Job descriptions will include:
Title of Position

Function

Authority

Responsibility

Supervisory and committee relationships.

List of duties

Job descriptions are subject to review and will be updated as the job changes.
3.32 Orientation and Training

All new workers should complete a detailed orientation from their supervisor that includes review of the Policies and Procedures Manual and their Job Description.

All workers should continue to work with their supervisor to outline their training needs and to develop a course of action for meeting them. With Board approval, special arrangements may be made for the worker’s training, such as visitation to other festivals and events and conference or convention participation where circumstances warrant and it is financially feasible. The budget shall make provisions for the attendance of workers at conferences, workshops or other training events.

Where necessary to perform duties on behalf of the Society, volunteers will receive complete, current, and timely training to ensure they are fully qualified to perform their assigned duties

3.33 Performance Review and Evaluation

The Society is responsible for regularly monitoring and evaluating the job performance of all workers. Evaluation of any worker’s performance will be based on the standards specified in the worker's job description.
All volunteers will be evaluated at the conclusion of their term of service. A written record of their 

evaluation, including attendance record, will be maintained as part of the master list of volunteers.

3.34 Health & Safety - Working Conditions

The Society, where necessary, will have all work sites examined for potential risk and hazards.

As necessary, workers shall have access to property and materials necessary to fulfill their duties, and shall receive training in the operation of equipment. 

3.35 Grievances

A worker should consult with their immediate supervisor in regard to any grievance or complaint concerning working conditions, salary, or any other problem within two months of its occurrence. If a satisfactory adjustment to the situation cannot be resolved, the worker may file a grievance with the Personnel Committee.

3.36 Harassment in the Workplace

It is the policy of the Society to provide all workers with a work environment that is free of any form of harassment and that respects the dignity, self worth and human rights of every individual. Harassment will not be tolerated and is subject to disciplinary action.
No worker will be harassed because of position, race, ancestry, place of origin, colour, ethnic origin, citizenship, religion, gender, sexual orientation, age, record of offenses, marital status, family status or handicap.

The workplace is not confined to the office, workplace or buildings of the Society. "Workplace" has been interpreted broadly by the Ontario Human Rights Commission and by case law and would include:

any location where the business of the Society is being carried out and

other locations and situations such as work related social gatherings where the prohibited behaviour may have a subsequent impact on the work relationship, environment or performance.

Conduct, comments or behaviours which constitute harassment and occur in locations covered by the definition are subject to investigation under this policy.

3.37 Procedures for dealing with Grievances or Workplace Harassment

Report in writing to the supervisor or if supervisor is part of the problem, report to the next supervisor in the line of authority that is uninvolved. The report shall include the issues complete with dates, times, locations, the names of any witnesses and any threats of reprisal such as conditions for continued employment.

If there is no response forthcoming from the supervisor to whom the incident was reported or if the problem persists, report actions taken to date to the Personnel Committee. The Personnel Committee will be responsible for investigating and attempting to resolve complaints except in situations where it is necessary or appropriate to have the investigation carried out by an external third party.
If the complaint is not resolved through the previous steps, the worker should proceed to refer the incident directly to the Board of Directors. The worker should also advise the Board of Directors who the incident has already been reported to and provide them with a copy of any written records. The Board of Directors may arrange for mediation of the situation as an option.
3.38 Conduct and Discipline

The following conduct, while not the exclusive basis for discipline or termination, is not acceptable and will not be condoned. Offenses will result in discipline which may include suspension without pay or immediate termination without notice in accordance with existing legislation.

wilful misconduct

wilful disobedience

wilful neglect of duty

physical or verbal abuse 

wilful abuse or destruction of Society property

unauthorized use or removal of Society equipment or supplies

misuse of confidential information

fighting on Society property or while on duty

lack of attention to work or duties assigned

leaving the assigned place of work without permission during working hours

dishonesty in dealing with the Society

falsification of Society records

chronic tardiness

chronic absence

reporting for work or meetings while under the influence of, or suffering from the effects of, alcoholic beverages, drugs, or other intoxicants

the use or consumption of alcoholic or illicit drugs while on duty

any action contrary to the Human Rights Act 
3.39 Termination

The Society does reserve the right to terminate employees at any time for any reason either with cause without notice, or without cause upon the provision of reasonable notice. If an employee acts in a manner detrimental to the purposes of the Society or in a manner inappropriate to his/her position it will be brought to the attention of their supervisor and the Board President. 
3.40 Procedures for Discipline and 
Termination

Deficiencies in work performance will be indicated to the employee by their supervisor. This may be in the form of a verbal or written notice. Notes of any ensuing discussion will be retained by the immediate supervisor along with a written plan of corrective action with time lines.
After the time given above, or within a reasonable time determined by the supervisor, if there is insufficient evidence of performance improvement, then a written warning will be given to the employee by the supervisor. This warning must clearly indicate, in objective and behavioural terms, the deficiencies being displayed, corrective action required and consequences to be expected if performance is not improved. The employee will be asked to sign one copy of the warning acknowledging receipt of it. A copy of the warning will be placed in the personnel file.

If the employee’s performance does not improve sufficiently within the criteria and time frame dictated by the written warning, then the supervisor will recommend disciplinary action to the Personnel Committee that will report to the Board. Disciplinary action could include suspension without pay or termination.

The decision to terminate a worker will be made by the Board at either a regular or specially convened Board meeting. 

If a worker is terminated at an event accreditation will be removed and an event staff or a police officer will escort the worker off the site. A decision will be made as to whether the worker will be permitted to return to the site as a patron. 
(Personnel Policy approved Bd of Directors June 4, 2007)

4 Policy & Legislation Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
4.1 Duties

The Policy & Legislation Committee shall: 

i) Review the By-laws at least every three (3) years and make recommendations to the Board concerning changes
ii) Review, establish and make recommendations to the Board, concerning policy and procedures (Amended AGM Sept 28, 2008)
iii) Other functions as established by the Board from time to time
iv) Be responsible for ensuring Policies and Procedures Manual reflect changes passed by the Board
4.2 Policy Development Procedure
4.2.1 General
Initial suggestions may emanate from the Board, its committees, the staff and the membership. These may be referred to the Legislation and Policy Committee or to the appropriate Standing Committee for research and recommendations to be presented to the Board.
At all times there must be a concern for the legality of proposed policies and procedures and where thought advisable, steps must be taken to ensure that no federal, provincial or municipal statute and/or regulations are contravened by proposed policies or procedures.
4.2.2 Standing Committees
Standing Committees of the Board are required to conduct periodic reviews and make policy and procedure recommendations to the Board in their areas of responsibility. The Legislation and Policy Committee may be asked to assist.
The Legislation and Policy Committee is required to conduct periodic reviews and make policy and procedure recommendations to the Board in all other areas of the Society's activities.
The Legislation and Policy Committee shall be responsible, co-ordinating with staff where appropriate, for keeping the Board advised as to evaluation and feedback procedures relative to existing policies and/or implications for new policies.
Responsibility for framing and drafting procedures may be delegated to the appropriate person(s) where necessary.
4.2.3 Implementation
All policy statements shall be coded, include the exact date of approval, and will be circulated by the Secretary and/or office staff for inclusion in all copies of the Policy and Procedure Manuals.
4.3 The Authoritative Policy and Procedure Manual
4.3.1 Recording
The Secretary shall be responsible for recording the final adoption of policies in the minutes of a regular meeting of the Board.   The Committee shall assign an individual to be responsible for the maintenance and distribution of the Authoritative Policy and Procedure Manual .
4.3.2 Distribution
· PDF’s of all documents shall be emailed to all Board and Staff with version number

· PDF’s of all documents shall be emailed to all Board and Staff when any document changes with new version number

· Two copies will be printed and maintained by office staff: secured master and public copy for use at the office.   Board members may copy or print any sections they need at the Board Office

4.3.3 Utilization
Designated personnel/committees shall be responsible for the management of programs and the implementation of policies related to the programs and services of the Society by utilizing the appropriate sections of the Policy and Procedure Manual as the guidelines for their 
actions and duties.
4.4 By-laws Review Procedure
At a minimum, the By-Laws shall be reviewed every three years by the Legislation and Policy Committee and recommendations made to the Board concerning changes.  In the interim, members, committees or the Board may initiate proposals for By-Law additions, amendments, repeals or re-enactments and these, may be referred to the Committee for research and drafting for recommendation to the Board.
4.5 Government Liaison
The Committee shall ensure that the Society and its mission, purposes, goals and objectives are represented at government cultural, tourism and related policy development forums as appropriate at the municipal, regional, provincial, federal and international levels of government and governmental agencies. Issues of concern to the Society and its interests shall be brought to the attention of the Board of Directors for further consideration and additional action as appropriate. 
Finance Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
4.6 Duties
The duties of the Finance Committee shall include:

Establish, review and recommend to the Board policy changes concerning the receiving, handling and disbursement of money and all financial issues. 

Review and prepare reports for the Board concerning an annual global budget. 

Create and operate financial resource development subcommittees including Fundraising/Sponsorship, Ways and Means and the Endowment Committee. 

Coordinate the work of the office administrator in grant applications

Other functions as established by the Board from time to time.

Unless otherwise specified by the Board the Finance Committee will be chaired by the Treasurer. In all cases the Treasurer will be a member of the Finance Committee.

4.7 Global Budget
4.7.1 Budget Preparation

The budget preparation for any given fiscal year will start well before the beginning of the year. The Artistic Director will determine the specific artistic activities or programs that will be presented and cost out the overall program. Each Committee will submit to the Board a detailed plan and budget with cash flow statements for the upcoming year. (See Global Budget Spreadsheet, Appendix 3) All forms of earned income will be carefully itemized. The resulting gap between total projected earned income and total operating expenses becomes the income gap that must be raised through contributions and grants by the Fund Raising Committee.

4.7.2 Budget Approval

When the Artistic and Committee staffs have completed their budget draft it is presented to the Finance Committee for thorough review The Finance Committee must exercise their responsibility to clearly understand the figures.

Projected figures must be in line based on the history of the Society. If there is a question of validity the staff / committee must explain it to the satisfaction of the Finance Committee or change it. After Finance Committee approval the budget will be presented for full Board approval by the chairman of the Finance Committee. All members of the Board must understand the budget, its purpose, and its implications. When a Board finally approves any budget it is approving not only the expense figures but also the projected earned and contributed income figures.

4.7.3 Budget Monitoring

Staff and Committees should provide the Finance Committee with regular reports, no less than quarterly, of expenditures and income so that any deviation from projected income or expenditures will be seen prior to the development of a crisis situation.

4.7.4 Budget Revisions

Based on actual experience as the fiscal year progresses budget revisions may prove to be necessary and should be made prior to any fiscal crisis caused by shortfall in income or a more rapid rate of expenditure than planned.

4.8 Banking

4.8.1 Investment Policy

   The purpose of this policy is to provide direction and limits to the Board of Directors of the Georgian Bay Folk Society in respect to investing the funds of the Society in order to obtain the highest possible return, while at the same time minimizing the potential risk to the Society. In order to achieve this goal a mix of low risk investment vehicles will be used.

   The Board of Directors is authorized to invest Society funds only in the class of securities listed as the following, only if the investment is in other respects reasonable and proper.

Bonds, debentures or other evidences of indebtedness,

of or guaranteed by the government of Canada

of or guaranteed by the government of any province of Canada.

of or guaranteed by the- government of a municipality of Ontario which has attained a rating of' AA' or better by the Canadian Bond Rating Service-(CBRS).

Guaranteed investment certificates of any trust corporation that is registered under the Loan and Trust Corporation Act (Ontario).

Deposit receipts, deposit notes, certificates of deposits, acceptances and other similar instruments issued or endorsed by any chartered bank to which the Bank Act (Canada) applies.

Corporation securities - bonds, debentures or other evidences of indebtedness of a corporation which have attained a rating of at least' A' by the Canadian Bond Rating Service-(CBRB).

Treasury Bill or Money Market mutual funds that are invested in short term government or corporate- indebtedness that has met the- above-mentioned qualifications.

Other Investments - it is not the objective of the Society to invest in any investments that are not guaranteed. If the Society were to receive, as a donation/gift, any other investment, such as common shares, preferred shares, or mutual funds (other than money market or treasury bill funds) it is up to the ​Board of Directors of the Society to determine whether the investment is held as is, or cashed and re-invested into a more- appropriate- investment.

   The Treasurer and/or President shall provide a report on all investments to the Board of Directors at each scheduled monthly meeting.

(Approved by Board of Directors November 2000) 
4.8.2 Rainy Day Fund

A Rainy Day Fund will be maintained apart from the operating accounts to provide a reserve fund for Festival and Other Programs equipment purchases and renewal and operations insurance.
(Name Change Approved by Board April 3, 2008)

4.8.3 Borrowing Limits

Rainy Day Fund: The use of more than $5,000 from the Rainy Day Fund for any single purpose requires membership approval at a General Meeting.

Operating Funds:

Long Term Borrowing (one year or greater): The use of long term borrowing for operating purposes is limited to the total indebtedness of $10,000 before requiring membership approval at a General Meeting.

Short Term Borrowing (less than one year): The use of short term borrowing for operating purposes is limited to the total indebtedness of 50% of the total current assets in the Rainy Day Fund before requiring membership approval at a General Meeting, save and except for the contractual obligations incurred in the booking of artists for Summerfolk.

Endowment Fund: The Summerfolk Circle Trust Fund Endowment exists subject to a specific written agreement. The capital in the fund may also be borrowed against, if necessary, to the degree that the interest will cover carrying charges.

4.9 Administration

4.9.1 Signing Officers

Cheques and other withdrawals must be signed by two officers of the Society. The financial institution will require a list of the officer positions of the Society with indication of who has signing authority and a copy of their signature. When officers change in the Society, the financial institution will be notified.

4.9.2 Receiving Money

Cash receipts will be issued for all monies received. When cheques, credit cards or electronic fund transfers are received they should be checked to make sure they are made out properly to the Society. The sum of the receipts and cheques should equal the bank deposit. Monies received should be deposited as soon as possible, usually the same day.

4.9.3 Bank Deposits

When money is put into the Society accounts: Write on the back of each cheque the words, "For Deposit Only to the Credit of the Georgian Bay Folk Society".

Complete a Deposit Slip to show the amounts of the cheques and cash to be deposited.

Maintain a copy of the Deposit Slip on file, and enter the deposit record on the computer.

4.9.4 Paying Bills

All expenses are to be paid by cheque whenever possible. Purchase orders are completed for items over $25.00 in value. (See Purchase Order Form, Appendix A) Bills for the Society will be presented to the Treasurer as: an invoice or cash register receipt that has already been paid; and an unpaid invoice where the Treasurer pays the company directly. The Treasurer will never pay an expense unless there is a receipt, invoice or proper paper trail.

4.9.5 Keeping the Books

A General Ledger will be kept as record of all accounts, providing information on all money coming into the Society and all money paid out. A General Journal will also be kept to record all transfers between accounts and reassignments of expenses and revenues. The General Ledger and the General Journal are monitored by the Treasurer.

4.9.6 Financial Summary Reports

After each event a Financial Summary Report is to be completed by recording all income and expenses for the event and the profit/loss.

4.9.7 Financial Reports

At each Board meeting the Treasurer will make a report on the financial affairs of the Society. Unless a full financial statement is requested, the financial statement only needs to include:

The date of the last report, and the balance on hand at that time.

All Revenues since the last report.

All Expenses since last report.

Comparison to the previous year’s report.

The date of the report and the new balance on hand.

4.9.8 Reconciliation

Once a month the Society will receive a bank statement along with all cancelled cheques. The statement indicates the balance in the account at the end of the previous month and then a list of entries representing a credit (deposit), debit (cheque), service charge or interest.

Records are checked against the statement to see which cheques have not been cashed and what deposits are not on the statement. If there is a problem and the statement does not agree with the records the designated office staff will contact the institution right away to resolve the discrepancy and they will notify the Treasurer.

4.9.9 Records.

Records will be maintained for: statements and cancelled cheques, invoices and receipts, deposit slips and cash receipts, and financial reports. A separate set of files will be kept for each year. The Society's financial records will be kept for a minimum of seven years.

4.9.9.1 Auditor

Once a year the accounts of the Society are checked by an auditor. The auditor is appointed at the Annual General Meeting. The auditor makes sure the books are correct and in agreement with generally accepted accounting principles.

4.9.9.2 Year End Reports
Prior to year end certain records will be submitted to the Society’s accountant for the preparation of the year end reports. (See Year End Summary Requirements, Appendix 5)

4.9.10 Requests for Donations
Requests for Donations, such as Santa Claus Parade, Auctions, Police Associations etc, are subject to Board approval.
4.9.11 Charitable Receipts

Charitable receipts are signed by the Executive (By-Law 4.20.02.1) and mailed to donors immediately following confirmation of payment or donation.

4.9.12 Petty Cash

A petty cash of $100 is kept on hand in the office. The designated office staff will maintain a petty cash reconciliation sheet and advise the Treasurer when there is a need to replenish the petty cash amount. The reconciliation sheet will be submitted to an executive for a second signature. At all times the total of cash on hand and receipts will equal $100.00.
4.10 Fund Raising Sub-Committee

The duties of the Fund Raising Sub-Committee shall include:

Establish, review and recommend to the Board policy changes concerning Fund Raising issues. 

Review and prepare a Fund Raising report for an annual global budget.

Develop sponsorship packages, identify and approach potential sponsors for funding, and liaise with existing Corporate Sponsors.
4.10.1 Planning Procedure
The Fund Raising Committee will:

Work in conjunction with the Finance Committee to project a yearly fund raising target for Board Approval. The Committee will then develop a plan for achieving this target. 

Assist the Personnel Committee in identifying the needed personal skills and background for the three or four Board members required to concentrate on fund raising with extensive, proven, fund raising experience. This extends from the invitation and nomination process itself, to the orientation of new Board members regarding fund raising, and general Board support for the ongoing fund raising campaign. 

Develop a selected target list of corporations and foundations to be approached as their schedules indicated throughout the year. The appropriate presentation packages will then be prepared and the delivery, personal contacts and other follow up put in place. Where necessary others will be recruited to assist.
4.10.2 Supporting Memberships
The Fund Raising Committee will define and review Supporting Member categories beyond those established by the Membership Committee to distinguish all other donations. These new categories will enjoy the same privileges and benefits as the comparable Supporting Memberships, other such recognition as may be specified by the Board and an income tax receipt for the amount paid over and above the regular Membership dues.

4.10.3 Allocation of Funds from Membership Fees 
$5.00 from the sale of each Full and Household Membership will be allocated to the Endowment Fund. 

(Approved at AGM Sept 28, 2008)

Funds received for Life Time memberships will be allocated to an accrual account separate from the general account.


(Approved by Board July 24, 2008)
4.10.4 Local and Regional Business Support

The Fund Raising Committee will develop a data base of business contacts. Corporate Supporting Members will be encouraged to move up into higher donor categories. Supporting Members at the Benefactor level who have contributed for three consecutive years will be recognized on a plaque at the Society Donor Recognition Site at the Summerfolk Circle. (See Corporate and Supporting Memberships and Benefits Appendix 6) Door decals will be prepared for those businesses that want to have recognition at their own place of business.
4.10.5 Sponsorship Program 
Sponsorship levels, costs, benefits and agreements shall be updated by the Committee and staff and approved by the Board each fiscal year. 
4.10.6 Endowment Fund

The Summerfolk Circle Trust Fund Endowment exists subject to a specific written agreement. This fund guarantees the preservation of the capital in the fund, while providing the interest from the fund annually for designated purposes. The target for the endowment fund is set by the Fund Raising Committee on a biannual basis.

4.10.7 Packaging for Optimized Funding

The Fund Raising Committee, the Finance Committee and the Treasurer will conduct regular reviews of government grants and major donor criteria. As necessary they will recommend the defining the needs and goals of the Society, at that time, in a manner that maximizes the "fit" of the Society's projects with the contributors' funding programs. This is the best strategy for optimizing the Society's successful access to the available funding.

4.10.8 Contra and Cash Contributions

Contributions made to the Society will be given a dollar equivalent value and recognized as Supporting Memberships within the framework for annual operating contributions. A specific approach package including the Society Fund Raising Program brochure will be used to market this concept.

4.10.9 Corporation and Foundation Support

Large corporations and foundations which have charitable contributions budgets will be researched and approached for a one time gift to the Society's Endowment fund.( See Summerfolk Circle Trust Fund, Appendix 7 ) The Society will seek organizations that have an interest in its purposes and activities as well as its audiences' demographics.
4.10.10 Endowment Committee: 

The function of the Endowment Committee shall be to advertise and market the existence of the Summerfolk Endowment Fund and promote donations to this Fund.
The Community Foundation Grey Bruce will retain Society Endowment Fund moneys in perpetuity as invested capital.  Net earnings from this fund (after administrative expenses) shall be paid to Society each year.

(Approved by Board Feb 13, 2007)
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
5 Membership Services Committee
5.1 Duties

The duties of the Membership Services Committee shall include:
Establish, review and recommend to the Board policy changes concerning membership issues. 

Review and recommend changes, as needed, to the fees of membership.
Review and recommend changes, as needed, to the membership structure.
Promote membership in the Society.
Appoint and remove if necessary, with just cause, an editor for the Society's membership publication. 

(By-Law 4.16.05.02)

5.2 Membership Fees and Structure

The membership structure is defined in the Bylaws. The membership fees are reviewed by the Membership Committee annually in conjunction with the budget preparation. Recommendations for changes are subject to Board approval. (See Supporting Members Categories, Appendix 1)

5.3 Annual Meetings
The Annual Meeting of the members shall be held at the head office of the Society or elsewhere within the municipality of the head office and on such day and at such time as determined by the Board but no later than the last day of September. The Annual Meeting shall be held no later than fifteen (15) months after the last Annual Meeting. 
5.4 Access to Information

The Board Minutes Book, Policy and Procedure Manual and Committee Reports Book are available to Members at the Society office. Upon reasonable request a member may make a handwritten extract there from (Corporations Act). Questions about the contents are to be addressed in writing to the President or the appropriate committee chair for response at a later date within a reasonable time.

5.5 Publication Sub-Committee

The Publications Sub Committee shall:
Produce the quarterly newsletter. 

Ensure the regular publication and. distribution of the newsletter; in each of the months July, October, February and May.

5.5.1 Statement of Independence

Sound Waves, a quarterly publication of the Society, is published by the Society. The Editor is appointed by the Membership Services Committee and ratified by the Board. The Editor is guided by the Publications Subcommittee of the Membership Services Committee but content is the sole discretion of the Editor. The Board and/or the Membership Services Committee have no editorial direction over Sound Waves. Sound Waves is a publication of the membership and is not a publication of the Board. As such it is owned by the membership and directed, in trust for the membership, by the Editor.
5.5.2 Production of Publication

The Publications Sub Committee sets the quarterly dates for Sound Waves publication. A notice is sent out to potential contributors two months prior to publication. The deadline for handing in submissions generally one month before publication.

5.5.3 Distribution of Publication

Sound Waves is mailed to all members and donors. It is also available, free of charge, at designated locations throughout the region. (See Distribution List, Appendix 2)
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
6 Summerfolk Committee 

(Amendment approved by Bd of Directors June 4/07)
6.1 Duties
The Summerfolk Music and Crafts Festival is an annual event which takes place the 3rd weekend in August, rain or shine. The Summerfolk Committee is responsible for the organizing and planning of the festival. 
6.2 2010 Summerfolk Greening Objectives

(as established by Board 2009-Nov-26)
· Solid Waste: 12% reduction in weight vs. 2009

· Solid Waste: 70% diversion vs. 2009

· Electricity: 10% reduction vs. 2009
6.3 Committee Structure 
6.3.1 Summerfolk Festival Coordinator

The Summerfolk Festival Coordinator reports directly to the Board of Directors. The duties of the Summerfolk Coordinator include:

i) Oversee the production of Summerfolk. 

ii) Establish, review and recommend to the Board, necessary policy changes concerning Summerfolk. (By-Law 4.16.05.05)

iii) Recruit Coordinators for the Summerfolk Committee and submit names for Board approval. 

iv) Chair all meetings of the Summerfolk Committee

v) Assist in the preparation and be responsible for compliance with an established budget for the festival. 

vi) Other functions as established by the Board from time to time 

6.3.2 Summerfolk Committee Coordinators
Coordinators are responsible to the Board of Directors and report directly to the Summerfolk Festival Coordinator. The duties of a Summerfolk Committee Coordinator shall include: 

i) Attend Summerfolk committee meetings on a monthly basis from October to August to advise the committee and assist in festival planning. 

ii) Assist in establishing a budget for their assigned crews

iii) Actively recruit Crew Chiefs. Act as liaison between each crew chief and the committee and provide on-site support to the crew chief as needed. 

iv) Submit a summary report to the Summerfolk Coordinator within three weeks of the festival 

v) Report the value of all in-kind donations to the Georgian Bay Folk Society office. 

vi) Other functions as established by the committee from time to time
6.3.3 Summerfolk Crew Chiefs

Summerfolk Crew Chiefs report to an assigned Coordinator on the Committee. The duties of Summerfolk Crew Chiefs include:  

i) Recruit and train volunteer crew members.

ii) Manage the day to day activities of the crew. 

iii) No later than June 1st, forward a list of names, addresses, email addresses and T-shirt sizes to the office. 

iv) Assign shifts to each volunteer and submit copies of the shift schedule to the office and the Accreditation booth. Provide notification to the volunteer of their shift schedule prior to the opening day of the festival.

v)  At the beginning of each shift check off the names of crew members as they arrive for their work shift and inform Accreditation of anyone who does not show up for their assigned shift. 

vi) Assign duties to the members of the crew and provide appropriate instruction and support.

vii) Attend two (2) Crew Chief meetings prior to the festival and attend a debriefing meeting on site on Saturday and Sunday mornings. 

viii) Submit a list of requirements to the Coordinator for their assigned area of responsibility

ix) Crew Chiefs who receive a disbursement for Pre-Paid expenses should list expenditures on the Budget Cash Receipt Form provide by the office and submit receipts to reconcile expenditures no later than September 15th. 

x)  (Amendment approved by Bd of Directors Mar 26/09)

xi) On Sunday evening during the last shift for the crew, tear down the work area. Sweep and clean the area. Remove all portable materials and return tables and chairs to the Main Bar area. Take any unclaimed articles to the Lost and Found at the Administration trailer. (Amendment approved by Bd of Directors Mar 26/09)
xii) Submit a summary report to the Coordinator no later than two weeks after the festival. 
6.4 Music Program
6.4.1 Artistic Director 

The Artistic Director reports directly to the Personnel Committee. The duties of this position include: 

i) Attend meetings of the Summerfolk Committee for the months of June, July, August and September for the purpose of carrying out duties related to production of the musical portion of the Summerfolk Festival.
ii) Attend meetings of the Board of Directors and submit written reports to these meetings. 

iii) Assist in preparation and be responsible for compliance with an established budget for producing the musical content of the festival. 

iv) Develop, recruit, plan, negotiate, supervise and direct all facets of the musical content, including festival themes, site layout, performer line-ups, stage management and performance schedules as they pertain to the Summerfolk Festival.

v) Ensure performer names and lists, travel arrangements, kin names, accommodations, meal requirements, stage plots, technical requirements and other pertinent requirements are met and submitted to the Georgian Bay Folk Society office sufficiently in advance to successfully produce the Summerfolk Festival.

vi) Work with the festival committee and the Board to advise and ensure the technical requirements, sound, light and other staging requirements are met. The Artistic Director, at the request of the Board, shall research, develop, recruit and negotiate such technical requirements of the festival.

vii) Work with and advise the festival committee, staff, directors, contractors, coordinators, crew chiefs, volunteers and others as required from time to time to produce the festival.

viii) Retain exclusive authority to negotiate and book festival performers.

ix) Meeting production deadlines, provide information for the purposes of promoting the festival including, but not limited to: performer schedules, line-ups, biographies, images, photographs, musical selections, written material, etc., for use in promotional campaigns, posters, programmes, brochures, print visual, electronic and IT advertising.

x) Work in conjunction with the Promotions Committee to prepare festival themes and marketing strategy.

xi) Participate in media interviews, promotional appearances, sponsorship events and other society events as requested by the Promotions committee and Board from time to time pertaining to the promotion and marketing of the Summerfolk Festival.

xii) With the approval of the Board of Directors, attend conferences, seminars and other events to continue professional development. Submit a written report of such activities summarizing participation.

xiii) Advance the best interests of the Society and the Summerfolk Festival at all times.

xiv) Surrender all records, artist submissions, electronic files, documents, audio and video recordings and other articles received or prepared by or for the Society upon termination of their contract.
6.4.2 Policies for Artistic Direction

i) Contracts with the Artistic Director are limited to a two year period. Every two years the position shall be advertised on the open market and the Personnel Committee will participate in the selection process and make recommendation to the Board of Directors regarding an appropriate candidate. At the time of each such posting, the current Artistic Director shall retain the right to re-apply for such contract.  The Georgian Bay Folk Society retains the right to limit the number of contracts extended to the Artistic Director.

ii) All contracts entered into by the Artistic Director must be signed by two signing officers of the Society to be considered legal and binding on the Society. The Artistic Director will also sign all performer contracts for the Summerfolk festival.  All original contracts shall be surrendered to the Society when completed as soon as is practical. The Society shall produce all contract documents.

iii) The position of Artistic Director of The Summerfolk Festival is considered to be a seasonal position. The Artistic Director may seek other employment opportunities provided such employment does not conflict or interfere with the duties required to produce the Summerfolk Festival.

iv) The Artistic Director shall not knowingly engage, participate or affiliate with a business, enterprise, event or individual that may conflict with the best interest of the Society and the Summerfolk Festival, without gaining written approval from the Board in advance. (examples may include programming other music festivals or events, hiring performers under contract with the AD etc) 

v) The Artistic Director may be a member of the Sponsorship and Promotions Committees.

vi) All records, artist submissions, electronic files, documents, audio and video recordings and other articles received or prepared by or for the Society remain the property of the Society and shall be surrendered upon request by the Board of Directors.

vii) The Folk Society will provide the Artistic Director with a suitable workspace and office equipment in its Owen Sound offices. The society shall provide keys, passwords and access to the office. The Society, its staff, directors and volunteers shall provide assistance as requested by the Artistic Director to carry out their duties.

viii) The Society shall provide the Artistic Director with five complimentary weekend festival passes plus five optional passes at the discretion of the Society's President.

ix) The Society does not pay advances on contracts with performers. 
6.4.3 Staging

The Staging Coordinator reports directly to the Artistic Director. The duties of this position include: 

i) Assist the Artistic Director in producing concerts and workshops during the day and evening

ii) Co-ordinate main stage activities between the Artistic Director, Technical Director, Stage Crew Co-ordinator, evening hosts and performers

iii) Greet artists backstage and confirm technical data

iv) Maintain performance schedule

v) Recruit and train staging volunteers
6.5 Artisan Program 

The Artisan Village, featuring the work of professional visual artists, is an integral part of the festival. Artists are invited to apply to exhibit, sell and demonstrate their art in a vibrant outdoor market.  
6.5.1 Artisan Coordinator

The Artisan Coordinator reports directly to the Summerfolk Committee. The duties of this position include: 

i) Attend meetings of the Summerfolk Committee 
ii) Oversee the artisan presentation of Summerfolk.

iii) Recruit volunteers for the artisan committee and chair monthly meetings of the committee

iv) Appoint and supervise the activities of a volunteer artisan crew for Summerfolk weekend

v) Review and recommend to the Board policy changes concerning the Artisan Village at Summerfolk 

vi) Assist in the preparation and be responsible for compliance with an established budget for the artisan committee 

vii) Make recommendation regarding updating of artisan application forms on the website and ensure the committee prepares a call for entry for mail out to encourage application
6.5.2 Artisan Village Committee

Artisan Committee members report directly to the Artisan Coordinator. The committee is responsible to:

i) Promote the Artisan Village at the Festival

ii) Meet the needs of the artisans before, during and after the Festival, including the assignment of sites. 

iii) Establish, review and recommend to the Board necessary policy changes concerning the Artisan Committee. 

iv) Prepare and implement plans for a juried exhibition and for a minimum of two (2) artisan demonstrations on site during the festival, including the appointment of judges for the juried show. 

v) Participate in a selection process to evaluate applications and notify all applicants of the results 

vi) Prepare artisan biographies for the Summerfolk program and submit them to the program editor by June 1st. 
6.5.3 Policies for Artisan Village 

i) Exhibitors for the Artisan Village are selected by a jury of the Summerfolk Artisan Committee. All Artisan submissions must be submitted in currently acceptable electronic form on CD or DVD, with resolution and image file size to be specified by the Artisan Village Committee. (Approved by Bd of Directors Dec 6/07)
 
ii) All work shown must be the original creation of the exhibitor. Guidelines for selection are l/3 of the exhibitors being local, l/3 being new, and l/3 past exhibitors. Selections are made on the basis of quality and variety.

iii) Exhibitors will pay a booth fee of $200 payable to the Folk Society. After June 15th of the current Festival year, this fee becomes non-refundable”. (Approved by Bd of Directors  Dec 6/07)
iv) The exhibitor is given one weekend pass for themselves, one weekend pass for a helper, a parking pass and $60 in food tickets per booth. 

v) A maximum of two (2) Artisan’s children (12 years of age and under) are admitted free if Summerfolk is notified in advance. Children under five (5) are admitted free. 

vi) Exhibitors must provide their own displays, booths, chairs, extension cords, lights and tables. Exhibitors should be prepared for sun, rain, high water and wind.

vii) Exhibitors may begin setting up their booth at 10 am on the opening Friday of Summerfolk. Booths must be set up by 4 p.m. Friday. The booth must remain set up for the duration of the festival and may be dismantled after 9 p.m. on the closing Sunday. The exhibitor is required to be at the Festival all three days.

viii) Parking behind booth sites is available at a limited number of sites, where the vehicle is an integral part of the booth display, or is needed to protect vulnerable crafts in the event of severe weather. To qualify, the vehicle must look presentable and be necessary to the exhibitor’s booth. The vehicle may not be moved from the site after 4 pm Friday night and before 10 pm Sunday night.

ix) Artisan Buskers will sell their craft as they walk around the Festival Site. They will not be assigned a booth site and they will pay a specified fee. They will be juried by the quality and originality of their work, as well as by their showmanship.

x) Exhibitors are invited to demonstrate their work in their booth if possible to provide an opportunity for patrons to meet and work along with talented artisans. 
xi) On Sunday the Festival will provide a central area for demonstrations.  Artisans will be selected by the committee to demonstrate in this area for a paid fee. 
xii) Artisan exhibitors are invited to enter two (2) pieces of their work into a juried competition on the Saturday of festival weekend. Submissions are juried by three local, knowledgeable artisans selected by the Artisan Committee and cash prizes are awarded. 

6.6 Food Program 


(Approved by Bd of Directors Nov 7/06)

The festival will celebrate the culinary arts, as well as music and crafts highlighting the work of our best local chefs, caterers and restaurants giving priority consideration to vendors and demonstrators who use meat and vegetables that are grown and raised locally, to organic vendors and to those who provide alternative, vegetarian or multicultural foods.
6.6.1 Food Services Coordinator 
The Food Services Coordinator reports directly to the Summerfolk Committee. The duties of this position include: 

i) Attend meetings of the Summerfolk Committee.

ii) Recruit members for the Food Committee.

iii) Chair meetings of the Food Committee.

iv) Appoint and supervise the activities of the following crew chiefs: Construction Food, Café of the Senses, Backstage Café, Hotel Hospitality, Commercial Food, the Hot Dog Booth, From our Backyard and the Watering Hole.

v) Ensure all food services are provided in compliance with related government regulations.

vi) Review and recommend to the Board policy changes concerning food services at Summerfolk 

vii) Assist in preparation and be responsible for compliance with an established budget for food services. 

viii) Monitor food vendors’ compliance with approved commercial food policies. 

ix) Make recommendation regarding the updating of food vendor application forms on the website and ensure the committee prepares a call for entry for mail out to encourage application

6.6.2 Food Committee
The members of the Food Committee report directly to the Food Coordinator. The duties of this committee include: 

i) Promote the Food Village at the festival

ii) Establish, review and recommend to the Board necessary policy changes concerning the Food  Committee

iii) Prepare a call for entry for to encourage applications of food vendors

iv) Prepare and implement plans for demonstrations and talks by local food producers, growers and suppliers on site during the festival

v) Participate in a selection process based on established criteria to evaluate food vendor applications and notify all applicants of the results 

vi) Provide assistance as needed for food services crew chiefs during festival preparation and during the festival weekend 

vii) Prepare a summary of food services for the Summerfolk program and submit to the program editor by June 1st. 
6.6.3 Hot Dog Booth 
The Hot Dog Booth provides light food services in the Down by the Bay area. 
6.6.3.1 Hot Dog Booth Crew Chief 
The Crew Chief for the Hot Dog Booth reports directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Recruit a volunteer crew to prepare and sell hot dogs and snack foods in a booth within the public licensed area. 
ii) Submit a list of required supplies to the Purchaser prior to the festival. 
iii) Keep an inventory of stock and keep track of sales.

iv) Make recommendation to the food committee on the menu and on pricing of items for sale in the Hot Dog Booth. 

v) Count food tickets used in payment, record the count on a sales sheet provided by the Society office. Ensure the form with the count for food tickets is returned to the office the day after the festival.  

vi) Ensure the booth is operating in accordance with safety and Public Health regulation

vii) Coordinate with the Bar Manager to ensure the Hot Dog Booth is open at all times while the bar is in operation. 
6.6.3.2 Hot Dog Booth Volunteers 

Hot Dog Booth Volunteers staff the food booth and serve customers. The duties of this position may   include: 
Sell food and snack items to patrons in the licensed area. 

Make coffee and prepare food as directed by the Crew Chief. 

Advise the Crew Chief of any concerns that may arise. 

6.6.3.3 Hot Dog Booth Policies
The Hot Dog Booth may accept payment in cash or in food tickets. 

6.6.4 Construction Food
The Construction Crew provides food services for the Construction and Electrical volunteers working on site during the construction and tear down process.
6.6.4.1 Construction Food Crew Chief 
The Crew Chief for Construction Food reports directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Recruit a volunteer crew to deliver lunch and supper meals to the site
ii) Prepare a meal plan to provide nutritious and healthy food for approximately 45 volunteers each day from the Saturday before the festival up to and including lunch on the opening day and then again for 2 days immediately following the festivals
iii) Provide a copy of the meal plan to the food committee
iv) Liaise with the Site and Electrical Coordinators each day to determine how many volunteers will need to be provided with food. Assign a crew member to stamp food vouchers and maintain a meal voucher log
v) Seek donations from local restaurants for some of the meals. Purchase foods and supplies not donated

vi) Advise the Office Administrator of food donors no later than July 1st so that acknowledgement can be provided in the Summerfolk program and letters of thank you can be sent 

vii) Deliver complementary tickets to food donors and return signed receipts to the Society office

6.6.4.2 Construction Food Volunteers 

Construction Food Volunteers deliver and serve food to the Construction and Electrical Crew volunteers. The duties of this position may include:  
i) With the direction of the crew chief, prepare lunch and supper meals
ii) Pick up donated meals from suppliers as arranged by the crew chief

iii) Deliver food to the construction site at noon and again at 5 o’clock each day during the construction and tear down process
iv) Set out the food in the backstage area. Ensure a volunteer notifies all working volunteers that their meal is ready
v) After the meal, clean up the area and store any leftovers
6.6.4.3  Construction Food Policies

Construction Food shall consist of nourishing and healthy food choices and is available only for those accredited volunteers who are actively performing work on behalf of the Society. 
Family members who accompany volunteers on duty should remember to bring a picnic basket for their meal times.
The Construction and Electrical Crew Chiefs will issue food vouchers for each meal to those working on the site that day. 

Food vouchers are not transferable. 

6.6.5 Backstage Café

The Backstage Café provides respite and complementary light snacks and beverages for anyone accredited to be in the backstage area.  
6.6.5.1 Backstage Café Crew Chief 
The Crew Chief for the Backstage Café reports directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Recruit a volunteer crew to stock the café with water, coffee, refreshments and light snacks
ii) Solicit donated baked goods for the café and light meals for the overnight security crew 

iii) Design and set up the café area
6.6.5.2 Backstage Café Volunteers 
Backstage Café volunteers maintain the café area and provide light snacks and beverages in the backstage area. The duties of this position may include:

i) Set out light snack items, condiments, cups and plates as needed. 

ii) Make coffee, tea and hot chocolate. 

iii) Put available cold beverages on ice. 
iv) Liaise with the Technical Co-ordinator to ensure that staging crews have eaten; if necessary deliver food to them.

v) Keep Backstage café clean and tidy.

vi) Provide light meals and snacks for overnight security personnel
6.6.5.3 Backstage Café Policies  
Hours of operation for the Backstage Café will be from 2 p.m. to 11:30 p.m. on Friday and 6:30 a.m. to 11:30 p.m. on Saturday and Sunday. 
6.6.6 Hotel Hospitality 
Hotel Hospitality delivers packages of information and accreditation for the performers as they arrive, provides breakfast and light snacks for them at the hotel throughout the weekend and hosts a Sunday evening social event for performers and volunteers. 
6.6.6.1 Hotel Hospitality Crew Chief  

The Crew Chief for Hotel Hospitality reports  directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include:
i) Recruit a volunteer crew to provide services for performers and kin staying at the hotel. 

ii) Log names of performers and performer kin staying in the hotel. 

iii) Stock the hospitality suite with coffee, refreshments and light snacks.

iv) Provide a continental breakfast option for performers in the hotel.
v) Ensure that the hospitality suite is cleaned and that supplies are equipment are returned to the Folk Society office after the festival. 

vi) Identify any issues that may arise and inform the Co-ordinator and/or Artistic Director as needed 

6.6.6.2 Hotel Hospitality Volunteers
Hotel Hospitality volunteers maintain the hospitality suite, assist performers and kin and provide breakfast and light snacks.  The duties of this position may include: 

i) Perform basic food preparation duties

ii) Set out a buffet with breakfast, snack items and beverages as needed 

iii) Deliver packages to performers as they arrive

iv) Answer questions and provide assistance to performers and kin

v) Clean the hospitality suite as needed
vi) Staff a donation bar at the Sunday night social event
6.6.7 Café of the Senses  
The Café of the Senses provides an area adjacent to the Food Village where patrons and volunteers can relax and eat their meals in a congenial setting.  

6.6.7.1 Café of the Senses Crew Chief 
The Crew Chief for the Café of the Senses reports directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include:
i) Recruit a volunteer crew to set up and maintain the café
ii) Liaise with the Purchaser for supplies and equipment as needed prior to the festival
iii) Set up the café area prior to gate opening time on Friday
iv) Take down the area on the Monday after the event and ensure supplies and equipment are returned to the Folk Society office for storage
6.6.7.2 Café of the Senses Volunteers
Volunteers in the Café act as hosts and maintain the area. The duties of this position include: 
i) Keep Café area clean and tidy
ii) Assist patrons as necessary with seating in the café area. 
6.6.7.3 Cafe of the Senses Policies
xiii) Hours of operation for the café are: 
Friday 4:30 p.m. to 8 p.m.

Saturday 10:30 a.m. to 8 p.m.

Sunday 10:00 a.m. to 8 p.m. 

xiv) The entire Café of the Senses area is non-smoking. 
6.6.8 Commercial Food Crew

The Commercial Food crew accredits authorized food vendors and provides assistance to them throughout the weekend. 

6.6.8.1 Commercial Food Crew Chief
The Crew Chief for Commercial Food reports directly to the Food Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Recruit and train volunteers to assist food vendors throughout the weekend. 

ii) On Friday morning set up the Commercial Food tent near the North gate entrance. Pick up master list of accredited food vendors and volunteers and their shift schedules from the Folk Society office. 

iii) After the festival assist in tear down for the Commercial food tent. Return any unused wristbands to the Public Services Coordinator. Ensure all other materials are returned to the Folk Society office for storage. 

iv) Prepare ID badges for food vendors and their volunteers. 

v) Liaise with the Public Services Coordinator to acquire a supply of wristbands to be given to vendors and volunteers. 

vi) Ensure designated parking spots in the North Parking lot are reserved for food vendors and marked for identification. 

vii) Identify issues as they arise in the Food Village and bring issues forward to the attention of the Food Services Coordinator as necessary. 

viii) Maintain a log of comments, concerns and/or suggestions from food vendors. 
6.6.8.2 Commercial Food Crew Volunteers
Volunteers on the Commercial Food Crew provide direct assistance to food vendors. Their duties include: 

Provide accreditation for Food vendors and volunteers and put wristbands on for them. 

Provide vendors and volunteers with ID badges. 

Assist food vendors to restock their booths as needed. 

Register all food village volunteers for their shifts.
6.6.8.3 Commercial Food Crew Policies 
xv) Hours of operation for this crew are as follows:
Friday 
2 p.m. to 8 p.m. 

Saturday
9:30 p.m. to 8 p.m. 

Sunday
9:00 p.m. to 8 p.m. 

xvi) Cars and trucks are not permitted to drive into the Food Village during the hours the festival is in operation. For restocking of supplies during these hours the Commercial Food crew will provide assistance to the vendor. 

      (Crew descriptions approved by Bd of Directors


 April23/09)
6.6.8.4 Policies for Food Village

xvii) Food vendors are selected from applications received by the Summerfolk Food Committee. 
xviii) All submissions will be reviewed individually for menu variety (including vegetarian, organic and/or international menu items), healthy choices, price range and how well the booth fits into the festival setting. Priority consideration will be given to vendors who use meat and vegetables that are grown and raised locally, to organic vendors and to those who provide alternative, vegetarian or multicultural foods and to local non-profit groups whose submission meets the criteria. Sampling of food submissions and inspection of facilities may be part of the selection process. 
xix) All food vendors, successful and unsuccessful, will be notified as soon after the deadline date as possible.
xx) Successful applicants will be forwarded a contract for signing, which must be returned no later than the middle of June. 
xxi) A deposit in the amount of $150.00 is required with the return of the signed contract.  This deposit shall be returned to the vendor within three weeks of the festival provided that the food vendor has abided by all the terms and conditions set out in the contract. If the food vendor does not abide by the terms and conditions of the contract, the deposit shall be deemed to have been forfeited to the Folk Society. 
xxii) On site recognition will be provided for vendors who use meats and vegetables that are grown, raised and produced locally and for vendors whose booth appearance most appropriately represents the folk festival atmosphere. 
xxiii) Food providers will be invited to offer a ‘Signature Dish’ for the festival. Festival patrons will be asked to vote for their favourite dish. The winner, and two runners up, will be recognized in a main-stage presentation on Sunday evening. 
xxiv) Demonstrations and talks by local food growers, producers and suppliers will be presented in the Food Village on Saturday and Sunday afternoons to educate our patrons about the variety, creativity and quality of food choices available within the local community. 
xxv) It is the responsibility of each food vendor to ensure that their employees and volunteers adhere to the terms of the food vendor contract and the food vendor policies of the Folk Society. 
xxvi) The Folk Society will provide each food vendor with a Code of Conduct to be provided to their staff. This is intended to supplement any existing Code of Conduct currently used by the individual food vendor. 
xxvii) Food vendors will pay the Society 15% of all gross sales during the weekend. 
xxviii) All food vendor sales on site will be done using Summerfolk "Food Tickets" as tender. The Folk Society shall be solely responsible for the sale of food tickets on site. No cash sales are allowed by food concessions booths. 
xxix) Volunteers, artisans and performers shall be provided with complementary food tickets by the Folk Society in amounts to be determined by the Board. 
xxx) All food items offered for sale by the food vendor shall be priced in denominations consistent with the denominations used by the Folk Society. 
xxxi) The Society will redeem by cheque 85% of the face value of all food tickets tendered. To facilitate on site ticket redemptions during the weekend, vendors will be provided with a schedule of times when the food ticket crew will be available to redeem tickets for a cheque. Any remaining tickets from Sunday will be counted and verified through the office the following week. 
xxxii) Food vendors must provide the Folk Society with a list of all staff (employees and/or volunteers) no later than 2 weeks before the festival. After that date, changes to the list must be submitted to Folk Society office and approved by the Food Committee. 
xxxiii) Food vendors, their employees and volunteers may purchase festival passes for themselves through the Folk Society office at Early Bird prices, up to the Thursday before Summerfolk. 
xxxiv) The Folk Society will provide one weekend wristband each for the food booth manager and one assistant. 
xxxv) No later than the Wednesday immediately preceding the festival, food vendors must supply a copy of a daily roster of staff expected on site. The roster will include the number of hours each staff person is expected to work. 
xxxvi) Each day food vendor staff members (employees and volunteers) on the roster submitted by the food vendor will be accredited by the Commercial Food Crew.  
xxxvii) Booth volunteers and/or staff must work at least 3 hours per day; in return they shall be provided with a non-transferable, distinctively coloured wristband providing access to all site areas except backstage and the main amphitheatre so that they may enjoy the festival during their assigned breaks and rest periods. They will also be provided with an ID badge; both the wristband and the ID badge must be worn on site. 
xxxviii) Each food vendor will be provided with one parking pass for the North parking lot. 
xxxix) Food vendors are solely responsible for compliance with all health department regulations and must agree to save harmless and indemnify the Folk Society for any damages or loss that may arise from non-compliance with those regulations.
xl) Food vendors must indemnify and save harmless the Folk Society against all loss or damage caused by the negligence of the employees, agents, servants representatives or volunteers of the food vendor howsoever arising during the operation of their food concession booth. The Folk Society shall bear no liability for any damages or loss of any kind arising out the operations of the food concession booth whether by negligence of the food vendor, its staff, representatives, volunteers or otherwise.
xli) The food vendor must at its expense, maintain public liability and property damage insurance (full replacement value) to protect the Folk Society and the food vendor against damage or loss to property or persons from the operation of the food concession booth. The food vendor must provide the Folk Society with proof of such insurance on or before the 15th of June. 
xlii) Food concession booths will be in operation from 5 p.m. to 11 pm on Friday, 11 am to 11 pm on Saturday and 11 am to 11 pm on Sunday.  Food booths may be permitted to close at 9:00 p.m. on Sunday if previously arranged with the Folk Society.
xliii) Food vendors must submit a detailed menu to the Folk Society by mid June and shall only sell food items approved by Food Committee. 
xliv) The Folk Society will provide booth space, electricity, water and a grey water disposal area.  
xlv) A surcharge of $10 per amp, subject to availability, will apply to food vendors bringing electrical appliances not approved by the Electrical Coordinator prior to the festival. (Approved by Bd of Directors Jan 22/09)
xlvi) Each food vendor is required to provide a proper structure and equipment for their operation and to supply its own fire extinguishers, preparation tables and chairs.
xlvii) The appearance and design of food concession booths must be presentable, suitable for the festival environment and approved in advance by the Food Committee. By mid June food vendors must submit a detailed sketch setting out the dimensions and design of its food concession booth. Photographs may also be submitted. The Food Committee will respond in writing. 
xlviii) On-site set up must be completed by 4 pm on Thursday to permit installation of electrical services. Dismantling of the booth must be completed no later than 1 pm on the Tuesday following the festival. 
xlix) From the time the gate opens on Friday evening to Sunday closing, vehicular traffic is prohibited in the Food Village area for safety reasons. Volunteers are available to assist with delivery of supplies to food booths during the weekend.  
l) Use of equipment requiring electricity requires prior approval from the Folk Society. Power on site is limited; food vendors are asked to indicate on their application for what their power requirements will be and what equipment they intend to use. Once approval has been received, additional equipment will be authorized only on a case by case basis up until one week prior to the festival.

li) The Folk Society encourages food vendors to use environmentally friendly practices, to recycle where possible and to limit non-recyclable packaging materials and refuse. 

lii) Food vendors shall keep their booth area free of refuse and litter and take garbage to dumpsters provided. Garbage pickup will be ongoing at no charge.  

liii) Food vendors shall not provide individually packaged condiments.
6.7 
Festival Vendors 


(Approved by Bd of Directors May 1/07)
6.7.1 Festival Vendors Crew Chief 

The Festival Vendors Crew Chief reports directly to the Financial Coordinator. The duties of this position include: 

liv) Promote the interests of Festival vendors at Summerfolk
lv) Participate in a selection process by evaluating vendor application forms and submitting a proposed list of vendors to the Summerfolk Committee for approval. 

lvi) Oversee the activities of other festival vendors at Summerfolk and provide support to them before, during and after the Festival, including the assignment of sites. 

lvii) Review and recommend to the Board policy changes concerning other festival vendors at Summerfolk 

lviii) Assist in the preparation and be responsible for compliance with an established budget for the festival vendor area

lix) Make recommendation regarding vendor application forms on the website 
6.7.2 Policies for Other Festival Vendors

i) Vendors are selected from submissions which will include a completed application form and 5 photographs of the merchandise to be sold. Selections are made on the basis of quality, price, variety and appropriateness for a folk festival setting.

ii) Vendors will receive notification of approval and will be asked to sign a Letter of Agreement with these terms and conditions. 

iii) All products sold in the booth must be as approved in the application. 

iv) The Folk Society will assign booth space with one power outlet. Vendors must supply their own lights and extension cords.

v) Vendors must provide their own displays, booths, chairs and tables and should be prepared for sun, rain, and wind.

vi) Unless otherwise agreed, space will be provided on the festival site to accommodate a booth with approximately 10 feet (frontage) by 20 feet (deep). The booth appearance must be presentable, suitable for the festival environment and it must be approved in advance. 

vii) Approved vendors will pay a booth fee of $200 payable to the Folk Society. After June 15th of the current Festival year, this fee becomes non-refundable”. (Amendment approved by Bd of Directors Dec 6/07) 

viii) Approved vendors will receive weekend accreditation for the vendor and one assistant  and a parking pass for one vehicle 

ix) Up to 2 of the vendor’s children, 12 and under, may be admitted free of charge if Summerfolk is notified in advance. 

x) Vendors shall set up anytime between 10 a.m. and 4 p.m. on Friday but must arrive no later than 3 pm. Booths must be set up by 4:00 p.m. Friday and remain set up for the duration of the Festival.  Booths may be dismantled after 9 p.m. on Sunday.

xi) Due to City regulations, no pets are allowed on the Festival site.

xii) Camping is available at no change in the Volunteer Camping area at the north end of the site (no electric or water hook-ups. Festival vendors camping in that area must abide by the rules of the Volunteer Campground. 
xiii) Festival vendors will receive one weekend parking pass for the South Parking Lot.  Parking behind booth sites may be available at a limited number of sites, where the vehicle is an integral part of the booth display, or is needed to protect vulnerable crafts in the event of severe weather. To qualify, the vehicle must look presentable and be necessary to the functioning of the booth. The vehicle may not be moved from the site after 4 pm Friday afternoon or before 10 pm Sunday night. 
6.8 Procurement
6.8.1 Ordering of Supplies and Equipment
The designated Purchasing Agent along with office staff will handle or oversee all orders.

6.8.2 Purchasing Coordinator

The Purchasing Coordinator shall report directly to

the Summerfolk Coordinator. In addition to the

duties outlined in Article 8.1.2, the duties of this

position include:

i) Contact all suppliers and liaise with the Sponsorship Committee as required.

ii) Maintain a record of all quotes for goods and services.

iii) Provide the Society office with a list of suppliers and donors no later than June 1st  to allow acknowledgement in the Summerfolk program and thank you letters to be sent out

iv) After negotiating with each supplier, send written instructions to the Society office providing the information to create and send a purchase order to the supplier. 

v) Maintain an accurate record of supplies and equipment that have been ordered.

vi) Ensure that orders for supplies and equipment for crews are within the budget allocated for that area. Discuss any budget concerns with the Summerfolk Coordinator and the Treasurer.

vii) List expenditures on the Budget Cash Receipt form provided by the office and submit receipts to reconcile expenditures by September 15th. 
viii) Coordinate deliveries of supplies and equipment to the site. 

ix) Maintain a record of supplies and equipment received and update the Society inventory immediately upon receipt of purchased equipment.

x) Ensure the return of all equipment and supplies after the festival.

xi) Advise the Office Administrator of entitlement for complimentary passes for donations.

xii) Attend Summerfolk Committee meetings on site on Saturday and Sunday mornings.

xiii) After the festival, surrender all documentation to the Society office and send a note of thanks to each of our suppliers.

xiv) Review and recommend to the Board policy changes concerning purchasing of supplies and equipment for Summerfolk

6.8.3 Purchasing Policies

The designated purchasing agent will oversee the ordering of all supplies and equipment. 

The Office Administrator will be responsible to prepare and send out purchase orders, ensure timely payment of invoices and keep a record of all expenses. 

Complementary tickets will be provided to suppliers in recognition for in-kind donations. 

The Purchaser will work with the budget approved by the Board of Directors and will report any budget concerns directly to the Summerfolk Coordinator and the Committee. 

The Society office will provide the Purchaser with a cash disbursement for pre-paid expenses sufficient to pay for last minute items required on the site.
6.8.4 Budget

Crew chiefs are to submit to the Board a budget for their area of the festival. (See Projected Budget/Revenue Forms, Appendix 10) Receipts are to be retained for expenditures and kept in the provided envelope along with a Budget Cash Receipt Form (See Appendix 11) to list expenditures as money is spent.

6.9 Volunteer Services

6.9.1 Volunteer Services Coordinator

The Volunteer Services Coordinator reports directly to the Summerfolk Committee. The duties of this position include: 
i) Attend meetings of the Summerfolk Committee
ii) Review and recommend to the Board policy changes concerning volunteer policies at Summerfolk

iii) Chair meetings of the Volunteer Services Committee

iv) Advise the Summerfolk Committee regarding appropriate numbers of volunteers required for each area of the festival.

v) Assist in preparation and be responsible for compliance with an established budget for volunteer services
6.9.2 Volunteer Services
The duties of the Volunteer Services Committee  include: 

i) Make arrangements for a Meet and Greet with the volunteers on the Thursday evening prior to the festival during accreditation
ii) Plan and prepare a volunteer party for the fall

iii) Ensure recognition is provided for volunteers with lengthy service and/or exceptional contribution to the festival. Prepare volunteer appreciation materials as needed
iv) Prepare a volunteer survey to be distributed to volunteers when they are accredited and returned on the Sunday night of the festival
v) Prepare volunteer packages for events throughout the year i.e. Last Chance Saloon invitations and Summerfolk

vi) Working with the accreditation crew and Folk Society office personnel, prepare volunteer identification materials for Summerfolk 

vii) On site during the festival weekend provide support to Coordinators, Crew Chiefs and volunteers as needed

6.9.3  Volunteer Policies

Number of Hours: All volunteers are required to provide a minimum of 12 hours before, during, or after the event. Additional hours will be gratefully accepted.
Right of First Refusal: Volunteers from the most recent Summerfolk festival have the right of first refusal in the current year for the crew in which they worked the previous year. This right does not apply where the Crew Chief in the previous year’s summary report recommended that the individual be removed from the active volunteer list for cause.  
Crew Assignments: Where possible volunteers are assigned to the crew of their choice. However the Society reserves the right to place volunteers on short handed crews when required. Reassignments, if necessary, will be done through the crew chief.

Volunteer Schedules: The volunteer schedules are developed by crew chiefs. Volunteers will be notified of their schedules by their crew chiefs in a timely fashion. Many crews work in shifts of 3-4 hours spread throughout the weekend. All volunteers should expect to make themselves available throughout the weekend until the activity for their crew ends on Sunday. Construction and Electrical crew volunteers may be scheduled to work at any time during the week prior to the Festival up until the following Wednesday. Volunteers are asked to be on time for all shifts and to be prepared to stay until the end of each shift.

Volunteers are expected to arrive for their shift in a sober state and are not allowed to consume alcohol while on shift. 

      (Amendment approved by Bd of Directors Mar 26/09)
Membership: Every volunteer must be a member of the Folk Society. 

Volunteer Perks: Volunteers will be provided with free admittance to the festival for the weekend. This is not a transferable benefit. They will also be provided with a commemorative T-shirt and $6.00 in food tickets for the Food Village. Volunteers are also welcome to go the backstage area to relax, meet friends and view the amphitheatre performance when they are not on duty.  

Volunteer Party: A volunteer party is held following the festival to which all volunteers are invited.

Wrist Bands: A wrist band is put on a volunteer’s wrist when they receive their package and T-shirt. This is required to gain access to the festival site. Lost wrist bands will not be replaced.

Volunteer Identification: Volunteers are provided with identification prepared by the Volunteer Services Committee. This must be worn at all times on site. 

Media Policy: The only persons designated to comment to the media on the Festival are the President and the Artistic Director. If approached by the media volunteers are asked to make no comment and to refer all inquiries to the above mentioned persons. 
Alcohol on Site: Summerfolk operates under a Special Occasion permit and must comply with the Liquor License Act. Volunteers are not permitted to bring their own alcohol onto the festival grounds. During off duty hours volunteers of legal drinking age are able to purchase alcoholic beverages in either of the licensed areas on site.

Park Environment: A sanitation crew is responsible for keeping the site clean. To assist in this important task volunteers are asked to keep their working space clean and to dispose of garbage or recycling material in the designated containers.

Feedback: Volunteer suggestions or complaints should be passed along to crew chiefs. The festival committee will consider this input and where possible take appropriate action.

Volunteer Termination: If a volunteer acts in a manner detrimental to the purposes of the Society and/or to the purposes of the Festival or in a manner inappropriate to his/her volunteer position it will be brought to the attention of the Volunteer Services Coordinator and the Board President.

Amphitheatre Seating: Volunteers wishing to access seating in the amphitheatre must join the line ups at Main and South gates prior to opening. 
6.9.4 Procedure for Volunteer Termination: 

i) The decision to remove an individual will be made by the President or the Vice President together with three other Directors; a majority vote is necessary save and except for statutorily required job categories such as a Bar Manager.

ii) A security crew chief or a police officer will escort the volunteer off the site and accreditation will be removed.

iii) A decision will be made as to whether the individual will be permitted to return to the site as a patron.
iv) This policy will not in any way interfere with the responsibility of the security crew chief.

             (See also Personnel Policy 7.4.19, Termination)

6.9.5  Volunteer Camping Policies

A volunteer camping area is available near the site where volunteers may camp without charge.

i) All campers must be registered with the Camping Security Crew. 

ii) There is a maximum or one tent or trailer per volunteer.

iii) Guests are welcome but must be registered and accompanied by a volunteer. They can only sleep in a volunteer’s tent or trailer, not their own.

iv) No garbage is to be left at the campsite.

v) No campfires are allowed.

vi) Parking is not allowed in the Soccer field. Volunteer camping parking is in the north parking lot.

vii) Volunteers under the age of 18 must be accompanied by an adult guardian who is also a Summerfolk Volunteer.(Approved by Bd of Directors  July 19, 1995)
viii) An area of at least ten feet must be kept clear between the fence and the tent or camper.

ix) No pets are allowed in the volunteer camping area. 

x) The Georgian Bay Folk Society, or an appointed representative, reserves the right to evict anyone from the campground for detrimental conduct or failing to observe the rules and regulations. Those making excessive noise and obstructing other campers’ sleep time will be asked to leave. 

xi) Campers may park their vehicle beside their tent or trailer however the vehicle CANNOT then be moved until the end of the festival.
6.10 Site Construction
In conjunction with other contractors as required by

Georgian Bay Folk Society, the Site Construction

Crew prepares, erects and maintains staging,

fencing, booths and all other facets of festival site

construction. They are also responsible for the

dismantling and removal of site equipment and

materials to the Georgian Bay Folk Society storage

facility.

6.10.1  Site Construction Coordinator 

The Site Coordinator sets up the site and supervises the construction as specified in contract. The Site Construction Coordinator is responsible to

the Board of Directors, reports directly to the

chair of the Summerfolk Committee and functions

as both Coordinator and Crew Chief. In addition to

the duties outlined in Articles 8.1.2 and 8.1.3 the

duties of this position include:

i) Recruit and train volunteers to staff the Site Construction Crew. Directly supervise the work of the volunteers on the crew. Delegate duties and provide sufficient instruction to ensure the successful completion of site set up and tear down 

ii) With the approval of the Summerfolk committee, the Site Coordinator may designate an assistant to be on site and perform the duties of this position.

iii) As a member of the Summerfolk Committee, participate in the preparation of the site plan for the festival. Advise the committee of any materials or equipment required to complete their duties and of any potential related hazards.

iv) Participate in site walks with the Artistic Director, Summerfolk Coordinator(s) and City staff.

v) Submit a list of required materials to the Summerfolk committee to assist in the budget process. 

vi) Liaise with the Summerfolk Purchaser to make arrangements to acquire materials and equipment. May purchase miscellaneous construction supplies as needed. List expenditures on the Budget Cash Receipt form provided by the office and submit receipts to reconcile expenditures by September 15th.

vii) Keep a log of daily construction schedules.

viii) Each morning during construction and tear down provide the Food Committee with a list of volunteers on duty that day that will require meals.

ix) Participate in meetings of the Health and Safety committee Ensure that volunteers on the Site Construction crew are aware and follow health and safety guidelines as set out in the Policy and Procedures Manual.

x) In the event of a work stoppage due to safety concerns or to an accident, ensure that unsafe working conditions are rectified before work continues.

xi) Maintain the first aid kit during construction and tear down and return it to the Georgian Bay Folk Society after tear down.

xii) Be responsible for the Site Construction gator; designate three drivers in accordance with the terms of the Georgian Bay Folk Society Gator policy and supervise the use of this vehicle.

xiii) Ensure operation of the Gator is at all times in compliance with the Gator policy.

xiv) Supervise the dismantling and storage of all construction materials and equipment during the tear down period. Return the site construction log to the office along with a final summary report and a complete inventory of materials on hand. If any equipment is damaged and needs replacing this should be indicated on the inventory report.
6.10.2 Site Construction Volunteers

Site Construction Volunteers report directly to the

Site Construction Coordinator. The duties of this

position include:

i) Be responsible for the preparation and installation of all staging and booths for the Festival.

ii) In accordance with the approved site plan, move materials from the storage area to specific locations around the festival site.

iii) Install perimeter fencing under the direction of the Site Construction Coordinator.

iv) Paint booths and staging as directed by the Site Construction Coordinator.

v) During the festival weekend, repair and maintain booths, staging and fencing as necessary.

vi) After the festival, during tear down, assist with the dismantling and storage of construction materials and equipment.

6.10.3 Site Construction Policies

Festival Setup and Take down: The site plan is developed in cooperation with the Artistic Director, and is subject to Board approval. Set up starts on the Saturday a week before the Festival. All Crew Chiefs are responsible for outlining the needs for their own area. The crew necessary for setup and take down is organized by the Site Coordinator. Last minute requests for site construction may not be acted upon due to time constraints so arrangements should be made through proper channels such that equipment and structures are not omitted. 

Inventory/Storage: The Site Coordinator is responsible for taking an inventory of equipment that is Summerfolk property before it is placed in storage. If any equipment is damaged and needs replacing this should be indicated on the inventory report. Securing the storage location is the responsibility of the Board.
The Georgian Bay Folk Society will accredit a sufficient number of suitable volunteers to assist in the implementation of the Site Construction Coordinator’s responsibilities and will pay the Site Construction Coordinator a fee to be negotiated yearly as remuneration for his/her services. 

The Site Coordinator or an approved assistant will be on site at all times from the beginning of the construction period on the Saturday before the festival to the end of the tear down period to perform their duties.

The Site Coordinator and assistants will carry out their duties in a professional and courteous manner and avoid conduct unbecoming a contractor of the festival.

A member of the Board of Directors shall be appointed to represent the Society during construction and will be present on site during the construction period.

Hand and powered tools will be provided by the coordinators and other workers as needed. 

The Society will assume no responsibility for lost or damage to such tools unless expressly agreed to in writing.

The Society will provide suitable meals and nourishment for the crew during the period of engagement.

All site workers will follow generally accepted safe working rules for construction such as correct lifting techniques, etc. 

The Georgian Bay Folk Society will provide a cash disbursement to the Site Construction Coordinator for miscellaneous pre-paid expenses in accordance with the budget. No additional or unusual expenses will be paid by Society without prior authorization by the Summerfolk Coordinator(s) on behalf of the committee.

A suitable communication system (i.e. land wired telephone/cell phone) will be made available on site for the duration of site set up/take down in the event of an emergency.
The Georgian Bay Folk Society will make available to the Site Construction crew a Gator with a box on the back for the exclusive use of the Site Coordinator during set up and tear down of the festival site. 

It is required that site construction workers wear study leather footwear which will include steel toes. Where needed, work gloves and safety glasses or other safety equipment will be worn to prevent injury. Such items should be requested in advance and will be supplied by Society as required. 

Hard hats shall be worn when working with overhead construction such as lifting speakers to the amphitheatre roof. 

In areas of high potential danger such as moving equipment with cranes and “Genie” lifts, the Site Construction Coordinator will take steps to clear the area of unnecessary crew and others to reduce the risk of injury or accidents.

6.11 Electrical Services

The Electrical Services crew is responsible for the

preparation and installation of all electrical systems

required on site to present the festival, for the

maintenance and repair of electrical wiring during

the festival and also for the dismantling and storage

of all electrical materials belonging to the Georgian

Bay Folk Society. 

6.11.1 Electrical Services Coordinator

The Electrical Coordinator is responsible to the

Board of Directors and reports directly to the chair

of the Summerfolk Committee and functions as

both Coordinator and Crew Chief. In addition to

the duties outlined in Articles 8.1.2 and 8.1.3 the

duties of this position include:

i) Recruit and train electricians and helpers for the Electrical Services Crew.

ii) As a member of the Summerfolk Committee, participate in the preparation of the site plan for the festival. Advise the committee on electrical requirements for the park and any potential related hazards.

iii) Participate in site walks with the Artistic Director, Summerfolk Coordinator(s) and City staff.

iv) Submit a list of required materials to the Summerfolk committee to assist in the budget process.

v) Purchase any electrical supplies needed. List expenditures on the Budget Cash Receipt form provided by the office and submit receipts to reconcile expenditures by September 15th.

vi) Directly supervise the work of the volunteers on the Electrical crew.

vii) Keep a log of daily electrical services schedules.

viii) Each morning during construction and tear down provide the Food Committee with a list of volunteers on duty that day that will require meals.

ix) Participate in meetings of the Health and Safety committee Ensure that volunteers on the Electrical crew are aware and follow health and safety guidelines as set out in the Policy and Procedures Manual.

x) Be responsible for the Electrical Services gator; designate three drivers in accordance with the terms of the Georgian Bay Folk Society Gator policy and supervise the use of this vehicle. Ensure operation of the Gator is at all times in compliance with the Gator policy.

xi) Liaise with food vendors prior to the festival; provide signed authorization for electrical equipment to be used in each booth.

xii) Supervise the dismantling and storage of all electrical materials to be completed no later than 5:00 p.m. on the Wednesday following the festival. 

xiii) After the tear down period, return the electrical services log to the office along with a final summary report and a complete inventory of materials on hand. If any equipment is damaged and needs replacing this should be indicated on the inventory report.

xiv) Storage of Supplies: The electrical supplies need to be stored in a secure location. The Electrical Coordinator is responsible for taking an inventory of equipment that is Summerfolk property before it is placed in storage. If any equipment is damaged and needs replacing this should be indicated on the inventory report.
6.11.2 Electrical Crew Volunteers

Electrical Services crew volunteers report directly

to the Electrical Services Coordinator. The duties

of this position include:

Be responsible for the preparation and installation of all electrical systems for staging, security, food booths, etc. relating to the conduct of the Festival.

In accordance with the approved site plan, move materials from the electrical trailer storage area to specific locations around the festival site.

Install panels, wiring, and electrical equipment under the direction of the Electrical Services Coordinator.

During the festival weekend, repair and maintain electrical services as necessary. 

After the festival, during tear down, assist with the dismantling and storage of electrical materials under the direction of the Electrical Services Coordinator.
6.11.3 Electrical Services Policies

i) The Georgian Bay Folk Society will accredit a sufficient number of suitable volunteers to assist in the implementation of the Chief Electrician’s responsibilities and will pay the Electrical Services Coordinator a fee to be negotiated yearly as remuneration for his/her services.

ii) Electrician on the crew must be certified. Electrician Helper’s do not require specific certification.

iii) Each volunteer electrical helper is required to work the standard 12 hour minimum. 

iv) The Electrical Services Coordinator must provide the Folk Society with a valid

v) Electrician Licence Number.

vi) Requests for electrical services must be submitted to the Electrical Coordinator no later than two weeks prior to the Festival.

vii) The Georgian Bay Folk Society will make available to the Electrical Services crew a Gator with a box on the back for the exclusive use of the Chief Electrician during set up and tear down of the festival site.
viii) Generators: No portable generators are allowed on the site except with the written permission of the Electrical Coordinator. 
(Approved by Bd of Directors Jan 22/09)
6.12  Public Services
6.12.1 Public Services Coordinator

The Public Services Coordinator reports directly to the Summerfolk Committee. In addition to the duties outlined in Article 8.1.2, the duties of this position include: 
i) Coordinate and oversee Public Services for Summerfolk.
ii) Recruit and supervise the activities of the crew chiefs for Accreditation, Front Gate, Information and Sanitation Services.
iii) Ensure crew lists and budgets are submitted within timeframes established by the committee and deal with issues as they arise, either at committee level or during Summerfolk.
iv) Ensure safe and secure storage for Front gate supplies and wristbands; inventory wristbands and order as required.
v) Inform the Purchaser of supplies needed for the Front Gate Crew. 

vi) Provide the Artisan Village Coordinator, Commercial Food Crew Chief, First Aid and Child Registration and Volunteer Camping Crew Chief and Accreditation Crew Chief Hotel with the required number of wristbands for their area for each day. 
vii) Make arrangement to pick up “will call” tickets from the approved ticket vendor. 
viii) Prior to the festival, set up front gate booths with small signs, files and supplies. 

ix) At the end of each day, remove unsold tickets, unused wristbands and used ticket stubs from the Front Gate booth and place them in secure storage. 
x) After the final Front Gate shift on Sunday evening, tear down the Front Gate Booth. Ensure signs and materials are returned to the office for storage and unused wristbands are stored in the vault. Return notes regarding any refunds to the office.

6.12.2 Accreditation

Accreditation Services provides identification and access for volunteers, staff, performers, media and vendors prior to and during the festival.
6.12.2.1  Accreditation Crew Chief 
The Crew Chief for Accreditation reports directly to the Public Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Organize and set up the accreditation tent. 

ii) Liaise with the Purchaser; provide a list of supplies and equipment needed. 
iii) Work with the Volunteer Services committee prior to the festival to prepare accreditation badges. 
iv) Sort and organize volunteer t-shirts for distribution to Crew Chiefs. 

v) Organize Accreditation services for the Thursday night before the festival. 

vi) Maintain a log of questions, concerns and comments, including a list of volunteers who did not show up for their shift. Ensure a copy of the log is returned to the office after the festival.
vii) After the final shift on Sunday evening, tear down the Accreditation tent. Remove all portable materials and clear any garbage. 

viii) Review and recommend to the Summerfolk Committee policy changes concerning accreditation at Summerfolk 
6.12.2.2  Accreditation Volunteers
Accreditation volunteers report directly to the Crew Chief. The duties of this position include: 

i) Register all festival volunteers and put on their wristbands. 

ii) Hand out media accreditation as needed. Refer unaccredited members of the media to the Crew Chief for Media Liaison Services. 

iii) Liaise with the Hotel Hospitality crew and provide accreditation for performers and/or kin who did not pick up their accreditation at the Hotel. 
iv) Maintain a list of any volunteers who do not show up for their shift. 

v) Work with Volunteer Services to prepare packages for crew chiefs to include meal tickets and T-shirts for their crew as well as copies of the Volunteer Policies, Volunteer Camping Policies and Volunteer Survey. 
6.12.2.3   Accreditation Policies 
Prior to the Festival accreditation requests are handled at the Society office.
During the festival, all matters regarding passes will be handled at the Accreditation trailer.
Volunteers are offered the opportunity to receive accreditation on Thursday evening at the festival site. Otherwise they must pick up their wristband and ID at the Accreditation booth prior to entering the festival site. Volunteers coming on-duty prior to gate opening must enter the park through the North Service Gate. 

Accreditation must be provided with copies of all crew schedules so that they can direct late arrival volunteers to their proper areas. 
All VIP's should be directed to accreditation to be given proper identification. 
Lost or misplaced badges must be reported to accreditation.
On Saturday and Sunday morning Crew Chiefs must report to Accreditation to confirm any changes in their crew list or any no-show volunteers.

A copy of the festival Policy Manual will be available at the Accreditation booth. 

Kin Badges are available for the following individuals on the understanding they will comply with Summerfolk policies. Persons receiving kin badges have limited access and are not entitled to complementary food tickets. 

Volunteers: Only children of backstage volunteer crew with proof of purchase of Summerfolk admission. (Approved by the Board of Directors June 8, 1993)
Board of Directors: Limited access badge for kin with proof of purchase. (Approved by the Bd of Directors Aug. 3, 1992. Amendment approved by Bd of Directors Mar 26/09))

Electrical Crew: Licensed electricians are each entitled to one kin weekend badge.
Artisans: One helper and unlimited children (12 years of age and under)
Performers: Limited to only one performer kin adult and a maximum of two performer kin children 12 years or under. (Amendment approved by Bd of Directors Mar 26/09) The Society must be notified one month before the festival of the number of kin badges required. Exceptions can be made under special conditions.
6.12.3 Front Gate 
Front Gate services are responsible for on-site ticket sales. 

6.12.3.1 Front Gate Crew Chief(s)
Crew Chiefs for the Front Gate report directly to the Public Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Recruit a team of volunteers to sell tickets in the ticket booth during the festival weekend
ii) Ensure that the ticket booth is staffed at all times and that staff are trained to operate cash registers and debit and credit card machines 

iii) Liaise with the Financial trailer as necessary
iv) Ensure the Front Gate booth is locked at night and keep possession of the key
6.12.3.2 Front Gate Volunteers
Front Gate volunteers report directly to the Crew Chief. The duties of this position include: 
i) Process ticket sales on site
ii) Provide patrons with “will call” tickets provided by the approved ticket vendor
iii) Operate the cash register; make change as necessary. Provide the patron with the receipt from the cash register to give to the wristbander
iv) Operate POS terminals for debit and credit card transactions. Provide the patron with appropriate receipts
v) Refer issues, concerns or special requests to the attention of the crew chief
6.12.3.3 Front Gate Policies
Conditions of Ticket Purchase: The purchaser agrees that the Society may restrict the benefits of admission.
Tickets are valid only on the date(s) specified by ticket.
No pets or animals of any kind, except guide dogs, are permitted on the site
No videotaping, sound recording, or filming of the event is allowed on site except for designated media personnel. Violators may be removed from the site without compensation.
Under Ontario law, personal alcoholic beverages may not be brought onto the Festival site. Alcoholic beverages may only be consumed within the licensed areas. 
Possession or consumption of contraband on the Festival site may result in eviction without compensation.
The purchaser acknowledges the right of the Society and its successors and assignees to use their likeness and/or voices of those of any accompanying children as may be obtained by filming, photography, or recording during the Festival without any written release or further compensation for any purpose.
Ticket Exchange with other Festivals: The Board of Directors will deal individually with other festival ticket requests.
6.12.3.4    Ticket Refund Policy


   (Approved by Bd of Directors Feb 7/08)

Ticket refunds shall only be granted if the Society Board passes a motion terminating one or more portions of an event, with a motion that states: 

lx) which portions of the event have been Terminated; 
lxi) the reason for Termination;

lxii) the refund amount all paid ticket holders are eligible to receive, by ticket type;

lxiii) the means by which the refund will be communicated;

lxiv) any constraints on the refund such as a time limit;

lxv) whether the refunds will be administered by the Society, one or more named third parties, or both.

Should one or more portions of an event be thereby terminated, the Society board shall then:

i) Publicly announce cancellation of the event, or contact each ticket holder individually to announce cancellation, or a combination of these measures

ii) Conjointly announce the refund amount ticket holder shall be eligible to receive, and the means by which the ticket holder may apply for and receive a refund

iii) If the event tickets were sold by a third party ticket seller who has entered into an agreement with the Society to administer refunds, and that party is named in the Termination motion, the ticket seller shall also be informed in writing as to contents of the Termination motion

All paid ticket holders shall be eligible to receive a refund of an amount equal to the face value of the ticket less the value of any portions of the event which took place, less any non-refundable amount noted on the ticket or ticket receipt, communicated at time of ticket sale, or otherwise per Society policy.  The value of that portion of the event which took place shall be determined by the Society Board by any means it deems appropriate.

Ticket holders desiring a refund shall receive the refund only after surrendering the ticket at the Society office in person or by mail, or to any named third party refund administrator during their operating hours.

6.12.4 Information Booth

The Information Booth sells programs, operates the Lost and Found, collects completed volunteer and audience survey forms, collects returned festival ID badges at the end of the weekend and provides information to patrons about festival programming and services and about tourism in the area. They may also sell raffle tickets and/or festival souvenirs. 

6.12.4.1 Information Booth Crew Chief 
The Crew Chief of Information Services reports directly to the Public Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include:  

i) Organize and set up the information booth.

ii) Assign a volunteer to sell programs at the Front Gate from 2 p.m. until the gate opens.
iii) Organize the Lost and Found and advise the Master of Ceremonies when an announcement needs to be made. 
iv) Arrange for information on local accommodations and tourist attractions.  

v) Deliver programs from the office to the festival site. 

vi) Set up a message board for the use of festival patrons. 
vii) Organize a binder in the booth for patrons to provide feedback on the festival

viii) Keep track of the number of programs and other items sold. 
ix) After the final shift on Sunday evening, tear down the booth.  Clear the area of any portable materials and/or garbage. On the Monday immediately after the festival, return all unsold programs, unclaimed Lost and Found items, returned ID badges and completed volunteer and audience survey forms to the Society office 
x) Liaise with the Financial Trailer as necessary
6.12.4.2   Information Booth Volunteers
Information Booth Volunteers report directly to the Crew Chief. The duties of this position include:
i) Answer questions from the public about the program, the festival, the site and tourist facilities in the area
ii) Operate lost and found

iii) Sell programs, raffle tickets and other merchandise. 

iv) Collect volunteer and audience survey forms and returned ID badges
6.12.4.3   Information Booth Policies 
i) Hours of operation for the Information Booth: Friday: 2 p.m. to 10 p.m.
Saturday and Sunday 10 a.m. to 10 p.m. 

ii) When credit cards and/or personal documents are turned in to the Lost and Found, an announcement will be made on the Amphitheatre stage during the evening. 

iii) The Information Booth will distribute brochures and information only on behalf of folk organizations and musicians

iv) Using a current list of members provided by the Membership Committee, the Information Booth will distribute a free program and guitar sticker to supporting members on request. 
v) Each Crew Chief will be provided with 2 copies of the festival program insert as reference material for their crew
6.12.5 Sanitation 

The Sanitation crew is responsible for maintaining the park environment including garbage removal and recycling. 

6.12.5.1 Sanitation Crew Chief
The Crew Chief for Sanitation Services reports directly to the Public Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Recruit and train volunteers to staff the Sanitation crew. 

ii) Liaise with the Purchaser to ensure an adequate supply of materials is available for the crew: (gloves, bags, etc) 
iii) Be responsible on site for the Sanitation truck
iv) May pick up garbage cans from Parks and Recreation. 

v) Distribute garbage cans and recycling bins around the site. 

vi) On Sunday evening after the final shift, wash the Sanitation truck and return it to the supplier. 
6.12.5.2 Sanitation Volunteers 
6.12.5.2.1 Sanitation Crew Chief
The duties of this position include: 
i) The Crew Chief(s) of the Sanitation crew participate in meetings of the Greening committee and assist in the planning environmental practices on site 

6.12.5.2.2 Sanitation Crew Volunteers
Sanitation Volunteers report directly to the Crew Chief. 
The duties of this position include: 
ii) Keep festival grounds clean of garbage
iii) Empty garbage cans and recycling bins.

iv) On Saturday and Sunday mornings prior to gate opening, clean the Amphitheatre
v) Restock supplies in the permanent bathroom on-site
vi) Deliver garbage bags and recycled materials to the dumpster/recycling bins in the north parking lot. 

vii) Sanitation Policies
viii) The Sanitation truck is the only vehicle allowed on the festival site when the gates are open. It is for the exclusive use of the Sanitation crew
6.12.5.2.3 Sanitation Truck and Drivers
i) The Crew Chief(s) for Sanitation Services will designate up to 4 drivers including themselves who are authorized to drive the Sanitation truck 
ii) Drivers must be registered members of the crew 
iii) Drivers must be 19 years of age or older with a valid Driver’s Licence a copy of which is to be provided to the Society office
iv) Drivers of the Sanitation truck are expected to observe the standard rules of the road (i.e. no speeding, no drinking and driving) and to maintain a slow rate of speed in areas with pedestrian traffic
v) The Crew Chief is responsible for possession of the keys. Keys should not be left in the ignition of truck while it is unattended
vi) At night the truck will be parked in the Backstage area of the festival grounds
6.13 Performer Services
6.13.1 Performer Services Coordinator
The Performer Services Coordinator reports directly to the Summerfolk Committee. In addition to the duties outlined in Article 8.1.2, the duties of this position include: 
i) Coordinate and oversee Performer Services for Summerfolk. 
ii) Appoint and supervise the activities of the crew chiefs for Dance, Instrument Lock-up, Instrument Shuttle, Performer Shuttle, Backstage Hospitality, Autograph Table and Massage Therapy. 
iii) Ensure crew lists and budgets are submitted within timeframes established by the committee and deal with issues as they arise, either at committee level or during Summerfolk.
iv) With the Artistic Director oversee preparation of the performer packages. 

v) Ensure that the activities of all Performer Services crew chiefs and volunteers are in compliance with the approved policies and procedures of the Georgian Bay Folk Society. 
vi) Review and recommend to the Summerfolk Coordinator(s) policy changes concerning Performer Services at Summerfolk. 
6.13.2 Instrument Lock-up 

Instrument Lock-up provides secure on-site storage for instruments and equipment belonging to performers. 

6.13.2.1   Instrument Lock-up Crew Chief 

The Crew Chief for Instrument Lock-up reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival set up and organize the Instrument Lock-up trailer. 

ii) Recruit and train a volunteer crew to staff the Lock-up trailer in the backstage area. 

iii) Submit a list of required supplies to the Purchaser prior to the festival. 

iv) Keep an on-going inventory of instruments in the Lock-up. 

v) After the concert ends on Sunday evening, tear down the Instrument Lock-up trailer. Clean the trailer and return any instruments left to the owner. Ensure the trailer is empty and ready to leave on Monday morning. Return the trailer key to the Administration trailer. 

vi) If there are any items left that cannot be returned to the owner, return them to the Folk Society office on Monday morning. 
6.13.2.2    Instrument Lock-up Volunteers
Instrument Lock-up volunteers report directly to the Crew Chief. The duties of this position include: 

i) Take instruments from performers in exchange for a claim ticket

ii) Place instruments inside secure storage facility and provide security at the entrance to the lock-up. 

iii) Return instruments to performers when claim ticket is produced
iv) Refer any complaints or concerns to the attention of the Instrument Lock-up Crew Chief. 
6.13.3 Instrument Shuttle 

The Instrument Shuttle crew delivers performer’s instruments and equipment from the Lock-up to different stage areas around the site.
6.13.3.1   Instrument Shuttle Crew Chief 

The Crew Chief for Instrument Shuttle reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival, inspect the carts and do repairs. Build extra carts as necessary. 

ii) Develop and post a schedule of delivery times for volunteers to ensure instruments are at the proper stage at the proper time. 
iii) Recruit and train a volunteer crew to staff the Instrument Shuttle crew. 
iv) After the concert ends on Sunday evening, gather all shuttles together in one location in the backstage area. 
6.13.3.2   Instrument Shuttle Volunteers 

Instrument Shuttle volunteers report directly to the Crew Chief. The duties of this position include: 

i) Load instruments from Instrument Lock up into the Cart and push the cart to the designated stage. 

ii) Assist the performers and/or stage crew to lift instruments from the cart to the stage. 

iii) After the performance, assist performers and stage crew to with remove instruments from the stage. 

iv) Move instruments and equipment back to the Lock up as needed. 

v) Assist performers carrying their instruments to and from their vehicles
vi) On request meet performer’s vehicles in the South Parking Lot to assist in delivering instruments and equipment to staging areas. 
6.13.3.3   Performer Shuttle

The Performer Shuttle crew provides transportation for the performers and their kin from the hotel to the festival site. 
6.13.3.4    Performer Shuttle Crew Chief 

The Crew Chief for Performer Shuttle reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival, liaise with the Hotel Hospitality crew and provide signup sheets for performers needing rides to the site. 

ii) Pick up the vehicles from the supplier.  

iii) Recruit and train volunteers to staff the Performer Shuttle crew. 

iv) Ensure Performer Shuttle volunteers have a current Ontario driver’s license and a good driving record. Provide a photocopy of each driver’s licence for the file in the office. 

v) Establish and post a schedule for trips to and from the site. 

vi) Provide the driver’s with money from the disbursement for prepaid expenses for the purchase of gasoline. 

vii) List expenditures on the Budget Cash Receipt form provided by the office and submit receipts to reconcile expenditures by September 15th. 

viii) Report any problems with the vehicles to the Purchaser. 

ix) After the final trip on Sunday evening, fill the tanks with gas, wash the vans if possible and return them to the supplier. 

6.13.3.5   Performer Shuttle Volunteers
Performer Shuttle volunteers report directly to the Crew Chief. The duties of this position include:
i) Based on the schedule established by the crew chief, drive performers and their kin between the site and hotel.

ii) Continually check-in at the performer transportation table to see if performers need picking up or dropping off.

iii) Lift and carry equipment and instruments as needed. 
6.13.3.6    Performer Shuttle Policies
i) Only those with appropriate accreditation are entitled to ride in the performer shuttle. 

ii) Shuttle vans are identified with magnetic signs attached to the door. 

iii) Shuttle vans will drop passengers and park during layover periods in the designated area immediately outside the south entrance to the backstage area. Vans may not drive directly into the backstage area. 

iv) Hours of Operation for the Performer Shuttle: Friday: 
3:30 p.m. to 1:30 a.m.

Saturday: 
9:00 a.m. to 1:30 a.m.

Sunday: 
9:00 a.m. to 1:30 a.m.

v) When not in use, shuttle vans will be parked at the Hotel
vi) After the concert ends on Sunday evening, subject to availability, the shuttle will provide transportation one way for volunteers wishing to go to the hotel 
6.13.4 Backstage Hospitality

The Backstage Hospitality crew provides service to the performers in the Green Rooms at the Amphitheatre and the Down by the Bay stage.
6.13.4.1 Backstage Hospitality Crew Chief 

The Crew Chief for Backstage Hospitality reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival, set up the Backstage Hospitality table at the entrance to the amphitheatre Green Room and set up the trailer behind the Down by the Bay stage. Stock both rooms with necessary supplies. 

ii) Recruit and train volunteers for the Backstage Hospitality crew. 

iii) Maintain a logbook and as necessary refer any problems pertaining to performers to the Artistic Director or Technical Director. 

iv) After the main stage concert ends on Sunday evening before leaving the site, clean and sweep the backstage area. Return any Lost and Found articles to the Administration trailer for transportation to the office. Return tables and chairs to the Main bar. Return the trailer key to the Administration Trailer.
6.13.4.2 Backstage Hospitality Volunteers
Backstage Hospitality volunteers report directly to the Crew Chief. The duties of this position include:
i) Welcome performers to the site as they arrive and provide information on services available for them. 

ii) Maintain a logbook of problems, questions and solutions including a checklist of performers on site at any given time. 

iii) Keep the Green Rooms and change room tidy. Ensure water and clean towels are provided in the change room. Keep the area free of garbage.

iv) Provide security at the Green room entrance(s) and ensure that only authorized personnel are allowed into the area 

v) Answer the site phone, take and distribute messages.

vi) Clean and maintain the washrooms in the backstage area 

vii) Ensure there is a supply of water available on each of the stages during performance times. Clear and recycle used water bottles
6.13.4.3 Backstage Hospitality Policies

Hours of operation for Backstage Hospitality: 

i) Amphitheatre: 

Friday: 4 p.m. to 1:00 a.m.

Saturday: 10 a.m. to 1:00 a.m.

Sunday: 10 a.m. to 11:30 p.m. 

ii) Down by the Bay stage:

Friday: 
6 p.m. to 1 a.m.

Saturday: 
6 p.m. to 1:00 a.m.

Sunday: 
6:30 p.m. to 8:00 p.m. 
6.13.5 Autograph Table
The Autograph Table Crew organizes a booth for performers to meet with patrons and provide autographs. 
6.13.5.1      Autograph Table Crew Chief
The Crew Chief for the Autograph Table reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival, set up the tent, tables, chairs and supplies for the booth. 

ii) Recruit and train volunteers for the Autograph Table crew. 

iii) Liaise with the Crew Chief of the General Store to arrange for a supply of the performer’s CD’s to be available. 

iv) Schedule and post appearances by the performers. 

v) Immediately after the final shift on Sunday, remove the tent and supplies. Return tables and chairs to the Main Bar area and return any CD’s left to the General Store. 

6.13.5.2 Autograph Table Volunteers 
Autograph Table volunteers report directly to the Crew Chief. The duties of this position include:
i) Assist the performers at the Autograph table. 

ii) Maintain control over line-ups at the table. 

6.13.5.3  Autograph Table Policies: 
Hours of operation for the Autograph Table: 

Saturday and Sunday:  11 a.m. to 6 p.m.

6.13.5.4 Massage Therapy 
The Massage Therapy crew provides massage to performers, members of the organizing committee and co-ordinators.

6.13.5.5 Massage Therapy Crew Chief 

The Crew Chief for Massage Therapy reports directly to the Performer Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Recruit volunteers to staff the Massage Therapy Crew. 

ii) Each morning set up the massage area in the amphitheatre Green room area. 

iii) Establish a signup sheet for massage therapy. 

iv) At 4 p.m. remove the massage therapy equipment from the change room. 

6.13.5.6 Massage Therapy Volunteers 
Massage Therapy volunteers report directly to the Crew Chief. The duties of this position include:
i) Provide therapeutic massage to the persons on the signup sheet.
6.13.5.7 Massage Therapy Policies

i) Hours of Operation for Massage Therapy: 

Saturday and Sunday: 11 a.m. to 4 p.m. 
ii) The massage services in this area are not open to members of the public, performer guests, children or to volunteers
iii) Masseuses bring, and accept responsibility for, their own equipment (table, towels, etc.).

iv) Massage therapy volunteers must be certified masseuses. 
6.14 Financial Services 
Financial Services crews are responsible for the management of cash on the festival site. 

6.14.1 Financial Services Coordinator

The Financial Services Coordinator reports directly to the Summerfolk Committee. In addition to the duties outlined in Article 8.1.2, the duties of this position include: 
Attend meetings of the Summerfolk Committee

Appoint and supervise the activities of the following crew chiefs: Performer Payroll, Food Tickets, General Store, Finance Trailer, Raffle and Festival Vendors. 
Review and recommend to the Board policy changes concerning financial services at Summerfolk. 

Assist in preparation and be responsible for compliance with an established budget for financial services
6.14.2 Payroll Services
Payroll Services are available on site throughout the weekend to pay performers, food vendors and some contractors. 
6.14.2.1 Payroll Crew Chief

The Crew Chief for Payroll reports directly to the Financial Coordinator on the Summerfolk Committee. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Prior to the festival meet with the bookkeeper to review the procedure for payroll and pick up cheques and contracts

ii) Set up the payroll trailer for the weekend and ensure it is stocked with necessary forms and supplies 

iii) Schedule shifts for the crew ensuring there are at least two people on at all times. 

iv) Post hours of operation on the trailer and make specific arrangements with those who may need to be paid early
v) Pick up the float from the Finance Trailer by Saturday afternoon

vi) Complete a nightly reconciliation of payroll activity. 
vii) On Sunday evening after the final shift, tear down the Payroll services. Clean and sweep the trailer; remove any garbage and portable materials. Return the key to the Administration Trailer. No later than the Tuesday following the festival, return all paperwork to the office along with supplies from the trailer.
6.14.2.2     Payroll Volunteers 
Payroll volunteers report directly to the Crew Chief. The duties of the Payroll volunteers shall include: 

Distribute payment to performers and contractors on site during the festival weekend. Contractors may include Sound and Light Technicians, Site and Electrical Coordinators and others. 
Using forms provided by the General Store  Crew Chief, distribute payment to performers when they pick up their product. 

Using forms provided by the Food Ticket Crew Chief, distribute payment to commercial food vendors on site. 

6.14.2.3 Policies for Payroll Services
i) All performer fees will be paid by cheque: payment by cash is available on an exception basis only 

ii) Performers cashing out from the General Store  may request to be paid in cash or by cheque
iii) Performers are paid upon completion of their agreed upon performance(s): payment in advance may be arranged on an exception basis only
iv) Information concerning payment to performers is to be held in confidence by staff and volunteers involved in processing payment
v) All transactions in the payroll trailer must be recorded with the signature of the volunteer: transactions involving cash must be counted twice and the cash and/or coin count sheets must be initialled by both volunteers
vi) Only one performer or group may be allowed in the trailer at a time
6.14.3 Food Tickets

The Food Ticket crew sells Summerfolk “money” to the patrons for use in purchasing products in the Food Village. 
6.14.3.1 Food Ticket Crew Chief
The Crew Chief for Food Tickets reports directly to the Financial Coordinator on the Summerfolk Committee. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 
i) Prior to the festival, count supplies of useable food tickets and arrange for printing of more tickets as necessary.

ii) Organize and set up materials and equipment for operation of the Food Ticket booths on site

iii) Liaise with the Financial Trailer to set up the cash registers for the weekend

iv) Ensure volunteers are trained and able to use the cash registers

v) Update redemption sheets annually and ensure there are enough copies for the weekend’s operations. 

vi) Redeem tickets from food vendors periodically through the weekend and complete paperwork to authorize payment by cheque to food vendors from the payroll trailer. 

vii) On Monday morning following the festival, ensure all food tickets are returned to the Folk Society office and stored in the vault until the next festival. 
6.14.3.2 Food Ticket Volunteers

Food Ticket volunteers report directly to the Crew Chief. The duties of this position include: 

i) Operate a cash register to record sales

ii) Sell tickets, accept money in payment and make change as necessary. 

iii) Count and verify ticket redemptions with the crew chief. 
6.14.3.3     Food Ticket Policies

i) Hours of operation for the food ticket booths are as follows: Friday 3:30 p.m. to 10 p.m., Saturday 9:30 a.m. to 10 p.m. and Sunday 9:00 a.m. to 8 p.m. 

ii) Food tickets are sold in the Food Village in denominations of 25 cents, one dollar and five dollars. 
iii) Tickets only, no cash, will be accepted at the various food booths. 
iv) Tickets will not be redeemed for cash, save and except for the Society's booth within the Bar area.

v) A schedule will be provided to all food vendors indicating the times the crew will be available to redeem tickets throughout the weekend. 
vi) The food tickets must be counted and verified by two different crew members.

6.14.4 General Store
6.14.4.1  General Store Crew Chief

The Crew Chief of the General Store reports directly to the Financial Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prepare a merchandising plan and make recommendation to the committee on the acquisition and sale of Summerfolk or Folk Society merchandise

ii) Make recommendation to the committee on pricing of items for sale in the General Store.

iii) Prior to the festival, set up the General Store area. Receive stock and set up displays and work areas within the tent. 

iv) Keep an inventory of stock and keep track of sales.
v) Co-ordinate drop-off and pick-u p of merchandise by performers; ensure they are paid for the merchandise sold. 
vi) Supervise the activities of General Store volunteers. 
vii) Deal with any customer complaints or issues. 
viii) After the final shift on Sunday, tear down the General Store area. Remove all portable materials and clear the area of garbage or unused materials. 
ix) On the Monday after the festival, return the shelving and all General Store materials to the Folk Society office. Re-install the shelving and put the materials in the appropriate storage locker. 
6.14.4.2 General Store Volunteers 
The duties of General Store volunteers shall include: 
i) Sell Georgian Bay Folk Society and performer merchandise, including CDs and cassettes. 

ii) Operate the cash register; make change and provide receipt to the customer. 

iii) Operate the POS terminals for debit and credit card purchases. 

iv) Maintain the environment of the General Store, sweeping and keeping counters and tables clear of debris. 

v) Monitor customers in the General Store and advise the Crew Chief of any issues or problems. 
6.14.5 Finance Trailer

The Finance Trailer manages the money from the cash registers and POS terminals on site. 
6.14.5.1 Finance Trailer Crew Chief 

The Crew Chief for the Finance Trailer reports directly to the Financial Services Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Prior to the festival organize and set up the Finance trailer. 

ii) Recruit and train volunteers for the Finance crew. 

iii) Set up the festival ledger on the computer. 

iv) Make arrangements to pick up cash and coin from the bank prior to gate opening. 

v) Provide a float to the Payroll Crew Chief and to the ATM operators. 

vi) Establish a shift schedule, assign duties and supervise the activities of the Finance crew volunteers. 

vii) Liaise with the cash register supplier; provide information for keying ticket and other prices into the registers. 

viii) Be responsible for the Society cheque book on site. 

ix) Make deposits to the Society bank accounts at the end of each business day. 
6.14.5.2 Finance Trailer Volunteers 

Finance Trailer Volunteers report directly to the Crew Chief. The duties of this position may include: 
i) Prepare floats for the various terminal positions throughout the site. 

ii) Deliver cash trays to front gate, food ticket booths, the General store and bar areas. Provide cash boxes for the Hot Dog Booth, the Watering Hole and the Information booth. 

iii) Return filled cash trays and boxes from the festival sites to the Finance Trailer. 

iv) Count cash for each box and record the relevant information on forms provided by the Crew Chief. 

v) Roll coins from the cash boxes. 

vi) Process credit card slips and record the information as directed. 

vii) Record information on the computerized festival ledger. 

viii) Report any problems or issues to the Crew Chief. 
6.15  Security

(Approved by Bd of Directors June 6/08. Amended June 2/09))
Summerfolk Site Security is established to restrict unlawful entry to the festival, prevent vandalism, drunkenness, drug use, theft and mischief of any kind.  Security volunteers are directed to perform proactive patrol to search out potential security risks, assessing problems and forming workable solutions to those problems.  The main objective of the Security volunteers is the overall safety and security of the festival and its patrons. 
6.15.1 Security Coordinator(s)
The Security Coordinator(s) report directly to the Summerfolk Coordinator(s).  In addition to the duties outlined in Article 8.1.2, the duties of this position include: 
i) Attend all meetings held by the Summerfolk Committee.

ii) Appoint and supervise the activities of the Security Crew Chiefs to ensure proper protocol is followed.

iii) Review and recommend policy changes concerning security services to the Summerfolk Committee.

iv) Arrange off duty Police officers to attend and provide additional security for the festival.

v) Ensure that all radios are charged prior to each shift of the festival.  They will also hand out and collect all radios before and after each shift.  They will Provide training to all Security Volunteers concerning the use of the radios and ensure that all radios are used in a responsible manner.

vi) Write a detailed summary report about all aspects concerning security risks and problems; as well as provide possible suggestions or solutions for next year concerning security and protocols.  These reports will be submitted to the Georgian Bay Folk Society at the end of the festival or as soon as practical (within three weeks). 

vii) Submit all incident reports that were filled out at the end of each day to the Summerfolk Coordinator(s) or as soon as practical. 
6.15.2 Security Crew Chiefs
The Security Crew Chiefs report directly to the Security Coordinator(s) before and during the Summerfolk Festival.  In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Establish and schedule all Security Volunteers for the duration of the festival.

ii) Take attendance of volunteers at the beginning of every shift
iii) Hold a quick meeting before the beginning of every shift to enlighten Security Volunteers about problems from previous shifts or potential problems that may arise. 

iv) Hold a debriefing meeting after every shift to go over what went well during the shift as well as what problems arose and how they were dealt with.

v) Identify any emerging issues that are taking place during the festival and provide solutions to potential problems or issues as needed.

vi) Fill out incident reports that detail all arising issues concerning Inappropriate Behaviour and/or Injury and Health Related Problems that happened during their shift. These incident reports will be given to the Security Coordinators at the end of every shift.   

6.15.3 Security Volunteers: 

Security Volunteers will report directly to their specified Security Crew Chief during the Festival.  The duties of the Security Volunteers include: 
i) Maintain crowd control to ensure a safe and secure environment for all patrons during the festival.

ii) Ensure that all patrons attending the festival have the proper wristband for the corresponding day of the festival.

iii) Be proactive in patrol; searching for potential security risks such as “fence jumpers”.

iv) Deal with all conflict or crisis situations in a calm, professional and impartial manner.

v) Monitor all restricted areas inside the festival grounds and ensure that only those with proper identification are granted access to restricted areas. 

vi) Report all incidents or potential security risks to their specified Crew Chief during the festival.

6.15.4   Security Policies 
1) The minimum age requirement for all Security Volunteers is 18 years old.

2) Security Volunteers will wear designated attire which will be provided by the Georgian Bay Folk Society.  These uniforms will be worn at all times while on duty.  This will enable all Security Volunteers to be easily identified by everyone.  The specified uniforms will not be worn while off duty.  

3) The number of Volunteers will be increased at the Front and South Gate entrances before and during the opening times of the festival every day.

4) Anyone caught on the festival grounds without the appropriate wristband or identification will be escorted by security to the front gate and dealt with appropriately. 

5) Security Volunteers working at the “Down by the Bay Tent” are all required to have their Smart Serve Certification on file with the Georgian Bay Folk Society and be 19 years of age.

6) The Crew Chief of the Backstage Security will ensure that there is always at least one Security Volunteer on shift who has their Smart Serve Certification during the festival.

7) Security Volunteers WILL NOT engage in physical contact with patrons at any time.  Security Volunteers will use alternate resolution techniques such as interpersonal communication to resolve all conflicts.  If these techniques do not work, an off duty Police officer should be notified of the problem to handle any out of control situation.

8) Security Volunteers WILL NOT approach a potentially dangerous situation by themselves.  They will always refer to other Security Volunteers for assistance when needed to deal with any or all conflict situations.   

9) Amphitheatre Security: In the interest of ensuring a safe and secure environment for all patrons, which will allow for good sightlines and adequate space for seating so all can enjoy the Amphitheatre setting, the following policies will apply to seating arrangements for all patrons in the Amphitheatre:  
a) Volunteers WILL NOT be allowed to set up chairs and/or tarps in the Amphitheatre prior to the festival gates opening.  All unauthorized items will be removed by security before the official festival opening every day. 

b) Patrons can save a maximum of four seats in the Amphitheatre or the equivalent space for four people.  When tarps are used to reserve four spaces in the tiered section, patrons are confined to only one level.

c) When the tarp size exceeds the reasonable space for four people, security will ask patrons to compact the size of their tarp to the allowed size.  Patrons may also be asked to move chairs closer together if necessary.  

d) The aisles in the Amphitheatre MUST BE KEPT CLEAR of chairs and patrons to allow for safe passage in the event of an emergency. 

e) Handicapped seating will be provided on the West side of the Amphitheatre stage at ground level.

f) No lawn chairs are allowed on the ground level of the Amphitheatre.  Low chairs may be used in the back row of the ground level.  Tarps used in the ground level of the Amphitheatre will be limited to a size no larger than 6’ by 8’.

g) Lawn chairs in the upper level or in the tiered section of the Amphitheatre must be single seat/standard size lawn chairs only.  No gravity chairs, high-back chairs, combination cooler chairs or chairs with extending leg rests are allowed.  There will be no footstools, canopies or beach umbrellas allowed.  Patrons will be requested by Security Volunteers to tuck coolers and bags under their lawn chairs to allow for the efficient use of space.

h) Patrons with lawn chairs in the tiered section will be requested to place their chairs approximately 18” from the stone rows. This will allow for adequate leg room for the patrons who are situated behind them on the stone rows.

i) The seating policy will be explained in the Summerfolk program, on the official Summerfolk website, and on signage which will be posted at amphitheatre entrances.

j) Security Volunteers will be located on the sides of the stage to ensure spectator and performer safety at all times.  Security Volunteers will also be placed around the Amphitheatre under the direction of the Crew Chief.  

k) Volunteer Security will be asked to do random aisle checks in the Amphitheatre throughout the festival to ensure a safe and secure environment for all patrons; as well as to provide information to patrons when requested.  They will ensure that all aisles are clear in case of emergency.  Security Volunteers will also be responsible to keep a close watch on the crowd to ensure that no one is drinking liquor or using any form of illegal substances.  If a patron is found drinking liquor or using any form of illegal substances they will be dealt with by the Security Crew Chief and/or the Police.    

10) Gate Policies

a) All  patrons must enter and exit through the established gates only.

b) Prior to the opening of the gate a full sweep of the park will be conducted and persons without appropriate access will be asked to leave. 

c) At opening time both Main and South Gates shall open simultaneously. Two (2) security volunteers will be posted at the north end of the bridge beside the Amphitheatre to discourage anyone crossing before the gate opening procedures are complete. There are no exceptions. The bottom of the hill behind the seating area of the Amphitheatre will be roped off and Amphitheatre and Security volunteers will prevent anyone from entering before the Amphitheatre seating process is complete. When the gate opens, patrons and volunteers in the lineup will be able to access the park. Those wishing to go the Amphitheatre will be moved to a separate line in an orderly fashion using a numbering system. Two (2    security volunteers will escort a minimum of forty (40) people at a time at a walking pace from each gate through the Artisan Village and across the bridge to the amphitheatre. Security staff at the entrance will ensure that only those being escorted in the lineup are able to access the amphitheatre until the opening procedure is complete. Once all those wishing to be escorted to the Amphitheatre from both gates have been admitted to the Amphitheatre, the rope barriers will be removed and access allowed to anyone else wishing to enter the Amphitheatre area. 

d) Water Gate shall be used for access at all times other than opening. North Gate shall not be used for public access. A sign stating Service Entrance Only will be placed at the road entrance and at the North Gate.  

e) The staggered entrance shall be radio-controlled by one security volunteer in the amphitheatre.

f) For patrons who choose to line up at the gate prior to opening, the width of the gate line up should only be two people wide. Security personnel will assist patrons in the lineup procedure. Patrons who attempt to butt into the line will be asked to move to the back of the line. Each person waiting in the lineup can save a maximum of four seats in the amphitheatre. 

g) Information and signage shall to available at gate entrances to explain the opening time procedure to the public. 
h) Coolers and Bags:  Signage will be posted at all entrances into the festival informing patrons that all bags and coolers are subject to be checked for alcohol or contraband prior to entry into the festival.  If a patron or volunteer refuses to allow Security Volunteers to do a bag or cooler check they will be denied entry into the festival.  This policy is to ensure public safety and the continuation of the Summerfolk festival for years to come.  If necessary Police will be informed of the situation to intervene into any conflicts that may arise.

11) Police: 
Police are on site for problems involving rowdiness, alcohol, drugs, fighting etc.  They are there for everyone’s benefit and safety.  Any Security Volunteer or Summerfolk Volunteer can approach the police to ask for assistance.  Before or after the police are notified of a problem or concern, the Security Coordinator(s) and Crew Chief will be notified of the problem as well. 

12) Lost Children
a) Any child may be registered by a parent or guardian at the First Aid/Child Registration Trailer. 

b) Numbers will be assigned to children and parents/guardians.  These numbers will be written on Summerfolk wristbands.  Each child’s information will be recorded on a single line in the official Log Book which is kept in the First Aid/Child Registration Trailer.  All contact and personal information will remain confidential according to the privacy policy of the Georgian Bay Folk Society.

c) If a child is reported lost to Volunteer Security, it will be communicated to all Security Volunteers so that all entrances and exits can be monitored closely.  All patrons entering and exiting the festival with children shall be checked for the corresponding number of the lost child.  This procedure will take place until the child is located and reunited with their parent or guardian.

d) Security Volunteers will only be given the identification number assigned to the lost child.  There will be no name, age or gender used when communicating over security radios or reporting the lost child over a paging system. 

e) Only the person/persons registered to the lost child will be allowed to pick up the child at the First Aid/Child Registration Trailer. 

f) If suspicion arises about the parent or guardian who picks up the child concerning intoxication, or abusiveness towards volunteers or the child, police will be notified and summoned immediately.  The Police will then have the final say as to whether or not the child will be released to the parent or guardian.  

g) If a non-registered child is lost, the opportunity of registration will be offered when the child is reunited with their parents or caregiver. 

h) Gate security will do random checks of ID bracelets to make sure the numbers correspond accordingly.  This will take place if any suspicion arises about a child being with an adult and the Security Volunteer is concerned about the child’s safety. 

i) Children will be notified that they are able to approach any Summerfolk Volunteer in a time of need.  Security Volunteers are easily identifiable by their security shirts, badges, and/or orange security vests.  Pictures of security shirts, badges and orange security vests will be displayed at entrances.  Children will be informed of what to do if lost when they are registered at the First Aid/Child Registration Trailer.  

j) Children who are lost are encouraged to report to the First Aid/Child Registration Trailer.  A child friendly symbol (Green Happy Faces) will be posted throughout the festival grounds to help children locate assistance.  The First Aid/Child Registration Crew Chief will assign a volunteer to remain with the child until they are reunited with their parents or caregiver. 

k) When the child is in need of emergency care by the First Aid/Child Registration volunteers, Emergency Services will be notified and the Gate Security will be advised of the situation.

6.16 First Aid and Child Registration
6.16.1 First Aid Coordinator

The First Aid Coordinator reports directly to the

chair of the Summerfolk Committee and functions

as both Coordinator and Crew Chief. In addition to

the duties outlined in Articles 8.1.2 and 8.1.3 the

duties of this position include:

i) Recruit and train volunteers to staff the First Aid and Child Registration Crew.

ii) Ensure there are sufficient supplies and materials for the crews’ operation.

iii) Prior to the festival set up the two First aid stations on site.

iv) Participate in at least one Site Walk with the City staff; advise the Summerfolk committee on safety and accessibility issues concerning the park.

v) After the last shift on Sunday, tear down the work area. Clear and sweep the trailer; remove portable materials and garbage from the site.

vi) Return the trailer key to the Administration trailer.
6.16.2 First Aid Volunteers

First Aid Services crew volunteers report directly

to the First Aid Coordinator. The duties of this

position include:

Provide First Aid services for patrons, volunteers, staff and contractors on site.

Under the direction of the Coordinator and in compliance with the Lost Children policy, assist in setting up the registration area and register children and parents at the festival.

6.16.3 First Aid Policies

1) All instances of injury or illness must be reported to the First Aid Trailer and the injured or ill person shall be escorted to the First Aid Station.  

2) If the patron is unable to get to the First Aid Station, First Aid volunteers will attend to the patron.  

3) No personal medicine will be given out to the injured or ill patron.  

4) If serious injury occurs, Security Volunteers will notify First Aid Volunteers immediately, as well reporting to First Aid Volunteers that EMS should be activated as soon as possible, if needed. 

5)  All volunteer personnel will be responsible for knowing the correct address of the festival.  

6) Physical or verbal interference with a person rendering First Aid to a patron should not occur.  If a person disagrees with what is being done for an ill or injured patron, concerns will be directed to the First Aid Crew Chief who will attempt correct the situation.

7) Procedure for Medical Assistance:  

a) If an ill or injured patron can walk safely and unaided, they will be escorted to the First Aid Trailer.

b) If an ill or injured patron cannot walk unaided, they should not be moved.  A Security Volunteer should stay with the patron and radio for First Aid Volunteers.

c) If Emergency Medical Services are needed, Security Volunteers will radio to other Security Volunteers to make the 911 call.  Front Gate Security will be notified of the emergency to allow for a faster response. 

d) The ambulance will be brought in through the front gate and directed to the First Aid Volunteer who is with the ill or injured patron. 

e) All incidents will be documented in the First Aid Log Book. 

f) Without exception in all cases of serious injury or illness a Georgian Bay Folk Society Incident report must be completed and delivered to the Administration trailer as soon as the emergent situation is dealt with. 
6.17 Media Liaison    

          (Approved by Bd of Directors June 6/08) 
Media Liaison Services exist to assist members of the media who are working on site to cover the event.
6.17.1 Media Liaison Crew Chief 

The Crew Chief of the Media Liaison Crew reports directly to the chair of the Promotions Committee. The duties of this position include: 

Recruit volunteers for the crew. Provide training and supervise their activities during the weekend. 

During the festival weekend, assist in the accreditation process for members of the media. 

Set up the media relations tent and facilities before the festival. Afterwards dismantle the facility and ensure materials are delivered to the tear down crew for storage.  

Archive festival-related newspaper clippings as they appear over the weekend. Deliver copies of this material to the Folk Society office when the festival is over. 

Establish a shift schedule for crew members to ensure the media tent is never left unattended.
Post a copy of the concert and workshop schedule in a convenient location. 
The Crew Chief and the Chair of the Promotions Committee will work together to produce a media information package to be handed out to accredited media representatives on site. 
Identify any issues that arise with respect to the media and notify the President and/or Artistic Director immediately of any problems. 
6.17.2 Media Liaison Volunteers 

Media liaison volunteers provide direct service to members of the media on site. The specific duties of the Media Liaison volunteers include: 

i) Meet members of the media as they arrive on site. If necessary provide a tour of the facilities and a description of the services we provide. 

ii) Have media write their names and the organization they represent in the media relations book. 

iii) Maintain a log of media requests for interviews and establish a schedule of formal interview times for performers, artisans, the President and Artistic Director. Contact the person(s) they wish to speak to or interview and arrange a mutually agreeable time and location. Confirm the arrangements with both parties. 

iv) Where needed or requested, accompany the media around the site.
6.17.3  Media Policies

Prior to the festival, members of the media requesting accreditation must submit a completed Media Request Form to the office. Accreditation letters will be assessed by the Promotions committee and authorization will be limited to those who are actively covering the festival for a recognized media service. Archived material from previous festivals may be taken into account in the decision. Applicants will be informed of the accreditation decision by email prior to the festival. 

The Media Liaison Crew Chief will screen any unregistered members of the media who arrive over the weekend and establish their credentials. The Crew Chief will have authority to issue up to a total of four media passes at their discretion. Further requests for onsite accreditation must be brought to the attention of the chair of the Promotions committee. 

Media accreditation is specific to the applicant and is not transferable except with the permission of the chair of the Promotions Committee. 

Media relations volunteers may answer basic questions or refer the media to the information in the festival program.  However, they are not authorized as official spokespersons for the festival.  They are not to grant interviews nor be quoted. Requests for an official statement on behalf of the festival should be referred to the Society President or the Artistic Director.

The organization reserves the right to cancel medical accreditation in the event a member of the media is acting in a manner detrimental to the festival. The decision to terminate accreditation must be confirmed with the chair of the Promotions Committee, the President and the Artistic Director.  

Accredited members of the media will be requested to submit copies of any material produced on Summerfolk to the office of the Georgian Bay Folk Society for archival records. 

6.18 Children's Program
The Children’s Program provides creative activities and entertainment in a safe and congenial setting for our younger patrons.

6.18.1 Children’s Area Coordinator
The Children’s Area Coordinator reports directly to the Summerfolk committee. In addition to the duties outlined in Article 8.1.2, the duties of this position include: 

i) Plan and facilitate activities and workshops for various age groups in the Children’s Area  
ii) Oversee the set up of the Children’s Area. 
iii) Recruit, train and supervise the activities of crew chiefs and volunteers in the Children’s area
iv) Purchase supplies for crafts and games. Submit receipts to the office. 

v) After the final shift on Sunday, tear down the area. Ensure any lost items and trailer keys are returned to the Administration Trailer. Clear garbage from the grounds and remove all portable materials. Return tables and chairs to the Main Bar area. 
6.18.2 Children’s Area Crew Chiefs
Crew Chiefs in the Children’s area report directly to the Children’s Area Coordinator. In addition to the duties outlined in Article 8.1.3, the duties of this position include: 

i) Supervise and mentor activities of the volunteers 

ii) Arrange lunch breaks for crew 

iii) Supervise clean up at the end of each day

iv) Ensure the area is safe for the children and call for assistance if a child is hurt

v) Attend meeting with Children’s area coordinator to discuss craft ideas
6.18.3 Children’s Area Volunteers 
Children’s Area volunteers assist children and their parents in carrying out activities in a fun, relaxed atmosphere. The duties of this position include: 

i) Provide service assisting children and youth at the craft tables. 

ii) Stock sufficient supplies on each table for the designated activity.

iii) Assist with set up in the morning and clean up after closing. 

6.18.4 Children’s Area Policies 

i) Hours of operation for the Children’s Area:

Saturday: 
10:30 a.m. to 5 p.m. 

Sunday: 
10:00 a.m. to 5 p.m.           

ii) Opening and closing times will be noted in the Festival Programme and signs will be posted with Hours of Operation. 

iii) The Children’s area is not equipped to provide babysitting services. Parents with young children are requested to remain in the area. 

iv) The entire Children’s Area is smoke free. 
6.19 Licensed Areas 
6.19.1 Bar Coordinator(s)

The Bar Coordinator(s) report directly to the chair

of the Summerfolk Committee. In addition to the

duties outlined in Articles 8.1.2 the duties of this

position include:

i) Attend meetings of the Summerfolk Committee throughout the year and on Saturday and Sunday mornings on site.

ii) Recruit and train volunteers for the Bar Supervisor, Bar Crew Chief and Bar Volunteer positions.

iii) Supervise the activities of bar supervisors.

iv) Pick up the liquor license and ensure it is posted in plain sight in all bar areas.

v) Ensure the bar is operated in compliance with the Society Alcohol Risk Management Policy.

vi) Ensure all bar volunteers have up to date certification in Smart Serve.

vii) Liaise with the Sponsorship Committee on acquiring a sponsor for the beer for the festival.

viii) Assist in the preparation of and be responsible for compliance with an established budget for bar services. Make recommendation on the prices for beer and liquor in the bar.

ix) Prior to the festival set up the bar areas including secure areas for storage of alcohol and supplies.

x) Liaise with the Summerfolk Purchaser on the acquisition of bar stock and supplies. Order all stock for the bar area.

xi) Be responsible for the Bar gator when it is available. Designate three drivers in accordance with the terms of the Georgian Bay Folk Society Gator policy and supervise the use of this vehicle. Ensure operation of the Gator is at all times in compliance with the Gator policy.

xii) Review and recommend to the Board policy changes concerning bar services at Summerfolk 

xiii) On the Sunday evening after the last shift supervise the tear down of the bar areas.

xiv) Remove the liquor licenses from the bar area.

xv) On Sunday evening transport opened bottles of alcohol to the Hotel Hospitality crew.

xvi) On the Monday morning following the festival return all unopened bottles of liquor and empty containers to the LCBO for refund.

xvii) At the end of the festival ensure the shift log books are returned to the Society office.
6.19.2 Bar Supervisor

The Bar Supervisor reports directly to the Bar

Coordinator. The duties of this position include:

i) Oversee operations in the licensed areas on a daily basis including set up and take down.

ii) Direct the activities of the Crew Chiefs and bar staff.

iii) Liaise with the Bar Security crew chief on customer management issues.

iv) Maintain contact throughout the day with the Bar Coordinator in person or on the radio.

v) Refer issues and problems to the attention of the Coordinator(s).

vi) Ensure all bar stock is maintained in a secure area with very limited access and maintain an accurate inventory control system for beer, liquor, wine and other supplies.

vii) Ensure that the back bar is sufficiently stocked.

viii) Ensure all bar crew knows the date for being of legal age to drink each day.

ix) Ensure authorized “Capacity” is not exceeded at any time. 
6.19.3 Bar Crew Chief

The Bar Crew Chief reports directly to the Bar

Supervisor. The duties of this position shall include

all of the general duties of Crew Chiefs in addition

to:

i) Arrive for each shift 5 minutes early; take attendance and assign tasks. Obtain the radio and keys from the previous Crew Chief on shift. Determine what stock is on hand and may need to be replenished.

ii) Give crew members a “bar vest” to wear while they are on duty and ensure they return the bar vests at the end of each shift.

iii) Assign each crew member a task and provide necessary instruction. Supervise the activities of front line bar staff. Ensure crew members adhere to job duties and rules – we do not accept being intoxicated.

iv) Alert Bar Security and Bar Supervisor if you suspect a problem or if a problem escalates.

v) Keep a log book of each shift: note incidents, problems and issues that arose as well as crew attendance information. Review the log book information with the Bar Supervisor at the end of the shift.

vi) Advise Bar Supervisor of any staffing problems.

vii) Ensure entire bar area is clean and free of garbage.

viii) Call the finance crew for cash pick-up and change as required (keep tills at a minimum). 

ix) Ensure there is no unlevied alcohol available in the licensed area. Notify Bar Supervisor or Security and have cooler checked if you suspect a problem.

x) Deal with patrons’ questions and/or complaints in a diplomatic manner.

xi) Maintain possession of the bar radio and keys (for draft wagon/supply truck). Pass them on to the next Crew Chief at the end of the shift.

xii) Ensure that only the bar Crew Chief or one other delegated person is specifically assigned to change the kegs and enter the draft wagon.

6.19.4 Bar Volunteers

Bar Volunteers report directly to the Bar Crew

Chief. The duties of this position may include:

i) Operate the cash registers. Accept payment, provide the customer with appropriate tickets and make change.

ii) Pour and serve beer, coolers or liquor. Provide pop to designated drivers.

iii) Monitor the crowd for problem patrons, crowd size, under aged drinkers.

iv) Clean the grounds and tables in the bar area. Gather garbage, recycle cups, etc.

v) Request and check ID as necessary.

vi) Stamp bar tickets.

vii) Provide assistance to the Bar Crew Chief as necessary.
6.19.5 Bar Policies
(Approved by Bd of Directors June 19/0. Amended June 25/09))

The Georgian Bay Folk Society supports the Smart Serve Training program. In the licensed areas of the Summerfolk Music Festival, we aim to serve our guests in a responsible, friendly and professional manner.  Our volunteer staff will monitor guests who choose to consume liquor.  This will ensure that all liquor is consumed in a controlled environment, and in a manner which will ensure a safe and secure atmosphere for all guests to enjoy.  All staff are required to have Smart Serve certification which will ensure staff  know and abide by the Liquor License Act of Ontario. 
This Alcohol Risk Management Policy respects the rules and regulations of the L.L.A. of Ontario, the A.G.C.O. Act and the Owen Sound Municipal Alcohol Policy.  These policies will also apply to all licensed events sponsored by the Georgian Bay Folk Society.

6.19.5.1 Definitions

1) Drunkenness - the state that results when the consumption of alcohol negatively affects a person’s motor skills.
2) Intoxicated in a Public Place - person must be displaying negative effects of alcohol consumption and be a danger to anyone or themselves as a result of these symptoms.
3) Liquor Offences Relating To Minors – These prohibited activities include the following: 
a) Purchase Liquor
b) Obtain Liquor (by any means)
c) Attempt to Purchase Liquor
d) Consume Liquor
e) Have Liquor in Their Possession 
6.19.5.2 Alcohol Risk Management Policy  

1) The Special Occasion Permit, the City of Owen Sound Alcohol Policy and the Georgian Bay Folk Society Alcohol Risk Management Policy shall be posted prominently in all serving areas that liquor is served to patrons.

2) The Bar will always run in accordance with the rules and regulations set forth by the Special Occasion Permit and all other governing bodies.  

3) The Bar will operate in accordance with the times that are specified in the Special Occasion Permit.  The Bar will run no later than 1am.  There will be NO “last call” notice to customers.

4) The person who signs the Special Occasion Permit and the City of Owen Sound rental agreement and/or their designate will attend the event for the duration of the festival and shall be responsible for making decisions regarding the operation of the Licensed Area’s.

5) The capacity for the public Bar at Summerfolk is 2000 patrons, including Security Volunteers and Bar staff.  Every hour during the operation of the Bar, Security Volunteers will do a quick head count and check with the gate monitors to confirm the number of patrons in the Bar area. This will ensure that the capacity of the Bar will never reach over 2000 patrons at any time during the times of operation.  

6) Marketing Practices, which will encourage increased consumption of liquor, (such as oversized drinks, double shots of spirits, volume discounts or self-serve of liquor) are not permitted. 

7) Any patron who has in their possession unused bar tickets can redeem them for cash on demand at any time the Bar is in operation.  Bar tickets will also be stamped with the logo of the Georgian Bay Folk Society to prevent fraudulent tickets. 

8) Non alcoholic beverages will be made available to the public.  All beverages, including liquor will be served in unbreakable, recyclable containers.  All liquor containers will be easily distinguishable so that alcoholic and non alcoholic beverages can be recognized by Security Volunteers.  For Safety purposes there will be no glass containers of any sort allowed inside the Bar area.  

9) Food services will be readily available in, or in close proximity to the Bar area while the bar is open. 

10) We do not allow self service of alcoholic beverages. Servers must decant all drinks into designated unbreakable containers provided by the Folk Society. There shall be no complementary alcohol provided in the licensed area. The maximum number of tickets sold to an individual at one time will be 4 and the maximum number of single drinks to be served per person at one time is 2. Standard single drink sizes are 12 oz for beer, 1 ¼ oz for liquor and 5 oz for wine. 

11) The Folk Society encourages the use of environmentally friendly practices. Easily accessible recycling bins will be provided within the licensed area for beer cups. 

12) Security Protocols for Licensed Areas: 

i) To be accredited, all volunteers on the Bar Crew and Bar Security Crews must be at least 19 years of age and must be certified through the Smart Serve Training Program.  A copy of their certification must be on their person, on file with the Georgian Bay Folk Society and on site with the bar manager.  Volunteers will sign a form indicating that they have read and understand the Alcohol Risk Management Policy set forth by the Georgian Bay Folk Society. 

ii) For the duration of the festival, The Georgian Bay Folk Society will ensure adequate security services include the presence of two off duty Police Officers or Private Security Personnel to ensure a safe and secure environment for everyone.  

iii) The Bar Coordinator will be responsible for stock inventory.  Bar Supervisors will maintain an ongoing stock inventory control sheet and a daily stock inventory control summary sheet, which will be reviewed and signed by the Bar Coordinator on a daily basis.  All unopened bottles of liquor will be returned to the LCBO on the day following the completion of the festival for refund. 

iv) Members of the Bar crew will wear “BAR” vests while on duty.  The Bar Security Crew will wear orange security vests while on duty.  These vests must be removed at the end of each shift.  The additional uniform requirement for all bar crew and bar security will be to wear the volunteer ID Badge while on duty.

v) Volunteers of the Bar Crew and Bar Security, (including management) will be prompt and on time for each scheduled shift.  They WILL NOT be intoxicated or under the influence of any alcoholic substance or drug.  Additionally they shall not consume any alcoholic beverages while on shift or during any scheduled breaks.  

vi) Government issued photo ID are the only acceptable forms of identification: 

1) Ontario Driver’s License

2) Canadian Passport

3) Canadian Citizenship Card

4) BYID Card

5) Canadian Armed Forces Identification Card 

No other forms of identification will be accepted. 

vii) It is the responsibility of all Bar Crew and Bar Security Volunteers to ensure that age eligibility requirements are met.  This means that under no circumstance will a minor or a person under the age of 19 be permitted to consume any liquor inside the licensed premise.  The current date for age of majority will be provided to all Bar Crew and Bar Security Staff.  This date will be posted at the gate and on the table next to the cash registers inside the Bar area.  The gate monitors of the Bar area will give out a hand stamp to all patrons who meet the age requirement of 19 years old.  Ticket sellers and servers will check for hand stamps prior to serving the patron and shall also ask for identification if they have any doubts about the patron’s age.  

viii) Members of the Bar Crew and Bar Security will be assigned to circulate throughout the crowd inside the Bar area to constantly monitor all patrons and identify any potential security risks.  These security risks will include intoxicated persons or developing conflict situations.  All guests will be rated according to intoxication level and when shift change occurs the Crew Chief will communicate any concerns or issues to the incoming crew. 

ix) Members of the Bar Crew and Bar Security are jointly responsible to ensure that all patrons, within the licensed area are properly supervised and will work as a team.  This will ensure that no one consumes liquor in an unauthorized location or leaves the facility in an intoxicated state.  

x) The Georgian Bay Folk Society has a safe transportation policy.  This policy states that upon request, the Georgian Bay Folk Society will provide identification to designated drivers and will make non-alcoholic beverages available at a reasonable cost.  

xi) Those suspected of intoxication will be escorted to the gate and encouraged to ride with a designated driver or to take public transit or taxi.  A list of local taxi companies and phone numbers will be readily available for all to see and will be displayed in the Bar area.  Bar Security Staff is prohibited to use excessive force to eject or refuse entry to patrons.  Bar management will be advised and deal with all intoxicated patrons on or within the licensed area and may refer their issues to the off duty Police Officers on site.  The Bar Supervisor will complete an incident report for all security issues.  Patrons barred from the premises will be given written and verbal notification issued by the Bar Coordinator. 
6.20 Vehicular Traffic Policies

No vehicles will be allowed on site without parking passes except in the following instances:

i) Emergency vehicles, for example Police, Fire, Ambulance will arrive on site via the main gate. These are the only vehicles allowed to enter and exit via the main gate during the hours the festival is in operation.

ii) The sanitation truck will enter via the main gate to pump out the portable toilets. This is usually done early in the morning so should not cause any gate problems.

iii) All delivery vehicles, including vehicles with parking passes must use the South Gate at all times.

iv) Delivery vehicles delivering supplies without a parking pass authorizing admittance to the site will be given a temporary pass by South Gate Security to allow them on site for the sole purpose of dropping off supplies. Drivers of said vehicles must be cautioned to drive with extreme caution and to watch for children.
v) Security will sign in and sign out all vehicles through south gate. Time in and out, identification and reason will be tracked.
6.20.1 Bicycles

Bicycles will not be allowed on site.

Summerfolk will not be held responsible for theft or damage to bicycles inside or outside the site.
6.20.2 Use of Gators/Golf Carts 


(Approved by Bd of Directors May 1/07)

Gators and/or golf carts may be provided for the use of volunteer staff before, during and after the festival. The crew chiefs of Site and Electrical will each be provided with the use of one gator during set up and tear down as necessary. 

To minimize risk of accident, the following rules shall apply to the use of Gators and/or Golf Carts on site: 

During Set Up and Tear Down the Site and Electrical Coordinators may designate no more than 3 drivers including themselves who are authorized to drive the Gator. Drivers must be registered members of the crew.  

During the Festival weekend, the Summerfolk Committee may designate the use of Gators and/or Golf Carts to crews or individuals requiring their use. Examples might include the bar crew, commercial food crew, sanitation crew and others. 

Designated drivers must be 19 years of age or older with a valid Driver’s licence a copy of which is to be provided to the Society office. 

Drivers of Gators and/of Golf Carts are expected to observe the standard rules of the road (i.e. no speeding, no drinking and driving) and to maintain a slow rate of speed 

During the Festival Gators not in use will remain at the Administration trailer. Keys should not be left in the ignition of parked Gators and/or Golf Carts. Keys not in use for longer than ½ hour shall remain in the Administration Trailer.

(Amendment approved by Bd of Directors Mar 26/09)
When the Gators and/or Golf Carts are not in use during set up and tear down, the keys shall remain in the possession of the Site and Electrical Coordinators. 
6.21 Parking Passes 
6.21.1 Parking Pass Entitlement 
Craft Area: one per booth (South Parking Lot)

Commercial Food: one per booth (North Parking Lot)

Board Members: one per person (South Parking Lot)

Crew Chiefs: one per person upon request (North Parking Lot) 

Staff: one per person (North Parking Lot) 

VIP's: As decided by Board 
6.21.2 Parking Pass Policies
Personnel issuing parking passes shall keep a record of names and licence plate numbers for each pass issued. The list will be kept at the accreditation booth and be available to security. 

Passes will be issued by request on a priority basis. 

Only vehicles with parking passes will be allowed to park in the designated area. Anyone parking in a handicapped zone with no handicap sticker will be asked to move.
6.22 On Site Communications
6.22.1 Radio Policy

Certain crews are equipped with radios. All radios are to be turned in each night to the Accreditation Trailer to recharge the batteries for the next day. Radio's must be signed out/in and the user is responsible for the radio.
6.23 Health and Safety 
(Approved by Bd of Directors Nov 7/06)
6.23.1  Health and Safety Coordinator

The Health and Safety Coordinator shall: 

i) Recruit a Health and Safety Committee. 

ii) Attend meetings of the Summerfolk Committee. 

iii) Appoint and supervise the activities of the First Aid Crew

6.23.2 Health and Safety Committee
The Health and Safety Committee shall report directly to the Summerfolk Committee. The duties of the committee shall include: 

i) Promote responsible Health and Safety practices on the Summerfolk site in accordance with applicable legislative requirements. 

ii) Review and recommend to the Board policy changes concerning the Society Health and Safety Policy. 

iii) Participate in the site walk with the President of the Society and the representative from Owen Sounds Parks and Recreation Department and recommend changes to the site plan to ensure the site is accessible. 
iv) Establish, review and recommend policies concerning services and any special requirements on site for the disabled 
6.23.3 Smoking Protocols
To comply with provincial legislation, the entire main bar (Down by the Bay) and backstage areas smoke free. 

As a courtesy patrons and volunteers are asked not to smoke in our amphitheatre seating area, our children’s area or the Café of the Senses.

Throughout the grounds of the Summerfolk Festival, there will be signs posted indicating where designated smoking areas are available for those patrons who wish to smoke cigarettes during their time at the festival. 
i) Summerfolk Patrons will be encouraged to smoke in the designated smoking areas while they are attending the festival.
ii) If at any time during the festival, Summerfolk volunteers witness patrons smoking in prohibited areas, they will then ask them to proceed to the designated smoking area.
iii) If at this time a patron begins to argue about the “smoking issue”, a Security Crew Chief or Security Coordinator will be notified to rectify the situation.     
6.23.4 Emergency Response and Disaster Management Plan 
6.23.4.1 Evacuation Types 
1) Specific Evacuation: Evacuation of a specific area of the Summerfolk grounds where a potentially hazardous situation or emergency exists.  This evacuation will last until the emergency or hazardous situation is resolved.  

2) General Evacuation: Evacuation of the entire Summerfolk grounds, including the surrounding area, due to a hazardous situation or emergency.  This evacuation will last until the emergency or hazardous situation is resolved.

6.23.4.2 Evacuation Protocols

1) An evacuation of Summerfolk will occur because of the following circumstances:

i) Civil Authorities (Police & Fire Services) order the immediate evacuation of the Summerfolk grounds and surrounding area.

ii) Injuries or Loss of life have occurred or are occurring.

iii) Loss of life or injuries will occur if Summerfolk grounds or a specific area inside the Summerfolk grounds are not evacuated immediately. 

iv) Damage to property will occur in an area occupied by Summerfolk patrons

v) There is interruption of basic services (electricity) to an area inside the Summerfolk grounds, which makes the continuation of the festival in that specific area unsafe or impossible to continue. 

vi) An incident or set of circumstances exist to render it necessary to evacuate or take defensive action to ensure the safety of the public.

2) If there is no immediate direction from the Police or Fire Services to render an evacuation of the Summerfolk Festival, the Summerfolk Emergency Response Team will assess the situation or incident; plan the course of direction that will be taken, then act to: 

i) Diffuse the incident or, 

ii) Order a Specific Evacuation or,

iii) Order a General Evacuation
6.23.4.3  Summerfolk Emergency Response Team 
6.23.4.3.1 S.E.R.T. Roles 

1) Incident Commanders: Security Coordinators and/or Security Crew Chiefs are responsible for the direction of all activities relating to the emergency situation or incident and resolving the incident or situation with the aid of emergency services. (Police, Fire, and Paramedic Services) 

2) First Responders: Security Volunteers and/or Summerfolk Volunteers who discover the emergency situation or incident.  They are also Security Volunteers who are dispatched to attend an emergency situation or incident.  When first responders attend the situation or incident they will assess the severity of the emergency and inform the appropriate Emergency Services Personnel. (Police, Fire, EMS, or Security Crew Chiefs) 

3) Emergency Services Notifier: Security Volunteers and/or Summerfolk Volunteers responsible for contacting the appropriate Emergency Services, or personnel.(Police, Fire, EMS, or Security Crew Chiefs)
4) Other Responders 
· Summerfolk First Aid Crew/Staff  
· Paid duty Owen Sound Police Officers
· Summerfolk Security Volunteers and/or any other authorized personnel as required 
8.21.4.3.2 Command Centre  
1) The Command Centre must be established at the beginning of Summerfolk and will be used throughout the festival.  This location will be decided by the Summerfolk Committee.  

2) The Command Centre will be used as a central location to write incident reports, coordinate Security Volunteers and direct any other emergency services that are needed throughout the festival.  

3) In the event of a serious emergency or disaster, this Command Centre will be used as a central meeting place to coordinate all Summerfolk and Emergency Services Personnel. This will allow for a safe Specific or General Evacuation of the festival depending on the emergency.

6.23.4.4 Evacuation
6.23.4.4.1 Evacuation Assembly Areas
1) There are three evacuation assembly areas on the Summerfolk Festival grounds.  They are as follows: North Gate Entrance Main Gate Entrance South Gate Entrance

2) Should an evacuation be necessary, all patrons will be evacuated from the festival by Summerfolk staff.  

3) The Summerfolk Security Volunteers and staff will then do a sweep of the entire park starting from the South and North ends of the grounds, working their way to the center of the park to ensure that all patrons have been evacuated and accounted for.

4) The Summerfolk staff will then meet at one of the three locations listed above.
5) Summerfolk Security Volunteers should be present at each of the entrances to relay messages via 2-way radios to ensure that all Summerfolk Volunteer staff  are accounted for.  

6.23.4.4.2 Activation of Emergency  Evacuation 

Plan

1) The First Responders will contact the Incident Commander(s) and inform them of the situation or emergency.  The Incident Commander(s) will then make an executive decision of whether or not there needs to be a Specific or General Evacuation of the festival grounds.  

2) The Incident Commander(s) will activate the Emergency Response Plan by notifying the Emergency Response Team and the necessary Emergency Services regarding an evacuation of the Summerfolk grounds. 

3) Evacuation Order is given by the Incident Commander(s)
4) Incident Commander and Notifier Duties will contact Emergency Services; advise them of the situation and that there is an evacuation of the Summerfolk grounds taking place. This will allow for an immediate response to the Summerfolk Festival that will ensure the safety and security of all Summerfolk patrons and staff.

5) The Incident Commander who is stationed at a stage area where there is direct access to a PA system will broadcast the evacuation order to all Summerfolk Patrons. 
6) Evacuation Announcement

Attention Please.  We are experiencing an 
emergency situation that will require the 
evacuation of the Summerfolk Festival 
grounds.  Please proceed to the nearest 
exit in a calm manner and vacate the 
cooperation. *Repeat twice or as many 
times required*

7) Coordinate all Summerfolk staff to evacuate patrons in a calm, safe and secure manner and assist anyone who is in need of assistance.

8) The Incident Commanders will be the last to leave the festival grounds.  The Incident Commanders will leave after a thorough check of entire festival grounds has been completed and all Summerfolk patrons have been evacuated.  

9) Once the evacuation of Summerfolk has been completed, and all Summerfolk Staff have been accounted for at one of the three assembly areas, the Incident Commanders will communicate to the Emergency Services Personnel what the emergency is, and where it is located inside the festival grounds.

10) Other Responders

i) Guide and assist patrons to the nearest exit.

ii) Assign 4 or 5 Summerfolk Volunteers to guide people away from all fire routes to allow Emergency Services Personnel direct access inside of the park.
iii) Shut down all power sources if it is safe to do so. 
iv) Do not allow for anyone other than Emergency Services Personnel to enter the Summerfolk Festival grounds or evacuation area.  This will take place until authorization is given by Emergency Services Personnel that it is safe to re-enter the festival grounds. 
11) Summerfolk Security Volunteer Responsibilities

i) Security Volunteers are all a part of the Summerfolk Emergency Response Team.  

ii) Security Volunteers have the responsibility of ensuring that the festival grounds have been completely evacuated by everyone, including all other Summerfolk staff, performers, artisans, etc.  

iii) Once the evacuation has commenced, the Security Crews located at the Northern and Southern ends of the festival will begin a sweep of the area and all enclosed spaces therein (cars, washrooms, tents, etc).  

iv) This sweep will include the locking and securing of any Georgian Bay Folk Society trailers or storage areas.  The two teams will meet in the middle of the festival grounds.

v) Once the Summerfolk grounds have been cleared of all people there will be another sweep of the grounds from the center of the festival to the North and South ends of the grounds.  

vi) Once the sweep is complete, the Security Volunteers will proceed to one of the three assembly areas.  Once all Summerfolk staff have been accounted for by Incident Commanders, Summerfolk Security will perform a patrol around the perimeter of the festival grounds to ensure that the festival grounds remain evacuated until the Emergency Services Personnel say it is safe to re-enter the evacuated area.

6.23.4.4.3 Post Evacuation Procedures

1) Incident Commanders

· Order a “stand-down” to take place and coordinate all activities relating to the re-entry into the Summerfolk Festival.

· Authorize the re-occupation of the festival grounds to all Summerfok Volunteers with the Emergency Services Personnel if needed.

· Ensure that all Summerfolk Staff go back to their original position inside the festival grounds so the gates can be reopened to allow patrons entry back into the festival. 

· Place added security around the emergency scene if needed to allow for clean up or patron safety.

· Prepare the Emergency Incident Report that will be submitted that day to the Georgian Bay Folk Society.  NO EXCEPTIONS!

2) Other Responders
· After the Incident Commanders issue the re-entry order, all Summerfolk Volunteers, Staff and Security will attend their original post inside the festival grounds.  
· Security Volunteers will maintain added security at the incident scene if required.

6.23.4.5 Fire 
6.23.4.5.1 First Responder

1) When a fire is discovered at Summerfolk, the First Responder will immediately call the Owen Sound Fire Department.

2) The First Responder will then radio the Incident Commanders and inform them of the situation and tell them that the Fire Department is on the way. 

3) If the fire is able to be contained, the First Responder will try to put out the fire using all available resources such as fire extinguishers.  It will be up to the First Responders discretion as to whether or not it is safe to attempt to put out the fire.  

4) The First Responder will always contact the Owen Sound Fire Department to ensure public safety in the event of a fire.

6.23.4.5.2 Incident Commanders
1) When the notification of the fire takes place, the Incident Commanders will immediately activate the Summerfolk Emergency Response Team which will perform a specific evacuation of the immediate area.
2) The Incident Commanders will order that the Fire Emergency Announcement be announced over all available PA systems.
3) Fire Evacuation Announcement: 
Attention please, Attention please.  
This is an emergency 
announcement.  Summerfolk is 
dealing with a confirmed 
emergency situation.  Please 
remain where you are unless 
instructed otherwise by 
Summerfolk Security or Owen 
Sound Emergency Services.  
Please 
remain calm.  *Repeat twice 
or as many 
times as required*

4) The Incident Commanders will then contact all other Summerfolk Security Crews informing them of the situation and to prepare and clear a direct route for Firefighters. 
5) Once a specific evacuation has taken place, the Incident Commander will order the security crew who performed the evacuation to create a secure perimeter of the area that is on fire.
6) There will be constant communication between all Incident Commanders informing one another of crowd control issues, the arrival of the Fire Department, and any other Emergency Services that may be dispatched to the scene pending on the severity of the situation. 
7) Once Emergency Services arrive, the Security Crews will direct them towards the fire.  There should be four or five Security Volunteers leading the Emergency Services to the scene through the festival.  This will ensure a fast and immediate response and ensure public safety. 
8) The Emergency Services will advise the Incident Commanders of any further evacuation needed.
6.23.4.5.3 Other Responders
1) All other Security Crews will maintain crowd control and will not allow anyone to leave the area they are occupying unless there is an emergency situation which the patron must attend. 
2) The Security Crews that are closest to the direct route, that will be needed for Emergency Services to attend the situation, will clear and maintain a path through the festival to allow for direct access to the incident.
3) The Security Crews will take and perform all orders given by the Incident Commanders and Emergency Services Personnel. 
4) All Security Crews will maintain their current position in the festival unless they are instructed to perform other duties by the Incident Commanders or Emergency Personnel. 
6.23.4.5.4 Post Fire Emergency Procedures
6.23.4.5.4.1 Incident Commanders

· Once the incident is over, there will be a “stand down” order given by the Incident Commanders to all Summerfolk Security Staff.
· Request that all available Summerfolk Volunteers will help with the clean-up or the Georgian Bay Folk Society will contact a clean-up company.
· Incident Commanders will order that all available security crews maintain a secure perimeter around the scene of the fire. 
· Incident Commanders will coordinate all other post fire emergency procedures as needed depending on the severity of the fire.
· Prepare all occurrence reports concerning the fire emergency for submission to the Georgian Bay Folk Society.
6.23.4.5.4.2 Other Responders
· Summerfolk Volunteers will go back to original positions in the festival once the “stand down” order is given.

· If Incident Commander requests a perimeter be set up around the scene of the fire or a clean-up crew is needed to clean up fire scene, Summerfolk Security Volunteers will assist at the request of the Incident Commander. 

· Festival will resume if possible.

6.23.4.6 Bomb/Terrorism Threat 
All Bomb and Terrorism Threats will be treated seriously and assumed to be authentic until they are proven otherwise

6.23.4.6.1 Standard Procedure
1) The standard approach to a bomb threat is to search for a suspicious package or device and evacuate after this suspicious package or device has been found.  Public Safety is always the first priority, and it will be up to the Incident Commanders to determine whether an immediate General Evacuation is needed of the Summerfolk grounds if a threat has been made towards the festival. 

2) An evacuation must occur immediately if a device is found or a specific threat is made that is detailing the following: 

i) The type of bomb 

ii) Where the bomb is located

iii) Estimated time of detonation

iv) Why the explosive was placed

3) Regardless of the situation, the Police must be notified regarding all bomb threat situations.  

4) Upon Receiving a Bomb Threat 

If a Georgian Bay Folk Society Member, 
Summerfolk Volunteer, or a Patron of the 
Summerfolk festival receives notification 
of a bomb threat they are to inform the 
Incident Commanders immediately.  The 
Incident Commanders will then contact the 
Police and begin a General Evacuation of 
the Summerfolk Festival if it is necessary.  

6.23.4.6.2 First Responder (Person who receives the threat)
1) Upon receiving a bomb threat, don’t interrupt or hang up on the caller.  This phone call must be taken seriously.  The First Responder must listen carefully and write down exactly what the caller is saying exactly.  
2) Attempt to retrieve as much information as possible from the caller.
3) Always ask open ended questions if possible, such as: When will the bomb go off?
i) Where is the bomb?

ii) What kind of bomb is it?

iii) What does it look like?

4) Always try to keep the conversation from ending; keep asking for clarification and explanations.

5) Never hang up first.  Always wait for the caller to end the telephone communication. 

6) Once the telephone call has ended, the Incident Commanders must be notified of the situation.

7) The First Responder will then relay all information to the Incident Commanders so they can make a proper assessment of the situation and then notify the Police.  

8) Evacuation Order is given by the Incident Commander(s)

6.23.4.6.3 Incident Commander and Notifier Duties  
1) Upon being notified of the bomb threat by the First Responder, the Incident Commanders will notify the Police and all other Emergency Services needed to combat the situation.  
2) The Incident Commanders will then order the immediate General Evacuation of the Summerfolk grounds. The evacuation announcement will be made over all available PA systems. 
3) Bomb Threat Evacuation Announcement: 
Attention please, Attention please.  This is 
an emergency announcement.  
Summerfolk is dealing with a confirmed 
emergency situation.  This situation 
requires us to evacuate the Summerfolk 
Festival grounds at this time.  Please 
proceed to the nearest exit and leave the 
festival immediately.  We apologize for the 
inconvenience, and thank you for your 
cooperation.  *Repeat twice or as many 
times required*
4) Coordinate all Summerfolk staff to evacuate patrons in a calm, safe and secure manner; as well as assisting anyone who is in need of assistance.  While the staff are evacuating patrons, they must be made aware of the potential threat so they can look for any suspicious looking package or device that could be placed throughout the Summerfolk grounds. 

5) The Incident Commanders will be the last to leave the festival grounds.  This will be done only after a thorough check of entire festival grounds has been completed by Summerfolk Security Volunteers and staff.  

6) Once the evacuation of Summerfolk has been completed and all Summerfolk Staff have been accounted for at one of the three assembly areas they will be instructed to form a secure perimeter around the Summerfolk Festival grounds.

8.21.4.6.2 Other Responders
1) Guide and assist patrons to the nearest exit.
2) Assign four or five Summerfolk Volunteers to guide people away from all fire and emergency access routes which will allow Emergency Services Personnel direct access inside of the park.
3) Shut down all power sources if it is safe to do so. 
4) Do not allow for anyone other than Emergency Services Personnel to enter the Summerfolk Festival grounds.  Until authorization is given by Emergency Services Personnel that it is safe to re-enter the festival grounds. 
6.23.4.6.4 Summerfolk Security Volunteer Responsibilities
1) Security Volunteers are all a part of the Summerfolk Emergency Response Team.  

2) Security Volunteers have the responsibility of ensuring that the festival grounds have been completely evacuated by everyone, including all other Summerfolk staff, performers, artisans, etc.  

3) Once the evacuation has commenced, the Security Crews located on the Northern and Southern ends of the festival will begin a sweep of the area and all enclosed spaces therein (cars, washrooms, tents, etc).  This sweep will include the locking and securing of any Georgian Bay Folk Society trailers or storage areas.  

4) The two teams will meet in the middle of the festival grounds.  Once the Summerfolk grounds have been cleared of all people, there will be another sweep of the grounds from the center of the festival to the North and South ends of the grounds. 

5) The Security Volunteers will then proceed to one of the three assembly areas.  Once all Summerfolk staff have been accounted for by Incident Commanders, Summerfolk Security will perform a patrol around the perimeter of the festival grounds to ensure that the festival grounds remain evacuated until the Emergency Services Personnel say it is safe to re-enter the evacuated area.

6.23.4.6.5 Post Evacuation Procedures
6.23.4.6.5.1 Incident Commanders
· With the authorization of Emergency Services the Incident Commanders will order a “stand-down” take place and coordinate all activities relating to the re-entry into the Summerfolk Festival.

· Authorize the re-occupation of the festival grounds to all Summerfok Volunteers with the Emergency Services Personnel if needed.

· Ensure that all Summerfolk Staff go back to their original position inside the festival grounds, because the gates are about to be reopened to allow patrons entry back into the festival. 

· Place added security around the emergency scene if needed to allow for clean up or patron safety.

· Prepare the Emergency Incident Report that will be submitted that day to the Georgian Bay Folk Society.  NO EXCEPTIONS!
6.23.4.6.5.2 Other Responders
· After the Incident Commanders issue the re-entry order all Summerfolk Volunteers, Staff and Security will attend their original post inside the festival grounds.  

· Security Volunteers will maintain added security at the incident scene if required.

6.23.4.7 Severe Weather

6.23.4.7.1 Weather Related Procedures. 
Weather is often unpredictable, and can change in an instant from good to bad. It is very important to know what to do when severe weather hits. The following section will deal with how to respond when such an event occurs
6.23.4.7.2 Extreme Heat :

Due to extreme heat and humidity, problems often arise when people participate in outdoor activities. The elderly, pregnant women and children who are often the people who are hit the hardest. There are many problems that could result from this, and it is important to know what to do. Please refer to the portion of this plan that deals with First Aid and Health to acquire more details on how to treat any heat related illnesses.  Areas with shelter from the heat and humidity should be made available to those people who are suffering from a heat related incident. 
Thunderstorms and general storms: 

Thunderstorms are a common occurrence throughout the summer months, accompanied by rain and lighting. All electronic equipment should be unplugged during a thunderstorm. However, if it is only raining, caution should be taken when dealing with electronic equipment in an outdoor setting. Unplugging the items would certainly be the best option; however, proper shielding can be just as adequate.  Tents, or even water proof shelters, can be used to help prevent potential shock or fire.  However, if severe lightning occurs, then equipment should be unplugged.  Taking shelter from lightning should be done as soon as possible. Stay clear from open areas, tall trees, or telephone poles. Instead, try and seek shelter in a building. 
6.23.4.7.3 Tornadoes:

 In the event of a tornado, people are at risk of high winds and flying debris. Proper action to ensure safety can help to prevent a mass panic if this situation occurs. It is also important to note that one cannot depend on sighting a funnel cloud for any warning because your view may be blocked by clouds, rain, or lighting conditions.
Signs of a Possible Tornado

Large dark, green coloured sky

Large dark low lying clouds

Hail 

A loud ominous roar similar to a freight train

It is important to stay informed of weather conditions from listening closely to Radio stations, or have a weather report of some sort. If any above signs occur, it would be advised to use caution and be prepared to take immediate shelter.

If a tornado does occur during Summerfolk, then the following measures should be taken:
Outside

Avoid areas with many trees or power lines, as they can become uprooted or potentially flying debris that can cause serious injury. As well, if there is severe lightning, you have a greater risk of being struck.

Avoid vehicles as they too can become potential hazards.

Lie down flat in a ditch, gully, or a low level spot on the ground.

Protect your head with an object or with arms.

Inside a Building

Move away from windows or doorways.

Position yourself in the most central and lowest part of the room.

Crouch down, covering your head with an object or hands, making yourself as small as possible.

Trailers and Tents

DO NOT REMAIN in a trailer or tent during a storm, as it can be either turned on its side, or thrown. Instead, take shelter in a ditch, culvert, or a low level area outside away from trees. 
Shelter for Persons with Special Needs 

Help the individual get to a low-level area, such as a ditch or a gully. And if possible, lie flat with your arms covering your head. 

6.23.4.8 First Aid/Health Related
Major Injury and Minor Injuries: In the event that a person becomes injured during the event, it is crucial to notify crew chiefs and/or medical personnel as needed. If there are any other serious medical emergencies, such as a diabetic shock, or possible broken bones, head injuries, or any other serious incident, contact Medical Personnel immediately and crew chiefs. Allow room for the individual to breathe, and help them remain calm until help arrives.

6.23.4.8.1 Minor Injuries:

 Seek first aid and medical assistance.
6.23.4.8.2 Heart Attack 
Heart attacks occur when blood supply is cut off from the heart muscle. Heart attacks are most common among those who smoke, have high blood pressure, high cholesterol, and diabetes, had a stroke, or have had previous heart attacks. 

Signs and Symptoms 

Pain or discomfort in the jaw, neck, or back

Shortness of breathe

Pain in the chest area

Feeling weak, light headed, or faint

Pain in the arms or shoulder

What to do if someone is experiencing these symptoms:

DO NOT HESITATE and call 911 or medical personnel immediately. Crew chiefs must also be notified immediately. As hesitation can result in a more serious injury, or even death
6.23.4.8.3 Stroke 

A stroke occurs when blood supply is cut off to the brain (an ischemic stroke), or when a blood vessel bursts (a hemorrhagic stroke). Without oxygen, cells in the brain begin to die. 

Signs and Symptoms

Sudden numbness or weakness of the face, arms, or legs.

Sudden confusion or trouble speaking or understanding others.

Sudden trouble seeing in one eye or both eyes.

Sudden trouble walking, dizziness, or loss of balance or coordination.

Sudden severe headache with no known cause.
All symptoms happen instantly, and often, more than one occur at the same time.

What to do if someone is experiencing these symptoms:
Immediately call 911, or notify medical personnel. As well, notify crew chiefs immediately about the incident.
6.23.4.8.4 Allergic Reactions 

Any allergic reactions must be handled with care, and the crew chiefs must be notified. If the individual has any medication that is used to help eliminate the reaction, allow them to administer the dosage themselves.  The same goes with any needles or medication that must be administered by them the person, not by volunteer staff. If the reaction is more serious, immediately contact medical personnel. 

6.23.4.8.5 Heat Related Illnesses

Heat Stroke 
This occurs when the body is unable to regulate its’ temperature.

Signs and Symptoms

Red hot dry skin, no perspiration

Rapid Strong Pulse

Throbbing Headache

Dizziness

Nausea

Confusion

A body temperature above normal expectations

Unconsciousness
What to do if someone is experiencing these symptoms:
Make sure you get medical response right away

Notify crew chiefs of the incident immediately, and get emergency personnel right away
Get the individual to a shady area away from the sun
Give them a cold cloth, but do not give them any fluids to drink right away.  Fluids may give the body a shock, and make the situation worse.

Make sure that the individual has plenty of room to breathe.
If the individual begins to move rapidly (muscle twitching), make sure that the person is not going to be able to cause harm to themselves.  Give them plenty of room and do not place anything in the mouth. If vomiting occurs, roll the person on their side, allowing passage ways to remain clear.

6.23.4.8.6 Heat Exhaustion 
This is a milder illness in relation to heat. This often occurs after several days in high temperatures. This is a result of not taking in enough fluids. It is the body’s response to expelling water and salt in perspiration. This often affects the elderly, those who suffer with high blood pressure or people who are working constantly in direct sun and heat.

Signs and Symptoms

Heavy sweating

Paleness

Muscle Cramps

Tiredness

Weakness

Dizziness

Headache

Nausea or vomiting

Fainting: The skin may be cool and moist to the touch, and the individual’s pulse rate will be fast and weak. As well, breathing will be fast and shallow. If heat exhaustion continues untreated, it can progress into heat stroke. 
Seek immediate medical attention if the following exist: 
Severe Symptoms
History of heart problems or high blood pressure

What to do if someone is experiencing these symptoms

Notify crew chiefs as soon as possible of the occurrence, and if symptoms are severe, seek immediate medical attention and notify crew chiefs right away.

Give the individual cool, non-alcoholic beverages.

Allow them to rest.

Place person in a shaded area.

6.23.4.8.7 Heat Cramps 

This often affects those who are involved in strenuous activity in the heat and sun. Sweat depletes an individual’s body of salt and water, and this in turn affects the muscles in the body. However, heat cramps can also be a sign of heat exhaustion as well. 
Signs and Symptoms

Heat cramps are generally muscle spasms, or pains. They often occur in the abdomen, legs and arms or areas of the body that have been involved in activity. If a person has a heart condition, or is on a low sodium diet, medical personnel should be notified just in case.

What to do if someone is experiencing these symptoms:
Stop all activity, and sit and relax in a cool area shaded from the sun.

Drink juice, or sports drinks (this will help the body regain some of its lost minerals due to perspiration).

Do not return to the strenuous activity until cramps have subsided and a couple hours have passed. 

Seek medical attention if the cramps do not disappear in an hour.

6.23.4.8.8 Sun Burn 

 Sun burn is hard to get away from during the hottest months of the year. Sunburns should be avoided if possible, as it causes skin damage. There is usually mild discomfort involved with sun burns, and they usually heal within a week. However, if the burn is more severe, medical attention should be sought.
Signs and Symptoms

Skin becomes red

Possibly painful to touch

Skin is abnormally warm after exposure

What to do if someone is experiencing these symptoms

Avoid repeated sun exposure.

Apply moisturizing lotion to affected areas (avoid using salve, butter, or ointments).

Apply cold compresses to the area (a slightly cool cloth).

Do not break blisters.

If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

7 Promotions Committee
7.1 Duties
The Promotions Committee shall:
7.2 Outline
An outline will be made for the year ahead, detailing:

What events need to be publicized.
When the events will be happening.
Who to inform about each event.
How message will be delivered; what media outlets at what cost.
7.3 Promotion Schedule
The outline information is used to develop a promotion schedule. The schedule is a guide; it can be changed as necessary. It provides a checklist to make sure that all jobs get done. All duties and tasks are listed in chronological order detailing the duty, date it will be accomplished by and the person responsible. The duties may include arranging:

Poster and ticket design
Printing
Approval of proofs
Soliciting ticket outlets
Distributing tickets to outlets
Distribution and display of posters

7.4 Costing it Out
Fixed costs for the year are determined using the promotion schedule as a guideline. Investigate the best possible prices for paid promotions such as advertising, programme design and posters. When the costs have been estimated a proposed budget is presented to the Board for approval.

7.5 Ticket Distribution
Tickets for Summerfolk are sold at the Summerfolk Office only. Tickets for all other events can be sold at selected outlets subject to a ticket agent agreement. (See Ticket Agent Agreement, Appendix 12)

7.6 Media Contacts
An up to date list of all local and out of town media contacts shall be kept on file in the office detailing:

The name of the contact person and his/her title, phone number and address
The type of information the media outlet uses, for example, some provide Public Service announcements others do talk shows.
Audience demographics.
The policies for submitting information: what are the deadlines, whether the information should be phoned in or in writing and what are the possibilities of a media contact coming out to your group to do an occasional feature story. 
      (See sample Media List, Appendix 13)
7.7 Follow Up
The Promotion Committee reviews all promotion efforts upon completion of each event. It looks at how money was spent, on what, for what and the return received. A summary report is prepared detailing what worked and what didn't work and recommendations are made for the next event.

A file is kept of all newspaper clippings, photographs, posters, brochures, information packets, advertisement copy and correspondence.

Thank you letters or some token of appreciation are sent to all the people who helped out with the promotion campaign.

7.8 Summerfolk

The Promotions Committee is responsible for the production of the Summerfolk Poster and Programme.
7.8.1 Festival Poster

Each year a decision is made as to how the design of the poster will be obtained subject to Board approval. This can be done through holding a contest or by commissioning artists to design one. The poster is also used as the cover of the Festival Programme. The submissions become the sole possession of the Society.

7.8.2 Festival Programme

The steps for producing the Festival Programme are:
Establish how design of cover will be made
Collect estimates for the cost of printing from at least 3 businesses.
Determine method of layout (in house or contract).
Develop a budget for Board approval
Liaise with various committees and the Artistic Director to determine content (such as performer profiles, crafters profiles, food vender profiles, advertiser’s ad copy etc).
Establish and communicate deadlines for:

- Final submissions

- Programme line up insert

- Completed programme to be ready

7.8.3 Advertising Revenue
In accordance with the approved budget the Promotion Committee solicits advertising for the Festival Programmes. (See Advertising Cost Sheet, Appendix 14) Corporate donors receive recognition in accordance with the amount they have donated. (See Corporate and Supporting Membership Benefits, Appendix 6)
7.9 Guidelines for Printing

7.9.1 Permitted Phone Numbers

(519) 371-2995 
Voice (519) 371-2973 Fax
7.9.2 Permitted Addresses

P.O. Box 521

OWEN SOUND, Ontario
N4K 5Rl

1235-3rd Avenue East 
Owen Sound, Ontario 
N4K 2L6
7.9.3 Proof  Approval

Chair of Promotion Committee

7.9.4 Corporate Name Typeface

Souvenir Demi-Bold (WP5.1 - Keepsake Bold) or Letter Head

7.9.5 Poster Requirements

Correct logo, address and phone numbers should be included on all posters.
Door open times and venue start times should be consistent with the information printed on the tickets.
LLBO tag line should be included if the event is licensed.
Ticket prices should be correct as agreed to by the Board.
May include logos of Corporate Sponsors.

7.9.6 Ticket Requirements
The correct logo should appear on all tickets. 
Tickets should be numbered one through to the maximum number the hall can accommodate.
Tickets should be perforated on the vertical centre (subject to discretion).
LLBO tag line should be included if the event is licensed.
Ticket prices should be correct as agreed to by the Board.
Printing should be completed at least four weeks prior to the event (prior to advertising the event).

8 Connections Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
8.1 Role
The Connections Committee has responsibility for developing concepts for and implementing folk art programs (including one-off or pilot events) in accordance with the GBFS constitution and current strategic plan, save and except Summerfolk and Youth programs. 
8.2 Scope of Programs
Connections programs shall be primarily folk art oriented, specifically:  Educational or participatory, to develop folk art capabilities in the community; or entertaining, to promote interest in folk art in the community.

8.3 Objectives
To ensure that the Society provides year-round folk art programming to the Georgian Bay community.

To ensure Connections programs reflect the diversity of the Georgian Bay community.
Connections programs shall have a proposed budget approved by the Board for each program.   Program budgets shall reflect, at minimum, cost neutrality, with all out-of-pocket expenses accounted for, as well as any standard overhead costs identified for inclusion by the Board.
8.4 Committee Specfic Duties
The Connections Committee shall:
1) Work with the Artistic Director to develop, plan and present folk art programs 

2) Seek prior approval from the Board for any such program by joint presentation by the Committee Chair and Artistic Director detailing the nature, scope, partnership requirements and financial objectives of the program

3) Assist Promotions Committee and staff with advertising and promotion of these programs

4) Establish, review or recommend policy changes to the Board concerning the operations of the Committee

5) Prepare formal motions regarding programs, finance, agreements, policy and procedure for Board approval

6) Prepare reports and evaluations of Connections programs for Board review

7) Prepare and manage an annual budget (including program specific detail for each program) for Board approval

8.5 Committee-specific Duties of the Chair
1) Provide input to the Personnel Committee regarding the performance and accomplishments of the Artistic Director as related to Connections Programs

8.6 Committee Composition
The Connections Committee members shall be composed of volunteers with the following attributes:

1) experience in cultural event planning

2) a balance of ages, cultural backgrounds and genders

3) interested in and appreciative of folk art in its’ various forms

8.7 Policies and Procedures
8.8 Forms
Event Planning Template
Memorandum of Agreement
Event Summary (Evaluation)
9 Volunteer Services Committee

If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

9.1 Duties

The duties of the Volunteer Services Committee are to: 

10 Youth Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

10.1 Duties

The duties of the Youth Committee are to: 

Greening Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
10.2 Duties
The Greening Committee shall:

1. advocate Greening goals within the Society
2. implement or assist with implementing Greening initiatives
3. examine all aspects of the operations of the Society, on an on-going basis, to determine environmental impact reduction goals for Board approval
4. develop, with all Society committees, policies and procedures by which they may meet the goals
5. audit Society operations and report to the Board on whether environmental impact reduction goals are being met
6. report monthly to the Board of Directors
10.3 2010 Summerfolk Greening Objectives
1. Solid Waste: 12% reduction in weight vs. 2009
2. Solid Waste: 70% diversion vs. 2009
3. Electricity: 10% reduction vs. 2009
11 Nominating Committee

If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
11.1 Duties

The Nominating Committee shall lead the board recruitment cycle and manage the leadership succession process for the organization by recommending a slate of qualified, acceptable candidates for election to the Board of Directors. 
Committee Composition

The committee will consist of five members in good standing of the Georgian Bay Folk Society. Generally, an invitation shall be extended by the Board to the Immediate Past President to chair the Nominating Committee.  Should they be unable to fulfill this role the Board shall appoint a past board member as Chair. The four other members will be elected by the membership at the Annual General Meeting.  The current first Vice-President will attend meetings without voting privilege and serve as the Board Liaison to the Nominating Committee. 

Members of the Nominating committee will serve a one year term of office. They are expected to act in the best interest of the membership of the Folk Society and will be required to sign a document that attests that they have no conflict of interest in the performance of their duties and that they carry no personal commitments to particular individuals, organizations or businesses.

Other directors of the Board and staff members who have not been appointed to the Nominating Committee can assist the committee by suggesting potential candidates.

Committee Meetings
The committee will meet bi-monthly and it will conduct its business through face to face meetings, conference calls, email, mail or fax as deemed necessary by the committee chair. All meetings will be minuted and copies of minutes forwarded in confidence to the First Vice President and the Office Administrator of the Georgian Bay Folk Society. The First Vice President will report monthly on committee activities to the Board. 

Committee members missing three meetings in a row will be considered to have vacated their position and will be replaced by appointment of the Board of Directors for the remainder of their term.  
Duties of the Chair of the Nominating Committee 

1) Review the policies and procedures of the Nominating Committee with the committee members and ensure that all activities of the committee are in compliance.

2) Preside at nominating committee meetings. In the event of an unavoidable absence, appoint a Vice Chair. 

3) Ensure all meetings are minuted and transmit all correspondence including minutes in confidence 
4) Develop a workplan and calendar of activity for the committee including:

· Dates of all committee meetings 

· Deadline to submit workplan and budget request to the Board 

· Final time and date for receipt of completed nomination forms.

· Deadline for distributing all potential nominee information to committee members

· Date of meeting to select slate of nominees.

· Date to present slate of candidates to Board of Directors

· Deadline for notifying all candidates of the election results via phone.

5) Ensure all nominees are notified of final election results by phone immediately after the meeting

6) Ensure that the ballot is prepared in accordance with the Nominating Committee recommendations. 

7) Refer names of individuals not selected for the ballot to the President for consideration for committees.

8) Present the election results to the membership at the Annual General Meeting
Duties of the Nomination Committee Members

1) Submit to the Board the slate of nominees to the Board prior to the AGM, and answer any questions that may arise.   If the Board, requests, by motion, that specific comments be included in the presentation of the slate to the membership, such comments shall be presented by the Committee.

2) Submit to the membership for a vote at the Annual General Meeting a slate of well qualified nominees for vacancies on the Board of Directors reflecting the functional needs of the organization and the cultural diversity of the membership.

3) Research and propose prospective members to the Board for approval when there is a vacancy on the Board of Directors between Annual General Meetings of the membership. 

4) Work with the Board to identify the optimal Board composition based on the strengths and needs of the organization and develop selection criteria to be used in the recruitment process. 
5) Engage in affirmative outreach and recruitment of candidates

6) Initiate discussions with suitable candidates to gauge their interest, provide candidates with information about the Board and address any questions or concerns. Information to be provided may include: 

· the organization’s annual report, promotional brochures or newsletter;

· a summary of the organization’s services;

· a summary of the strategic plan;

· Board member job descriptions and a list of the Board’s duties; 
· Information on Board orientation and other training opportunities.
7) Screen eligible candidates according to the established selection criteria and assess their qualifications for service.

8) Maintain a database of prospective candidates.
9) Market volunteer opportunities to potential leaders.
10) Maintain familiarity with the Folk Society’s By-laws and Policies regarding volunteers and recruitment. 

Nomination Committee Criteria

1) Copies of all committee actions, notes, minutes and final correspondence to potential nominees will be forwarded to and retained at the Georgian Bay Folk Society office. All such documents or communications including specific discussion related to potential nominees are strictly confidential. Committee members are prohibited from disclosing potential and final nominees to the membership prior to the confirmation of the final ballot.

2) The Nominating Committee will conduct its business in compliance with the Bylaws and Policies of the Georgian Bay Folk Society. 

3) The committee may present more than one candidate for consideration for any one position. 

4) Members of the nominating committee may not be considered as potential nominees for an office during their tenure. 
5) The prepared slate shall represent the majority vote of the committee. A notice containing the slate of candidates will be emailed to all eligible members for voting not less than thirty (30) days prior to the Annual General Meeting. 

6) Candidate solicitation will include a Call for Nominations published on the GBFS website and in SoundWaves. The Nomination form will be distributed only by members of the Nominating Committee and will not be available on-line. 
7) The selection criteria will take into consideration the composition of the board, the current directors’ qualities and the dynamic needs of the organization. Qualities to be considered will include: 

· overall interest and enthusiasm in serving on the board;

· level of integrity;

· team work skills;

· ability to think for the future;

· time availability and time constraints;

· ability to support fundraising; 

· ability to influence others.
12 Odd Jobs (Ad Hoc) Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

12.1 Duties: 
The Odd Jobs Committee shall:
1. Establish, review and recommend to the Board, policy and policy changes concerning odd jobs issues
2. Liaises with the Board and staff to see what needs are
3. Does hands on work required around the office when needed
13 Archives and Anniversaries (Ad Hoc) Committee
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.
13.1 Duties: 
The Archives and Anniversaries Committee shall:
1. Establish, review and recommend to the Board, policy and policy changes concerning historical and anniversary issues.
2. Collects, organizes and maintains historical records, correspondence, pictures, newspaper articles and other such mementos.
3. Liaises with other committees to develop special events in conjunction with Summerfolk anniversaries.
14 Office Staff Procedures
If By-Laws are found to contradict any policies noted within this section, By-Laws shall always take precedence.

14.1 Phone Messages

Upon arriving in the morning the answering machine and fax machine must be checked for messages. The appropriate responses or referrals will be made.

All incoming calls will be recorded twice; once in the message book so there is a duplicate copy of the message.

14.2 Mail/Correspondence

Incoming mail is picked up at the post office and opened by office staff. Mail is to be opened and routed to the appropriate parties immediately thereafter. Board members may call regarding incoming mail after 9:30 a.m.. In the event of vacation/sickness the Board Secretary will perform this function. Copies of all mail are to be made and forwarded to the person responsible and to the Board Secretary. The original is to be filed in the appropriate subject file.

Outgoing letters are to be typed on official Society letterhead. Copies of all letters must be directed through office staff for proper filing.

14.3 Long Distance Calls/Fax

All long distance calls and faxes will be logged on the long distance sheets with no exception. The office secretary allocates costs.

14.4 Work Requests

All requests for work or assistance are to be entered on the designated list on the clipboard. Priority of work requests are subject to approval by office staff's Supervisor. Work is to be completed in order of priority; this may involve telling people with requests that they may have to wait.

14.5 Ticket Orders

Ticket orders are to be processed and prepared for pick up as soon as possible. Tickets, money, cheques and confidential forms with credit card numbers should be kept under lock and key at all times.

14.6 Access to the Society's Offices

Keys to the front door of the building and access codes for the Society’s offices will be assigned to only the Office Administrator, the President, Artistic Director and Board members who chair committees. Payment of a refundable key deposit of $10.00 is required. Directors may have keys to the Society's offices as long as they remain Directors in good standing. The keys must be returned once the Director’s term has expired. Regular office staff may be provided with keys to the Society's offices at the discretion of the Board. No other person may possess keys to the Society's offices unless they have Board approval by motion.
Access to keys for storage and the Green Room be restricted.  All storage room keys are to be kept in the Master Lock Box.  The Chair of the Odd Jobs and Connections Committees will be given keys to the Master Lock Box.  One key to the Master Lock Box will be kept in the vault.  Keys to Storage Rooms and the Green Room are not to be removed from the Society building.  Other Board Members may be granted access as determined 
by a motion of the Board.
All key, vault and access code holders are required to sign the “Key Holder Agreement Form”

(Approved by Board of Directors Feb 7, 2008)
14.7 Wireless Internet Access 
Wireless Internet Access shall be provided to Board Members and guests by the means set out in the Wireless WEP Key Configuration work instruction (see Office Staff Appendix A, following).
14.8 Memberships 

The membership data base indicating membership category will be maintained by the office staff on the Society computer. If lists or labels are required they are to be requested from the office.

When memberships are purchased (new/renewal) a membership card, indicating membership category, is issued along with a receipt. New members are given a copy of our newsletter. If payment is received by mail a thank you letter is to be included with card and receipt.

14.8.1 Membership List

The membership list is the sole property of the Society and cannot be released to any outside person(s). Names will be removed from membership if not renewed within one month of their expiry date.

14.9 Official Tax Receipts

Official tax receipts are issued for the amount received. For in kind donations an invoice must be received from the donor and then an official tax receipt is issued in lieu of payment.

14.10 Typing, Circulation and Distribution of Minutes and Reports
14.10.1 Board Minutes
Board minutes must be typed as soon as possible following the Board meeting. The minutes are then distributed to Board members prior to the next Board meeting. Board minutes are filed in the Minutes Book once they have received Board approval by motion. They must not be filed in the Minutes Book prior to receiving Board approval.

14.10.2 Committee Minutes and Reports

Committee Reports and minutes are generally taken, typed and distributed by the Committee Chairperson. These reports and/or minutes are distributed prior to the Board meeting at which they will be considered. Committee reports and minutes are filed in the Committee Minutes Book once they have received Board approval. They must not be filed in the Committee Minutes Book prior to receiving Board approval.
14.11 Filing of Important Documents
14.11.1 Filing Cabinets

Black: General Information - all access
Brown - Summerfolk Information - all access. 
Grey - Keyed access when needed is limited to Executive/Special Reason; contains Financial information.

Original important documents will be locked up for safekeeping. Photocopies of these documents could be filed in the general filing system for easy access.

14.11.2 Legal Documents

Legal documents which are required by the organization to be on hand are: by-laws, incorporation papers, letters patent, records such as all directors past and present with their addresses, dates and activities as a director and membership list for the past 10 year. Minutes and books must be complete without tampering
14.11.3 Authoritative Policy and Procedure Manual
Two copies of the Policy and Procedure Manual will be printed and maintained by office staff:
1. secured master
2. public copy for use in the office  
Board members may copy or print any sections they need at the Board Office. 
14.12 Office Equipment 
14.12.1 Phone System

The phone lines are maintained by Bell Canada under the standard monthly usage fee. There is no additional maintenance agreement.

14.12.2 Electronic Credit Card Machine

An electronic credit card machine will be installed in the office for three months leading up to Summerfolk to process purchases.

14.12.3 Leased Equipment

Additional insurance on leased equipment, such as the postal machine and scale, is not required as it is covered by the Society's general Insurance.

Office Procedure Appendix A:
WEP Key Configuration 
Procedure Name: Wireless WEP Key Configuration

Abstract:  Visitors to the GBFS office who have notebook computers with wireless network adapters will need certain information to connect to the GBFS network and the internet.   Office staff can use this Work Instruction to reconfigure and issue new WEP keys to any such visitors, then change it back afterwards.

Caution:  Individuals connecting through the GBFS wireless router will have access to our internal network and information on that network.  It is therefore good practice to have a standard WEP key for Trusted Users (staff and board members), but to change the WEP key to a different value for visitors.

Procedure: 

1. Log into the Wireless Router

a. Log in to a desktop computer in the office

b. Open a web browser

c. Go to http://192.168.0.1
d. At the username prompt enter “admin”.  

e. Leave password blank. 

f. Press Enter.

2. Navigate to the Wireless configuration page

a. Select “WIRELESS SETTINGS” on the left hand menu bar

b. Scroll down till you see the last section entitled “WPA–PERSONAL”

3. Set the Visitor WEP Key:

a. type any text in the Passphrase and Confirmed Passphrase fields

i. good practice is to use the visitor’s last or first name, or other random phrase

b. Scroll up and click on the “Save Settings” button at the top of the page

4. Re-establish the Trusted User Passphrase
a. type “folk is acoustic” in the Passphrase and Confirmed Passphrase fields

b. Scroll up and click on the “Save Settings” button at the top of the page

5. Logout of the Router 

a. Click on the little, tiny word “logout” on the very top left title bar

b. Close the browser or browser page

�Inconsistent with Bylaws
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