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1. INTRODUCTION

Description a. The Ontario Ringette Association (O.R.A.) is an incorporated
organization under The Corporations Act, R.S.O. 1980 C.95
(hereinafter called the Act) and amendhtsethereto.b. By
Letters Patent, or a charter, the O.R.A. is given authority to govern
the sport of RingetteE within the |
the Letters Patent as issued to incorporate the company is included
herein. c. The objects fowhich the O.R.A. is granted Letters
Patent are also set out on the third page of the Letters Patent.

d. The O.R.A. is a noishare corporation in that it has members, not
shareholders. It should be noted on the cover page of the Letters
Patent, the spediprovisions that apply to such a Corporation.

e. One major difference in a neshare corporation is that there are
members instead of shareholders. An individual applies to become
a member. By applying they agree to follow the-IBaws and
regulations ofthe Corporation, or O.R.A. If O.R.A. accepts the
dues and/or fees of the applicant and accepts the applicant as a
member, this completes a contract with the member by agreeing to
follow its own By-Laws and regulations.

f. It must be noted that the O.R,4eing a Part Il corporation under
the Act, is governed by the Act. The Corporation, in addition to
having to follow its own ByLaws and regulations, must follow the
Act, being a statute of the Legislature. Most sections of the Act
are not included inhe ByLaws or regulations of this Manual; a
member may obtain a copy of the governing Act from a
government bookstore or from the Ministry of Consumer and
Commercial Relations.

g. Also included, and forming the major basis of this Manual, are the
sevenBy-Laws of the Corporation as they exist at this time.
Throughout the Manual, the number and article reference to the
By-Laws are given so that the member can have easy reference to
the authority of each rule.

h. That is, the Act governs the Corporatiaots, Board of Directors,
and its members; similarly, the Byaws, although set by the
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INTRODUCTION , Continued

Description, Board of Directors and in fact being the resolutions approved by the
continued Board of Directors. eetifgtfvariausBoar d of
committees or members present business to the Board. When the
Board acts, it does so by proposing a motion or resolution. Once
the resolution is approved, it is then a rule or Regulation of the
Corporation.

i. On occasion, this Manualisef erred t o as the #fACons
O.R.A. That is generally true, since a constitution is the Letters
Patent, the By.aws, and the Regulations of a Corporation. As
well, there is a specific procedure, which has to be followed to
change any component e constitution, and each component of
the Letters, the By.aws, or the Regulations, requires a different
procedure. Each component is set out in greater detail in the
Manual.

j. Itis the hope of the Board of Directors that the Operating Manual,
in addition to assisting you, will be a readily available reference for
any member to fully understand the parameters under which each
member, director, officer, or other person is working or acting
within the Corporation. If everyone knows the rules, thersfiort
iS more enjoyable.

k. The sport of RingetteE, through its
administered by a Management Team of Volunteers and
Professional Staff. The Management Team is updated yearly as
position terms are completed and positions are filled with new
Voluntees.
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MANAGEMENT TEAM

Executive Committee
President
Immediate Past President
Vice-President Administration
Vice-President Communications
Vice-President Finance
Vice-President Technical

Regional Directors
Central
Easten
Northeastern
Northwestern
Southern
Western
Athlete Representative

Program Chairs
Adult Development
Athlete Development
Coaching Development
Elite Development
Games and Tournaments
Membership Services
Officiating Development
Rules Development

Professioal Staff

Executive Director

TechnicalDirector
AdministrativeCoordinator

Ontario Ringette
Sport Administration

4
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3. ONTARIO RINGETTE ORGANIZATIONAL CHART

Liaison

Directive

PROVINCE OF ONTARIO
GOVERNMENT

Consultant

______

EXECUTIVE
President
Past President (when active)
V.P. Administration
V.P. Technical
V.P. Communication
V.P. Finance

Athlete Representative

BOARD OF DIRECTORS
REGIONAL DIRECTORS
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Northeast
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Southern

Western -

PROFESSIONAL
STAFF

CHAIR

Adult Development
Athlete Development
Coaching Development
Elite Development
Games and Tournament
Membership Services
Officiating Development

PROVINCIAL STANDING COMMITTEE
CO-ORDINATORS

Central
Eastern
Northeast
Northwest
Southern
Western

CHARTER MEMBER

EXECUTIVE
Director
1% Vice

2" vice
Secretary
Treasurer

(Regional Committee)

CO-ORDINATORS
Adult Development
Athlete Development

Coaching Development
Games and Tournaments

Membership Services

Officiating Development

REGISTERED MEMBERS/ASSOCIATE REGISTERED MEMBERS
(Association/Clubs)

REGISTERED AFFILIATE ME MBERS/ASSOCIATE REGISTERED AFFILIATE
MEMBERS
(Participants)
Administrative Volunteers i Bench Staff i Minor Officials T Players 1 Referees
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4. POSITION TERMS OF REFERENCE

Board of Job Description See Sport AdministrationChapter #4, Pages 13
Directors 22.
(See ByLaws #1 and #2)

Program Job Description See SporAdministration- Chapters #4 Pages
Chairs 23-27.

(See ByLaw #6)

Regional Representatives shall be known as Regional Progradir@tors.

Regional Ccordinator Duties:

e Attend all meetings called by the Provincial Committee Chair,
and work as a Committeedvhber towards the common goals of
the Committee and Program. (See alsclLBw # 6, specific
Program Regulation).

e Identify a program contact in each member Association of
O.R.A. within their respective Regions.

e |dentify the needs for various educational n@s and/or
seminars within their respective Regions.

e Work with the Provincial Committee in auardinating clinics
and/or seminars within their Region to serve a maximum number
of participants and make the best of the human and financial
resources availahle

e Be active in promoting the educational aspects of the program
such as certification publications and resources.

¢ Assist the local Association with their specific programs and act
as a resource person, and to provide information on all activities
within the program.

¢ Identify potential clinic instructors (where applicable) within
their respective Regions.

e Assist local Associations in implementing organized activities,
Arap sessionso, i nstructional sess
participants.

¢ Attend Re@ional Meetings and provide a report to the Regional
Committee and to the Program Chair.

e See Sport Administration Chapter #3 Pages 2%6.

Regional
Co-ordinator

Association The Association representative will be known as the Association
Co-ordinator: Program Ceordinator.
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POSITION TERMS OF REFERENCE, continued

Association Ceordinator Duties:

A Attend all meetings called by the Regional -Co
ordinator and work as a Committee Member toward
the common goals of the Region and program.

A Coordinate all volunteers related tdet specific
program within their own Association.

A Identify the need for various educational clinics
within that local Association, in eoperation with
the Regional Cardinator.

A Actively promote their program and activities to the
members withirtheir region.

A Assist local Association with the programs and act as
a resource person making available all program
information.

Association Local Association Presidents and/or designates shall be the Liaison
President: to the Regional Committesnd the Ontario Ringette Association.

Association President Duties:

A

Attend all meetings called by the local Association,
Regional Committee and the O.R.A. Annual General
Meeting.

Identify Local Association needs and take the
appropriate coursef action to meet those needs

through the assistance of the Regional Committee
and the Provincial Organization.

Liaise, as a resource person, between the Local
Association and the Regional Committee, and the
Local Association and the Provincial Orgaation,

in terms of information exchange, rules and

regulation enforcement and planning procedures.

Make available accurate information regarding
contact addresses, financial matters, and registration
particulars tahe Provincial business office
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5. COMMUNICATION

A A succeshil organization will utilize a specific communication
system that follows stipulated communication lines, communication
vehicles and an accurate method of information distribution.

i. Schematically the O.R.A. Camunications network operates like
this

n n o oocon

‘MEI\/IBERSHIP QUESTION ‘

REFER TO O.R.A. OPERATING
MANUAL

PROVINCIAL

IN NATURE

REGIONAL
IN NATURE

REGIONAL REGIONAL REGIONAL PROGRAM VICE PRESIDENT
DIRECTOR COMMITTEE CO-ORDINATOR CHAIR PRESIDENT

| O.RA.BOARD |
| OF |
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COMMUNICATION , continued

Communication

Vehicles:

When communication is initiated by the membership, first,
determine whether your question is Provincial or Rediana
nature. In most cases you can acquire an answer by looking it
up in the appropriate program section of the Operating Manual.
If, however, you do not find your answer, contact your
Regional Ceordinator responsible for the particular program
your question relates to. From this point your question will
follow either the Provincial or Regional communication line
until an answer is established. The end result could go as far
as being addressed at the Provincial Board level where all final
decisions arenade.

The Business office can be contacted when you are unsure of
whom to contact and/or you have questions specifically relating
to your association. Questions received by the office that
require either an interpretation or decision at the Regjion
Provincial program level will be rdirected by the staff to the
appropriate volunteer for a response.

Operating Manual:

Initiated in 1991, the O.R.A. Policy Manual and Membership
Binder Contents were combined into a remomanageable
resource now known as the O.R.A. Operating Manual.
Information per program area was condensed for easy reference
by the membership. The new format also allows for better
control over its revision. The manual details the operations of
the nhtario Ringette Association to include: Letters Patent, By
Laws, Program Regulations and the planning process used to
chart yearly activities according to Ministry guidelines. All
portions of the manual are reviewed annually and revised
accordingly. (Plase refer to the amendment section herein for
details on how portions of this manual are revised and/or
updated).

Each registered member receives one (1) copy of the manual.
The manual can be accessed and printed from the website
(www.ontarieringette.can). It is strongly recommended that
each program discipline be distributed to their respective local
volunteer(s) responsible for that program and/or activity.
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COMMUNICATION , continued

O.R.A. Contact List and Events:

The O.R.A. Contact List provides contact names, addresses and telephone
numbers of the O.R.A. Management Team, Provincial Standing Committees,
Registered Members, Instructors, Evaluators, Sanctioned Events, and
Bunnyfests.

O.R.A. Publications:

Ontario Ringette attempts to provide its membership with various

publications developed periodically by the Standing Committees, along

with specific Membership Notices and Media Releases, as required. The
success ratef these publications largely depends on input from the

members. Without input you cannot produce a product. Encourage your
Association to submit humanterest articles, skills, drills, important
happenings, or solutions to problems your Associatiorohascome.

Donét forget the Photographs! A pic

Communication Distribution

I The communication vehicles are distributed through a specific
mailing, i.e., coaching, officiating, membetc. Information is
developed by Volunteer Committees and submitted to the business
office for reproduction and distribution. The office is basically
responsible for producing a quality product from the information
submitted. Preparation of mailing ¢aats, printing and collating
the information, packaging the information and distributing the
information in the most economical method defines the office
reproduction process.

il. It is extremely important that your association update the mailing
contads on a regular basis. Incorrect contacts could result in a
complete shutdown of the communication flow to your association,
which can cause a multitude of unnecessary complications.

iii. Coloursi The official colours of Ontario Ringette are red
(pantane) and white.
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6. TRADEMARK

Registration: ARi ngetteo is a registered trad
Consumer and Corporate Affairs as per Application
No0.366, 730, Filing Date: July 30, 1973; and
Registation N0.231, 955 Registration Date: February 23,
1979.

Governing: I The O.R.A. grants Ringette Canada free and unlimited
use of the word RingettekE.

I. The O.R.A. shall police the trademarks owned with
regard to their use subject to the discretion of the Board
of Directors.

7. HEAD OFFICE

a. The office of the O.R.A. shall Hecated at the Sport Alliance
Ontario (S.A.O.).

b. The S.A.O. is located at 3 Concorde Gate, (RingettBuite
207) Toronto, Ontario, M3C 3N7. Telephone (4¥26
7204. Fax (416) 428359, and shall be known as the official
address of the sport governing body.

c. The O.R.A. staff ardocated at the Sport Allianc®ntario.
On a day to day basis they carry out the administration of the
Association.

d. The Onario Ringette Association shall employ Professional
Staff and may, from time to time, employ contract and/or part
time staff to assist with the day to day operations.

e. The Staff is governed by stipulations in their respective
contracts.

f. The Staff isgoverned by the Board of Directors.
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1. CODE OF CONDUCT AND ETHICS

Purpose

Definitions

Application of
this Policy

Con

Ontario Ringette is committed to providing an environment in which

all individuals are treated with resyge Further, Ontario Ringette

supports equal opportunity and prohibits discriminatory practices.
Members of Ontario Ringette, parents/guardians of Ontario Ringette
members, and spectators at Ontario
conduct themselves all times in a manner consistent with the

values of Ontario Ringette.

Corduct that violates this Code of Conduct and Ethics may be
Ssubject to sanctions pursuant to On
discipline and complaints.

The purpose of thi€ode of Conduct is to ensure a safe and positive
environment within Ontario Ringette programs, activities and events,
by making all individuals aware that there is an expectation of
appropriate behavior, consistent with the values of Ontario Ringette,
atall times.

The following terms have these meanings in this Policy:

a) fIndividual®® - Ontario Ringette  Members,
parents/guardians of Ontario Ringette Members,
spectators at Ontario Ringette events and Ontario
Ringette professional staff.

b) AOntario Rirgettadi Ontario Ringette Association.

This policy applies to Individuals relating to conduct that that may
arise during the course of Ontario
events, including but not limited to, office environment,
competitions, pretices, training camps, travel, and any meetings of

staff, committees or the Board of Directors.

This policy applies to conduct that may occur outside of Ontario
Ringetteds busi ness, activities an
adversely affects relationshipgi t hi n Ont ari o Ringett
sport environment and is detrimental to the image and rtaputaf

the Ontario Ringette.
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CODE OF CONDUCT AND ETHICS, continued

Conduct arising within the business, activities and events of clubs or
other orgnizations affiliated with Ontario Ringette will be dealt with
using the policies and mechanisms of such organizations

Responsibilities a) Maintain and enhance the dignity and s=feem of Ontario
Ringette Members and other Individuals by:

I. Demamstrating respect to individuals regardless of body
type, athletic ability, genderethnic or racial origin,
sexual orientation, age, marital status, religion, political
belief, disability or economic status;

ii. Focusing comments or criticism approprigteand
avoiding public criticism of athletes, coaches, officials,
organizers, volunteers, employees and members;

iii. Consistently demonstrating the spirit of sportsmanship,
sports leadership and ethical conduct;

iv.  Acting, when appropriate, to prevemt correct practices
that are unjustly discriminatory;

v.  Consistently treating individuals fairly and reasonably;

vi. Ensuring that the rules of the sport of ringette, and the
spirit of such rules, are adhered to.

b) Refrain from any behavior that anstitutes harassment, where
harassment is defined as comment or conduct directed towards an
individual or group, which is offensive, abusive, racist, sexist, degrading
or malicious. Types of behavior that constitute harassment
include, but are not limitetb:

I. Written or verbal abuse, threats or outbursts;

ii.  The display of visual material which is offensive or
which one ought to know is offensive;

iii. Unwelcome remarks, jokes, comments, innuendos or
taunts about a persomates | ooks,
religion, sex or sexual orientation;

iv. Leering or other suggestive or obscene gestures;

v. Condescending or patronizing behavior which is
intended to undermine sedsteem, diminish
performance or adversely affect working conditions;



Ontario Ringette | 14
Sport Administration

CODE OF CONDUCT AND ETHICS, continued

vi. Practical jokes that cause awkwardness or
embarrassment, endanger a per s
affect performance;

vii. Any form of hazing;

viii. Unwanted physical contact including touching, petting,
pinching or kissing;

ix. Unwelcome sexual flirtations, advances, requests or
invitations;

X.  Physical or sexual assault;

Responsibilities xi. Behaviors such as those described above that are not
Continued directed towards individuals or gromipout have the
same effect of creating a negative or hostile
environment; or
xii. Retaliation or threats of retaliation against an individual
who reports harassment.

Coaches In addition to paragraph 8 above, Coaches have additional responsibilities.
The athletecoach relationship is a privileged one and plays a critical role
in the personal as well as athletic development of their athletes. Coaches
must understand and respect the inherent power imbalance that exists in
this relationship and must be extremelyefal not to abuse it. Coaches
will at all times:

a) Ensure a safe environment by selecting activities and establishing
controls that are suitable for the age, experience, ability and fitness
level of athletes, including educating athletes as to their
regoonsibilities in contributing to a safe environment;

b) Prepare athletes systematically and progressively, using
appropriate tme frames and monitoring physical and
psychological adjustments while refraining from using training
methods or techniques thady harm athletes;

c)  Avoid compromising the present and future health of athletes by
communicating and egperating with sport medicine
professionals in the diagnosis, treatment and management of
athletesd medical and psychol ogi c

d)  Under nocircumstances provide, promote or condone the use of
drugs or performanemnhancing substances;
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CODE OF CONDUCT AND ETHICS, continued

el Accept and pr oargodsend eferfathleteste s6 per
other coaches and sports specialists as appropriate and as
opportunities arise;

f) At no time engage in an intimate or sexual relationship
with an athlete under the age of 18 years and at no time
engage in an intimate or)ael relation with an athlete
over the age of 18 if the coach is in a position of power,
trust or authority over the athlete.

g) Where an athlete has qualified for a training camp,
provincial team, national team, etc., the Coach will
support the programapplicable coaching staff and
Ontario Ringette.

Athletes In addition to paragraph 8 abquithleteswho have been selected
to a representative team of Ontario Ringette will have additional
responsibilities to:

a) Report any medical problems in a timely fashiwhere such
problems may | imit the athletebs

b) Participate and appear on time in all competitions, practices,
training sessions, events, activities or projects;

c) Properly represent themselves and not attempt t&r en
competition for which they are not eligible, by reason of age,
classification or other reasons.

dd Adhere to Ontario Ringetteos
regarding clothing and equipment.

Parents/
Guardians
and Spectators

In addition to paragraph 8 abowarents/Guardians of Ontario Ringette
Members an@pectatorsat events will:

a) Encourage athletes to play by the rules and to resolve conflicts
without resorting to hostility or violence;

b)  Never ridicule a participant for making a mistake during a
performance or practice;
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CODE OF CONDUCT AND ETHICS, continued

Fair Play Ice
Policy

c) Provide positve comments that motivate and encourage
participants continued effort;

d) Respect the decisions and judgments of officials, and encourage
athletego do the same;

el Never question an official's or
judgment or honesty;

f) Respect and show appreciation to all competitors and to the
coaches, officials, professional staff and other volunteers.

4.

. Play Fair

Winning is pointless if it has been achieved unfairly or
dishonestly.
Remember: It is a game.

. Play to win but accept defeat with dignity

Play to win, until the final whistle. But remember nobody wins
all the time. You win some; you lose some. Learwin and
lose graciously.

. Observe the Laws of the Game

All games need rules to guide them.

Learn them; it will help you to understand the game better. Itis
equally important to understand the spirit of the rules. They are
designed to make the g& fun to play and fun to watch.

Respect all players, coaches, officials (on and off ice) and

spectators

Fair play means respect.

I Without opponents, there can be no game

ii. Form ateam in which all members are equal.

iii. Officials are there to maintaindiipline and fair play.

Always accept their decisions without arguing, and help them to
enable all participants to have a more enjoyable game.

iv. Spectators give the game atmosphere. They want to see the
game played fairly, but they must also behave vatpect.

. Promote the interest of Ringette

Encourage other people to watch and play fairly. Be an
ambassador for the game.
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Fair Play 6 . Honour those who defend Ringette
Policy Sometimes, somebody does something excegitibat deserves

Continued our special recognition they should be honoured and their fine
example publicized.
7. Reject corruption, drugs, alcohol, racism, violence and other
dangers to oursport.
I. Watch out for attempts to tempt you into sheating or using
drugs. Drugs have no place in ringette, in any other sport, or in
society as a whole. Say no to drugs.
ii. Help to kick racism and bigotry out of ringette. Treat all
players and everyone else equally, regardless of their religion,
race, gender or nationatigin. iii Show that ringette does
not condone violence.
8. Help others to resist corrupting pressures.
You may hear that teaimates or other people you know are
being tempted to cheat in some way or otherwise engage in
behavior deemed unacceptablhey need your help. Support
them in making the right choices.
9. Denounce those who attempt to discredit our sport.
Stand up to anybody who is encouraging others to cheat or engage in other
unacceptable behavior. It is better to expose them and rewerémoved
before they can do any damage.
FAIR ICE POLICY
U-10 U-12 U-14 U-16 U-19
Game Type Regional | Regional | Provs | Regional | Provs | Regional | Provs | Regional | Provs
League
Development E E E E D1 E D1 E D1
Games (f' part
of the season)
League
Competition E E E D1 D1 D1 D1 D1 D1
(2" part of the
season)
Tournaments/
Regionals/ E D1 D1 D1 D1 D1 D2 D1 D2
Provincials
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EQUAL (E): Is defined as equal ig@me every game to the best of the coach, allowing
for theuncertaintyin the frequency in stoppages of play

GOALTENDERS: Goaltenders have the option of changing at-tiadé of each game

or playing full games as long as they have equal game time throughout a season and/or
tournament. Goaltenders are restricted to a angeglifferential throughout the season

or tournament. The championship game in a tournament is excluded from this definition
FOR GOALTENDERS ONLY. Coaches may play either goaltender. There is an
expectatiorthat throughout the season, each player vaMenaccumulated approximately
the same amount of ice time, to the best abilities of the coach.

DISCRETION 1 (D1): Is defined as equal ice time every game, however, there is the
ability for a coach to use select players in the last 2 minutes of reguiatie, overtime
and any situation that does not require 5 skaters vs. 5 skaters.

DISCRETION 2 (D2): Is defined as the ability for a coach to use players anytime during
the game as they decide.

Any grievances should be addressed to the home assnociati

Formation of Teams:

While recognizing that player skill levels are to be considered when forming teams in the

AUO system, it is understood that the needs
supersedes the needs of an individual player. Aeitdam is considered to be ten (10)

skaters plus a goalie for UT4veenDivisions and below and fifteen (15) skaters plus a

goalie at Ul@&uniorand U19Belle Divisions. Associationmay choose to register a

teamwith fewer players than the determinedblenumber; howeveage level releases

will follow these numbers.
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2. MEMBER PARTICIPANT RIGHTS IN SELECTION

I Selection criteria must be established by the body
having the right to do so.

il Selection criteria must be clear, concise, and, where
discretion is avoidable, it must be confined.

lii.  Member participants must be protected from bias.
Iv.  There must be an opportunity for Appeal.
For the purposes of this policy, Member Participant is defias:

Aanyone who pays a membership fee a
events sponsored by the Ontario Rin

3. DISCIPLINE AND COMPLAINTS POLICY

Policy Statement Membershp and participation in the activities of Ontario Ringette
offer many benefits and privileges. At the same time members and
participants are expected to fulfill certain responsibilities and

obligations, i ncluding complying wi
Conduct as wel | as with Ontari o Ri
procedures.

Definitions
The following terms have these meanings in this Policy:

I A Day s @ays irrespective of weekend and
holidays
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DISCIPLINE AND COMPLAINTS POLICY , continued

ii. Al nvest i-gAatoffidal onquiry into the
validity of a complaint

iii. A Sanct4 Penalties imposed by Ontario
Ringette

iv. AOntario Ri nge-tA mersobhenaegat eo
responsible volunteer position, of the age of
majority, or staff position within Ontario
Ringette

v. AOntario Ringette- Rwpresent
director, officer, committee member, volunteer,
coach, athlete, official, referee, manager or
member within Ontdo Ringette.

Application of This Policy applies to all Ontario Ringette Representatives and participants
this Policy in Ontario Ringette programs and activities including spectators and the
parents/guardians of Ontario Ringette athletes.

This Policy only applies to written andgeed complaints received by
Ontario Ringette from Ontario Ringette Representatives or
parents/guardians of minor Ontario Ringette Representatives that may
arise during the course of Ontario
including but not limied to office environment, competitions, practices,
training camps, travel associated with Ontario Ringette activities, and any
meetings of staff, committees or the Board of Directors. Anonymous
complaints may be accepted upon the sole discretion ofi@ Rengette.

Jurisdiction Discipline matters and complaints arising within the business, activities or
events organized by entities other than Ontario Ringette such as Ontario
Ringette regions or clubs be dealt with pursuant to the policies of these
other entities.
. Any Ontario Ringette Representative or employee may report to an
Reporting a . . . :
Complaint Ontario Ringette Delegate any complaint. Such complaint must be signed

and in writing, and must be filed within fourteen (14) days of the alleged
incident.

Upon receiving a complaint, th@ntario Ringette Delegate will provide it

to the Ontario Ringette President or designate, if the President is not
available or not to act in this capacity because of a conflict of interest or
any other reason.
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DISCIPLINE AND COMPLAINTS POLICY , continued

Investigation

Minor
Infractions

The President, or delegate, will determine whether the complaint is
frivolous or vexatious within ten (10) days of receiving it. If the President,
or designate, determines the complaint is frivolous or vexatious, the
complaint will be dismissennmediately.

A complainant wishing to file a complaint beyond the fourteen (14) days
must provide a written statement giving reasons for an exemption to this
limitation. The decision to accept, or not accept, the notice of complaint
outside the fourtee(il4) day period will be at the sole discretion of the
President, or designate. This decision may not be appealed.

If a complaint is determined by the President, or designate, to be
legitimate, the complaint will be designated as a minor complaint or a
mgor complaint and dealt with according to the appropriate sections of
this Policy. It will be at the sole discretion of the President, or designate,
to determine whether a complaint is to be dealt \ai&ha major or minor
infraction

If the President, or designate, determines the complaint is legitimate and
that it is a minor infraction, the President, or designate, will notify the
individual alleged to have committed the minor infraction and will provide
the individual with a copy of this policy.

Procedures for dealing with minor infractions will be informal as
compared to those for major infractions and will be determined at the
discretion of the President, or designate, provided the individual being
disciplined is told the nature of the infraction and is provided an
opportunity to respond.

Examples of minor infractions include, but are not limited to:

I A single incident of disrespectful, offensive, abusive,
racist or sexist comments or behavior directed tdwar
others;

ii.  Conduct contrary to the ideals of respect such as angry
outbursts or argument; and

li. A single comments about body types;

iv. A single incident of being late for or absent from
Ontario Ringette events and activities at which
attendancés expected or required.
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DISCIPLINE AND COMPLAINTS POLICY , continued

Major
Infractions

Sanctions for minor infractions, which may be applied singly
or in combination, include the following:

I Verbal or written reprimand;

ii.  Verbal or written apology:

lii. Service or other voluntary contribution to Ontario
Ringette;

Iv.  Suspension from the current activity; or

V. Any other similar sanction considered appropriate for
the offense.

A written record will be maintained by OntarRingette for a period
of normal business practices at their head office for minor infractions
that result in a sanction.

Major infractions are instances of misconduct that result, or have the
potential to result, in harm to other persons or to OnRingette.

Examples of major infractions include, but are not limited to:

I Repeated incidents of disrespectful, offensive, abusive,
racist or sexist comments or behavior directed towards
others;

ii.  Incidents of physical abuse;

iii. Repeated angry tlwrsts or arguing;

Iv. Repeated incidents of being late for or absent from
Ontario Ringette events activities at which attendance is
expected or required,;

V. Repeated comments about body types;

vi. Pranks, jokes or other activities that endanger thetysa
of others;

vii. Conduct which results in harm to the image, credibility
or reputation of Ontario Ringet

viii. Abusive use of alcohol where abuse means a level of

consumpti on t hat i mpairs t he
speak, wal or drive; causes the individual to behave in
a disruptive manner ; or I nterf

ability to perform effectively and safely;

iX.  Any use of alcohol by minors;

X.  Any use of illicit drugs and narcotics; or

Xi. Any use of banned pemMmance enhancing drugs or
methods.
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DISCIPLINE AND COMPLAINTS POLICY , continued

Discipline Panel

Preliminary
Meeting

If the President, or designate, determines the incident is a major infraction
and that there is valityi to the complaint, a hearing is required. The
President, or designate, will notify the individual alleged to have
committed a major infraction and will provide the individual with a copy
of this policy.

Within fourteen (14) days of notifying the resputent of a complaint of a

major infraction or of receiving the written report of the Investigator if an
investigation was carried out, the President, or designate, will appoint

t hree ( 3) individuals to serve as
members othe Panel will select from themselves a Chairperson.

Members of the Panel will have no significant relationship with the
complainant and respondent; will have had no involvement with the
alleged infraction; and will be free from any other bias or canfic
interest. The members of the Panel will be approved by the patrties.

The Panel will hold the hearing as soon as possible, but not more than
thirty (30) days after being appointed.

Having regard to the nature of the discipline matter and the pdtentia
consequences of any resulting sanctions, the Panel may decide to conduct
the hearing by way of review of documentary evidence or by way of oral
hearing. If the Panel decides to conduct an oral hearing, it may decide to
do so inperson or by means of gglhone conference.

The Panel may determine that tbiecumstances of the complaint
warrant a preliminary meeting. The Panel may delegate to one of its
members the authority to deal with preliminary matters, which may
include but are not limited to:

I Format, date and location of the hearing;

ii.  Timelines for the exchange of documents;

iii.  Clarification of issues in dispute;

iv.  Any procedural matters including order and procedure
of the hearing;

v. Remedies sought;

vi. Evidence to be brought fmee the hearing;

vii. ldentification of any witnesses; or

viii. Any other procedural matter that may assist in
expediting the hearing.
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DISCIPLINE AND COMPLAINTS POLICY , continued

Hearing The Panel will govern the hearing fairly and asees fit, provided

that:

Vi.

Vii.

viii.

Xi.

The affected parties will be given seven (7) days written
notice of the day, time and place of the hearing;

A quorum will be all three Panel members, and decisions
will be by majority vote where the Chairperson carries a
vote;

Panel members will refrain from communicating with the
parties except in the presence of, or copy to, the other
parties;

The individual being disciplined may be accompanied by a
representative;

The individual being disciplined will havthe right to
present evidence and argument;

Any party potentially affected by the matter may be made
party to the hearing by the Panel;

The Panel may request that any witness be present at the
hearing or submit written evidence in advance loé¢ t
hearing;

If the individual being disciplined chooses not to
participate in the hearing, the hearing will nonetheless
proceed,;

The hearing will be held in private;

Each party will bear their own costs;

Once appointed, the Panel witlave the authority to
abridge or extend timelines associated with any aspect of
the hearing.

After hearing the matter, the Panel will determine whether or not the
individual will be sanctioned, and if so, will determine the appropriate

penalty to be impa=l and any measures to mitigate the harm suffered by

others as a resul t. The Panel 6s

distributed to all parties, the President, or designate, and Ontario Ringette

within fourteen (14) days of the conclusion of tleahng.

Wr i

Where the individual acknowledges the facts of the incident, he or she may

waive the hearing, in which case the Panel will determine the appropriate

disciplinary sanction. The Panel may hold a hearing for the purpose of
determining an appropriaganction.
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DISCIPLINE AND COMPLAINTS POLICY , continued

Sanctions The Panel may apply the following disciplinary sanctions singly or in
combination, for major infractions:

Iv.  Suspension from certain events;
v.  Suspension from certain Ontario Ringette activities;
vi.  Suspension of Ontario Ringette funding;
vii. Payment of a financial fine in amount to be determined
by the Panel;
viii. Suspension from employment with or without pay;
IX. Suspension from all Ontario Ringette activities for a
designated period of time;
X.  Expulsion from membership;
X Publication of the Panel 6s deci
xii.  Other sanctions as may be considered appropriate for the
offense.
Unless the Panel decides otherwise, any disciplinary sanction will
commence immediately. Failure to comply with a sanction as
determined by the Panel will result in automatic susperafion
membership in Ontario Ringette until such time as compliance occurs.
In applying sanctions, the Panel may have regard to the following
aggravating or mitigating circumstances:
I The nature and severity of the incident;
ii.  The extent to which aers have in been harmed by the
incident;
iii.  The cooperation of the inddual being disciplined in the
proceedings under this policy;
iv. ~ Whether the incident is a first offensehas occurred
repeatedly;
v. The i ndi knowkdgmdntiokresmsibility;
vi The indivi dual-infsactioneconducts e and po
vii. The age, maturity or experience of the individual;
viii. Whether the individualetaliated, where the incident
involves harassment; and
Xx. The individual 6datignr ospects for

Written reprimand,;

Written apology;

Removal of certain privileges of membership or
employment;

A written record will be maintained by Ontario Ringette for a period of

normal business practices at their head office for major infractions that

result in a sanction for a period of normal business practices.

-

C

-
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DISCIPLINE AND COMPLAINTS POLICY , continued

Serious
Infractions

Confidentiality

Timelines

Appeals
Procedure

The President, or designate, may determine that an alleged incident is
of such seriousness as to warrant suspension of the individual pending
further investigation, a hearing and a decision of the Panel.

Where it is brought to the attention of the President, or designate, that
an Ontario Ringette Representative has been charged with an offence
under the Criminal Code, or has previously been convick a
criminal offence, the President, or designate, may suspend the Ontario
Ringette Representative pending further investigation, a hearing or a
decision of the Panel.

Notwithstanding the procedures set out in this Policy, any Ontario
Ringette Repres¢ative who is convicted of a criminal offense
involving sexual exploitation, invitation to sexual touching, sexual
interference, sexual assault or aggravated assault will face automatic
suspension from participating in any activities of the Ontario Riagett
for a period of time corresponding to the length of the criminal
sentence imposed by the court, and may face further disciplinary
action by Ontario Ringette in accordance with this Policy.

Where the conduct reported is of a sensitive or confidentiairena
Ontario Ringette will keep all proceedings under this Policy
confidential, except where disclosure is directed by the Panel as part of
a sanction, is required by law or is in the best interests of the public.

If the circumstances of the complaimeauch that this policy will not
allow a timely conclusion, or if the circumstances of the complaint are
such the complaint cannot be concluded within the timelines dictated
in this policy, the Panel may direct that these timelines be revised.

The deci®n of the Panel may be appealed in accordance with the
Ontario Ringettebs Appeal Policy.
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ONTARIO RINGETTE ASSOCIATION

SUITE 207, 3 CONCORDE GATE, TORONTO, ONTARIO M3C 3N7
Phone: (416) 426204  Fax: (416) 428359

INCIDENT REPORT

Date and Time of Incident:

Name of Writer: Position:

Location of Incident:

This Incident is a: Minor Infraction Major Infraction

Individual(s) involved in the incident:

Objective description of the incident (Please be concise, accurate ajutigorental):

Names of individuals who @lerved the incident:

Disciplinary action that was taken (if applicable):

Signature of Writer: Date:
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4. APPEALS POLICY

Purpose The purpose of this Appeal Policy is to enable disputes with Ontario
Ringette Representatives to be dealt with fairly, expeditiously and
affordably, within Ontario Ringette and its member organizations.

Definitions These terms will have these meaniitgthis Policy:

A p p e I refersta tibe party appealing a decision

D a y Bays irrespective of weekends or holidays

R e s p o nrefersntd tibe body whose decision is being
appealed

iv. AOntari o Ri nget AnydirBobmpoffiees,ent at i v
committee member, volunteer, coach, athlete, official,
referee, manager or member within Ontario Ringette or its
Charter Members, Registered Members or Registered
Affiliate Members.

ot 3t 3N

Any Ontario Ringette Representative who is affected bycesida of

Scope Ontario Ringette, a Charter Member, a Registered Member or
And. . Registered Affiliate Member, will have the right to appeal that
Application of - gecision, provided there are sufficient grounds for the appeal as set out
this Policy in Section 7 of this Policy, to the next highevgrning organization

as set out in the table below:

Table 1: Jurisdiction of Appeals

Organization Ontario Charter Registered Registered
Ringette Member Member Affiliate
Member

A 1 Level of Ontario Ontario Charter Registered
Appeal Ringette Ringette Member Member
fi 2 Level of Ontario Charter
Appeal Ringette Member
fi % Level of Ontario
Appeal Ringette
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APPEALS POLICY , Continued

Timing of
Appeal

This Policy will notapply to decisions relating to:

i

ii.
iii.
iv.

V.
Vi,

Vil.
Viil.

Matters of employment;

Infractions for doping offences;

The rules of Ringette;

Matters relating to the substance, content and
establishment of team selection criteria;

Volunteer appointments and the withdrawal or termination
of those appointments;

Matters of budgeting and budget implementation;

Matters of operational structure and committees; and
Discipline matters and decisions arising during events
organized by entities other than those within Ontario
Ringette and its members, whictealealt with pursuant to
the policies of these other entities;

Any decisions made under Paragraphs 6 and 9 of this
Policy.

Ontario Ringette Representatives who wish to appeal a decision will
have twentyone (21) days from the date on which thegeived notice

of the decision, to submit in writing to the office of the next higher
governing organization described in Table 1 the following:

i.
ii.
iii.
\YA
V.

Notice of their intention to appeal,

Grounds for the appeal;

All evidence that supports thesegnds;

The remedy or remedies requested; and

A payment of Five Hundred Dollars ($500.00)

Teams may carry up to three (3) substitute players per tournament.
They must actually replace a player who is unable to attend part or all
of that tournamet. If the player they are replacing returns to play, the
substitute may NOT continue to play, although they could then replace
another player who was injured or called away. The Roster can
NEVER increase in size as a result of a substitutecandot exeed

10 skaters with substitutions

Players may play as a substitute for ONE tournament in a season. The
goaltender is exempt, as long as the goaltender is substituting for a
goaltender. Any player that appears on more than one T.R.F.
Adjustment Form castitutes violation of Sanction Rules (goaltender
exempt), unless written Games and Tournaments approval is received.
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Grounds for
Appeal

Screening of
Appeal

Appeal Panel

Any party wishing to initiate an appeal beyond the twentg (21)

day period must provide a written regtistating reasons for an
exemption to the requirement of Paragraph 5. The decision to allow,
or not allow an appeal outside the @y period will be at the sole
discretion of the President of the next higher governing organization,
or designate, and manpt be appealed.

Not every decision may be appealed. Decisions may only be appealed,
and appeals may only be heard, on procedural grounds listed as

follows:
I Making a detsion for which it did not have authority or
jurisdiction as set out in Onta

organi zationds governing documert
ii.  Failing to follow procedures as laid out in the bylaws or
approved policies on Ontario Ringette or the member
organization; or
ii.  Making a decision that was influenced by bias, where bias
is defined as a lack of neutrality to such an extent that the
decisionmaker is unable to consider other views.

Within fourteen (14) days of receiving the notice and grounds of an
appeal and the required fee, the President of the higher governing
organization as described in Table 1, or designate if the President is
not available or not able to act in this capacity because of a conflict of
interest or any other reason, will detemmi whether there are
appropriate grounds for the appeal to proceed as set out in Section 7.
Substitutes for Provincial Championships

If the appeal is denied on the basis of insufficient grounds, the

Appellant will be notified of this decision in writingjiving reasons.

This decision is at the sole discretion of the President of the higher
governing organization as described in Table 1, or designate, and may
not be appealed.

If the President of the higher governing organization as described in
Table 1,or designate, is satisfied that there are sufficient grounds for a
appeal the President will establish an Appeals Panel (hereafter referred
to as the APanel 0) as foll ows:
I. The Panel will be comprised of three persons who will
have no significant relationghiwith the affected parties,
will have had no involvement with the decision being
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Preliminary
Conference

Procedure for
the Hearing

appealed, and will be free from any other actual or
perceived bias or conflict.
The President, or designate, will appoint one persomwtto a
as Chairperson.

The Panel may determine that the circumstances of the appeal warrant
a preliminary conference. The matters that may be considered at a
preliminary conference include:

Vi.
Vii.
Viii.

Format of the appeal (hearing by documentary evidence,
oral hearing or a combination of both);

Timelines for exchange of documents;

Clarification of issues in dispute;

Clarification of evidence to be presented to the Panel;
Order and procedure of hearing;

Location of hearing, where the hearing is and oral hearing;
Identification of witnesses; and

Any other procedural matter that may assist in expediting
the appeal proceedings.

The Panel may delegate to its Chaigo® the authority to deal with
these preliminary matters on behalf of the Panel.

Where the Panel has determined that the appeal will be held by way of
oral hearing, the Panel will govern the hearing by such procedures as it
deems appropriate, providduat:

The hearing will be held within twentgne days of the
Panel 6s appoint ment

The Appellant and Respondent will be given seven (7)
days written notice of the date, time and place of the
hearing

A quorum will be all three Panel members. cBens will

be by majority vote, where the Chairperson carries a vote
Copies of written documents that any of the parties would
like the Panel to consider and will be provided to the Panel
to all other parties at least three (3) days prior to the
heaing

If the decision of the Panel may affect another party to the
extent that the other party would have recourse to an
appeal in their own right under this policy, that party will
become a party to the appeal in question and will be bound
by its outcane
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vi. A representative or advisor, including legal counsel may
accompany any of the parties

vii. The Panel may direct any other person to participate or
present evidence in the appeal

viii. Unless otherwise agreday the parties, there will be no
communication between the Panel and the parties except in
the presence of, or by copy to, the other parties.

Procedure for  The Panel may conduct thearing by means of conference call, video

Documentary  conference or in person.
Appeal

Where the Panel has determined that the appeal will be held by way of
documentary submissions, it will govern the appeal by such
procedures as it deems appropriate provided that:

I All parties are given a reasonable opportunity to provide

written submissions to the Panel,

to review written

submissions of the other parties, and to provide written

rebuttal and argument; and

ii.  The applicable principles and timelines set out in Section

11 are respected.

Appeal Decision Within fourteen (14) days of concluding the appeal, the Panel will
issue its written decision, with reasons. The decision will follow this

format:

i Issue to be decided;
ii.  Background to the case;
iii. Statement of the facts;
iv.  Authorities considered;
v. Decision; and
vi. Reasons for decision.

In making its decision, the Panel will have no greater authority than
that of the original decisiemaker. The Panel may decide to:

I. Reject the appeal and confirm the decision ¢peippealed;

or

ii.  Uphold the appeal and refer the matter back to the initial

decisionmaker for a new decision; or
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Timelines

Final and
Binding
Decision

iii.  Uphold the appeal and vary the decision but only where it
Is found that an error occurred and such anrex@anot be
corrected by the original decisianaker for reason of lack
of clear procedure, lack of time, or lack of neutrality; and

iv. Determine how costs of the appeal, excluding legal fees
and legal disbursements of any of the parties, will be
allocakd, if at all;

iv. Refund of the appeal fee of $500.00 to the Appellant

minus a minimum administrative fee of $100.00

The decision will be considered a matter of public record. A copy of
the decision Wi be provided to each of the parties and to Ontario
Ringette

In extraordinary circumstances, the Panel may issue a verbal decision
or a summary written decision, with reasons to follow, provided the
written decision with reasons is rendered within threlines specified

in this policy.

If the circumstances of the dispute are such that this policy will not
allow a timely appeal, or if the circumstances of the disputes are such
the appeal cannot be concluded within the timelines dictated in this
policy, the Panel may direct that these timelines be revised.

The decision of the Panel will be binding on the parties and on all
Ontario Ringette Representatives, subject only to the provisions of
further appeal i n accordance wi
Dispute Resolution Policy.

t h

T
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5. SCREENING POLICY

Purpose

Policy
Statement

Screening of personnel and volunteers is an important part of
providing a safe environment among sport organizations which
provide programs ral services to youth. Ringette Ontario is
responsible, at law, to do everything reasonable to provide a safe and
secure environment for participants in its programs, activities and
events. Ringette Ontario takes very seriously, and is committed to,
fulfill ing the duty of care it owes to its members.

The purpose of screening is to identify individuals within Ringette
Ontario who pose a risk to children or youth.

Not all personnel affiliated with Ringette Ontario will be required to
undergo screeningthru gh a Pol i ce Records Check
positions pose a risk of harm to Ringette Ontario or its members.

Persons who will be subject to screening through a PRC are those who

work closely with minor athletes and who occupy positions of trust

and at hority within Ringette Ontario
positionso i ncl

a) Allindividuals in paid staff positions;

b) All persons affiliated with provincial teams, whether paid
or volunteer;

c) All staff persons, board members and volunteevslved
in the delivery of developmental programs including
camps and clinics; and

d) Any staff person, board member or volunteer appointed to
accompany a Ringette Ontario team to an event or
competition whether as a coach, manager, chaperone,
driver orofficial in another role.

It is the Ringette Ontariods policy

a) All positions will have a clear set of guidelines about
appropriate behaviour and conduct.
b) The recruitment process for all
involve:
I Requiring thecandidate to complete an application
form for the position;
ii. Interviewing the candidate for the position; and
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Screening
Committee

iii.  Checking a minimum of two references, one of
which will be specific to working with children or

youth.

c) PRCs wil/l be mandatory for al |
positionsd. There wildl be no exc¢

d) Failure to participate in the PRC process as outlined in this
policy wi || resul t dasignated nel i gi &
positiono.

e) Ringette Ontario wild.l not know
positiono wi t h a per son wh o h
6relevant offenced as defined ir

) A person in a O0Odesignated posi't

orientation sessio that will explain performance
expectations and provide the training necessary for
satisfactory performance.

g I f a person in a oO0designated po:
a conviction for, or be found guilty of, a relevant offences,
he/she will reportthis circumstance immediately to
Ringette Ontario.

The implementation of this policy is the responsibility of the Screening
Committee, a committee of three persons appointed by the Board of
Directors for a term of two years.

The Screening Committee Nvcarry out its duties in an independent
manner and at arrength from the Board of Directors and the staff of
the Ringette Ontario.

The Screening Committee is responsible for receiving and reviewing
all PRCs and, based on such reviews, making decisem@sding the

appropriateness of individuals occup
Screening Committee may approve an i
6designated positioné, may deny an

6designated posiniiomdi wirduualyd sapmpa rotvie:
6designated positiond subject to ter
Committee deems appropriate.

In carrying out its duties, the Screening Committee may consult with
independent experts including lawyers, police, rislanagement
consultants or volunteer screening specialists. The decisions of the
Screening Committee are final and binding and may not be appealed.
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Procedure Each person subject to this policy will apply for and obtain a PRC at
their local police detachment. If there is a charge to obtain the PRC,
Ringette Ontario wilhot reimburse the person for such expense.

Each person subject to this policy will submhi¢ original copy of their
PRC to the Screening Committee, c/o Ringette Ontario at its head
of fice, in an envelope marked o6Conf.

The Screening Committee will review all PRCs received and will
determine whether the PRC reveals a relevant offéee.Screening
Committee will render its decision in accordance with paragraph 8 and
will notify the person and Ringette Ontario of its decision in writing.
The original copy of the PRC will be returned to the person who
supplied it.

PRCs are valid for period of three (3) years.
PRCo6s for Bench St af feachymat be done b
If a person has been screened and@amat by a member clu@ntario

Ringette will confirm such approval and not require a second
screening.

Relevant

Offences For the purposes ofiths policy, a oOrelevant off
following offences for which pardons have not been granted:

a) Ifimposed in the last five years:

e Any criminal offence involving the use of a motor
vehicle, including but not limited to impaired
driving; or

e Any violations for trafficking under the Controlled
Drug and Substances Act.

b) Ifimposed in the last ten years:

e Any crime of violence including but not limited to,
all forms of assault; or

e Any criminal offence involving a minor or minors.

c) Ifimposed at any time:
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o A nal offence involving the possession, distribution,

n or sale of any chilgelated pornography;

y

C

r

[

m
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Records The Screening Committee will retain no copies of PRCs, but may

retain written records of its communications with the persons
submitting the PRC and with the Ringette Ontario. All records will be
maintained in a confidential manner and will not be disclosed to others
except as required by law, or for use in legal, glexsl or
disciplinary proceedings.

This policy was approved by the Board of Directors of Ringette
Review and Ontario on November 2, 2007. This policy is not a static document: it
Approval will be reviewed by the Board of Directors, with input from the
Screening Committee, on an annbasis.

Appendi xPhased gmplementation of this Policy
This policy will be implemented in a phased manner as follows:

a) For those individuals in -tmkesi gr
continuing employment contracts, this policy will take effect
Januaryl, 2008.

b) For those individuals who are i
short term contracts, this policy will take effect upon the renewal of
such contracts.

c) For those individuals not yet hi
posi ti padicywil take éffecsimmediately.

Team Exposure

Ensures team performance score is representative of their ranking

against most teams in Ontario and supports growth of the sport

through more tournaments and increase revenue in local associations.
Maximum number of tournaments entered is 4

Maxi mum number of tournaments outsid
Team exposure cannot be greater than a factor of 1 (one).
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Where required, Ringette Ontario will revise all contracts of
employment and contracts feervices, as they come up for revision or
renewal, to reflect the requirements of this policy. This policy will be
communicated immediately to all staff and volunteers of Ringette

Ontario who will be affected by this policy, and will be incagded
into the Ringette Ontariobs Personne
reviewed and consolidated.
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ADMINISTRATIVE PROCEDURES

Correspon- NOTE:
dence Correspondence is all that is pertinent to a decision or
direction being given/dhined or general information that
may directly/indirectly impact the sport of Ringette and its
me mber s . Gener al I nquiries, ad\
I nformati ono notices are not i nc

e The O.R.A. office shall be the official addss to be used for
directing mail to any member of the Board of Directors,
Standing Committee Chairs and staff relating to the operations
of the O.R.A.

e The original copy of all incoming correspondence addressed to
O.R.A. or its Board Members, Committee iieers or Staff
shall be placed on file in the O.R.A. office with copies
distributed as required.

e |ikewise, a copy of all outgoing correspondence shall be kept on
file at the O.R.A. office.

e Correspondence that is addressed to, or pertains to, a specific
Director or Committee Chair, shall be acknowledged upon its
receipt and ralirected to the appropriate person for reply. The
writer shall be advised in the acknowledgement letter of the
course of action to be taken on his correspondence.

e Confidential mataal shall be filed by the Executive Director in
a separate log.

e Faxes, accompanied by a cover sheet including date, name of
sender and number of pages, will be accepted by the O.R.A. as
legal documents without follow up of hard copy. The sender is
respansible for proof of confirmation.

e Faxes will be accepted up to midnight of the deadline date.

e The President shall receive a copy of all incoming and outgoing
correspondence.
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ADMINISTRATIVE PROCEDURES , continued

Business The Busines Procedures are the internal operating guidelines for the

Procedures Board of Directors, Committee Chairs and Staff to employ in
implementing the O.R.A. policies and programs. In reference to
constitution and budget, revisions to the procedures may be made by
obtaning the approval of the Board of Directors.

CONTRACT PROCEDURES

All contracts and legal documents shall require the approval of the

Contract/ : ) :
Legal Board of Directors and be endorsed as outlined in thedBys. A
Documents copyof such documents shall be filed with the \VReesident

Communications/Vicé’resident Finance, the original being
maintained at the O.R.A. office.

Negotiations Whenever negotiations take place between O.R.A. and an outside
party, the VicePresident responsible fahe program or appointed
alternate, must have a staff member in attendance at such meeting to
ensure continuity of information and
discussion with such party.

VICE -PRESIDENT FINANCE & COMMITTEE PROCEDURES

Allowable personal expenses of volunteers working on behalf of the
O.R.A. are documented in the Management Volunteer Orientation
Guide on expenses and honorari ums.
subject to the approval of the Vi€gesident Finance prior to payment

All staff claims will be subject to the approval of the President and
Vice-President Finance.
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VICE -PRESIDENT FINANCE & COMMITTEE PROCEDURES , Continued

Vice-President I Shall submit all reerds and transactions of the
Finance organization to the scrutiny of the auditor of O.R.A.

. Shall be responsible for issuing and/or monitoring all
cheques for the O.R.A.06s busi ne
shall be countersigned by the approved signing officers.

. Shall instruct cheques to be issued within a reasonable
time frame after receiving claim forms and invoices at the
O.R.A. office and a cheque journal shall be maintained.

V. The preparation of all financial statements shall be done by
accepted amunting practices. The Videresident Finance
shall be responsible for the input and coding of such
information.

ii. Shall be responsible for invest
as approved together with the Executive Director.

Vi. Shall be responsible fohé salary and benefit accounts for
the O.R.A. paid employees and submit payment to the
Receiver General of Canada.

Vil. Shall be responsible to review and monitor all financial
transactions and, together with the Executive Director,
shall be responsibler a monthly financial statement.

Finance i. The Finance Committee will monitor the income and expenses
Committee of the Ontario Ringette Association.

Ii. The Finance Committee will investigate income
enhancement projects for presentation to the Board of
Directors.

Iii. The Finance Committee will review and revise the
Standing Committee budgets for activities within their
programs.

iv. The Finance Committee will review and revise the
Operating Budget prior to presentation to the Board of
Directors by the Vicd’resdent Finance.
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VICE -PRESIDENT FINANCE & COMMITTEE PROCEDURES , Continued

Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

XiV.

The Finance Committee will review for approval any
activities of the Ontario Ringette Association which are not
included in the Operating Budget.

The Finance Commiteeshall ensure the Ontario Ringette
Association is operating in the most economical method.

The Finance Committee shall investigate alternate sources
of revenue.

The Finance Committee shall develop a plan that will
assist the organization ibecoming selsufficient in light

of the Ministry of Citizenship, Culture and Recreation
reduction in grants.

The Finance Committee will be chaired by the Vice
President Finance.

The Finance Committee will consist of the following
members; VicePresident Finance, President, and two other
members as appointed by the \(leeesident Finance and
ratified by the President. The Executive Director, is a non
voting member.

All volunteer members of the Finance Committee will
have voting privileges

Although the VicePresident Finance may not agree with
the actions of the Finance Committee, she/lhe must be
consulted on all activities of the Finance Committee.

In absence of the VieBresident Finance, the President
will chair the Financ&€ommittee.

All recommendations to the Finance Committee will be
submitted to the Vic®resident Finance in writing through
the Ontario Ringette Association office and forwarded to
the Finance Committee.
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Amendments to tAenendment to the Objects, is amendment of the Letters Patent and is not only

Objects

Amendments to
the By-Laws

Amendments to
Regulations

Amendments to
the Constitution

governed by The Corporations Act, R.S.0. 1980 c. 95 and amendimerm®,

but requires application to the Minister of Consumer and Commercial Relations
for Supplementary Letters Patent. Such application can only be made after the
Board of Directors and the members approve any such amendment by special
resolution. Speaal resolution means approval by a tiords majority. Such
amendment, therefore, is not only thio@nsuming, but also costly.

The Board of Directors must approve anyBaw amendment by special
resolution (twethirds majority vote) and present sucheamdment at the next
member meeting or the Annual General Meeting (A.G.M.). The members must
also approve any amendment of alByw by special resolution.

You will note that, as well, the solicitors of the Corporation must be asked for

an opinion so thahe ByLaw amendment is not redundant or contradictory.

This step is usually completed after the Board has approved the amendment and
before the A.G.M., so that if, and when, the members approvelaBy

amendment, it has force and effect forthwith. & #tamendment does not have
immediate force and effect, the Board will announce the commencement date of
the amendment, which will be after receiving an affirmative legal opinion.

Board of Directors approved amendments to theLBys shall be
distributed toRegistered Members with notice of the A.G.M.

The Board of Directors can amend, by regular or ordinary resolution at any
Board meeting, Regulations of the Corporation. Regulations have force and
effect until the next A.G.M. at which time they ceaseawéehforce and effect
unless the actions and acts of the Directors are confirmed by the members.

The Operating Manual is a working tool of the Board of Directors and the
Members. As such, in addition to the constitution, it includes administrative
rulesand forms as set by the Board, recommendations of other committees and
various other approved procedures which allow the.8ys and Regulations to

be carried out or administered on a day to day basis. As such, the Board of
Directors has established aditgonal approach to considering changes as set

out below.
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Any Registered Member may submit re .
changes to the Board of Directors provided; the Board on or before
April 1st receives such recommendation in any year. Any

AMENDMENTS , Continued

Amendments
to the
Procedures

Resolutions

-Amendments so received will be distributed to Registered Members
with notice of the A.G.M.

Amendments tohe Procedures, the internal operating guidelines of the
O.R.A., shall be in accordance with the-Byws and Regulations, set
down in the Constitution, which are part of the total operating
procedure as set out in the O.R.A. Operating Manual.

The Boardof Directors may eliminate notice to membership for a
minor amendment which does the following:

e changes the number of sections or the order of sections in
the Operating Manual, but does not add or delete
sections;

e consolidates previously approved-Bgws and Regulation
amendments into a new document without altering any of
the By-Laws and/or Regulations;

e corrects grammatical or typographical errors, change dates
(years/ season) -kaenedpi ing@en erwahli cto
not affect the intent of the Blyaws orRegulations.

Resolutions emanating from the A.G.M. and receiving an affirmative vote of the
majority of members present at an A.G.M. shall be placed on the agenda of the
first meeting of the Board of Directors following the A.G.M. to be dealt with by
the Board of Directors.
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GLOSSARY OF DEFINITIONS

AC c e pt O :To agree with, or to agree that certain facts submitted are accurate.
Acceptance of a report does not necessarily mean endorsement of the
recommendations.

AMopt 60: Toconcur. To adopt a report is to conedth the recommendations
included in the report and to agree to implement such
recommendations in some form.

iA hoc o :Forthispurpose.

ARAnnual
General When used refers only to such meeting of the Corporation, and not to a

Me et i n g oCharter Member meeting. The term A.G.M. is synonynwaitis the
fully written out title.

fiAnnual Whenused r refers only to that meeting of the Charter Member and not
Me et i n g Othe Corporation as a whole. The term AM is synonymous with the
fully written out title.

ot

A poi nt dhe act of naming a person to an office, or naming theeoffi

1]

B-f awo: A permanent, continuing rule to be applied to future occasions, in
contrast to a resolution.

i @ucus 0 :A meeting of the proper and qualified voters only to choose, elect, or
appoint candidates to office.

i Chaitor Ppresiding officer for the time being. (a contractimfipro tempore).
Te mo :

i Commo n Law based on general custom and court decisions from the applicable
Lawo: jurisdiction.

AOnfir mdatfy or sanction.

=]

©rpo r at i Mearns a corporation with or without share capital.

=]

Byso: Shall mean business day$londay to Friday official business office
hours fran 8:00 a.m. to 4:00 p.m.
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AEI ect 0: The act of choosingr selecting one or more from a number of
persons making a choice by any manifestation of preference.

AENt ity oAnybody or group recognizable in that there is a common factor
among all the members or persons, but not incorporated.

=]

E-n f f i c iBy &irtue of the position they ha, i.e., President is member of
Standing Committees, and shall not have any voting rights.

AMut at i sHaving changed those things which ought to be changed. That is,
Mut andi sniatters generally the same but allowances necessarily required to
make changes for such mattersiames, offices, titles, etc.

AOf f i cer Means President, Chair of the Board of Directors, ¥Aoesident
Administration and Technical, Vieeresident Communications, Vice
President Finance, Manager, Chief Executive, Executive Director,
Chairs, or any other persaesignated an officer by the Corporation.

ot

Pol | 6: A common law method of voting wherein each voter by his personal
act delivers his vote to a Chair.

1]

pr ec e d eDesigaabes rank.

1]

Qu o r u moThe minimum number of qualified persons whose presence at a
meeting is requisite in order thamisiness may be legally transacted.

St

Regul atAwmiot:t en procedur e -Lagsefdthet o éregul at e
Corporation.

A Re c e s s OA short interruption of a meeting.

ARes ol utA aorpavate resolve being a motion which has been passed by the
meeting with the necessary majority, and appgyto a single act of
the Corporation, or a series of ongoing single acts.

AScr ut i nfeckerk or:teller appointed by the Chair of the meeting, or a named
Chair, to assist the chair in counting the attendance, collecting,
examining, or tabulating ballots.

A Speci al Aresoldion requiring more than a simple majority. In Ontario, the

Res ol ut itermdenotes a required majority of ttvords.

AVer i fy oTo authenticate as true or correct; when used in corporate law it is
synonymous with ncertifiedo if t he
statement isthe VicePresident Communications or Vig¥esident
Finance of the entity or Corporation.
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MANAGEMENT TEAM (VOLUNTEER) ORIENTATION GUIDE: EXECUTIVE
COMMITTEE AND REGIONAL DIRECTORS

Introduction I. With the start of each New Year a new Board of Direcaord new
Program Committees are formed teardinate and administer the
business aspects, programsandactivi es of Ringett e
With this territory comes a great deal of responsibility. It is hoped
that this Orientation Guide will serve as a useful tool to orient you to
the procedures, which are directly related to your position as a
Management voluteer of the Ontario Ringette Association. The
Orientation Guide is intended to mirror the O.R.A. Operating
Manual. In areas where the two documents conflict, the Operating
Manual will take precedence. Where there is no reference in the
Operating Manualthe Management Volunteer shall adhere to the
Orientation Guide.

ii.  The Ontario Ringette Association is a Corporation under
the Act. We are noshare, not for profit. We are a
business, and must fulfil all obligations of the Corporations
Act, and theEmployment Standards Act.

ii. Section 283, Subsection (1) i nd
Corporation shal/l be managed by
Subsection (3) indicates that fl

shall be transacted by its directors excepa imeeting of
directors at which a quorum of
above section of the Act indicates that the powers within a
Corporation are specifically and mandatorily those of a
Board of Directors and it indicates that, in law, the residual
powess of a Corporation are reserved to the Board of
Directors. Residual powers are all of those powers or
rights, which are not specifically delineated within the by
laws of the Corporation. The Board of Directors must
approve every matter or every item afsiness that the
Corporation transacts.

iv. Members and Directors should realize that the intent of the
statute and the bkaws of the Corporation are to allow the
Corporation to transact business in the best interests of all
members within the jurisdiicn of the Corporation.

v. Section 283 of the Act indicates that all affairs of a
Corporation shall be managed by a Board of Directors, so
one must realize that any resolution that comes forward to
a meeting of Committees, or a meeting of Members, only
indicates the desires and feelings of the members of the
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MANAGEMENT TEAM (VOLUNTEER) ORIENTATION GUIDE: EXECUTIVE

COMMITTEE AND REGIONAL DIRECTORS

Rolesand
Responsibilities

Vi.

Vil.

Committee, or the general membepsh The specific

resolution itself, or its wording, or even its intent, is not

binding on the Board of Directors. The Board of Directors

must undertake to develop polic
needs, while keeping the laws of the Act, and all other

legdities in mind.

All acts taken by the Board of Directors must be ratified at
the General Meeting of the Corporation in order for them
to become policy.

Throughout the course of the year, you will experience
situations and activities, which neige specific guidelines.
Key areas of responsibility, eardination and position
mandate have been briefly explained in this Guide. As the
season unfolds, the experience you gain will guide you
through areas that have not been discussed.

Board of Directors

The O.R.A. Board of Directors consists of twelve (12)

Members (save and accept when a Past President is active).

They have the mandate Ato admir
O. R. A. 0.

As a Director of the O.R.A.,our duties will entail the

administration of your specific Region or Program, work

on Ad Hoc Committees and overall contribution to the

Board of Directors. As the Organization Chart (see

Operating Manual) indicates, lines of authority are set and

should & adhered to. The role of Director is not an easy

one. Individually, and as a group, you are fully
accountable to the members. At times, this can be very

di fficult, as a number of MfAhat s«

Director

You are a Diector of an Incorporated Company. Your actions and
opinions must be in the best interest of that Company, financially
and ethically.
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MANAGEMENT TEAM (VOLUNTEER) ORIENTATION GUIDE: EXECUTIVE

COMMITTEE AND REGIONAL DIRECTORS

Vi.

Vii.

viii.

Officer

As an Officer you will hold one of the following positions:
President, V. P. Communications, V. P. Finance, V. P.
Administration or V. P. Technical. You will have specific mandates
in the dayto-day operation of the sport. As a collective grgop

form the Executive Committee for the Corporation and are afforded
specific legal and financial powers of authorization. See Executive
Committee on Page 3. headed Committees.

Regional Director

You are a Director ofjour Region and, as such, serve as the focal
point for communication between the Membership and the Board of
Directors. It is extremely important that this communication link be
utilized as effectively as possible in order that the Board may be an
informed decisionmaker.

Athlete Representative

You are a representative of all athletes in Ontario Ringette
and as such serve as the focal point for communication
between the athletes and the Board of Directors. It is
extremely important that this commugation link be
utilized as effectively as possible in order that the Board
may be an informed decisianaker.

Parent, Coach, Official or Player

Your Local Association affiliation is probably the nhakfficult one
to handle. Decisions sometimes have to be made that may be
detrimental to your Local Association or even your Region.
However, the decision should benefit the Province, as a whole.

Functions
Being a BoardMember requires your attendance at various O.R.A.
functions throughout the year. They are as follows:
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Function Regqional Athlete Officers
Directors Rep.

Board Meetings * * *

Regional Directors Meetings *

Regional Meetings *

Ad Hoc Committee Meetings *

Annual Conference * *

Competitive Events, as assigned * * *

Conferences, as assigned * * *

Executive CommitteeMeetings * *

Standing Committee Meetings * o
*

At hl etesd Forum
**\/. P. Administration/V. P. Technical

With such a myriad of events and activities held over the year, planning is essential to ensure all
Board Members, and Stafffectively schedules their time.

Committees There are several types of Committees that exist within the Ontario Ringette
Association, and as a Management volunteer you may sit on one of the
following Committees:

Ad Hoc Committee- exclusively for some understood special
purpose

Standing Committee Executive, Hall of Fame, Appeals/Complaints,
Rules

Standing Executive Committee

Committees A This Committee consists of the President, V. P.
Communications, VP. Finance, V. P. Administration, and V.
P. Technical. The Executive Director, or any other Staff, shall
attend upon request or demand. The Past President, when in
office, is an exofficio member.

A The Committee may exercise all the powers of tharBof
Directors in the Management and direction of the affairs of the
O.R.A., subject to any restrictions imposed, from time to time,
by the Board of Directors. This Committee may make
decisions between Board Meetings, if it is really necessary,
and will report its actions at the next Board of Directors
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Meeting. The Executive Committee shall be responsible for the day
to-day adminstration of the O.R.A. under specifically approved
policies and powers delegated by the Board of Directord,&ys and
Regulations of the Corporation.

A The Board of Directors i s res

Professional Staff. = The Executive Directoin

consultation with the Board, is responsible for office
management, staff hiring and orientation, as well as
performance appraisals, sick time, benefits and

vacation. The employment of the Executive Director

requires the approval of the full Board ofré&stors.

Strict guidelines stipulated by the Employment

Standards Act must also be adhered to when hiring

and dismissing professional staff.

A No Executive Member may make a major financial
decision unilaterally. Financial officers, with signing
authaity, are appointed each year. Additional signing
officers may be named, if required.

Ad Hoc Committees

The Board of Directors, from time to time, appoints Ad Hoc
Committees. Ad Hoc Committees are implemented for a
specific time period. Ontario Ringe presently recognizes
the following Committees: Management Finance,
Recognition Awards, Screening Committee, Jackie
Lajeunesse Scholarship Award, Selection Committee.

A These Committees are implemented for specific
periods of time and are permaneran@nittees of the
organi zati on. Earib def®dedmmi t t e e
in the Operating Manual.

By-Laws/

: The Board of Directors, with input from the Standing Committees and
Regulations

Membership, may develop or amend-Baws and Regulations each
year for presentation at thenAual General Meeting.
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I. New regulations and/or amendments may be passed by the
Board of Directors at regularly scheduled meeting®wever,
formal approval is necessary at the A.G.M.

o By-Laws: May be amended. However, the
amendments cannot be acted upon until they are
approved by a twhird majority vote of the
Membership at a General Meeting of the Members.

o Regulations: May beamended, and can be officially
acted upon, throughout the season. However, the
Membership, at a General Meeting of the Members,
must approve them.

o They, then, become policy.

Appointed

e Volunteer Recognition Chair
Positions

Appointed by the Board of Directors, serves ree-gear
term. This appointment can be made from within or
outside of the Board of Directors. The position (Chair)
and his/her appointed Committee develop and implement
volunteer recognition activities throughout the season.
They are responsible for thoceedings of the Volunteer
Recognition Dinner held at the A.G.M. The Chair (and
his/her appointed Committee) shall work closely with the
Program Ceordinator and/or the Executive Director, V. P.
Administration and V. P. Technical. This Committee is
regponsible for determining the highest volunteer honors
and will ensure that appropriate time and research are
given in the selection and presentation of each award. For
further details, please see Membership Servicpages
25-33.

Meetings i.  Board of Directors

Meet a minimum of four (4) times per year. The Board of
Directords Meetings start on th
Director is brought in on the Friday night. If agreed to, the

Meeting may start on Friday evening.

A The full Board meets on the Satuydaorning and the
meeting usually runs until the dinner hour. The
Meeting is then reconvened Sunday morning until
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approximately 2:00 p.m. At times, the Board may be
required to recavene after dinner on Saturday. Sunday
may also be extended to 4:00 p.m. to cover important
Agenda items.

ii. Preamble

Executive Members, Staff, Regional Directors, Athlete
Representative and Program Chairs must submit a written
report for each meetinghat they attend. In order for
reports to be circulated for review, they should be into the
office a minimum of two weeks prior to the meeting.
Reports received following the due date will be duplicated
and made available at the meeting. The reportulgho
outline the progress of the Management Volunteer in
his/her activities, Ad Hoc Committees, and any other areas
of responsibility. The Management Volunteer may also
put forth motions based on input from these areas of
responsibility. In addition, Mamg@ment Volunteers may
propose motions based on the staff report, as they (staff)
are ineligible to put forth motions.

A The Regional Directorséo
communication to the Board is through ongoing
Regional Committee Meeting Minutes. The mewi
should be circulated promptly with a copy
automatically being sent to the O.R.A. office.
Regional Meeting Minutes will be circulated to all
Program Chairs so they may stay in touch with the
Regional program process. It is also the Regional
Di r e adspomsibilty to ensure that their Program
Co-ordinators copy their Regional Reports to their
respective Program Chair.

A Reports should be typed. If not possible, reports
written legibly with a black pen are acceptable.

Preparation

Read mmutes from the previous meeting and make note of
any errors or omissions. Be prepared with any business
arising from the minutes. If you are appointed to follow
through with any actions determined at the previous
meeting, make sure you do so. Repothatnext meeting,
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or, by memorandum, prior to the next meeting, if it is
necessary.Note: An itemized task to do list should be

made available at the end of each set of Meeting Minutes

This will provide fAeasy referenc

A If questions have been directed to you from other
Board Members, Program Chair or the Staff Reports,
come prepared to present your answers during your
report.

A At times, Regional Directorsvill be required to

canvas the members within their Region, Program

Chairs will be required to canvas their Committee

Members, and the Athlete Representative will be

required to canvas the athletes to obtain an informal
Afgener al consensusrm your Do no
member sdé behal f. Make the ef
them. (Note: When canvassing Regions, it is

advisable to delegate a portion of this task to your
Vice-President or other members of your Regional

Board).

A Regional Directors are responsibler submitting a
list of Regional Meeting dates, as well as submitting
Regional Meeting Minutes on a timely basis. Your
compliance to these requests, enables your staff to
effectively plan administrative aspects such as
mailings, and planning aspects raedi to complete
reports for the Board and the Ministry.

iv. Pre-Meeting Package
Management Volunteers will be sent a -pre
meeting/information package, which should be read upon
receipt. Under normal circumstances you will receive the
following:

Agenda

Meeting Venue

Room Arrangements

Flight Arrangements (if applicable)
Member Reports

Information requests from Committees
Correspondence relating to agenda items
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Note: Previous MeetingMinutes will be available upon
request.

A When we say fAunder nor mal
means information that is received by the office in
time for the meeting. In other cases, the information
package could be sent in two separate lings.

This usually happens when there is a lot of
information. Extenuating circumstances may arise
causing late packages. Patience and understanding
are certainly requirements of your position.

v. Arrangements

All meetings will be held in the vicity of the Toronto
International Airport, unless otherwise stated. Costs are
monitored closely by the Finance Committee. Therefore,
it is not uncommon that meetings may be held in different
hotels on the strip. In booking hotels, staff do their best to
avoid hotels that receive an unfavourable review from the
Board.

All  meeting venues, travel, and accommodation
arrangements are made through the O.R.A. office.

All Management Volunteers will be expected to stay
overnight, due to the length of someetiegs. This also
provides an opportunity to interact socially, which assists
in a good working relationship. There will be two people
booked in a room whenever possible. Special requests for
accommodations must be submitted four (4) weeks prior to
the meeting. Those specifically requesting single rooms,
when they could be paired, shall be responsible for half the
cost of the room. Rooms cancelled without notice shall be
the responsibility of that person.

A Travel to Board Meetings shall be arrandsdthe
most economical method. @ Those Management
Volunteers residing in Northwest, Northeast and
Eastern Region shall not be expected to drive, unless
they wish. Most flights are booked four (4) weeks in
advance to capitalize on seat sales, and are non
refundable, once ticketed. Cancellation of tickets
after the required notification date shall be the
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responsibility of that person, if credit cannot be
obtainel.

vi. Conduct and Procedures
The agenda will be adhered to, as strictly as possible.
However, if implementation of programs or business
administration would be hindered due to protocol, then
protocol shall be waived at the discretion of the Chair of
the meeting. Items to be placed on the meeting agenda are
to be given to the V. P. Communications for the Board
Meeting, and approved for circulation by the President, at
least two (2) weeks prior to the meeting. If agenda items
are to be added at theemting, then the Board shall decide,
as a group, whether the item will be added.

A

The first item of business shall be the roll call of
members and determination of the presence of a
quorum. The Board meeting shall be conducted in
accordance with Robisr Rules of Order. It is the
duty of the meeting Chair, President in the case of
Board Meetings, to enforce the rules of order, and
oversee proceedings. Board members should also
insist that the Chair keep the meeting flowing at an
adequate pace so thatl agenda items receive
appropriate discussion time.

Rai sing of member ds hands
the Chair as they desire to speak on the topic at hand.
Please do not speak without being acknowledged by
the Chair. This prevents a monopoly impre vocal
Board members, and prevents considerable wastage
of valuable time. If speaking for or against a motion

or recommendation, please do not repeat what has
already been said, but state that you are in
agreement, or not in agreement, with the pnesio
speakerds comment s.

sho

Do not-c hfad i twi t h your nei gh

someone is speaking. This will not be tolerated by
the Chair.
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A

It is important that you feel fre® texpress your true
opinions. It is also very important to ask for an
explanation if you are not sure about the item being
discussed. Do not be shy or intimidated by more
vocal Board Members. Do not feel that you are
asking stupid questions. No one sy or
understands, everything all of the time and, most
certainly, no question is stupid if an item can be
clarified for an individual.

The most important factor is that the Board works
together as a team. During discussion, argue your
point as strogly as you wish. However, once the
vote, or general consensus, has been reached, even if
it does not agree with your opinion, you are
obligated to support it on behalf of the Board.

Board Meeting decisions will be circulated within
ten (10) businesdays following the meeting, in the
form of Corporate Minutes.

Confidentiality, and integrity, are essential in the
position you hold. Discussion in the meeting room
must be held in the strictest confidence. Discussions
MUST NOT be relayed to anyoneutside the
Meeting. Corporate Minutes of the Board of
Directors are copied to the Registered Members.
Detailed Board of Director Meeting Minutes are for
the use of the Board only and are not to be
circulated, or discussed, outside of the Board of
Directors. Program Committee Meeting Minutes are
for their use and the Board of Directors only, and are
not to be circulated to the general membership.
Specific information resulting from Program
Committee Meetings shall be made public through
Membership Noties and through the Program
Regulations found in the Operating Manual.
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A The reason for not circulating detailed meeting
minutes to the membership is to avoid
misinterpretation as to why certain
motions/recommendations were carried or defeated.
Waiting for the Corporate Minutes to be circulated
also gives the Management volunteer the time
needed to prepare communiqués or prepare material
required to implement a dems.

Policy Regarding In Camera Meetings:

The Ontario Ringette Association strives to be open and
transparent in all its dealings. Most ORA Board meetings
include Board members, the Executive Director and other
invited guests as approved by the Preside Meeting

Chair. From time to time issues may arise where limited
communication and confidentiality are required. This
policy outlines the conditions necessary to call an In
camera meeting; who must be included and explains the
processes that will bellowed should an In camera
meeting be required.

Determination of Need

A meeting may be helsh Camerawhen the following

subject matter is to be discussed:

¢ the security of the assets, personnel or property of the
ORA,;

e personal matters about any idéatle individual,
including any Director, employee or member of ORA;

e matters concerning appeals, discipline and the code of
conduct about any identifiable individual including any
Director, employee or member of ORA;

e sensitive matters, including mattegbject to
confidentiality agreements with third parties;

e the compensation or performance of the professional
staff

e any matter that involves or could potentially lead to
litigation

e when privileged information is being received

Who must be present

e all board members unless they are unable to attend or
are in conflict
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e any staff member or outside individual who may
provide information relevant to the discussion

Process for going In Camera or calling an In Camera
Meeting

e Discussion or agenda items are identified as meeting the
required conditions

¢ A motion is made to go In Camera and any individuals
present, who the board agrees should not be included
will be askel to leave

e The board agrees that an In Camera meeting is
appropriate

e The VP Communications will take minutes

e Distribution of the minutes of the In Camera meeting
will be limited to those who attended and will remain
confidential

Limitations to In Camera Meetings
e In Camera meetings will be held sparingly and only
when appropriate
¢ No other items may be discussed except for the ones
identified prior to going In Camera

Review of Minutes of In Camera Meetings

e Once annually the minutes of all In Camera megtin
will be reviewed by the Board to determine if the
information needs to remain confidential. The annual
review would not include anyone who was asked to
leave an In Camera meeting.

¢ If confidentiality is no longer necessary the minutes will
be placedin he ORAG6s Minutes.

viii. Standing Committees
Standing Committee Meetings shall be held consistently on the
second weekend in August and the third weekend in April.
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f. Financial
Management

I. Annual Budget Preparation

Annual Budget preparation, for the next financial year,
begins at the August Standing Committee Meetings. The
Program Committees submit their yearly Program Activity
Plan with budget requeststtee V. P. Finance. A draft
budget is circulated to the Finance Committee and Board
of Directors for review and input.

A This draft budget forms the basis of the concurrent
MHP Grant Application. The Board of Directors
then approves the draft budgénitial approval is
given which authorizes the grant submission to be
completed and ready for submission to the Ministry.
Grant approval may or may not be issued prior to the
O.R.A. Annual General Meeting. The final budget
adjustments are made, and treaBlapproved
budget is circulated to the membership at least two
(2) weeks prior to the A.G.M. At the Business
Meeting, the budget is approved for implementation
the following season. Should Ministry Grant
approval be given prior to the A.G.M., the batd
adjusted accordingly. However, if approval is not
received prior to the A.G.M., then adjustments are
explained at yeaend through notation.

Over-spending

Every effort must be made to plan carefully. Should an
activity or program have thgotential of oveispending, it
must have the approval of the Finance Committee. Where
funds have been exhausted, and an activity is still in
progress, participants are informed by the V. P. Finance
through the Program VieBresident and Program Chair
thatexpenses shall be their responsibility.

Expenses

A separate Expense Form is to be completed for each
meeting, clinic, activity or administrative cost incurred.
Expense Forms are authorized by the appropriate volunteer
and sent to the office. dNExpense Claims can be self
authorized.
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i.e.. Program Chair> Vice-President authorizes expense

V. P. Finance> President authorizes expense and
vice versa

All expenses must be submitted within thirBpJ
days of incurring them, or they will not be eligible
for reimbursement. (Exception: telephone bill may
be submitted within sixty (60) days of the actual
billing date).

iv. Payment of Expenses
Payment of expenses is done on a regular basis. \Where
receipt is necessary, and not attached, that amount will be
deducted from the claim.

A Outstanding account receivable with O.R.A. will be
deducted from that personédés c

v. Meals
Breakfasti on approved O.R.A. business prior to 8:30 a.m.
Lunchi on approved O.R.A. business between 11:00 a.m.
and 2:00 p.m.
Dinneri on approved O.R.A. business after 5:30 p.m.

vi.  Accommodations

A Accommodations shall be booked through the
O.R.A. office.

A The office must be contacted at least one (bjtim
before the scheduled meeting to include special
accommodation requirements.

A All rooms will be paid for by Ontario Ringette.
PLEASE DO NOT PAY FOR YOUR OWN
ROOMS (unless rooms are required for clinics).

A All rooms will be doublé two (2) in aroom, unless
number and/or gender attending indicate a single
room. Those people specifically requesting a single
shall be responsible for additional room costs.

A Any items, such as telephone calls, room service,
etc., should be paid for by the indiva before
checking out of the hotel. If not, expenses will be
deducted from the individual 0
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A If you find it necessary to cancel, please let the office
know by the specifi@ time given when you are
informed of the meeting. If cancellation is made in
the required time your room will be cancelled at no
charge. Your Region or you, personally, will be
charged for last minute cancellations.

A To be eligible for accommodatiornf®r a day or
evening meeting, an individual must travel a
minimum of 100km one (1) way (exception fvday
meetings). Please note common sense prevails
regarding weather conditions.

vii. Policy Re: Airfare
All air reservations should be made throughudsion
Travel Group, a minimum of one (1) month in advance.
Tickets will be delivered to the person to whom the
reservation is registered.

viii. Communications
Telephone, courier, and postage costs will be paid. If
phone clis have to be made, keep them short and limited
to low rate times whenever possible. Copies of the phone
bil |l with RingetteE calls highl
called and program to charge to, must be noted on the bill.
These must be submitted withet expense claim, as well
as receipt for postage, courier, copying, eMote: The
business office has been given strict instruction not to
accept collect calls. You must use your own number and
claim in the usual manner.
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g.

Administration . Correspondence
All correspondence, both incoming and outgoing, must be
directed through the Ontario Ringette Association business
office, unless otherwise directed.

A Al correspondence will be circulated to the
appropriate party for response. On behalf of the
organization, an acknowledgement letter will be
forwarded indicating a response is forthcoming. On
correspondence you receive from the business
office, you will be nofiied of the action required. It
is your duty to comply with the action necessary.

A The President and V. P. Communications receive a
copy of all inconnmg and outgoing correspondence

when requested. Directors only receive
correspondence specificallylagng to their Region
or position.

A Faxed information is accepted as legal documents
without follow up of hard copy, accompanied by a
cover sheet which includes date, name of sender and
number of pages. Sender is responsible for proof of
confirmation

A Faxes and emails received up to midnight of a
deadline will be accepted as on time.

ii.  Business Office
Office hours are from 8:00a.m. to 4:00p.m., unless otherwise
notified, (i.e. summer hours). Staff lunch breaks are staggered, so
that somenpe is available to answer phone calls at all times.

During Staff Meetings (all staff attends), the O.R.A.
phone lines are put on the answering machine.
Please leave detailed messages when this occurs.

It is suggested that visitors attending theR@.
office call before arriving so that office staff can be
available.
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Should any Management Team Volunteer require work to
be done by the staff, he/she must go through the
approprate channels. All work is to be routed through the
Executive Director. Should a Management Team
Volunteer have a complaint regarding a staff member,
other than the Executive Director, they are to speak with
the Executive Director, or President, when toenplaint
involves the Executive Director.

A All programs and activities of the organization are supervised,
administratively, by the prof
mandate to research i nformat.
various Committeg It is at the Committee level decisions are
made. Staff is responsible for office procedural decisions
only. In other words, it is their duty to decide on the most
efficient and effective method to administer Program and
Board decisions. Please da eapect staff to make decisions
on your behalf or to provide you with an interpretation that
should be made by specific Committees. Staff are instructed
to redirect all questions and/or interpretations to the
appropriate Management Team Volunteer.

A Each staff member is responsible for various program areas
and must manage their time equally between programs and
organizational priorities. Please remember that your program
or activity may not always take precedence over another
program.

iii.  Conclusion
The key to an organizationds s
Management Team Volunteers put into their positions.
Those who are willing to put a great deal of time and effort
into their position will benefit through personal
satisfaction. In these very important positions you hold,
you must be willing to take the bull by the horn and initiate
ideas, rather than wait for someone to tell you what to do.
There are various documents that will assist you
throughout the year, sucls the Operating Manual,
Program Activity Plans, Three Year Organizational Plan
and Financial Statements. These documents form the basis
of your position mandate and should be followed as
closely as possible. Monitor them carefully, in relation to
your specific area. Should you see any discrepancies or



Ontario Ringette | 65
Sport Administration

FINANCIAL MANAGEMENT , Continued

loopholes, be sure to bring them to the Management
Teambébs attenti on.

Members will look up to you with respect and trust in your
ability to manag the sport. You should always speak
positively of your colleagues and the organization.
Encourage those who may be having difficulty with

Regul ations and |listen to your
Membership, along with all levels of Management, at one
time o r anot her , i's going to make

perfectt Each of you should feel confident to make
decisions and take action knowing that you will have full
support from the Management Team.

A Share your ideas with your colleagues, regardless of
how small or outrageous they may seem. The art of
being firm and consistent, while showing flexibility,
in the management of sport, takes teamwork.
Excellent teamwork is a result of good
communication, tactics, hard work, and, more
importantly, being able thave fun and enjoy your
term.  Volunteering in an organization of this
magnitude certainly is no easy task. There are good
times to be had. Help prevent your Meetings and
Events from becoming all work and no play.

eééand remember, wethateprovad | wor ki
our members with a safe, and enjoyable, environment to
participate in.
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Preamble: This guide has been developed
to assist our Standing Committees. Every effort has been made to
include pertinent information that will ensure a rewarding experience
for the Volunteer, and provide the Board of Directaith positive
solutions to our memberso needs.

Please note that this guide does not overrule policy that is
communi cated through Ontari o Ringet
through the Corporate Minutes of the Board of Directors Meetings. In

the case of aliscrepancy, the Operating Manual and the Board of

Directors Minutes must be adhered to.

a. Introduction
Soi you have decided to be a volunteer, and you have chosen
the program that you are interested in. What now?

I First, thaank you, on behalf of the members of the Ontario
Ringette Association. All of us appreciate your dedication.

ii. Second, you are not alone. Each Standing Committee is
comprised of a representative f
(6) Regions, (Central, Easter Northeastern,
Northwestern, Southern and Western) as well as a Program
Chair. The Board of Directors appoints the Program
Chair.

iii.  Third, you have a part in the decisioraking process.
You are responsible for bringing the needs of the members
in your Region to your Committee for discussion. Your
Committee, in turn, is responsible for ensuring that the
Board of Directors receives the direction required to
implement a policy to suit the needs.

iv.  Finally, you can be proud of the trust that bagn placed
in you. Our members have made an excellent choice!

v. The Ontario Ringette Association is a Corporation under
the Act. We are noeshare, not for profit. We are a
business, and must fulfil all obligations of the Corporations
Act, and the Emloyment Standards Act.
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vi Section 283, subsection (1) i nd
Corporation shal/l be managed by
Subsection ( 3) sinasgof acCopaasiont hat fil
shall be transacted by its directors except in a meeting of
directors at which a quorum of
above section of the Act indicates that the powers within a
Corporation are specifically and mandatorily thoseaof
Board of Directors and it indicates that, in law, the residual
powers of a Corporation are reserved to the Board of
Directors. Residual powers are all of those powers or
rights, which are not specifically delineated within the by
laws of the Corporati. The Board of Directors must
approve every matter or every item of business that the
Corporation transacts.

vii. Members and directors should realize that the intent of the
statute and the biaws of the Corporation is to allow the
Corporation to trarect business in the best interests of all
members within the jurisdiction of the Corporation.

viii. Section 283 of the Act indicates that all affairs of a Corporation
shall be managed by a Board of Directors, so one must realize that
any resolution thatomes forward to a meeting of Committees, or a
meeting of Members, only indicates the desires and feelings of the
members of the Committee, or the general membership. The
specific resolution itself, or its wording, or even its intent, is not
binding on tle Board of Directors. The Board of Directors must
undertake to develop policy to
keeping the laws of the Act, and all other legalities in mind.

ix. All acts taken by the Board of Directors must be ratified at the
GeneraMeeting of the Corporation in order for them to become

policy.

b. Program Standing Committee Chair:
I. Purpose:

A to ensure that the mandate of each Standing
Committee is fulfilled within the framework fo
Ontario Ringettetfavs ddddnstitut
Policies.
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ii.  Responsibilities:

A to prepare an agenda for their Standing Committee
meetings. It is important that the agente
reasonable, keeping in mind the timeframe of the
meeting itself.

A to forward the agenda a minimum of two (2) weeks
prior to the scheduled meeting to the business office
for duplication and distribution.

A to attend all meetings of the Chairs betStanding
Committees.

A to arrive at the scheduled meeting promptly and well
prepared.

A to provide an orientation for new Committee

Members.
A to conduct t he Committeeds
acceptable procedures, keepin

Rules ofOrder will be invoked in case of dispute.

A to enforce decor um, bearing
image in mind.

A to bring me mber s o concerns
Directors through duly made motions, with
accompanying rationale.

A to communicate with your VePresident. Do not
wait for the VicePresident when you have a concern
that requires attention. It is your obligation to ensure
that your VicePresident has ufp-date information.

A to accept decisions made by the O.R.A. Board of
Directors.

A to communicate Board decisions to the members of
your Committee.

A to assist your Vic€resident in creating
communication tools.
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A

A

to maintain the section of th®perating Manual
pertaining to your program.

to ensure that policy does not conflict with other
Committees.

to coordinate the formation of the strategic plan as it
pertains to your program, ensuring that the plan
follows the vision of Ontario Rgette for a three
year timeframe.

to monitor the strategic plan and -oddinate the
yearend evaluation of the plan.

to coordinate the budget for your Committee, and to
communicate the budget to the \iPeesident
Finance in a timely manner.

to collect, verify, and authorize all expense claims
submitted by members of your Committee.

to ensure that all members of your Committee
prepare written reports for each meeting that they
attend. Copies of the reports must be made available
to every member of the Committee, to the \Vice
President in charge of the program, and to the
President of Ontario Ringette.

to arrange for minutes to be taken for every meeting
of your Committee. Said minutes must include:
names of those present; adoptiof the agenda;
acceptance of the previous meeting minutepprts
from each member; motions (including names of
mover and seconder); budget discussion; strategic
plan discussion; correspondence review (if any); new
business, and any other items transact

to review the minutes immediately upon completion
of the meeting with your Viec®resident. You must
make sure that your intentions are clearly understood
by the VicePresident so that an honest presentation
will be made to the Board of Directors omour
behalf.
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A to deliver relevant meeting materials to your Vice
President immediately aftejour meeting. It is very
important to communicate with the Board in a timely
manner.

A to communicate the wishes of the majority of the
Committee, regardless of personal opinion.

A to arrange for a replacement Chair should you need
to be absent @m the meeting. Keep in mind that the
Chair of the Committee votes only in the case of a
tie. Choosing a Regional @udinator to replace the
Chair erases the vote for that Region. Speak to your
Vice-President for suggested solutions.

A to provide yarr Vice-President with the information
necessary when the office staff are expected to
administer a project. Never direct the staff

personally.
c. Regional A to monitor Regional activities to ensure that Ontario
Program Ringetteds policies are being

Co-ordinator:

A to maintah the image of the Ontario Ringette
Association at all times by acting in the best interest
of Ringette.

I Purpose:

A to bring the issues of their respective Region to their
Commi tteebds attenti on, and to
Ringette Policy to the nmebers of their Region.

ii.  Responsibilities:
A toread the agenda for their meeting.

A to arrive at the meeting prepared to address agenda
it ems, keeping On4eaws,i 0 Ri n
Constitution and Policies in mind.

A to submit a written reportwo weeks prior to the
scheduled meeting date. This will allow the staff the
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the time necessary to copy and distribute each report.

time necessary tGoopydayoudistrinntbiach repetycsipridprepdrednable to have
on time, you must bring sufficient copies to your
meeting for each Committee member, the applicable
Vice-President and the O.R.A. President.

A to ensure that direction comes to the Board via
properly made motions, including the ratba for
the request.

A to accept decisions made by the O.R.A. Board of
Directors.

A to assist your Chair in the preparation of
communication vehicles. i.e: R&-Gr a m, Coacheso
Corner, RingFormation, Membership Notices, etc.

A to assist in the maienance of your Section of the
Operating Manual.

A to ensure consistent policy through other Standing
Committees, when necessary.

A to assist in the formation of the thrgear strategic
plans as it affects your Committee.

A to assist in monitonig your strategic plan.

A to assist in the production of the annual budget for
your Committee.

A to submit all expense claims to your Committee
Chair in a timely fashion.

A to ensure that properly recorded minutes are taken at
every meeting you &nd.

A to review the minutes with your Committee prior to
submission to your Vic@resident.

A to insist that the Chair remains impartial, acting in
the best interest of Ringette
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A to go through your Chair whenever you require
something to be done by the offis@ff.

A track clinic and resource finances for Grant
Application purposes.

A to maintain the image of the Ontario Ringette
Association at all times by acting in the best interest
of RingettekE.

iii. By-Laws/Regulations:

The Board of Directors, wh input from the Standing
Committees and Membership, may develop or amendléBys

and Regulations each year for presentation at the Annual General
Meeting.

A The Board of Directors may pass new regulations
and/or amendments at regularly scheduled meeti
However, formal approval is necessary at the A.G.M.

- By-Laws: May be amended. However, the
amendments cannot be acted upon until they
are approved by:

1) a 2/3 majority vote of the Board of

Directors, and

2) a 2/3 majority vote bthe Membership at
a General Meeting of the Members.

- Regulations: May be amended, and can be
officially acted upon, throughout the season.
However, the Membership, at a General
Meeting of the Members, must approve them.

- They, then, become poy.




Ontario Ringette | 73
Sport Administration

STANDING COMMITTEE ORIENTATION GUIDE , Continued

iv. Pre-Meeting Package:

Management Volunteers will be sent a-preeting/information
package, which should be read upon receipt. Under normal
circumstances you will receithe following:

Agenda

Meeting Venue

Room Arrangements

Flight Arrangements (if applicable)
Member Reports

Information requests from Committees
Correspondence relating to agenda items

Note: Previous Meeting Minutes will be available upon
request.

A When we say fdunder nor mal
means information that is received by the office in
time for the meeting. In other cases, the information
package could be sent in two separate mailings. This
usually happens when there is & &b information.
Extenuating circumstances may arise causing late
packages. Patience and understanding are certainly
requirements of your position.

v.  Arrangements:
All meetings will be held in the vicinity of the Toronto
International Airport, unlesstherwise stated. Costs are
monitored closely by the Finance Committee. Therefore, it
IS not uncommon that meetings may be held in different
hotels on the strip. In booking hotels, staff does their best
to avoid hotels that receive an unfavorable nevilom the
Board.

A All meeting venues, travel, and accommodation
arrangements are made through the O.R.A. office.

A All Committee Members will be expected to stay
overnight, due to the length of some meetings. This
also provides an opportunity toteract socially,
which assists in a good working relationship. There

c



Ontario Ringette | 74
Sport Administration

STANDING COMMITTEE ORIENTATION GUIDE , Continued

will be two peopld beakedlliba teompespenboekpdssibleocBpadiahmmrests for acco
possible. Special requests for accommodations must
be submitted four (4) weeks prior to the meeting.
Those specifically requesting single rooms, when
they could be paired, shall besponsible for half the
cost of the room. Rooms cancelled without notice
shall be the responsibility of that person.

A Travel to Committee Meetings shall be arranged by
the most economical method. Travel: Chairs
arrange their own. Cordinatorsi Region arranges.
Those Committee Members residing in Northwest,
Northeast and Eastern Region shall not be expected
to drive, unless they wish. Most flights are booked
four (4) weeks in advance to capitalize on seat sales,
and are nomefundable, once tigked. Cancellation
of tickets after the required notification date shall be
the responsibility of that person, if credit cannot be
obtained.

vi. Conduct and Procedures:
The agenda will be adhered to, as strictly as possible.
However, if implementatio of programs or business
administration would be hindered due to protocol, then
protocol shall be waived at the discretion of the Chair of
the meeting. Items to be placed on the meeting agenda are
to be given to the Chair for the Committee Meeting, and
approved for circulation by the Chair, at least two (2)
weeks prior to the meeting. If agenda items are to be
added at the meeting, then the Committee shall decide, as a
group, whether the item will be added.

A The Chair should recognize raising of memb 6 s
hands as they desire to speak on the topic at hand.
Please do not speak without being acknowledged by
the Chair. This prevents a monopoly by more vocal
Committee Members, and prevents considerable
wastage of valuable time. If speaking for or agains
a motion or recommendation, please do not repeat
what has already been said, but state that you are in
agreement, or not in agreement, with the previous
speakerd6s comment s.
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A Do nohttchfmto with your nei gh
someone is speaking. The Chair will not tolerate
this.

A Itis important that you feel free to express your true
opinions. It is also very important to ask for an
explanation if you are not sure about the item dpein
discussed. Do not be shy or intimidated by more
vocal Committee Members. Do not feel that you are
asking stupid questions. No one knows, or
understands, everything all of the time and, most
certainly, no question is stupid if an item can be
clarified for an individual.

A The most important factor is that the Committee
works togetheils a team. During discussion, argue
your point as strongly as you wish. However, once
the vote, or general consensus, has been reached,
even if it does not agree witjour opinion, you are
obligated to support it on behalf of the Committee.

Vii.

Annual Budget Preparation:
Annual Budget preparation, for the next financial season,
begins at the August Standing Committee Meetings. The
Program Committees submit their ylgaProgram Activity
Plan with budget requests to the V. P. Finance. A draft
budget is circulated to the Finance Committee and Board
of Directors for review and input.

A This draft budget forms the basis of the concurrent MTCR
Grant Application. The Bard of Directors then approves
the draft budget. Initial approval is given which authorizes
the grant submission to be completed and ready for
submission to the Ministry. Grant approval may or may
not be issued prior to the O.R.A. Annual General Meeting.
The final budget adjustments are made, and the Board
approved budget is circulated to the membership at least
two (2) weeks prior to the A.G.M. At the Business
Meeting, the budget is approved for implementation the
following season. Should Ministry Gra approval be
given prior to the A.G.M., the budget is adjusted
accordingly. However, if approval is not received prior to
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the A.G.M., then adjustments are explained at -gear
through notation

viii. Over-Spending:
Every effort must be made to plan carefully. Should an
activity or program have the potential of oxggrending, it
must have the approval of the Finance Committee. Where
funds have been exhausted, and an activity is still in
progess, participants are informed by the VRe=sident
Finance through the Program ViBeesident and Program
Chair that expenses shall be their responsibility.

ix. Expenses:
A separate Expense Form is to be completed for each
meeting, clinic, activityor administrative cost incurred.
Expense Forms are authorized by the appropriate volunteer
and sent to the office. No Expense Claims can be self
authorized.

l.e.. Program Chai> applicable VicePresident authorizes
expense V.P. Finance>President athorizes expense and
vice versa

A All expenses must be submitted within thirty (30)
days of incurring them, or they will not be eligible
for reimbursement. (Exception: telephone bill may
be submitted within sixty (60) days of the actual
billing date).

X.  Payment of Expenses:
Payment of expenses is done on a regular basis. Where a
receipt is necessary, and not attached, that amount will be
deducted from the claim.

A Outstanding account receivables with O.R.A. will be
deducted froclmmt hat personods
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Xi. Meals:
Breakfasti on approved O.R.A. business prior to 8:30 a.m.
Lunchi on approved O.R.A. business between 11:00 a.m.
and 2:00 p.m.
Dinneri on approved O.R.A. business affeB0 p.m.

xii.  Accommodations:
A Accommodations shiabe booked through the O.R.A.
office.

A The office must be contacted at least one month before the
scheduled meeting to include special accommodation
requirements.

A Ontario Ringette will pay fomll rooms. PLEASE DO
NOT PAY FOR YOUR OWN ROOMS (unless rooms are
required for clinics).

A All rooms will be doublé two in a room, unless number
and/or gender attending indicate a single room. Those
people specifically requesting a single shall &sponsible
for additional room costs.

A The individual should pay for any items, such as telephone
calls, room service, etc., before checking out of the hotel.
| f not , expenses wil/l be deduc-
expense claim.

A If you find it neessary to cancel, please let the office
know by the specified time given when you are informed
of the meeting. If cancellation is made in the required time
your room will be cancelled at no charge. Your Region or
you, personally, will be charged for lasminute
cancellations.

A To be eligible for accommodations for a day or evening
meeting, an individual must travel a minimum of 100km
one way (exception twday meetings). Please note
common sense prevails regarding weather conditions.
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xiii. Policy Re: Airfare:
All air reservations should be made through Hudson Travel
Group, a minimum of one month in advance. Tickets will
be delivered to the person to whom the resermats
registered.

xiv. Communications:

Telephone, courier, and postage costs will be paid. If

phone calls have to be made, keep them short and limited

to low rate times whenever possible. Copies of the phone

bill with Ringettelfthepdsbns hi ghl
called and program to charge to, must be noted on the bill.

These must be submitted with the expense claim, as well

as receipt for postage, courier, copying, etc.

Note: The business office has been given strict instruction not
to acceptcollect calls. You must use your own number
and claim in the usual manner.

xv. Business Office:
Office hours are from 8:00 a.m. to 4:00 p.m., unless
otherwise notified, (i.e. summer hours). Staff lunch breaks
are staggered, so that someone is aJaildb answer
phone calls at all times.

A During Staff Meetings (all staff attends), the O.R.A. phone
lines are put on the answering machine. Please leave
detailed messages when this occurs.

A It is suggested that visitors attend the O.R.A. officé cal
before arriving so that the office staff can be available.

A Should any Committee Member require work to be done
by the staff, he/she must go through the appropriate
channels. All work is to be routed through the Executive
Director. Should a Commée Member have a complaint
regarding a staff member, other than the Executive
Director, they are to speak with the Executive Director, or
President, when the complaint involves the Executive
Director.
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A

The professional staff supervises all programs and
activities of the organization, administratively. It is the

staff ds mandat e t o research i

Aoptionso for t he vari ous
Committee leveldecisions are made. Staff is responsible
for office procedural decisions only. In other words, it is
their duty to decide on the most efficient and effective
method to administer Program and Board decisions.
Please do not expect staff to make decisamgour behalf

or to provide you with an interpretation that should be
made by specific Committees. Staff are instructed to
redirect all questions and/or interpretations to the
appropriate Management Volunteer.

Each staff member is responsible forrivas program
areas and must manage their time equally between
programs and organizational priorities. Please remember
that your program or activity may not always take
precedence over another program.

xvi. Meetings:

As a general rule, Program Comreés meet twice a year
( Ri nget t & Hsualesummen and spring). All

Committees meet on the same weekend in the same place.

This facilitates idea interchange and communication
enhancement among Committees. All Program Chairs
receive copies of all @nmittee Agendas and all
Committee Minutes.

Comn
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d. Standing

Committee
Duties:

A

Program Committee Meetings are structuaad timed to
facilitate budgeting, regulation development, and strategic
planning.

The first meeting (summer) is intended to be an orientation
and to be resourceful preparation for the upcoming season.
Items for consideration include: Orientation; dpet
analysis and projection with clear communication to the
Vice-President Finance; review of the strategic plan;
developing methods to carry out activities contained in the
strategic plan; monitoring the Operating Manual.

The second meeting, held ihet spring, is intended to
evaluate the season just completed, and to prepare plans
for the following season. Items for consideration include:
strategic plan evaluation; regulation review and
communication through proper motions to the Board of
Directors; budget review; strategic planning for the
upcoming season.

Resource Orders:

During the early summer, the O.R.A. office is expected to
inform Ringette Canada of clinic resource requirements for
the coming season. The office will request the same
information from the respective Regional-Galinators for
this purpose.

Adult Development: shall plan, implement and ewdinate

programs, clinics, resources, and competitive tournaments
for the continuing development and attraction of players,
coacles and officials specifically to attract members within
the age ranges as mandated by O.R.A.

The Adult Development Committee is responsible for:

- making sure that all adult members are properly
registered with the Ontario Ringette Association, and
that all adult members are insured to Ontario
Ringetteds specifications.

- seeding of teams into approved Levels of Play.
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- sanctioning all Adult Tournaments held within
Ontario Ringetteds jurisdic

- developing and preparing resource material for
the Adult Members

- co-ordinating and implementing Coaching and
Officiating standards within the parameters of
the Adult Program

- co-ordinating the Outreach Program within the
parameters of tnAdult Program

- initiating the process necessary for holding an
Adult Get Away Camp.

- communicating effectively witthe appropriate
Vice-President.
- monitoring the Recognition Awards.

- maintaining the integrity of Ontario Ringette.

ii.  Athlete Development: shall plan, implement and awdinate
clinics, programs and resources for the development of
outreach, promotion and participant skill development.

A The Athlete Development Committee is responsible for:

- encouraging a membenecruiting system through
Outreach Programs.

- maintaining the school gymmiget t eE -and i nt

A

mur al ice RingetteE Programs,

- developing and maintaining a player incentive
program (Camps, Clinics and Extra Training).

- developing faiplay/play safe programs with support
from the Membership Services Comraét

- implementing and maintaining the Provincial Skill
Instructor Training Program.
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- making use of the marketing program provided by
Ontario Ringette.

- organizing, maintaining anoiplementing publicity
and promotional materials for Ontario Ringette
activities using material provided by Ontario
Ringette and Ringette Canada.

- working with the business office to ensure the
success of Eagle Lake Provincial Ringette Camp.

- comnunicating effectively with the appropriate
Vice-President.

- maintaining the integrity of Ontario Ringette.

iii. Coaching Development:shall plan, implement and ardinate
clinics, programs and resources for the development,
upgrading and updating ofoaching philosophies and
techniques.

A The Coaching Development Committee is responsible for:

- implementation of the National Coaching
Certification Program thramgh properly regulated
clinics.

- ensuring that all Bench Staff registered on sanctione
teams within the jurisdiction of Ontario Ringette is
correctly certified by the specified dates.

- communicating discrepancies in Bench Staff
gualifications with the Local Association President.

- preventing unqualified Bench Staff from attending
Regonal and Provincial Championships by
communicating this information to the Regional
Chair.

- ensuring that all Bench Staff are duly registered with
the Ontario Ringette Association and are insured to
Ontari o Ringettebds standards.
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- developing and preparing resources for Bench Staff
members, including Coaches

- assisting with Outreach Activities within Regions,
and encouraging new Bench Staff to attain minimum
qualifications.

- monitoring suspension penalties served by Bench
Staff.

- enforcing Ontario Ringette

- monitoring the Coach of the Year Recognition
Award, and the Regional Coach of the Year
Recognition Award.

- developing and monitoring theelection process for
the Bench Staff for Team Ontario for the Canada
Winter Games.

- communicating effectively with the appropriate
Vice-President.

- maintaining the integrity of Ontario Ringette.

iv. Elite Development: shall plan, implement and @wdinate
programs, resources and competitive tournaments for the
development and enhancement of those athletes with
exceptional skills.

A The Elite Development Committee is responsible
for:

- providing support to each of the six (6)
geographical regios in organizing, inviting
players and coaches to participate, training

and mai nt aining an el i te
to participate on a Regional ABtar Team
(R.A.T.).

- Monitoring and overseeing the Regional All
Star Team Challenge Cups.

o
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- Administering and assisting in the selection
of Team Ontario to participate in the Canada
Wi nter Games (C. W. G6s) .

- co-ordinating with the Coaching Development
Committee so that all suitablyqualified
coaches are invited to apply to coach Team
Ontari o for t he C. W. G0 s an
All-Star Team Coaches for the Ontario Winter
Games (O. W. GO0s) .

H

S S 0
o t he

1 ai on with the O. W. GO :
send a representative t
- monitort he O. W. Gés/ C. W. G0 s and
to the Board of Directors any suggestions on

needed improvements.

- ensuring elite Provincial AlStar Teams
(Team Ontario) are organized, trained and
maintained to participate in National level
competitions.

- ensuing elite athletes are organized, trained
and made ready to participate either as a team
or as individuals in the World Championships
or any qualifier Ringette Canada organizes
for that event.

- co-ordinate with the Provincial Championship
Teams at theAA level in preparing them for
the Ringette Canada National Championships.
This includes:

A distribution and collection ofiniforms

A supervising the selection of pickups
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v. Games and Tairnaments: shall plan, implement and conduct
the Provincial Championships, and develop competition
standards for use at all levels within the Corporation.

A

The Games and Tournaments Committee is
responsible for:

- ensuring that all teams, once gred with
the Ontario Ringette Association as

fisanctioned t eams o, ar e S e
Ontario Ringettebs competi:t

- sanctioning tournaments following Ontario
Ringetteds approved cri

- developing a list, by date, of sanctioned
tournaments to be held within the jurisdiction
of Ontario Ringette.

- monitoring the administration of sanctioned
tournaments.

- assisting with the Championships held within
each Region.

- establishing realistic deadlines for activities
within their jurisdiction.

- encouraging Local Associations to apply to
host the Provincial Championships.

- ensuring that each Region has a representative
in each age group for the Provincial A and the
Provincial AA Championships.

- assisting the Has of the Provincial
Championships prior to the event.

- paying the registration fee for each Region
team attending Provincials, through the
appropriate Region, to the business office
within the specified time.

ter i
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vi. Membership Services: shall foster the development of a
workable plan fo Risk Management and Safety in the
sport of RingetteckE. The Commi t 1
ORA registration program including the Release Process to
ensure a fair and consistent system is implemented. In
addition,  Membership  Services will  maintain
comnunications with our Life Members and Recognition

- properiseleictihg Veile rGaoplscidvlene Provincial Championships through appre

- cA-ordifia¢indeanblersimit@eryisaadiomediteerns regsonsible for:
- monitoring the Annual General Meeting guidelines

- co-ordinating and monitoring suspension penalties served bgrslay
- monitoring Association jurisdiction.

- co-ordinating and monitoring tibreaking procedures.
- monitoring and implemnting the Registration

- developing Endoess ftorizald eandbiersedf €Vetargréiadetts.

- monitoring tho pitotasy Ahehgbiensmge e lpsstichtierfor use at Sanctioned Events

- developing amzhitayimitpamgl iiolalkonsnbiaos dne tecteet uiée ®hEntesing to the G:
and Fees payable to Ontario Ringette.
- communicating changes to IntBrovincial play as Ringette Canada issues then
- maintaining Age Divisions for use by Ontario
- informing thRibugire$stoféice of the neimbierroiteamiisetiratovdl pastiipate at

- reviewing acd-vatinatigdhrecciedude of dhmes fairyioetfReleasial Championsh
Process, ensuring that the-Bgws and Constitution
- attending thef @otanici&R iGhetteparashiipessidn.arena supervisor, when authpt

- ensuring thatotbedmatgel/fopthe g uinei RetivatipoRshies ss reasonable, and
- submitting theonaoresydhie Glospgriar G2nitag anRiveg Bitevi@iiampionships, withi

- monitoring theitaang RivgeResk ssbansiganteost pidas(Pramohcial Champic
recording procedures.
- assisting with Outreach activities within Regions.
- implementing a Risk Management and Safety
- communicapngceffectvely with the appropriate \Heeesident.

- maintainingcbmimteydayiog Risariddatiagetteent and Safety issues,
policy, and procedure to the Members of Omtari
Ringette.
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- monitoring the Volunteer Recognition Program, keeping in mind the integrity c
vii. Officiating Development: shall plan, implement and €o
- assistingiimite Outlieas) Pyograns svitleindherBsmiooss whide etteouraging prog
development, updating and upgrading of officials,
- commoifficainpefidesviele mpitbt i ap pirog riale AEpbesitiens.

- niaintaliiaq @itdiataryitpet ElofmarierRit@eittee is responsible
for:
- organizing and monitoring Officiating li@ics,
following Ontario Ringette policy.

- organizing and monitoring eice evaluations of
officials within the parameters of Ontario Ringette

policy.

- developing and preparing resources for Officials
registered with the Ontario Ringette Assodati
specifically the RefO-Gram.

- monitoring the certification of all registered Officials
within Ontario Ringetteds jur

- communicating the evaluation process to the
members of Ontario Ringette.

- developing and implementing Rules Gdis, as
required.

- monitoring the assignment of Officials at sanctioned
events within Ontario Ringette jurisdiction.

- monitoring the training of Officiating Instructors and
Evaluators.

- monitoring seminars held for Local Association
Refereesn-Chief.

- monitoring the selection process for Officials for
Provincial Championships.

- scheduling Officials for Provincial Championships,
Challenge Cups and Ontario Winter Games.

- assisting with Outreach activities within Regions.
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viii. Rules Development:shall publicize and communicate to all

- monitquandhma R uinttial Odiipiadadiothearelas ieiapgmaten witvard, and the Reg
all other Committees, any and all planned rule changes,

- commanitatmgaditotivediiallitbetble apppyppatatbitdeatigs. for
consideration and recommendation through the appropriate

- maintainieg hiae geegaoet© atatan Riegdite .

A The Rules Development Committé® established for a
oneyear term for the purpose of monitoring the Rule
Change proposal process during Ringett Canadads Rul
Change submission year.

A The Ontario Ringette Rule Change process isrdinated,
monitored and implemented by this Committee.
Maximum of twelve (12) knowledgeable Members of
Ontario Ringette are appointed to be members of the Rules
Development Committee.

ix. Hall of Fame: shall set standards for the inclusion of candidates
in the Hall of Fame, and shall form and be the Selection
Committee for candidates, and shall nominate candidates
for inclusion in the Hall of Fame.

A The Hall ofFame Committee is responsible for:
- ensuring Regional representation on the Provincial
Hall of Fame Committee.

- communicating criteria and deadline dates for the
Hall of Fame nominations to the Membership of
Ontario Ringette.

- ensuring that edcnomination received has sufficient
information attached in order to give each
nomination proper consideration.

- encouraging Regions to -@ydinate a Hall of Fame
Committee within the Region.

- encouraging all Standing Committees to submit
relevantnominations.

- meeting to decide who will be inducted into the Hall
of Fame through proper Board ratification procedure.
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- co-ordinating the purchase of awards for the
categories ratified by the Board of Directors
(Provincial) and by the Regions (Regional).

- offering suggestions to Membership Services for
changes to the Volunteer Recognition Program.

- communicating effectively with the Board of
Directors.

- verifying the expenditures for awards with the \ice
President Finance.

- co-ordinating the Volunteer Recognition Dinner and
presentation ceremony for the Annual General
Meeting of Ontario Ringette.

- ensuring that Hall of Fame Alumni are recognized.

- maintaining the list of award winners in the
Operating Manual of Ontario Ringette.

X.  Conclusion
The key to an organizationos
Management Volunteers put into their positions. Those
who are willing to put a great deal of tinaed effort into
their position will benefit through personal satisfaction. In
these very important positions you hold you must be willing
to take the bull by the horn and initiate ideas, rather than
wait for someone to tell you what to do. There aréousr
documents that will assist you throughout the year, such as
the Operating Manual, Program Activity Plans, Three Year
Organizational Plan and Financial Statements. These
documents form the basis of your position mandate and
should be followed as cloyeas possible. Monitor them
carefully, in relation to your specific area. Should you see
any discrepancies or loopholes, be sure to bring them to the
Management Teambs attention.

A Members will look up to you with respect and trust in your
ability to manage the sport. You should always speak
positively of your colleagues and the organization.
Encourage those who may be having difficulty with
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Regul ati ons and |l i st en t o
Membership, along with all levels of Magement, at one
time or anot her, i's going
perfect!

Each of you should feel confident to make decisions and
take action knowing that you will have full support from
the Management Team.

Share your ideas with your colleagueegardless of how
small or outrageous they may seem. The art of being firm
and consistent, while showing flexibility, in the
management of sport, takes teamwork. Excellent
teamwork is a result of good communication, tactics, hard
work, and, more impaoantly, being able to have fun and
enjoy your term. Volunteering in an organization of this
magnitude certainly is no easy task. There are good times
to be had. Help prevent your Meetings and Events from
becoming all work and no play.

your

t

(0]

I
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LEVELS OF AUTHORITY CHART

The purpose of this Chart is to be a guideline to let you know where decisions are made regardin
a broad range of member issues.

Keep in mind that the Board of Directors has the final approval on anything pertaining to
Provincial mattes.

Program Activity Board of | Stand | Chart M| Reg. Local A¢ Additional Information
Directors | C6 t t Co-ord

ORA Paid Staff

Executive Director X President

Tech Dir/Prog Ceord/othe X Executive

Staff Liaison X Chosen by Staff
Staff Salary X

Staff Benefits X

Staff Holidays X Executive Director/President
Staff Disputes X Staff Liaison
Selection of

Management Team

Executive X By election
Executive Position X

Executive Vacancies X

Regional Chairs X Regional Meetings

Athlete Representative X

Board of Director Appoint X

Stand. Cott ¢ X

Reg. Ceord. Vacancies X X

Adhoc Committee Chairs X

Finances

Planning X X

Stand. Cott e X

Requirements

Budget Allocation X Finance Committee initial
Budget Preparation X Finance Committee initial
Budget Approval X

Budget Ratification X Entire Membership
Grant Applications X Executive Director
Approve St ar X Chair/V.P. Finance
Approve Board Expenses X V.P. Finance

Approve V.P. Finance X President

Expenses

Authorization of Expense! X V.P. Finance
Authorization of Op. Exp. X V.P. Finance

Cheque Sign. Authority X Executive Director and Exec

Player Registration & Release

Player Registration X InterRegional release shoulg
Player Release X handled as any other releast
Release Approval Releasing Regional Director

Disputed Release X must deal with Disputed Rel
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Program Activity Board of | Stand | Chart | Reg. Local
Directors | C6 t t| Mmbr | Co-ord | Assoc.
Release Hearing X
Approval of Rel. Procedure X

Discipline/Appeal

Violation of ORA Bylaws X

Violation of CRA Bylaws X

ORA Sanctioned Events X

ORA Sanctioned Activitie X

Travesty X

Regional Discipline X

Appeal Regional Disciplin X

Coaching Program

Development of Program X

Ratification of Program X

Implementation of Progra X X

Certification of Coahes X X Standing Committee Chair h
approval

Evaluation of Coaches X X

Qualification of Instructor X

Officiating Program

Development of Program X

Ratification of Program | X

Implementation of Progra X

Certificationof Officials X X Standing Committee Chair h
final approval

Evaluation of Officials X X X

Assign Officials for X X

Regionals

Assign Officials for Provir X X

Quialification of Instructor X

Games & Tournaments

Sanctioning of Eents

Tournaments

Regional Championships X Sanctioning rules must be

Provincial Championships X adhered to unless approval i

National Reprsentatives X granted in writing to the host
association and all
participating teams are
informed prior to the event.

Invitational Tournaments

AA Provincial X

A Provincial X

B & C Regional Teams X

18+/30+: A, B, C & Rec. X X Adult Development Committe

Levels of Play

AA Provincial X X X Appeal for level of play

A Provincial X X X placement is ithe Regional

B & C Regional Teams X X Directors responsibility

18+/30+: A, B, C & Rec. X X X |Adult Development Committe

Breaking of Sanction Rules

Monitoring Sanction Ever X X X Regions assess and receive

Assessing Fines X X fines exept for Provincials a
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Program Activity Board of | Stand | Chart | Reg. Local Nationals. At these events th
Directors | C6 t t| Mmbr | Co-ord | Assoc. | authority becomes a Proving
Ratification of Fines X X issue.
Appeal of Fines X X
Invoicing of Fines X X
Disciplinei Suspensions
League & Exhibition Play X
Invitational Tournaments X X
Regional Championships X
Provincial Championships X
Ontario Winter Games X
National Championships X
Athlete Development
Development of Program X Please note that Player
Ratification of Program X X Development, Outreach, ang
Training of Instructors X Publicity all fall under the
Implementation of Progra X X mandate of Athlete
Development
Outreach
Development of Program X Promotion is the
Ratification of Program X responsibility of all Members
Implementation of Progra X X
Publicity
General Publicity of Prov. X Distribution of Publicity is
ORA Promotional Pubs. X every Committee anitls
Ratify Promotional X Members responsibility.
Literature
Regional Events X X
Local Association Events X
Distribution ORA Pubs. X X
Ringette Camps
Local X X
Regional Camps X
Provincial Camps X X
Budget Preparation X
Site Selection X
Selection Senior Pd. X
Staff
Approval Paid Staff X X
Selection Support Sta X X Plus Senior Staff
Training of Staff X
Approval Camp X
Activities
Elite Development
Criteria Coaching Staff X X Ad Hoc Committee consists
Ratification of Program X X Elite Team Coaching Staff, K
Selection of Coaching St X Bench Staff or designate. Se
Funding X of the Coaching Staff will be
Selection of Players X Coaching Selection Committ
Selection of ED Tourname X Approval of the Hite Develop
Approval of ED Tournamel X Tournament will be by the G
Regional EDDevelopment X X Committee.
Program Activity Board of | Stand | Chart M| Reg. Local As{ Additional Information
Directors | CO t t Co-ord
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Adult Development

Development of Program X

Ratification of Program X

Implementation of Progra X X

Regimals X

Membership Services

Development of Program X Risk Management and Safet

Ratification of Program X responsibility of all Members

Implementation of Progra X X

Provincial Events

Notification Host X
Applications

Annual General Meeting X

Selection of Provincial A2 X G&T Committee, ratified by {
Host Board of Directors

Selection of Prov A Host X G&T Committee, ratified by {
Board of Directors

Ratification of Prov Hosts X

Hosting of National Events

Ringette Canada AGM X

RC Semi Annual Meeting X

National Championships X Host Application Process

Ratification National Host X
Site

Eastern U14 (Tween) X Ad Hoc Committee May be
Championships set up
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2. APPLICATION GUID ELINES FOR HOSTING PROVINCIAL EVENTS, CLINICS,

AND ACTIVITIES

Event Application Submit To Minimum More Info?

Annual General M¢ September before | ORA Office ORA Office

Sanction June 38 ORA Office Dependent upon si Reg. G&T/ADP Ce
length of tournamd Or ORA Office

Provincial AA April T 2 years bef( ORA Office This section under| ORA Office or Cha

Championships event

Provincial A April T 2 years bef( ORA Office This section under| Same a Prov. AA

Championships event Championships

NOTE: Should you
require further

information regardi
hosting the Proving
Championships, sil
obtain a Provincial
Guide from the

NOTE: Should you
require further

information regardi
hosting a Sanction
Tournament, Smply
obtain a Tourname
Handbook from the

National Champior|

Upon approval of h
province, 3 years
event

ORA Office

-ability to accommg
12 teams in 4 divis
-minimum 4 ice sut
-host hotel(s)

-proximity of faciliti
-location of airport 1
to host hotel

-adaptability to me
-tentative committe
-banquet facilities f
15002000 people
-experience in hosl
events

ORA Office or Elite

World

Upon approval of
country, 34 years |
events

ORA Office

-asrequired by IRF

ORA Office or Elite

Ontario Winter Gatr

Not Applicable

Not Applicable

Not Applicable

Not Applicable

Canada Winter Ga

Not Applicable

Not Applicable

Not Applicable

Not Applicable

Regional Champio| 1 year prior to everl ORA Office Contact Reg. G&T| Regional G&T/ AD
Co-ord.. ord..
Event Application Deadlir Submit To Minimum Requiren More Info?
Challenge Cup (mi| 1 year prior to everf ORA Office -23 hours ice time | ORA Office
2 per year) -can be held in con
with sanctioned
tournament but not
tournament
Ontario Cup 1 year prior to evell ORA Office -2371 30 hours ice § ORA Office

Coaching Clinics
-Community Sport
Initiation (CSI)
-Introduction to
Competition (ClI)
-Gradation

April T before cinic

Regional Coaching
ord.

-classroom with
tables/chairs

-overhead projecto
-VHS format VCR
-1 hour ice time

-minimum 15 partic
-participants need

skates, ring and he

Regional Coaching
ord.
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Officiating Clinics (
1 and2/3)

April 7 before clinic

Regional Officiatin
ord.

-classroom with
tables/chairs
-overhead projecto
-flipchart/ blackboa
-1 hour of ice (optic

Rules Clinics

Octoberi before cli

Regional Officiatin
ord.

-classroom with
tables/chairs
-overhead projecto
-flipchart/ blackboa

Regional Officiatin
ord.

Evaluators Clinic

April T before clinic

Officiating Chair

-sanctioned tourna
-meeting room
-overhead projecto

Officiating Chair

Instructors Clinic

April T before clinic

Officiating Chair

-meeting room
-overhead projecto

Officiating Chair

Provincial Skills Ing
Training Program

(Level 1)1 Player
Development Instrt

At discretion of Rel

Regional Athlete
Development
Co-ord.

-classroom with
tables/chairs
-overhead mjector
-flipchart/ blackboa
-VHS format VCR
-3 hours of ice time
-technical manuals
-participants 15 yrs
December 3%curre

Regional Athlete
Development
Co-ord.

Event

Application Deadlir

Submit To

Minimum Requiren

More Info?

Provincial Skills Ins
Training Program

(Level 2)1 Instructc
Trainers

At discretion of reg

Regional Athlete
Development
Co-ord.

-all same as Level
need 7 hours of ice
-participants 18 yrs

Regional Athlete
Development
Co-ord.

Athlete Developme
Clinics and Day Ce

At discretion of reg

Regional Athlete
Development

-appropriate ice ho
camps: 4 days 2hrs

Regional Athlete
Development

Co-ord. -classroom with Co-ord.
tables/chairs
PSIP Level 3 Mast{ Contact office ORA Office -3 day weekeni 25 Athlete Developme

Course Condctor

-7.5 hours of ice
-participants must
years and older an
taken PSITP

Chair
ORA Office

Adult Get Away Cs

January 18 befort

ADP Co-ord.
ADP Chair

-appropriate
accommodations
-10 hours of ice tin
-meeting rooms
-camp setting or si

facilities preferred

ADP Co-ord.
ADP Chair
ORA Office
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3. CONFIDENTIALITY OF THE BOARD OF DIRECTORS

How a person votes by name, must remain confidien

Personal matters of Board Members and of Staff must remain
confidential.

Quoting what a person says by name, during discussion of any issue is
not permitted. Rationale for a decision can be relayed to our members,
but the speakendsfidentalme must r emai

When a request is made during discussion, at any time, to have an
issue remain confidential, Board members must ensure that the request
is upheld.

Common sense must be used at all times. If revealing information has
the potential to dodrm, then it is expected that the members of the
Board of Directors will refrain from divulging their knowledge. If in
doubt, ask.

i. At all times, we must be able to provide our members with
professional presentation of material. Our members deserve to
be informed of all of our decisions, and, when asked, Board
members must be able to give details regarding our decisions. It
IS not necessary to state who said what. It is sufficient to reveal
statements that have been made, with no credit given to the
speaker. Our members just want to know why some decisions
were made. They do not want to know how each Board
Member voted.

ii. The members of the Board of Directors must act in a manner that
will bear the closest scrutiny by our members.

iii.  All actions taken must be beyond reproach.

iv. The members of the Board of Directors must not bring criticism
or allow their integrity to be questioned.

v.  All members will perform the duties of office and arrange their
affairs in such a manner as to maintain rhemconfidence and
trust in the integrity of the Board of Directors.

vi. If an individual has a personal vested interest and there are
benefits to the individual or t o
home association, there is a conflict of interest.
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CONFIDENTIALITY OF THE BOARD OF DIRECTORS , Continued

A. Conflict j.
Of Interest
Guidelines

Members of the Board of Directors of the Ontario Ringette Association
are expected to arrange their private affairs in a manner that will prevent
conflicts of interest from arising or from appearing to arise. They should
not place themselves in a position where they are under obligation to any
person who might benefit from special consideration or favour on their
part or seek, in any way, to gain spétieatment from them. Equally, the
Board member should not have a pecuniary or other interest that could
conflict or appear to conflict in any manner with the discharge of their
duties and responsibilities.

As the following are considered to havee tpotentiality of being in
conflict, or appearing to be in conflict, they are to be disclosed and are
subject to review and advice by the Executive Committee as to what
actions, if any, need to be taken depending on the nature of the Board
me mb e r 0 gbilitteeandgdegnes of potential or apparent conflict:

A Investment in a supplier or customer or in any other
company, partnership, association or commercial entity
that has a significant present or prospective business
relationship with O.R.A.

A Contacts, agreements or undertakings between Board
Members and a supplier, customer or any company,
partnership, association, or commercial entity that has a
significant present or prospective business relationship
with O.R.A.

A Seeking or accepting from eh aforesaid, directly or
indirectly, loans (except with banks or other financial
institutions at terms and conditions generally available to
the  public), services payments, commissions,
entertainment or gifts.

A Serving as a director, officer, employemember or
consultant of the aforesaid or of any other organization, if
such service could either place on Board members
demands inconsistent with their duties, call into question
their capacity to perform those duties in an objective
manner or cause thgob performance to suffer.

A Acquisition of real estate or other forms of property of
present or prospective interest to O.R.A.
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A Conflicts of Interest include both pecuinary and
nor-peauniary interests. A pecuniary interest is an
interest that an individual may have in a matter
because of the reasonable likelihood or expectation
of financial gain or loss for that individual or
another person with whom that individual is
associated. A on-pecuniary interest may include
immediate family relationships, close personal
friendships, volunteer positions in associations or
other interests that do not involve the potential for
financial gain or loss.

ii. As the following are considered to be @&ual or apparent
conflicts of interest, they are to be avoided:

A Using, or appearing to use, or revealing without proper
authorization to persons outside the organization, for
personal gain, any information acquired during the course
of a B 0 a r sd dutibke wiicle s 6not generally
available to the public.

A Using, or permitting others to use, O.R.A. employees,
property, equipment, materials, or time for personal gain.

A According preferential treatment beyond the common
courtesies usually asso@dt with accepted business
practice and prerogatives of office to friends, relatives, or
to organizations in which the Board member or relatives
and friends have an interest, financial or otherwise.

A Using the O.R.A. name oA oneods |
in such a way as to lend weight or prestige to sponsorship
of a potential party or cause or to endorsement, without
proper authorization, of a product or service of another
company.
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iii.  Implementation:

A Al O.R.A. Board members must comply with these
Conflict of Interest Guidelines.

A The President shall be accountable for the dissemination of
these Guidelines to all Board Members who shall make
one of the following delarations:

A have read and understood th
Interest Guidelines and do hereby certify my full

compliance with their provisions. A listing of my business
interest is attachedo.

OR:

A | have read and underadtood th
Interest Guidelines but cannot at this time certify my full
compliance with i1itds provision
have, interests which might conceivably be construed as

being or appearing to be an actual or potential conflict. |

shall, thereforeask that the matter be reviewed with the

Executive Committee and take whatever actions deemed
necessaryo.

A Declaration in the latter category shall be referred to the
Executive Committee, which shall:

- Advise the employee as to what actions, if any
need to be taken to bring about full compliance
with the Conflict of Interest Guidelines.

- In that these issues may take an undetermined
length of time to investigate, and that the
Executive Committee does not always have the
opportunity to determine all issues within a
definite timeframe, AConflict
shall be sent to the Board Member on a monthly
basis, until such time as the Executive Committee
determines what course of action shall be taken
with respect to the issue.
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A

viii.

Vi.

Vii.

A At any time that a Representative of Ontario Ringette
Association becomes aware that there may exist a real or
percieved conflict of interest, they shall disclose this
conflict to the Board of Directors immediately.

A Any person who is of the view that a Representative of
Ontario Ringette Association may be in a position of
conflict of interest may report this matter to the Board.

Recommended actions may include, but areot limited to,
one or more of the following:

A Divestment of the interest (whether an investment, loan,
property, payment, gift, undertaking, agreement,
directorship, office, employment, membership, etc).

Frozen or blind trust instrument.

Periodc written declaration (listing) of the interest(s).

ST S 8

Verbal or written disclosure at relevant time and place.
A Avoidance of involvement in particular matters.

A written action plan must be prepared by the Board Member,
and approved by the Exdote Committee if a situation arises
where a Board Member may be in potential or actual conflict.

A verbal update regarding any conflict situations must be given to
the Executive Committee by the Board Member on an annual
basis. A written report musiso be submitted at this time.

The President shall ensure that signed declarations and any
correspondence/reports regarding the situation are placed in the
Board files and that recommended actions are carried out.

Recipients of the Conflict folnterest Guidelines shall be
responsible for reporting in similar fashion subsequent changes
in their interest, which may or may not appear to be in breach of
the Guidelines.
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ix. Refusal to resolve the conflict may result in request for
resignation or disciplinary action.

X. In cases involving a possible violation of statutory law, the
Executive Committee shall refrain from making any
recommendations which might reflect upon thygilt or
innocence of the Board member under the law until the matter
has been fully determined in a court of law.

xi.  Decisions or transactions that involve a real or perceived conflict
of interest that has been disclosed by a Representative of Ontario
Ringette Association may be considered and decided upon by
Ontario Ringette Association provided that:

AL The nature and extent of the
interest has been immediately and fully disclosed
to the body that isnaking the decision, and this
disdosure is recorded in the minutes;

A The Representative does not participate in the
discussion on the matter giving rise to the conflict
of interest, unless the body considering the matter
votes to allow such participation;

A The Representative abshai from voting on the
proposed decision or transaction,;

A The Representative is not included in the
determination of quorum for the proposed decision
or transaction; and

A The decision or transaction is in the best interest of
the corporation.

xii.  Every reasonable effort shall be made by all to protect the
confidential nature of the information revealed.
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4. BOARD OF DIRECTORS JOB DESCRIPTIONS

a. President i. Shall attend all Ringet e Canada Board Meetings
Job Director on the Board:
Description A acting in the best interest of
A offer qualified input to various tasks and Committees as
required.
A liaise initiatives and directives originating at the national
level.
i. Shall attend the Ringettial Canada A

voting delegate:
Act as Ontariobs voice to the N
International Ringette Federation

A address and lobby all O.R.A. Membership approved
directives and/or requests to Ringette Canada

A to act and vote on issues (when not progidéth direction
from the membership) in a responsible manner keeping the
interest of Ontario Ringette and its Membership as a
priority.

iii.  Shall preside over all meetings of the O.R.A. Membership and
Board of Directors:

acting in the bestinteresto Ri ngett eE i n Ontari
maintaining order and mutual respect of all Directors and
Members

maintaining timely and efficient administration of the

meeting proceedings

ensuring an equitable opportunity for Directors and
Members to speak to the isswdand

ensuring that a balance between for and against is
efficiently considered on each issue prior to calling the
Aquestiono.

o Io Do oo

iv.  Shall be the liaison between the Sport Alliance of Ontario and the
Ontario Ringette Board of Directors bringing impottégssues to
the attention of the Board that 3
client of the Centre, trends and initiatives facing amateur sport in
Ontario.

v. Shall be the liaison between Government Agencies and the
Ontario Ringette Board of Directors bging important issues to
the attention of the Board that af
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Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

amateur sport, government trends and initiatives, which Ontario
Ringette should or should not support.

Shall oversee the general management and supervision of affairs

and operations of Ontario Ringette:

A ensuring all Provincial Volunteers and Staff submit
progress reports as required

A ensuring that the vision, objects, Bgws and Regulations
are ahered to by Management and Members alike.

A to facilitate efficient interpretation of conflicting directives,
within the vision, objects, Byaws and Regulations.

Shall sign all documents or delegate to another signing officer
calling for the seniosigning officer of the Corporation.

Shall act as liaison between the Regional Directors, (when acting
in the position of Chair of their respective Regions).

Shall monitor sport direction through appropriate planning and

fiscal preparation:
ensure the Three Year Plan along with Yearly Activity
Plans are developed and facilitated

A assist all volunteers in the direction and overall priorities of
the Corporation.

Shall monitor all Program and Ad hoc Committees:
A ensure clear directisge mandate and expectations are
provided by the Board of Directors.

Shall maintain continuity in decision making of the Corporation:

A ensure procedures and levels of authority are adhered to

A ensure accurate communication of decisions is faeititat
through the appropriate channels.

Shall maintain consistency in communication with the
organization and towards the general public.

Shall ensure that all members uphold the image of Ontario
Ringette at all times.

Shall supervise, dicd and provide leadership to the Executive
Director to ensure the efficient and effective administration,
management and implementation of the day to day business
operation of the organization.
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b.
Vice-President
Administration
and
Vice-President
Technical Job
Descriptions

XV.

XVi.

XVil.

XViii.

XiX.

Shall be responsible for responding to correspondencesthat i
the attention of the President and copy the appropriate parties.

Shall prepare a written report on activities to be submitted to the
Board of Directors.

Shall perform other duties as assigned by the Board of Directors.

Upon compléon of term or position change, the President shall
be responsible for preparing a final report that will:

A list objective(s) still to be achieved

A list recommended new projects

A list knowledge and skills necessary to carry out the

responsibilites of the position

A describe the approximate amount of time commitment

necessary to carry out the responsibilities of the position.

Shall be accountable to the Members of the Ontario Ringette
Association.

Enacted: July 16, 1994.
Revised: Aprill8, 1997.

In the absence or inability of a President to act, the duties and
powers may be exercised by the VReeesident Administration
as approved by the Board of Directors.

Shall maintain a portfolio of - Provincial Programs as

approved bythe Board of Directors (i.e. Athlete Development,

Games and Tournaments, Rules Development, Coaching

Development, Officiating Development, Adult Development,

Elite Development and Membership Services):

A shall be in touch with Program Chair as required

A shall assist Committees with research and offer input to
various tasks

A shall assist the Program Chair in monitoring their specific
activity plan

A shall assist in reviewing the Program Regulation.
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Vi.

Vii.

viii.

Xi.

Shall act as Provincial Program liaison to the Board of Directors,
providing accurate reports on
success and failure with recommendations for improvement.

Shall be responsible to report results of Ble ar d o f Di
decisions relative to each program, to the respective Program
Chair on a consistent basis. (Both verbally and in writing).

Shall be responsible to report results of the Program Committee
meetings to the Board of Directors on a ¢stent basis. (Both
verbally and in writing).

Shall be responsible to respond to correspondence that is to their
attention, copy the appropriate parties, and copy the business
office.

Shall attend all regularly scheduled Board of Director Mheystj
Standing Committee Meetings, and the Annual General Meeting
of the Members and any other activity as assigned from time to
time by the Board of Directors:

A acting in the best interest

Shall prepare a written reportnoactivities to be submitted
monthly to the Board of Directors.

Shall be responsible for the organization of the Annual General
Meeting of the Corporation.

Shall perform other duties as assigned by the Board of Directors.

Upon completion of@érm or position change, the Viggesident
Administration or Technical shall be responsible for preparing a
final report that will:

A list objective(s) still to be achieved

A list recommended new projects

A list knowledge and skills necessary to camut the
responsibilities of the position

A describe the approximate amount of time commitment
necessary to carry out the responsibilities of the position.

xii. Shall be accountable directly to the President and
collectively to the Board of Directors.

t he

rect

of T
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xiii. Program Chairs and Staff shall report to either the Yiessident
Administration or VicePresident Technical on all
Provincial mattes relating to the specific portfolio of that
Vice-President.

xiv. Shall be accountable to the Members of the Ontario Ringette
Association.

Enacted: July 16, 1994.
Revised: April 18, 1997.

c. _ i.  Shall keep full and accurate accounts of all receipts and
Vice-President disbursements of the Corporation through acceptable accounting
Finance Job practices:

Description A liaise consistently with the Executive Director on all

bookkeeping matters
A liaise consistently with the Executive Director on all
accounting matters.

ii.  Shall disburse fundsfdhe Corporation under the direction of the
Board of Directors ratified by the Board:
A shall set up acceptable disbursement approval methods and
implement through the business office
A shall recommend costaving proposals to the Board and
implementonly as directed.

iii. Shall prepare the P.S. O.0s yearl:
through 3 process, with final membership approval for
implementation:
shall work with Program Chairs in preparation of
individual program proposed income and expensetfer
coming season

A shall work with the Executive Director in developing the
draft budgets

A shall present each draft with supporting information to the
Board of Directors.

\2 Shall analyze and prepare Monthly Income and Expense
Statement Reports for the oBrd of Directors and
Program Chairs, to include positive/negative aspects of
financial management. Monitor and liaise progress on a
consistent basis to
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Vi.

Vil.

viii.

Xi.

Xii.

Xiii.

Xiv.

the appropri at e peatord, Pregead Chairse .
Staff and Finance Committee.

Shall prepare quarterly income and expense reports to the Board
of Directors and Membership with rationale to include analysis
and projections.

Shall prepare year end financial documents fasentation to
the O.R.A. General Membership (at A.G.M.).

Shall chair and call meetings of the Finance Committee, when

necessary, to plan and research efficient and economical projects

and tactics to sustain the organization financially. Shall be

regponsible for the completion of all grant applications:

A shall liaise all Financial Committee dealings to the Board
of Directors.

Shall monitor customer (member) accounts receivable and report
to the Board of Directors on a consistent basis.

Shall monitor the accounts payable to the corporation vendors
and report to the Board of Directors on a consistent basis.

Shall be responsible for investing and/or recommending
investment opportunities of corporation funds.

Shall liaise with the Cérter (Region) VicéPresident Finance
(Treasurer) to ensure submission of yead financial
statements.

Shall be responsible for responding to all correspondence
addressed to the attention of the VReesident Financial and
copy appropriate indivigals.

Shall perform other duties as assigned by the Board of Directors.

Shall attend all regularly scheduled Board of Director Meetings,
and the Annual General Meeting of the Members and any other
activity as assigned from time to time by B®eard of Directors:

A acting in the best interest of Ontario Ringette Association.

Boart
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xv. Shall prepare a written regoto be submitted on monthly
activities and/or submitted to Board of Director Meetings.

xvi. Upon completion of term or position change, the Mresident

Finance shall be responsible for preparing a final report that will:

A list objective(s) still tde achieved

A list recommended new projects

A list knowledge and skills necessary to carry out the
responsibilities of the position

A describe the approximate amount of time commitment
necessary to carry out the responsibilities of the position.

xvii. Shall be accountable to the President and collectively to the
Board of Directors.

xviii. Program Chairs, Directors, Staff and Charter Members shall
report to the VicePresident Finance on all Provincial financial
matters.

xix. Shall be accountable to meerb of the Ontario Ringette
Association.

Enacted: July 16, 1994.
Revised: April 18, 1997.

I. Shall perform as the Corporation Clerk:

C. A ensure all Corporation documents aretojolate and
Vice-President filed with the Government i.e:

Communication

sJob Corporate Act officer filing

Description Corporate Trademark (Ringette

Corporate Logo

A ensure all Corporation actions are recorded and filed
appropriately with the business office i.e.:

Board of Director Meeting Minutes

Provincial Program Meeting Minutes

Program Activity PlangYearly Evaluation)

Program Activity Plan Progress Reports (Quarterly)
Operating Three Year Plan

Auditors Report

Financial Reports



Ontario Ringette | 110
Sport Administration

BOARD OF DIRECTORS JOB DESCRIPTIONS, Continued

ii.  Shall ensure Charter Member (Region) ctamze with
regular meeting responsibilities, ensure submission of
Charter Meeting Minutes, and review on a consistent basis.

iii.  Shall ensure correspondence is administered in a timely
fashion on behalf of the Board of Directors and
Corporation:
premre response letters upon direction of the Board
of Directors

A follow-up on all Director correspondeneemonitor
responses

A liaise with Executive Director on office related
correspondence

iv.  Shall monitor all incoming and outgoing correspondence
bringing important issues (negative and positive) to the
attention of the Board of Directors:

A to prepare and obtain necessary background and
research to deal with correspondence in an expedient
manner, all correspondence being brought to the
Board assmbly must be placed on the Agenda prior
to the scheduled Meeting.

v.  Shall administer the calling and facilitating of Board of

Director and Member Meetings:

A co-ordinate meeting dates, place and time (liaise with
Executive Director at the business o#)

A coordinate and strike (with
meeting agenda

A provide minimum of two (2) week notice and
circulation of all appropriate documents relating to
the Agenda set for the weekend.

vi. Shall ensure Minutes of Board Meetings, Aahuand

General Meetings of the Members are circulated:

A shall record all minutes of the Board of Directors, and
Annual or General Meeting of the Members

A shall type the minutes and relating documents, as
well as collect Director written reports

A shall forward Board of Director and Member Meeting
documents to include:
- corporate minutes (ten (10) days following

meeting)
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- long minutes (within a reasonable time frame)

- agenda as approved/amended (ten (10) days
following meeting)

- Director/staff reports (within a reasonable time
frame) to the business office for distribution.

vii. Shall ensure the format of Corporate Minutes is
consistently followed duly moved, secoratl and carried
motions only.

viii. Shall ensure the format of long minutes is consistently
followed - to include sensible rationale, motions that are
carried, defeated, withdrawn, tabled and motions of notice.

iXx. Shall admi ni ster athe |Boasdt of o f 0To
Directors Meeting to be attached to the long minutes that
will include [who- directive- target completion date].

Xx. Shall ensure that the |1 st of
completed through reminders (telephone/memo).

NOTE: Consistentlyincomplete tasks are to be brought to the
attention of the Board of Directors to develop
amicable methods in assisting either the Volunteer or
Staff Member having difficulty in meeting target
completion dates.

xi.  Shall ensure that carried motionstbé& Board of Directors
are circulated to the Membership

xii.  Shall perform other duties as mgsed by the Board of Directer

xiii. Shall attend all reguiy scheduled Board of Director
Meetings, the Annual General Meetings of the Members
and any othr activity as assigned from time to time by the
Board of Directors:

A acting in the best interes
Ontario.

xiv. Shall prepare a written report to be submitted on monthly
activities and/or submitted to Board of Directors Meetings.
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xv. Upon completion of term or position the ViBeesident
Communications shall be responsible for preparing a final report
that will:

A list objective(s) still to be achieved
A list recommended new projects
A list knowledge and skills necessary to carry out the
responsibilities of the position
A describe the approximate amount of time commitment
necessary to carry out the responsibilities of the position.

xvi. Shall be accountable to the President and collectteelye Board of
Directors.

xvii. Program Chairs, Directors, Staff and Charter Members shall
report to the VicePresident Communications on all
Provincial communication matters.

xviii. ~ Shall liaise with the Executive Director in completing all the
aboveduties.

xix. Shall be accountable to the Members of the Ontario
Ringette Association.

Enacted: July 16, 1994.
Revised: April 18, 1997

e Purpose
Athlete ~ 1. The purpose of having an athlete representative is to ensure that
Representative athletesd vi ews senedland prometedetsal s ar e
levels of the Ontario Ringette Association on all issues which,
directly or indirectly, affect any
Objectives

2. To ensure the participation of athletes, in a constructive manner,
in the decisiormaking proces of the Ontario Ringette
Association.

3. To ensure that, to the greatest extent possible, Ontario Ringette
Association policies and progr ams
which, may include:
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a) Utilizing the staff and volunteers of Ontario Ringette
Association as resource people

b) Effective athlete representation as a voting member of the
Ontario Ringette Association Board of Directors

c) The presentati onandposittoiséotheat hl et e
relevant decisiommaking body on all issues identified by
the athlete representative as affecting athletes, directly or
indirectly

d) Monitoring programs

e) Providing meetings for discussion and information
exchange among athletes.

4. To keep athletes informed of policies and programs and their
development through the mechanism of a regular newsletter or
by other means of communication.

5. To encourage the appointment of team leaders on Provincial
level teams, i.e.: A and AA teamstae U16 (Junior) age level
and above and all AAA teams;

a) Todistribute and collect team reports

b) To summarize and relay information to responsible bodies.

Eligibility for Appointment

6. The position of athlete represent :
athletes over the age of nineteen (19) at the time of election,
whether active or retired from competition for less than one (1)
year. Nominations for the position of Athlete Representative
should be submitted to the Nominations Chair and take into
conside ati on the athleteds record of

- number of years as a player
- level of participation, i.e. regional, provincial, national )
participation as a RingetteE vol
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Responsibilities of Athlete Representatives:

7.

The duties of the Athlete Representative are as follows:

a)

b)

c)

d)

e)
f)
9)

h)

Represent athletes on thent@rio Ringette Association
Board of Directors

Report to the athletes at regular intervals during the year

Provide a mechanism for athletes to point out confidential
concerns and keep them confidential

Communicate with the Ontario RingettAssociation
Executive Committee

Direct athletesd concerns and vi

Promote team unity through positive actions

Advise her/his successor of all procedures, contacts and
activities that have occurred during her/his appointed,ter
and facilitate her/his integration into the position

Chair the Ontario Ringett
whi ch, is held during the
Championships

Where possible, assist with promotional activities of the
Ontario Ringet Association, especially where player
participation is the focus.
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f

Regional Note: This position carries two (2) very different functions: one

Director/ Provincial in nature and one Regional in nature. It is

Chair of the extremely important to understand when each facet comes into
Charter play while admmistering duties and responsibilities.

(Region) Job i Regional Director:
Descriptions
A Shall attend all Ontario Ringette Board Meetings as Charter

Member 6s ( Regionds) Director

- acting i n the best I nter e
Ontario

- offer qualified input to various tasks and
Committees as required

- liaise and ensure adherence of initiatives and
directives originating at the Provincial level to
your respective Charter égion).

A Liaise between the Charter Member and the
Provincial Board of Directors and Provincial Program
Chairs through the appropriate ViBeesident.

A Shall be responsible to respond to correspondence
that is to the attention of the Regional Dimrcand
copy the appropriate parties.

A Shall prepare a written report on activities to be
submitted monthly to the Board of Directors.

A Shall monitor sport direction through appropriate planning and
fiscal preparation:
- ensure the Three Yeardrl along with Yearly
Activity Plans are developed and facilitated
- assist all volunteers in the direction and overall
priorities of the Corporation.

A Monitor all Program and Ad hoc Committees:
- ensure clear directives, mandate and
expectations adeveloped.
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ii. Chair of the
Charter
(Region):

A

Maintain continuity in decision making of the

Corporation:

- ensure procedures and levels of authority are
adchered to

- ensure accurate communication of decisions is
facilitated through the appropriate channels i.e.
Programs, Business Office, Membership.

Shall assist in the development and implementation
of clear directives to the business office to eaghe
efficient and effective administration, management
and implementation of the ddg-day business
operation of the organization.

Maintain consistency in communication within the
organization and towards the general public.

Ensure that all ®mbers uphold the image of Ontario
Ringette at all times.

Shall perform other duties as assigned by the Board
of Directors.

Shall be accountable directly to the President and
collectively to the Board of Directors.

Shall be accountable toglmembers of the Ontario
Ringette Association.

Shall attend the Ontario Ringette A.G.M. The

Regional Chair is appointed, through the

Constitution, as the delegate for Registered Members

not present, in person, to vote:

- Charterds nmahePrevinege voi ce t

- address and lobby all Charter Member
approved directives and/or requests to Ontario
Ringette

- to act and vote on issues (not provided with
direction from the Charter Membership) in a
responsible manner keeping the interest of the
Charter and its Membership as a priority.
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A

Shall preside over all meetings of the Charter

Membership and Charter Executive Committee:

- maintaining order and mutual pect of all
Directors and Members

- maintaining timely and efficient administration
of the meeting proceedings

- ensuring an equitable opportunity for Directors
and Members to speak to the issues at hand

- ensuring that a balance between for agdalirast
is efficiently considered on each issue prior to
calling the fiquestiono.

Shall oversee the general management and

supervision of affairs and operations of the Charter

jurisdiction:

- ensuring all Regional Volunteers submit
progress reportssaequired

- ensuring that the provincial vision, objects,-By
Laws and Regulations are adhered to by the
Charter Management and Members alike

- to facilitate efficient interpretation of
conflicting directives, between the Provincial
and Regional Vien, Objects, ByLaws and
Regulations - at all times ensuring the
Amirroring effecto.

Shall monitor sport direction through appropriate

planning and fiscal preparation within the Charter:

- ensure the Three Year Plan along with Yearly
Activity Plans are facilitated through the
Char t eordidaorsC o

- assist all Volunteers, Community and Regional,
in the direction and overall priorities of the
Provincial level.

Monitor all Program and Ad Hoc Committees within

the Charter:

- ensure clear directives, mandate and
expectations are provided by the Charter Board
of Directors.
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BOARD OF DIRECTORS JOB DESCRIPTIONS, Continued

A

Maintain continuity in decision making within the

Charter:

- ensure procedures and levels ofhawity are
adhered to

- ensure accurate communication of decisions is
facilitated through the appropriate channels.

Maintain consistency in communication within the
organization and towards the general public within
your jurisdiction.

Ensure lhat all members uphold the image of the
Charter Member and Ontario Ringette at all times.

Shall be responsible to respond to correspondence
that is to the attention of the Chair of the Charter
Member (Region) and copy the appropriate parties.

Upon completion of term or position change the

Regional Director/Chair of the Charter (Region) shall

be responsible for preparing a final report that will:

- list objective(s) still to be achieved

- list recommended new projects

- list knowledge andkills necessary to carry out
the responsibilities of the position

- describe the approximate amount of time
commitment necessary to carry out the
responsibilities of the position.

Shall be accountable directly to the Registered
Members within thejurisdiction of the respective
Charter Member (Region).

Enacted: July 16, 1994.
Revised: April 18, 1997.
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1. O.R.A.PLANNING CYCLE

a. Planning

b.
Establishing
Existing Plan

In times d productivity, accountability, progress and valued
participation in sport; sound planning practices are vital to the success
of a nonprofit organization. Although Ontario Ringette has in the past
implemented base planning principles it has been recabyiwe the
organization has grown tremendously over the years and required a re
visitation to its planning methods.

I Thus, in 1991 the initiation of a new Three (3) Year Plan
was put into pl ace. Ontari o R
incorporates ten (3@rimary principles:

Establishing Existing Plan

Defining Membership

Membership Needs Assessment
Establishing Organization Priorities
Formulating written Goal Statements
Developing Objectives

Detailing the Plan

PlanPresentation Package for Approval
Communicating the Plan

Facilitating the Plan

Too T J>o o To T o To T o

The following is the detailed current plan critical path:

The Ontario Ringette Board of Direc
three (3) year ploank 6ast happeeo s(e3d) tyoe aa
will allow for consistent planning and flexibility of changing needs of

the membership. Upon completion of each year a new yearly plan will

be added through consultation with both the membership and
management.
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O.R.A. PLANNING CYCLE , Continued

C.
Defining the
Membership

d.
Membership
Needs
Assessment

e.
Establish
Priorities

f.

Formulate
Written Goal
Statements

Present membership categories:

I Charter Members - Regions
ii.  Registered Members - Local Associations
li.  Affiiate Members - Players

- Coaches

- Officials

- Volunteers (Admin.)

iv. Assocate Members - Education Facilities,
- Provinces/Territory

v. Life Members - Hall of Fame
Honorary Members - Founders

Executive Officers

- Regional Directors

- Program Chairs

- Professional Sta(Full-time)

vi. Management Team

A Needs Assessment Questionnaire was developed to obtain pertinent

information that would enable the Management Team to obtain a
reading on speci fic technical
opinions on quality of service provided anch apportunity for
members to identify in their opinion sport priorities.

I This questionnaire is circulated periodically to obtain a
comparison reading of membership needs. The results are
checked against the yearly plan and analyzed by the
Management &am to ensure that the organization is
meeting the needs of its membership.

Six (6) priorities are established through member input forming the
basis of the Sportds direction

Upon confirmation of priorities established by the membership the
Board of Drectors shall develop written goal statements to indicate
purpose and direction for each priority.

and



O.R.A. PLANNING CYCLE , Continued

g.

Develop
Obtainable
Objectives

h.
Detailing the
Plan

i.

Plan
Presentation
Padage for
Approval

J-

Communicating

the Plan

k

Facilitating the

Plan

The

Management
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Team wi || develop the

that are productive, give reasonable expectations and are attainable by
the organization based on the written goal statements. The active or
current year objectives are reviewed and confirmed to ensure that they
are in fact reachable and that societahdse have not hindered or

altered the

pl ands

feasi bility.

In each year the Management Team will meet to detail a three (3) year
plan to include the following:

A Evaluate the year just completed

A Review and confim the current year, initiating preparation
of necessary documents.

A Initiate the plan detailing of the next year

A Initiate development of the sequential year

Il n each

preceding

year, Program Comm

program in regulatiofiorm, based on the task statements submitted to
them from the Management Team.
changes are passed through recommendations to the Board of
Directors. Changes, additions and deletions to the Operating Manual,
in relation to each pigram are passed through the-Byw, Regulation

Amendment process.

Program developments and

The plan is communicated to the membership through the O.R.A.
Operating Manual, Planning Section and in the field through Regional
Meetings. The Management Team reviews the plan on astemts

basis through discussion and review of planning documents at all

meetings.

In order to facilitate the plan a regular cycle of responsibility must be maintained
by the membership and management. The recurriygpBcycle actually

includes four (4)years.

A The year just endedevaluation.

A The current year orient Management Volunteers and
communicate program plans to the membership.
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O.R.A. PLANNING CYCLE , Continued

A The next year detail program plans and obtains approval
for implementation the following season.

A Recurring 3rd year develop draft program plans based on
membership input and management direction (two (2) years
prior to actual implementation).

Monitoring the  The Management Team shahaintain program Activity Plans on a

Plan yearly basis.

Progress:

Each Ceordinator/Director will be asked to fill in
progress to date with respect to their region only,
under each task listed in their Committee Program
mandate.

Each Chair/President wibe expected to summarize
their Committees submitted progress reports and
present a progress report in November, January and
March.

Progress Reports should indicate success and failure, be short but
precise. They should also state obstacles and/oetmta the success
or failure of each task listed in the Committee Program mandate.

Evaluation:

Each Ceordinator/Director will be expected to fill in
an evaluation of each task with respect to their region
only.

Each Chair/President will be expectedsummarize
their Committees submitted evaluation report and
present a final Progress Evaluation in April.

From this information an overview of the year will be compared to the
goals and objectives set for the year, and results presented to the
memberst the A.G.M.

This planning process will be maintained yearly, providing an
accurately documented sport for years to come.
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O.R.A. PLANNING CYCLE , Continued

These yearly documents:

A will become a valuable resourae the future to assist new
Volunteers in their day to day implentation of
RingetteE; and

A will assist the Management in exercising responsible
management procedures; and

A will assist the general public in understanding the
Il ntricacies of RingetteE i1 n Ont ¢

In the overall planning process there are two (2)tenhdl important
factors to round out an effective plan. They are:

One: Financial Management, and effective budgeting to
complement the plan. During the development of one (1)
year plans, the Finance Committee is reciprocating with
developing a workingoudget. At times available funds
will dictate the direction of goals and/or objectives. This
can result in modified tasks, or in better economic times,
inflated tasks.

The Finance Committee endeavors to research the most
economical resources availablto allow accurate and
effective implementation of O.R.A. programs and
activities.

Two: The Provincial Sport Governing
Ministry of Health and Promotion. As an amateur sport in
Ontario, we are eligible to receive grants, otheeaknown
as subsidized funding, allocated to specific business
operations, programs and activities.

Please refer to the article 3. Ministry of Health and Promotion in this
section for details on Ministry goals, principles, granting procedures
and Regionabffice contacts.
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2. OPERATIONAL PLAN 1 20081 2009

GOAL 2008/2009 REVIEW DEADLINE
STATEMENT OBJECTIVES

Priority Onei 1. Make our 1. Identify forms to | 1. August 2008
Public Awareness | communications be made bilingual.

bilingual. (MS) 2. Have training 2. Summer/Fall
To increase public | 2. To train 35 sessns for local 2008
knowledge, interest| associations in the | associations who
and active A Come Tr y wanttorun program 2. a) As required
participationinthe |Ri nget t e 0| 2.a)Provide
sport (Ath. Rep) resources to condu¢ 3. Ongoing

2. a) Support traine( program.

associations with | 3. To better utilize

delivering the the recognition

program (staff) procedures and rais

3. To promote the visibility of

volunteerism in our | regional and

sport provincial winners
Priority Twoi 1. To determine if | 1. Review of curren{ 1. Fall 2008i
Financial current method of | governance model: Spring 2009
Development governance is its relevance and

effective. (R.E. / effectiveness 2. Fall 2008i
To develop a M.B) 2. Review of current Spring 2009
critical path to 2. How practical organizational
increase sport and effective is au | structure for 3. Ongoing
revenue and current oranizationg effectiveness,
balance the budget | structure? (R.E./ | practicality and
on an annual basis | M.B) implementation.

3. Provide risk free | 3. Distribute

fundraising. information when

received.

Priority Threel 1. To increase usaf | 1. Review current | 1. August 2008
Volunteer recognition awards | award criteria. April 2009
Development at the Regional and| 2. Develop a

Provincial levels. policy/guidelines for| 2. August 2008
To improve (MS) officials to provide a April 2009
Volunteer 2. TO have all Police Record
Development officials 18 years Check. 3. By AGM 2009
initiatives and and older provide a| 3. Develop
strategies to Police Record resources to assisti 4. Ongoing
recruit, retrain and | Check (OD/MS) volunteer
recycle volunteers | 3. Provide recruitment.

information to 4 . I n -@& he

associationsto assii Gr amo i nc
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in volunteer
recruitment. (Staff)
4. Recognition of
Referees (OD)

section that
announces different
referee suses,
special events, etc.

GOAL 2008/2009 REVIEW DEADLINE
STATEMENT OBJECTIVES
Priority Fouri 1. Be more efficient| 1. Use new . August to
Communication in communicating | registration package November 2008

through emails to

to collect email

To simplify our members. (MS)| addresses by . a) Summer/Fall
procedure and 1. a) Use new differentcategories. 2008
communicate registration system | 1. a) Develop
regularly to the to produce reports | reports based on . Summer/Fall
Membership. for Standing Standing Committee 2008

Committees. (Staff)| requirements.

2. Be more efficient| 2. Review/revise . Ongoing

iIn communications | channels of

to our Committees | communications. . Ongoing

(Board) 3. Have articles in

3.Useourcurrent |e ac h -ofGR @ fir

A R®fGr amo | written by Regional

newsletter as an Co-ordinators on

instructional tool. | refereeing issues.

(OD) 4. Membership

4. Encourage Notices and Emails

Regions, Standing | requesing

Committees, information.

associations to

continue to submit

appropriate

information on

activities, meetings,

and initiatives.

1. Determine most | 1. Survey adult . Fall 2008
Priority Fivel appropriate place |pl ayer s a
Community for adult teams. to see if they should 2. Ongoing
Development (ADP) play in 0

2. Startto plan for | Provincial . Ongoing
To develop the coaching Championships or
grassroots level of | symposium for AAdul t Ch|4. Fall 2008
Ringette™ members coaching| Cu p o .

at the regional level| 2. Review and . Ongoing

(CD) evaluate other

3. Continue to symposiums held . Ongoing

identify referees for
the Provincial

across the province
3. Review the

. Ongoing
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Official
Development (POD
Program. (OD)

4. Should U7
(Bunny)
Tournament Play be
sanctioned?

5. Invite Team
Ontario / Natimal
Team members to
tournaments, clinics
met and greets with
grassroots players
6. Encourage U19
(Belle) age players
to continue
participation in the
sport.

7. Continue support
of University
Ringette.

8. Incorporate
LTAD Guidelines
into our Athlete
Progran/Services.
9. Incorporate the
Competition
Introduction:
Competition Level
clinic into our
program for coach
training.

standing of the
current POD
referees and identify
new candidates to
replace those who
graduate.

4. Review of U7
(Bunny) program.
5.
Demonstrate/showc
ase elite level of
play to grassroots
players.

6. Through surveys,
athlete forums at
tournaments

7. Revise posted
information on how
to form teams on
website along with
contact information
required.

8. Develop plans to
integrate LTAD
recommendations.
9. Recruit master
facilitators for
NCCP courss
particularly CI:
Competition.

8. Fall 2008

9. Fall/Winter
2008

Priority Sixi
Competition
Development

To develop a
Competitive
Program for every
participant
regardless of
ability or desire.

1. Examine Nationa
Ringette League an
our AA level at 18+
(Open) Division.

2. Start to plan for
coaching
symposium for
members coaching
at the provincial
level.

3. To actively
participate in the
Long-Term Athlete

Development

1. Determine where
18+ (Open) AA fits
in.

2. Review and
evaluate other
symposiums held
across the mvince.
3. Designate and
support members ol
ORA to patrticipate
in focus groups set
up by Ringette
Canada.

4. Through surveys,

1. Fall 2008

2. Fall/Winter
2008

3. Fall/Winter
2008

4. Ongoing
5. Ongoing

6. Ongoing
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analysis being
conducte by
Ringette Canada.
4. Solicit input from
U19 (Belle)
A/AA/AAA players.
(Ath. Rep)

5. Continue to
promote U14
(Tween) Eastern
Canadian
Championships.
(Elite)

6. Provide official
with exposure to
elite competitions
outside of province.
(OD).

7. Continue spport
and development of
AAAAO ( On
Winter Games)
Program. (Elite)

8. Continue support
and development of
Team Ontarid
Canada Winter
Games. (Elite).

athlete forums at
tournaments.

5. Assist qualifying
teams with their
entry fees and
uniforms.

6. Select one up an
coming officialand
provide financial
support in attending
the U14 (Tween)
Easter Canadian
Championships.

7. Provide
Challenge Cup
tournaments leading
to Ontario Winter
Games.

8. Provide financial
assistance and
support.

7. Ongoing

8. Ongoing
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