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Community Futures West Interlake Inc. (Community Futures), is a non-profit corporation without 
share capital.  The main purpose of Community Futures is to support the community’s plan for 
the creation of additional, self-sustaining employment.  The overall mission of Community Futures 
is: 
 

To assist the communities and businesses in the West Interlake to survive and grow 
by helping them help themselves. 

 
Community Futures is designed to encourage rural economic activity and entrepreneurship by 
working with the community using many different approaches.  
For example, we:  

- Provide long range strategic planning for their community; Provide financial assistance to 
small and medium sized business and entrepreneurs 

- Provide counselling and business development plans 
- Are, in some cases, contracted with HRDC to deliver the Self-Employment program 
- Establish community strategic alliances and partnerships 
- Initiate and implement special projects 
- Operate a Library/Business Resource Centre 
- Provide technical support and advise 
- Build the capacity of the organization and community through Community Economic 

Development activities.  
 
To achieve these objectives, Community Futures will become a resource to the community and 
to the business sector.  Community Futures will be a stimulating force in assisting the area, its 
communities and its businesses in taking advantage of the existing development potential. 
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1. To operate exclusively as a non-profit corporation; to administer and employ its property, 

assets and rights for the sole purpose of promoting or aiding in the promotion and 
development of enterprises and businesses that will create and/or maintain permanent 
jobs within the Community Futures region; 

 
2. Work to achieve sustained economic growth by building on the economic strengths of the 

region (natural and human resources); 
 
3. Diversify the economy to reduce the dependence on primary industry; 
 
4. Enhance employment opportunities for those who live and work in the region; 
 
5. Enhance opportunities and options for youth to remain in the region; 
 
6. Balance opportunities for growth and development throughout the entire region; 
 
7. Encourage formation and expansion of businesses, and entrepreneurship; 
 
8. Coordinate increasingly scarce resources, both financial and human, to leverage 

additional resources and to prevent duplication of effort; 
 
9. Work cooperatively with all of the Strategic Partners for the benefit of the total Community 

Futures region; 
 
10. To ensure that, within the activities of the Corporation, a process is developed that will 

ensure the building of capacity within the community or community group; 
 
11. Provide technical assistance in support of the encouragement and development of new 

and expanding businesses within the region; 
 
12. Participate in the financial support of local businesses via loans, loan guarantees or equity 

investment.  Also assist clients in accessing other funding sources; and 
 
13. Identify private sector contacts for the purpose of doing economic ventures. 
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Be it enacted and it is hereby enacted as By-Law No. 1 of the Community Futures West Interlake 
Inc. as follows: 
  
1. 
 

The Head Office of the Corporation is situated in the Village of Ashern in the Province of 
Manitoba.  The Corporation from time to time may establish other offices and agencies as 
the Board may deem expedient by resolution. 

 

2. 
 

The Seal of the Corporation shall bear the name of the Corporation and shall be located 
at the Corporation’s Head Office. 

 

3. 
 

The Corporation’s geographic boundaries shall be those boundaries delimiting the: 
 
  Rural Municipality of Grahamdale 
  Rural Municipality of West Interlake 
  Rural Municipality of Coldwell 
  Rural Municipality of St. Laurent 
  Rural Municipality of Woodlands 
 

4. 
  

The Corporation shall be governed by a Board of Directors composed of ten (10) persons 
elected/appointed as follows: 

 
The Directors may be elected/appointed by the Municipal Councils.  Two (2) directors may 
be elected/appointed from each of the R. M.’s of Grahamdale, West Interlake, Coldwell, 
St. Laurent and Woodlands. 

 
Directors will be elected/appointed for a maximum tenure of 9 consecutive years.  In 
order to accommodate existing board members and officer positions this policy will 
become effective, fiscal year 2016.   If a board member is off the board for a year or 
more, anytime within or following the 9 year term, they may be reinstated to the board for 
a new 9 year term. 
 
Volunteers on the Board of Directors of Community Futures and who work on committees 
shall come from all sectors of the community.  They shall represent industry sectors, small 
and large business, or are representatives of regional and social agencies. Board 
members should be representative of the population we serve based on economics, 
language, gender, skills, and stakeholder groups.  They bring with them their expertise in 
business, finances, education and social development. 
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Members of the board of directors acting on behalf of their community’s accept the 
responsibility for carrying out the Community Futures mandate, mission and strategic 
objectives.  They are involved with all phases of organizational development including 
planning, operations, and evaluation.  

 

 

5. 
 

The membership and control of the Corporation shall be vested in the Board of Directors 
representative of the Rural Municipalities of Grahamdale, West Interlake, Coldwell, St. 
Laurent and Woodlands.  The directors and membership are one and the same for all 
legal, corporate and voting considerations.
 

6. 
 

Additional directors may be appointed at the discretion of the Board of Directors to sit as 
ex-officio directors to advise the Board on matters of policy, procedures and activities.  
The Government of Canada shall appoint a non-voting staff advisory member to the board.  
Ex-officio directors will not be voting members of the Board. 

 

7. 
 

The Officers of the Board of Directors shall be the Chairperson of the Board, the Vice-
Chairperson, and the Secretary-Treasurer.  The Chairperson, Vice-Chairperson and 
Secretary-Treasurer shall be elected by the Board of Directors for a term of one year at 
the Annual General Meeting in each fiscal year.  The election shall be by majority vote.  
The Chairperson, Vice-Chairperson and Secretary-Treasurer may serve up to a maximum 
of three years in any one position in office. 

 

8. 
 

a) Chairperson of the Board.  The Chairperson of the Board shall preside at all Board 
of Directors’ meetings, and, with another Director appointed by the Board for the 
purpose, shall sign all by-laws.  The Chairperson of the Board shall be Chairperson 
of the Executive Committee.  The chair shall have voting privileges on all motions.  
The chairperson may sit ex-officio on all board committees. 

 
b) Vice-Chairperson of the Board.  The Vice-Chairperson shall assist the 

Chairperson and shall exercise the duties and powers of the Chairperson during 
the inability or absence of the Chairperson.  The Vice-Chairperson of the Board 
shall be Vice-Chairperson of the Executive Committee. 
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c) Secretary-Treasurer.  The Secretary-Treasurer shall maintain all minutes, written 
records, financial reports and books of account of the Corporation as required 
and may, when, appropriate, delegate these duties to an employed member of 
the Corporation staff. 
 

9. 
 

a) Executive Committee.  The Chairperson of the Board, Vice-Chairperson and 
Secretary-Treasurer shall constitute the Executive Committee. 

 
 The Executive Committee shall: 
  

1. Monitor the effectiveness of the Corporation in achieving its stated goals 
and objectives; 

 
2. Make recommendations to the Board regarding the recruitment/dismissal 

and level of compensation for staff. 
 

3. Make recommendations for any changes in the personnel or administrative 
policies of the Corporation, where deemed necessary, to the full Board; 

 
4. Act as the Budget Committee in reviewing and establishing the 

Corporation’s budget; 
 

5. Act as the Grievance Committee in disputes between the Corporation and 
its employees or the Corporation and the community at large; 

 
6. Be responsible for the review and recommendation of the Corporation’s 

insurance agents and professional firms. 
 

7. Along with the General Manager determine, from time to time, which staff 
shall be deemed “senior” staff and thus have the authorities and obligations 
as set out in this policy and procedures manual. 

 
The Executive Committee shall establish its own policy as to when and where their 
meetings are held. 

   
b)     Throughout this document a number of committees are identified as having specific 

responsibilities such as the Executive Committee being responsible for staff 
evaluations and remuneration.  At the discretion of the board, the board of directors 
may appoint standing committees or assign additional members to fulfill committee 
responsibilities. 
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c)       Investment Review Committee.  - The Investment Review Committee will consist of 
one member representing each of the five municipalities.  The Investment Review 
Committee shall be appointed by the Board of Directors.  The Investment Review 
Committee will be autonomous in its operations.  It shall maintain confidentiality and must 
ensure non-political interference.  Preferably the members will have business experience.  
The Investment Review Committee will report the results of their activities, not the clients, 
to the whole board.  The Investment Review Committee will meet prior to the regular 
Community Futures board meeting.  

 
In addition, the designated representative from the Government of Canada (WD) shall be 
a non-voting member of the Investment Review Committee. 

 
 The Investment Review Committee shall: 
 

1. Elect a Chairperson, Vice-Chairperson and Secretary from its membership.  
Said officers shall have the same responsibilities and authorities within the 
Investment Review Committee as the Officers of the Board as set out in the 
By-laws, Item 8.  A quorum for all meetings shall be 3 voting members. 

 
2. Appoint two signing authorities, or as required, who along with the General 

Manager shall be responsible for the investment funds and the issuance of 
cheques.   

 
3. Be responsible to review and update the Investment Policy (Section 5: 

Financial and Technical Assistance Policies and Procedures).  Proposed 
changes are subject to the Board of Directors approval. 

 
4. Ensure that all of its loans and activities are carried out as established in the 

guidelines contained in Section 5. 
 

5. Review applications for loans, guarantees and/or equity participation placed 
before it and make approval or rejection of such applications.  Report these 
decisions to the Board of Directors. 

 
6. Review major conditions and terms set out in agreements with clients who 

are to receive financial assistance from Community Futures and from other 
sources. 

 
7. Maintain a continuing review of loans, guarantees and equity investments 

made by the Corporation. 
 

8. Report to the full Board all of its activities including financial position, number 
and type of loans, employment creation, percent of loan to total investment, 
and other such information to demonstrate that the committee is fulfilling its 
mandate, managing its resources and operating in a conscientious legal and 
fiscal manner. 
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Unless otherwise ordered by the Board of Directors, the fiscal year of the 
Corporation shall terminate on the 31st day of March each year.   

 

 10.       
 

Annual and regular meetings of the Board of Directors shall be held at the 
head office of the Corporation or elsewhere as the Board of Directors may 
determine.  Written notice of each meeting of the Board of Directors of the 
Corporation shall be given not less than five (5) days before the day on 
which the meeting is to be held by sending such notice by ordinary mail, 
provided, however, that the Board of Directors may waive these 
requirements and meet on shorter notice in emergencies or other situations 
when they deem it appropriate to do so.  No fewer than eight (8) such 
meetings shall be held during any one fiscal year. 

 
Delegations wanting to be put on the agenda are to provide Community 
Futures with an outline of their presentation so that the executive or Staff 
can use their discretion on allowing the delegation.  The delegation’s outline 
will be sent out to the board with their meeting package.  A guideline for 
presentations will be 20 minutes maximum and a 10 minute question period. 

 

  11.      
 

The board of directors of the corporation consists of 10 members; of which 
5 members sit on the investment review committee.  At times the number 
of actively sitting members may be fewer as a result of board members 
resigning and not immediately replaced; or on temporary leave.  
Temporary leave may occur as a result of being away for work for a period 
of time, medical reasons, out of country for a period of time or other 
situations which prevent the board member from attending meetings.  In all 
cases, a temporary leave shall not be longer than three months in any one 
year without permission of the board.  As such, the quorum at any 
meetings of the full board and the investment review committee shall be 
50% plus one of the currently active members.  Notwithstanding the 
above, a quorum for a regular meeting cannot be fewer than 5 members; 
and for an investment review meeting, 3 members. At any duly adjourned 
meeting in which a quorum is present, any business may be transacted 
which might have been transacted at the meeting as originally called. 

 

  12.       
 

An annual Board of Directors meeting of the Corporation shall be held at 
some date not later than eighteen (18) months after the incorporation of 
the Corporation and subsequently one at least in every calendar year and 
not more than fifteen (15) months after the holding of the last preceding  
annual meeting.  At every annual meeting, in addition to any other 
business that may be transacted, the report of the Directors, the financial 
statement and the report of the auditors shall be presented and auditors 
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appointed for the ensuing year and the remuneration of the auditors shall 
be fixed.  The annual meeting shall be open to the general members of 
Community Futures, and the general public. 

 

  13.       
 

The Board of Directors or the Chairperson or Vice-Chairperson or 
Executive Committee shall have the power to call at any time a Special 
Meeting of the Board of Directors of the Corporation. 
 

  14.       
 

Written notice of Special Meetings of the Board of Directors of the 
Corporation shall be given not less than five (5) days before the day on 
which such a meeting is to be held by regular mail, and three (3) days by 
hand delivering the notice.  The notice shall state the place, day, and hour 
of the meeting, and the general nature of the business to be transacted.  
This section may be amended or repealed only by vote of the majority of the 
Board of Directors of the Corporation provided that a proposed amendment 
or repeal must be undertaken at a meeting held in accordance with these 
by-laws. 

 

 15.      
   

Each of the members of the Board of Directors shall be entitled to cast one 
(1) vote on any and all matters which shall come before such meetings of 
the Board of Directors.  All matters shall be decided by the affirmative vote 
of the majority of the Directors of the Corporation present at such meeting, 
except those matters otherwise expressly stated in these by-laws.  Voting 
by proxy shall not be allowed. 

 

 16.        
 

Questions arising at any meeting of the Board of Directors shall be 
decided by a majority of votes.  In the case of any equality of votes, the 
issue at hand shall be reviewed by a Select Committee of up to three 
persons selected by a majority of the Board of Directors.  The Select 
Committee shall report its findings to the Board at the next Board of 
Directors’ meeting, or at such time as designated by the Board.  After 
presentation of the Select Committee’s report, the issue will again be 
brought to a vote.  In the event of another equality of votes, that particular 
issue will be considered defeated. 
 

 17.       
 

  A Director’s position on the Board shall be vacated in the following  
          events: 

 
  a)        Death of a Director; 
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  b)        The Director is found to be mentally incompetent by law; 
 

c) The Director tenders his resignation in writing or at the time 
specified in the resignation, whichever is the later;  
 

d) The Director may be expelled as a result of missing three 
consecutive meetings without notice to or permission of the 
board of directors. 
 

e)         The Director is expelled by the Board for cause in 
accordance with the following procedure: Any Director may 
move to expel another Director, provided that notice of 
such motion and the reasons for same is given in writing to 
all Board members at least seven (7) days prior to the 
meeting at which such motion is to be considered.  Such 
motion shall not be made except for cause: such as on the 
grounds that the Director has acted or is acting contrary to 
the best interest of the Corporation.  The motion to expel 
any Director shall succeed if seven (7) or more Directors 
vote in favour of the motion and shall be defeated if fewer 
than seven (7) Directors vote in favour. 
 

 18.        
 

Should a Directorship become vacated, in accordance with clause 18 
herein, the Directorship shall be filled for the remaining term of the 
Directorship by appointment of the Board of Directors.     

 

 19.        
 

No remuneration shall be accorded to Directors.  However, reimbursement 
of expenses pertaining to travel to and from board meetings, and 
reasonable and necessary travel, food and lodging while attending 
Corporation business shall be made in accordance with the Corporation’s 
travel allowances. 

 

 20.       
 

Every Director including all those persons who provide executive, 
administrative, and managerial functions or services in the Corporation and 
his heirs, executors and administrators and estate and effects respectively, 
shall from time to time and at all times be indemnified and saved harmless 
out of the funds of the Corporation, from and against:  

 
a) All costs, charges and expenses which such Director or Officer 

sustains or incurs in or about any action, suit or proceedings which 
is brought, commenced or prosecuted against him; for or in respect 
of any act, deed, matter or thing whatsoever made, done or 
permitted by him or about the execution of the duties of his office; 
and 
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b) All other costs, charges and expenses which he sustains or incurs 

in or about or in relation to the affairs thereof, except such costs, 
charges or expenses as are occasioned by his own wilful neglect or 
default. 

 

 21.        
  

a) The Board of Directors may increase or decrease the Corporation’s 
staff establishment as it may be deemed necessary to perform such 
duties as the Board of Directors from time to time may determine. 

 
b) The remuneration of all employees shall be determined from time 

to time by resolution of the Board of Directors in accordance with 
Government of Canada Treasury Board guidelines.  All employees 
in the absence of agreement to the contrary shall be subject to 
removal by resolution of the Board of Directors subject to the 
Corporation’s suspensions and dismissals, rules and regulations. 
 

c) Summer Staff will be hired only if this employment has been 
budgeted or special approval has been given by the board.  If hiring 
is dependent on receipt of government assistance, staff will only be 
hired if the assistance is provided, or if special approval has been 
given by the board.  It shall be the general policy of Community 
Futures to advertise employment opportunities.  This may be 
waived in the event that a former employee seeks employment and 
where that employees work ethic and experience are such that it is 
determined it would be in the best interest of the corporation to offer 
this employment without advertising (this is proposed because it is 
inappropriate to advertise a position where in fact a former 
employee would apply and the position would virtually be decided 
before interview were completed).   

 

 22.        
 

Deeds, transfers, licenses, contracts and engagements on behalf of the 
Corporation shall be signed by either the Chairperson or Vice-
Chairperson and/or by the General Manager, who shall affix   the seal of 
the Corporation to such instruments as required.  

 
Contracts in the ordinary course of the Corporation’s operations may be 
entered into on behalf of the Corporation by any two (2) of the 
Chairperson, Vice-Chairperson, and by the General Manager or any 
person or other board member as authorized by the Board of Directors.  
The Chairperson, Vice-Chairperson, the Directors and the General 
Manager, or any one of them, or any person or persons, from time to time 
designated by the Board of Directors, may transfer any and all bonds to 
other securities from time to time standing in the name of the Corporation 
in its individual or any other capacity, or as trustee or otherwise and may 
accept in the name and on behalf of the Corporation transfers of shares, 
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bonds or other securities from time to time transferred to the Corporation, 
and may affix the Corporate Seal to and such transfers or acceptance of 
transfers and may make, execute and deliver under the Corporate Seal 
any and all instruments in writing necessary or proper for such purposes, 
including the appointment of an attorney or attorneys to make of, accept 
transfers of shares, bonds or other securities on the books of any 
company or Corporation.  Notwithstanding any provisions to the contrary 
contained in the by-laws of the Corporation, the Board of Directors may at 
any time by resolution direct the manner in which and the person or 
persons by whom any particular instrument, contract or              
obligations of the Corporation may or shall be executed.     
 

 23.       
 

Staff shall ensure that all necessary books and records of the Corporation 
required by the by-laws of the Corporation or by any applicable statute or 
by-law are regularly and properly kept.  
 

 24.      
  

All cheques, bills of exchange or other orders for the payment of money, 
notes or other evidence of indebtedness issued in the name of the 
Corporation, shall be signed by such person and in such manner as shall 
from time to time be determined by resolution of the Board of Directors and 
any of such persons or agents may alone endorse notes and drafts for 
collection on account of the Corporation through its bankers, endorse notes 
and cheques for deposit with the Corporation’s bankers for the credit of the 
Corporation, and the same may be endorsed “for collection” or “for deposit” 
with the bankers of the Corporation by using the Corporation‘s rubber stamp 
for the purpose.  Any one of such officers or agents so appointed may 
arrange, settle, balance and certify all books and accounts between the 
Corporation and the Corporation’s bankers and may receive all paid 
cheques and vouchers and sign all the bank’s forms or settlement of balance 
and release or verification slips.  

 

 25.        - See Appendix II / By-Law No. 2 
 

When authorized by by-law, duly passed by the Directors and sanctioned 
by at least two-thirds of the votes cast at a Board of Director meeting, the 
board members duly called for considering the by-law, the Directors of the 
Corporation may from time to time: 

 

a) borrow money upon the credit of the Corporation; 
 

b) limit or increase the amount to be borrowed; 
 

c) issue bonds, debentures, debenture stock, or other securities and 
debt obligations of the Corporation and pledge or sell the same for 
such sums and at such prices as are deemed expedient; and 
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d) charge, hypothecate, mortgage, or pledge, present or after acquired 
real or personal property of the Corporation, or both, to secure any 
such bonds, debentures, debentures stock, or other securities and 
debt obligations and any money borrowed; 

 

e) guarantee the repayment of the debts, obligations and liabilities of 
any other Corporation. 

 

The Board of Directors is hereby authorized to delegate by resolution to 
one or more directors and/or officers of the Corporation specified in such 
resolution all or any of the powers hereinbefore conferred on them 
including, without limiting the generality of the foregoing, the power to make 
arrangements with reference to the borrowing of the money as aforesaid 
and as to the terms and conditions of the loan thereof and security therefore 
and as to the debt obligations to be given therefore, with power to vary or 
modify such arrangements, terms and conditions and debt obligations as 
the Directors of the Corporation may authorize, and generally to manage, 
transact and settle the borrowing of money by the Corporation.    

 

The Board of Directors may from time to time, authorize one or more 
directors, officers, employees of the Corporation (or other persons, whether 
connected with the Corporation or not), to sign, execute and deliver on 
behalf of the Corporation all documents and agreements necessary or 
desirable for such purposes and to draw, make, accept, endorse, execute 
and issue cheques, promissory notes, bills of exchange, bills of lading and 
other negotiable or transferable instruments and all such documents, 
agreements and instruments (and all renewals thereof or substitutions 
therefore) so signed shall be binding upon the Corporation. 

 
The powers hereby conferred shall be deemed to be in supplement to 
and not in substitution for any powers to borrow money for the purposes 
of the Corporation possessed by its directors or officers independently of 
a borrowing by-law. 
 

 26.       
 

The by-laws of the Corporation may be enacted, repealed or amended by 
by-law, by a two-thirds (2/3) majority vote of the Directors at a meeting duly 
called by the Board of Directors for the purpose of considering an 
enactment, repeal or amendment of the by-laws of the Corporation. 

 

 27.      
 

The Board of Directors may prescribe on motion such rules and 
regulations not inconsistent with these by-laws relating to the management 
and operation of the Corporation as it deems expedient provided that such 
rules and regulations shall have force and effect only until the next annual 
meeting of the members of the Corporation, when they shall be confirmed 
and in default of confirmation at such annual meeting of members, shall at 
and from that time cease to have force and effect. 
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 28.      
 

The Auditor’s services are reviewed and shall be appointed as required by 
the Board of Directors.  The auditor’s duties shall be to audit the books, 
vouchers, and accounts of Community Futures; to certify to the correctness 
of the balance sheet; to examine the securities of Community Futures and 
to certify as to Community Futures’ assets and a reasonable list of the 
valuation at which they are carried.  The auditor shall also ensure 
compliance of the accounts to the Articles of Agreement with Western 
Economic Diversification Canada.  

 

29.    
 
In the event of a dissolution of the Corporation, all its remaining assets 
after payment of its liabilities, with the concurrence of Western Economic 
Diversification, shall be assigned to the member municipal corporations in 
a manner of acceptable to a majority of the Board of Directors or returned 
to the Canadian Government. 
 

 
 

In these by-laws and in all other by-laws of the Corporation hereafter 
passed, unless the context otherwise requires, words importing the singular 
member of the masculine gender shall include the plural number or 
feminine gender, as the case may be, and vice versa, and reference to 
persons shall include corporations, partnerships, societies and other legal 
entities.  

 

           31.        
 

Members of the Board of Directors or employees of the Corporation may 
receive technical and financial assistance from Community Futures.  
Immediate family members of the Board of Directors and employees of the 
Corporation are entitled to all technical and financial services available 
through Community Futures, however, they cannot be recipient of 
preferential treatment or consideration. 

 
“Immediate Family” is defined as: father, mother, (or stepmother, 
stepfather, or foster parent), brother, sister, stepbrother, stepsister, spouse 
(including common-law spouse), child (including child of common-law 
spouse), stepchild or ward of the employee, father-in-law, mother-in-law, 
or relative permanently residing in the employee’s household or with whom 
the employee permanently resides. 

 
To ensure that preferential consideration/treatment is avoided when the 
situation arises that a board member or staff, or an “immediate family 
member” of a board member or employee has a financial interest in the 
proposal being considered, the following procedure will be adhered to: 
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1.     the member of the board of directors or employee declares his 

interest in writing or that of his immediate family member, as the 
case may be. 

2.         be absent from any and all discussion, deliberations or voting in 
respect of the matter, and  

3.       does not directly or indirectly attempt to influence the decision on 
the matter.  
 

 32.       
 

a) All material that an applicant provides to the Corporation in connection 
with a request for financing must be considered as confidential and care 
must be taken to ensure that the circulation of all such material relating to 
the fund is restricted to those officers and staff who have a direct 
responsibility for a specific aspect of the administration of the account.   
Disclosures of information to anyone not authorized to deal with same is 
strictly prohibited.  In extraordinary cases, these publications may be waived 
with the written consent of the applicant. 

 
b) Where the Corporation obtains credit and/or character references from 
outside sources, these are to be kept confidential and access to them 
without permission of the source must be denied to the applicant.  When 
requested, the Corporation will give the applicant the source to whom he 
may direct his inquiry.  
 
c) All information that consultants working for the Corporation become privy 
to must remain confidential.  This point should be noted in their terms of 
reference. 

 
d)  The Personal Information Protection and Electronic Document Act 
(PIPEDA) will be used as a guideline to comply with industry standards (see 
copy in Appendix (VII). 

 

 33.       
 

In the event that the articles contained within this policy and procedures 
manual are different or in contravention with those contained within the 
Articles of Agreement with Western Economic Diversification Canada, the 
Western Economic Diversification Canada Articles of Agreement shall be in 
effect and take precedence.  
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The Corporation has the primary goal of enhancing economic activity and employment opportunity 
within the area of operation prescribed by its geographic boundaries.  It is the opinion of the Board 
of Directors that this goal will best be achieved by employing people who have skills and abilities 
consistent with the achievement of this goal, and providing them with the flexibility to achieve 
Corporate goals as well as personal satisfaction. 
 
The following policies are designed to provide guidelines for the Corporate employees so that 
they may better understand their obligations to the Corporation and the Corporation’s obligations 
to them. 
 
In this section, employees, whether full or part-time, male or female, are referred to as employees. 
 

APPLICATIONS 

 
If a job opening in the Corporation occurs, it shall be advertised. Once the position has been 
filled, applications received will be kept on file for a period of six months. At no other time will 
applications for employment or résumés be kept on file by the Corporation. 
 

JOB DESCRIPTIONS - See Appendix 1 
 
Applicants who are successful in becoming employees shall be provided with a copy of the job 
description for the position which they occupy.  This job description will outline typical duties which 
they may be expected to perform.  Performance evaluation of employees, which shall be done at 
intervals not exceeding twelve months, will be based on the fulfilling of tasks described by the job 
description. 
 
Job descriptions shall be reviewed at intervals of not more than twelve (12) months.  If revisions 
are required, they shall be discussed and the intent of the revision explained to the board or with 
the employees as well as its correlation with the general operations of the Corporation.  Current 

job descriptions are shown in Appendix 1 to the Policy and Procedures Manual. 
 

ORIENTATION 
 
Upon commencement of employment the new employee shall receive an orientation from the 
Corporation.  The following is a non-exhaustive list of the topics to be covered as part of the 
orientation: 
 
- Completion of tax forms 
- Instruction on proper recording of time  
- Introduction to the Corporation’s history, organizational structure and initiatives 
- Personnel policies and procedures 
- Employee benefits and other services 
- Safety and security and location of emergency equipment 
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- Objective and purpose of the Corporation 
- Working hours 
- Lunch and break schedules 
- Importance of regular attendance and punctuality 
- Phoning in absences and tardiness 
- Overtime policy 
- Dress code 
- Scheduling time off 
- Job description  
- Performance standards / expectations 
- Reporting work-related injuries or illness  
- Introduction to co-workers 

 
An employee beginning employment with the Corporation shall be advised that the first six months 
of his or her employment will be considered a probationary period.  A performance review prior to 
the end of the probationary period will be conducted to determine the compatibility of the 
employee to the Corporation. 
 
During this probationary period, the only benefits that accrue to the employee are vacation 
entitlement, compassionate leave and sick leave. 
 
At the completion of the probationary period, the Corporation, in its sole discretion, will decide 
whether to extend the employee’s employment, provided that any employee who is not offered 
further employment will be given one week’s notice that his or her employment is not being 
extended, or pay in lieu thereof. 
 

The Corporation shall consider its office hours to be from 8:30 a.m. to 4:30 p.m.  Monday through 
Friday, excepting for an hour lunch period between 12 noon and 1:00 p.m.  It shall be expected 
that an employee shall be on the premises during this period.  Due to the nature of the jobs which 
employees are required to do, it may happen that from time to time, employees will be required 
to travel or perform other duties at times not confined to normal office hours. 
 
It shall be the Corporation’s policy that employees will not be expected to work more than 160 
hours in any four week period.  Arrangement for taking time off in lieu for hours in excess of 160 
in a four week period is to be made with the Chairperson of the Board of Directors or the General 
Manager. 
 
When considering what activities constitute working hours, the following guideline shall apply.  
Time worked shall be comprised of that time when: 
  

a) An employee is performing Community Futures work in Community  
            Futures premises; 

 
b) An employee is travelling to or from an engagement which he was required 

by Community Futures strategy or policy to attend; 



 
Community Futures West Interlake Inc. Policy & Procedures Manual                                         Page 16  

 
c) The employee is meeting with the Board, or a Committee of the Board, or 

travelling to or from such meetings; 
 

d) An employee is attending training, development courses, or seminars at 
the direction of the Board. 

 
In the case of (d) above, exclusive of travelling time, the employee shall be considered to have 
worked a normal day. 
 
Hours in excess of 160 in any four week period shall be considered to be overtime hours.  These 
hours are eligible to be taken off at the rate of 1.5 hours time in lieu for each overtime hour worked; 
or as agreed to in the individual employment contracts. 
 
The onus for calculation of hours of work shall be on the employee.  Calculation shall be made 
on employee’s time sheet and submitted to the General Manager weekly.  The Manager shall 
record his/her own hours of work and report on them to the Board of Directors monthly. 
 

 
All Corporation employees shall maintain a satisfactory standard of dress and general 
appearance appropriate to their duties. 
 
All employees are expected to conduct themselves in a courteous and businesslike manner at all 
times. 
 
All information acquired regarding Corporation business shall be confidential and shall not be 
released to the general public or news media except as expressly indicated by the General 
Manager or Chairperson of the Board of Directors. 
 
All Corporation staff members requested to attend any workshops, seminars, and while on 
Corporation business, will attend all sessions in a businesslike manner.  If for any reason an 
employee fails to attend the session or appointment, the employee shall be required to notify 
his/her immediate superior and those affected outlining the reasons for non-attendance. 
 
The Corporation employs a progressive discipline policy.  This policy applies to all employee 
conduct that the Corporation, in its sole and unfettered discretion, decides to address by 
discipline.  Notwithstanding the above, the Corporation need not resort to progressive discipline 
in all situations, and in particular those situations involving dishonesty, disobedience, wilful 
neglect of duty, theft, violence or any other behavior to be gross misconduct, in which case the 
Corporation may take whatever action it deems necessary, up to and including immediate 
termination of employment. 
 
The Corporation shall follow the disciplinary process set out below (when an employee who has 
received no disciplinary action over a period of three years, the existing warnings will be removed 
from the personnel file): 
 

a) Verbal Warning:  An employee will be given a verbal warning when warranted by the 
employee’s conduct.  Verbal warnings are documented and recorded by the Corporation 
in the employee’s employment file. 
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b) Written Warning: An employee will be given a written warning when warranted by the 

employee’s conduct or when the employee has received multiple verbal warnings.  A copy 
of each written warning is kept by the Corporation in the employee’s employment file. 

 
c) Suspension: An employee will be given a suspension without pay when warranted by the 

employee’s conduct or when the employee has received multiple written warnings.  
Suspensions are documented and recorded by the Corporation in the employee’s 
employment file. 

 
d) Termination: An employee will be terminated for cause when he or she engages in conduct 

that justifies termination or does not correct the behaviour that resulted in less severe 
discipline within a period of thirty days. 

 

 
Corporation employees shall protect and care for all Corporation property entrusted to them. 
 
All employees shall report any faulty equipment that requires repair or maintenance. 
 
Under no circumstances shall any such property, including without limitation, proprietary 
information, computer hardware or software or keys be left with, lent, or transferred to any other 
party. 
 
All employees are responsible to report any faulty equipment or any necessary repairs or 
maintenance to the Corporation. 
 

 
It shall be the policy of the Corporation to pay its employees at a rate consistent with the rate 
established for similar classes of jobs in the market, and in recognition of the personal 
qualifications possessed by the employee which will assist in the performance of his job.  As 
such the board of directors has passed and accepted (Motion  R2000/2001-42, February 14, 
2001) “Manitoba Community Futures Development Corporations Employee Wage Scales and 
Classification” which sets out staff classifications, pay levels and increments and annual 
increases equal to the rate of increase that staff of Western Economic Diversification Canada 
receive. 
 
It shall further be the policy of the Corporation to recognize personal attempts by employees to 
improve their value to the Corporation and to recognize above average service to the Corporation. 
 
Increases in remuneration shall be considered annually as recommended to the Board by the 
Executive Committee.  It shall be the responsibility of the Board of Directors to make the final 
decision on remunerative increases. 
 
The Corporation may, on recommendation of the Board of Directors compensate employees by 
reimbursing them for tuition of classes complementary to the business of the Corporation upon 
proof of the successful completion of such classes. 
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TRAINING 

An Employee taking a class or course which relates to his or her employment duties and the 
business of the Corporation may seek to be reimbursed for tuition costs from the Corporation.  
The Corporation shall consider such requests and may, although it is under no obligation to do 
so, reimburse the employee for some or all of his or her tuition costs upon proof that the employee 
successfully completed the class or course. 
 
 

 
In order to facilitate the smooth completion of tasks required for the efficient operation of the 
Corporation, it shall be the policy to provide each employee with a job description detailing 
activities which that employee will be expected to perform.  In conjunction with this, employees 
may expect to have their job performance reviewed annually in conjunction with salary reviews to 
ensure that activities are being performed at the level and quality required by the Corporation. 
 
The performance reviews will be completed by the Executive Committee for the General 
Manager.  The General Manager will conduct the performance review for all other employees, 
and said performance review shall be presented to the executive committee for their 
acceptance.  The results of the performance reviews will be presented to the full board of 
directors. 
 
Reviews will be prepared to evaluate actual performance against the performance of duties as 
stated on the employee’s job description. 
 
All performance appraisals are to be discussed with and signed by the employee. The details of 
the performance review are to be documented and kept in the employee’s employment file. 
 

 
Corporation employees shall be allowed vacation entitlement in accordance with Provincial 
Government Union Guidelines or as per individual contract. 
 
Notwithstanding the above, if an employee does not work one complete year, the employee shall 
be paid as time off a minimum of four percent (4%) of their income for the applicable period. 
 
Requests by employees for holiday periods must be made to either the General Manager of the 
Board of Directors at least four (4) weeks prior to the commencement of the holiday period for the 
General Manager.  All other employees requests be made to the General Manager at least (4) 
weeks prior to the commencement of the holiday period. 
 
On the completion of one full year’s employment, each employee shall be entitled to a vacation 
with pay.  This will not exceed the standards stated in the employee’s contract. 
 
After five years of continuous employment, (part-time employment minimum 60% of full-time) 
employees shall receive four weeks (8%) vacation entitlement. 
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After ten years of continuous employment, employee shall receive five weeks of employment; and 
after fifteen years of continuous employment, employee shall receive six weeks of holidays. 

Should a general (public) holiday fall on or during this period, each employee shall be allowed to 
take the holiday immediately after his annual holiday.  The onus shall be on the employee to 
advise the General Manager or Board of Directors as appropriate, of his plans regarding the public 
holiday prior to the commencement of his vacation. 

All vacation pay shall be subject to regular deductions. 
 
An employee may carry over no more than three (3) weeks of accumulated holidays from the 
previous year; there will be no buy-outs for excess holidays accumulated and not taken. 
 

 
All Corporation employees shall be entitled to the following days with pay: 
 
 New Year’s Day  January 1 
 Louis Riel Day   3rd Monday in February  
     Good Friday 
     Easter Monday 
     Victoria Day 
 Canada Day   July 1 
 Civic Holiday          August 1 
 Labour Day   1st Monday in September 
     Thanksgiving Day 
 Remembrance Day  November 11  
 Christmas Day  December 25 
 Boxing Day   December 26 
 
 
As well as the above, the Corporation shall recognize as public holidays any day which from time 
to time may be designated as a public holiday by federal, provincial or civic government. 
 
If any of the previous mentioned holidays fall on either a Saturday or Sunday, the following 
Monday shall be observed as a holiday, except Remembrance Day.  Remembrance Day 
(November 11) shall be observed as a holiday should it fall on any day other than Saturday or 
Sunday. 
 
If any Corporation employee is required to work on any general holiday, the employee shall be 
entitled to his regular daily pay plus time and one half overtime hours to be taken as logged time 
off. 
 
In the event of a local election, all Corporation employees entitled to vote shall be allowed the 
necessary time with pay to attend the polls. 

 
Board of directors has passed and accepted (Motion R2003/2004-30) staff will be 100% 
responsible for LTD benefits and the corporation shall pay 100% of all existing additional 
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benefits (Life, Accidental Death and Dismemberment, Extended Health Care, Vision and Dental) 
for existing staff.  If existing staff wish to increase their vision or dental coverage, that additional 
coverage will be cost shared 50/50.  Further, for all new and future staff, benefits shall include 
only Life, AD & D and Extended Health Care at 100%; and Vision and Dental shall be cost 
shared 50/50. 
 
Coverage will continue while on all medical leave. Coverage will be suspended for extended 
unpaid leave greater than thirty days. 
 
Benefits apply to full time permanent employees, excluding probationary employees. 

 
All Corporation employees shall be entitled to a leave of absence with pay as a result of an illness, 
injury or medical appointment. 
 
Any illness causing absence for any period of more than three (3) consecutive days must be 
supported by a medical certificate to be given to the employee’s immediate supervisor on the day 
the employee returns to work. 
 
All employees shall be entitled to sick leave at the rate of one day per month of employment. 
Sick leave days will accumulate to a maximum of 120 days during the period of employment to 
apply to cases of long-term illnesses.  For employees who have been employed by the corporation 
prior to the enactment of this policy and have accumulated more than the 120 day maximum, the 
maximum shall be the number of days accumulated when this policy took effect. 
 
Any employee who for any reason resigns or whose employment is terminated, shall not be 
entitled to payment for sick leave accumulated. 
 
Notwithstanding the above, sick leave days without medical certificate must not exceed twelve 
(12) days in any one year, but if Corporation requires medical evidence, costs shall be borne by 
the Corporation.    
 
A record of each employee’s accumulated sick leave shall be recorded annually as a part of the 
performance evaluations. 
 
For any illness that exceeds twelve (12) days in any one year, the employee shall be entitled use 
up to a maximum of their accumulated sick days. The employee will be required to provide the 
Corporation with written evidence from a medical physician stating that the employee warrants 
sick leave. The medical physician note is to be renewed every six weeks and a copy is to be 
provided to the Corporation. 
 
The maximum sick leave period will match to the total waiting period as outlined in the existing 
Long Term Disability requirements, should the illness so qualify. 
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It shall be the policy of the Corporation to grant leaves of absence from time to time in conjunction 
with the personal needs of employees.  Leaves of absence shall be without pay in all cases.  In 
all cases, where a leave of absence has been granted, the employee shall be reinstated in the 
same, or a similar job with a rate of pay at least equal to what they enjoyed when the leave began.  
Requests for leave of absence shall be made in writing to the Board of Directors. 
 
Unpaid Sick Leave: Should an employee be unable to fulfill his duties due to sickness or accident, 
he shall inform the Board of Directors as soon as is reasonably possible.  Sickness, or leave due 
to illness, which extends beyond ten (10) days per fiscal year shall be referred to the Board of 
Directors and policy shall be determined by them based on the circumstances involved in each 
individual case. 
 
Maternity Leave: A pregnant employee who has been employed by the Corporation for at least 
seven consecutive months is eligible for unpaid maternity leave. The Corporation shall grant leave 
as per guidelines set out by the appropriate legislation. 
 
An employee who is eligible for maternity leave shall, as soon as practicable, provide the 
Corporation with a medical certificate giving the estimated date of delivery and give the 
Corporation not less than four weeks written notice of the date she will start her maternity leave.  
An employee may end her maternity leave earlier by giving the Corporation written notice at least 
two weeks or one pay period, whichever is longer, before the day she wishes to end the leave. 
 

Parental Leave: An employee who has been employed by the Corporation for at least seven 
consecutive months who becomes a parent of a child (including by way of an adoption recognized 
under Manitoba law) is eligible for unpaid parental leave. The Corporation shall grant leave as per 
guidelines set out by the appropriate legislation. 
 
An employee who is eligible for parental leave shall give the Corporation not less than four weeks 
written notice of the date he or she will start his or her parental leave, except in the case of an 
adoptive parent who receives less than four weeks notice from the agency responsible for the 
adoption.   
 
An employee may end his or her parental leave earlier by giving the Corporation written notice at 
least two weeks or one pay period, whichever is longer, before the day the employee wishes the 
leave to end. 
Compassionate Care Leave: An employee who has been employed by the Corporation for at 
least 30 days is entitled to unpaid compassionate care leave of up to eight weeks to provide 
care or support to a seriously ill spouse, common-law partner, child, parent or the child or parent 
of a spouse or common-law partner, grandparents, brothers and sisters and/or others as 
recognized by Provincial and Federal employment standards. 

An employee who wishes to take compassionate care leave must give the Corporation notice of 
at least one pay period, unless the circumstances necessitate a shorter period.  For an employee 
to be eligible for compassionate care leave, he or she must, as soon as is possible, present the 
Corporation with a physician’s certificate, stating that a family member as set out above has a 
serious medical condition with a significant risk of death or impairment within 26 weeks from the 
day the certificate is issued or the day the leave began and that the said family member requires 
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the care or support of one or more family members.  An employee may take no more than two 
periods of leave totaling no more than eight weeks, which must end no later than 26 weeks after 
the day the first period of leave began.  An employee may end a leave early by giving the 
Corporation at least 48 hours notice of his or her expected date of return.  No period of leave may 
be less than one week duration. 
 
Family Leave: An employee who has been employed by the Corporation for at least 30 days is 
entitled to take up to three days unpaid family leave each year, but only to the extent that the 
leave is necessary for the health of the employee or for the employee to meet his or her family 
responsibilities in relation to a spouse, common-law partner, child, parent or the child or parent 
of a spouse or common-law partner and or others as recognized by Provincial and Federal 
employment standards. 

The employee wishing to take family leave must give the Corporation as much notice as is 
reasonable and practicable in the circumstances.  The Corporation may require the employee to 
provide reasonable verification of the necessity of the leave.  Any partial day taken as family leave 
may be counted as a full day of leave by the Corporation. 
 
Disability Leave: An employee who has been employed by the Corporation for at least three 
years is entitled to up to one year of unpaid disability leave.  At that time the employee may 
request consideration for additional unpaid disability leave, at the sole discretion of the Board of 
Directors. An employee is disabled when he or she is wholly and continuously disabled due to 
illness or bodily injury and, as a result, is not physically or mentally fit to perform the essential 
duties of his or her normal occupation. 

 
All Corporation employees shall be entitled to a leave of absence with pay for reasons of 
bereavement or illness in the immediate family. 
 
In these regulations, an employee’s immediate family is defined as: 
  

a) employee’s spouse, common-law partner 
b) parent, grandparent, or immediate in-law 
c) child, step-child, sibling, grandparent, or immediate in-law. 

 
Compassionate leave shall not exceed a period of three (3) days unless further approved by the 
Board of Directors. 

and OUT-OF-POCKET EXPENSES 
 
All work-related travel, including all details related thereto, must first be approved by the 
Corporation. 
 
Vehicle Policy 
 

a) All travel by Corporation or staff must be authorized. 
 

b) All out-of-province and out-of-country journeys must be approved by the Board of 
Directors. 
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c) All convictions and parking tickets, etc. shall be the sole responsibility of the 
employee.  Convictions which result in ultimate suspension of a driver’s license 
may result in the dismissal of Corporation employee if the driver’s license is 
necessary in the performance of the employee’s duties. 

 
Travel Regulations 

 

 Travel allowances shall be provided for all authorized travel in the following manner: 
 

1. Travel by public transportation must be made in the most direct route and 
only economy class shall apply unless otherwise approved by the Board of 
Directors.    

 

2. Receipts must be submitted if public transportation is used and shall be 
subject to approval before payment is made. 

 

3. A record of destination and mileage covered must be submitted by all 
Corporation employees for all vehicles used on business. 

 
 

4. The Corporation’s rate for use of private vehicles will be as set out by the 
Federal Government. 
 

5. Corporation employees are required to submit travel expense claims on a 
monthly basis. 

 

 
Employees who from time to time incur expenses on behalf of and directly related to the business 
of the Corporation shall be reimbursed at the Federal Government rates. 
 
Expense claims, including receipts, shall be submitted to the General Manager  (Note: all 
cheques require a board signature and are presented with the original bill for board member 
review). 
 

 
If the Corporation terminates the employment of a permanent employee (excludes probationary 
employees) for any reason other than for cause, the Corporation must, at minimum, give the 
employee notice of the termination or pay in lieu thereof in accordance with the table below. 
 

Length of Employment with the Corporation Notice Period 

Less than 30 days None 
30 days to one year 1 week 
One year to three years 2 weeks 
Three years to five years 4 weeks 
Five years to ten years 6 weeks 
Ten years or more 8 weeks 

 
An employee who terminates his or her employment must give the Corporation notice of the 
termination at least one week before the termination, if the employee has been employed by the 
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Corporation for less than one year, and at least two weeks before termination, if the employee 
has been employed by the Corporation for more than one year. 

 

Corporation employees shall be dismissed if not satisfactorily performing his/her duties as 
outlined in the employee’s terms of employment. 
 
Any Corporation employee who fails to observe the rules and regulations as approved by the 
Board of Directors of the Corporation shall be subject to suspension and/or dismissal. 
 

 
Where not otherwise specified by contract, the Corporation’s dismissal procedure shall be as 
follows: All procedures shall be documented. 
 

a) Probationary Employees 
 

1. A probationary employee’s performance will be generally evaluated each 
month.  Unless otherwise stated, the probationary period shall be of a six 
month duration. 

 
2. In the event of continuing unsatisfactory performance during the course of 

probation, one formal notice in writing is considered sufficient warning 
preceding dismissal (should it become necessary) on the grounds of non 
performance. 

 
3. Further to (2) above, a specific evaluation at the end of the normal probation 

period will take place which may result in dismissal, regular status or 
extension of probation. 

 
 

b) Regular Employees 
 

1. Any regular employee who does not meet performance standards will 
receive a verbal warning from his/her immediate supervisor.  
 

2. Where a regular employee continues to perform in an unsatisfactory 
manner, the employee will be notified by written warning. 

 
3. An employee will be given a suspension without pay when warranted by 

the employee’s conduct or when the employee has received multiple 
written warnings.  

 
4. Where a regular employee, after receiving said notice of unsatisfactory 

performance fails to meet performance standard within a reasonable period 
of time (not to exceed 30 days), the employee will be served with a notice 
of dismissal.   
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It is not the policy of the Corporation to prevent any employee from furthering his own interests 
in a private endeavour.  The Corporation does however, require that an employee who has an 
interest in any project under consideration by the Corporation, must make this interest known to 
the Board of Directors prior to any application for financial assistance. 
 
For the purposes of this policy, an “interest” shall include a personal financial investment, 
relationship by blood or marriage to anyone making application to the Corporation, or any 
freelance relationship with a company making application. 
 
No employee shall accept money or any other valuable consideration in exchange for information 
or preferential treatment to any party in connection with that employee’s employment with the 
Corporation. 
 
An employee shall not allow his or her involvement in endeavours outside of his or her 
employment to negatively affect, in any way, his or her work performance with the Corporation. 
 
No employee shall obtain any asset being divested by the Corporation unless that employee 
purchases the asset at fair market value, for good consideration by way of a public tender or other 
legitimate open-market procedure. 
 

INTERNET 

Electronic technologies and services, including without limitation, computers, E-Mail, Voice Mail 
and Internet services are intended to be used for business purposes only. Personal use of these 
technologies and services is prohibited. 
 
Employees are responsible to ensure that only business related information is contained or 
maintained on the Corporation’s systems or devices.  Employees are strictly prohibited from using 
any technology to view, listen to or communicate offensive, defamatory or disruptive content 
including, without limitation, material of a sexual or sexually suggestive nature, racial, ethnic or 
gender-specific slurs, or any other content that offends or is intended to offend someone because 
of his or her age, sex, religion, race, national origin, disability or other trait. 
 
The Corporation will periodically audit its systems, including E-Mail and Internet access, to 
determine if there is evidence of abuse or misuse. Employees who abuse or misuse any 
Corporation technology will be disciplined, up to and including immediate termination of 
employment. 
 

CELLULAR PHONES 

Unless otherwise authorized, cellular phones provided by the Corporation must be used only for 
business purposes, and, employees may only use the cellular phone when a less costly 
alternative does not exist.  Employees will be required to fully reimburse the Corporation for any 
non-business long distance or other fees incurred. 
 
Unless otherwise authorized, employees may only use personal cell phones while at work in the 
case of an emergency. 
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SUBSTANCE ABUSE 

Any employee involved in the unlawful use, sale, manufacturing, dispensing or possession of 
controlled substances, illicit drugs and alcohol on the Corporation’s premises, or working under 
the influence of such substances, will be subject immediate to disciplinary action up to and 
including the termination of employment and referral for prosecution. 
 
The Corporation at its own discretion, may allow the employee to seek support to correct the 
abuse. 
 

CONFIDENTIAL INFORMATION 

All employees at one time or another will receive personal, privileged and/or confidential 
information. That information may concern other employees, the company’s operations or other 
organizations with whom we do business. All employees are obligated to ensure that personal, 
privileged and/or confidential information concerning, but not limited to, other employees, the 
Corporation’s operations, and the Corporation’s clients remains confidential and is not disclosed, 
regardless of whether the employee is actively employed, on leave, or his or her employment with 
the Corporation has ended for any reason.  
 
Employees who disclose such sensitive information will be disciplined, up to and including 
immediate termination. If inquiries are made from outside the Corporation, including from the 
media, employees should not answer, but should direct all such questions to the employee’s 
supervisor. 
 
If an employee’s employment with the Corporation terminates, for any reason, he or she must 
promptly return to the Corporation all confidential documents and other materials that he or she 
has. The employee is not permitted to retain copies of any such documents or materials. 
 

PRIVACY CODE 

Immediately upon the commencement of employment with the Corporation, each employee shall 
be provided with a copy of the Corporation’s Privacy Code and will be given an opportunity to 
discuss any questions related thereto with that employee’s supervisor or another representative 
of the Corporation.  The Privacy Code will be reviewed periodically, as required, with each 
employee of the Corporation.  Employees who act in violation of the Corporation’s Privacy Code 
will be disciplined, up to and including immediate termination. 
 

HARASSEMENT  

See Harassment Policy – Appendix III 
 

 
The Corporation has adopted a Workplace Safety and Health Policy, see Appendix VI. 
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A prime objective of Community Futures West Interlake Inc. is to generate employment with the 
Corporation’s area by encouraging and assisting the development of business opportunities.  This 
section outlines the Corporation’s organizational structure and details the administrative and 
internal financial control policies to be followed in effecting the Corporation’s goals. 
 

 
All staff shall undertake the duties and responsibilities detailed in their job description as 
established by the Board of Directors.  The General Manager, may from time to time, act as an 
ex-officio member of the Board of Directors and on all pertinent committees of the Board.  The 
General Manager shall manage the operations of the corporation and shall be responsible for the 
daily operation of the Corporation and shall report to the Board of Directors either directly or 
through the relevant committee. 
 
Hiring of Staff 
  
a) The Corporation’s employees shall be selected based upon their ability, experience, and 

education as they pertain to the job description of a given position.  The Community 
Futures Partners of Manitoba Human Resource tool will be used to assist in evaluating 
applicants and classifying job positions. 

 
b) If a new, or existing position is required to be filled and cannot be filled by an existing 

employee within seven (7) days, then that position shall be advertised in all of the 
newspaper publications within the boundaries of the Corporations.  However, at the Board 
of Directors’ discretion, the position may be advertised in a publication outside of the 
Corporation’s boundaries. 

 
c) All enquiries and applications will be dealt with by the Board of Directors or the General 

Manager as directed by the Board who will conduct the personal interviews and be 
responsible for the selection of the successful applicant.  The Board of Directors has the 
authority to negotiate starting salaries and further increments. 

 
d) A written “Offer of Employment” letter will be given to the successful applicant.  This offer 

of employment shall contain a starting salary figure, an employment start date, an 
explanation of the Corporation’s probationary period as defined in the Personnel Policy, 
as well as clarification of any benefits which the Corporation is prepared to offer. 

 
e) Acceptance of the offer of employment shall be by way of signing contract or a duplicate 

copy of the offer letter by the candidate, who shall then return same to the Corporation, to 
be retained in that employee’s personnel file. 
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PERSONNEL CONT’D 
 
f) Upon commencement of employment, the new employee is required to read the 

Corporation’s personnel policy and become familiar with the Corporation’s confidentiality 
policy. 

 
Remuneration 
  
a) Employees: Rates of pay for the Corporation’s employees shall be within the schedule of 

salary ranges for the individual job categories, as contained in the then current wage 
matrix section of the Community Futures Partners of Manitoba (CFPM) Human Resource 
Management Tool.  Recommendations for increases in remuneration can only be 
approved by the Board of Directors, and will be based solely on performance and will 
follow the then current recommended CFPM Human Resource Management Tool wage 
matrix for the applicable job categories.  Employees remuneration and performance will 
be reviewed at intervals not exceeding twelve (12) months. 

 
b) Board of Directors: No remuneration will be accorded members of the Board.  However, 

reimbursement of expenses pertaining to travel, meals, and lodging while on the 
Corporation’s business will be made at the same rates as for the employees. 

 
Expenses 
  
a) Expense Schedule: Reimbursement of expenses incurred while attending Corporation 

business will be made to employees of the Corporation monthly, upon presentation and 
approval of a claim for expenses.  Expenses will be reimbursed in accordance with the 
Federal Government rates. 

 
b) Authority of Approve Expenses: The General Manager has the authority to approve all 

claims for expenses (again noting that all cheques require board signature; and all 
cheques are presented with the original bill for review). 

 
c) Expense Advance: If expenses of more than two hundred dollars ($200.00) are foreseen 

for travelling outside the Corporation’s boundaries, a cash advance of up to 75% of the 
anticipated expenses can be authorized by the Board of Directors. 

 

 
Purchasing: Is at the sole discretion of the Board of Directors, based upon recommendations 
forwarded by General Manager. 
 
Divesting: Is at the sole discretion of the Board of Directors, based upon recommendations 
forwarded by General Manager. 
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Assets: All assets of the Corporation will be insured for their full replacement value. 
 
Insurance Agents: Insurance agents will be selected and are reviewed as required. 
 
Directors and Employees Indemnification Insurance: Indemnification insurance will be effected to 
a minimum of one (1) million dollars per individual for all Corporation directors and employees. 

 

 
The creation of employment through assistance to communities and clients is the Corporation’s 
principal reason for existence.  The Corporation will thus endeavour to provide the best possible 
professional and conscientious service to these clients and will treat all members of the general 
public with respect and courtesy. 
 
Enquiries: Enquiries for assistance, either financial or technical, shall be handled by the person(s) 
so designated for this function.  For consistency, and at management discretion, the original 
employee contacted shall remain as the direct link between the client and the Corporation until 
the relationship ceases. 
 
All enquiries must be documented for future reference and ease in compiling statistics.  Any 
enquiries which are out of the scope of the employee first handling the enquiry, shall be directed 
to the General Manager.   
 
Procedures for the provision of technical and financial assistance are detailed in the Corporation’s 
Financial and Technical Assistance Policies and Procedures. 
 

 
The services of a solicitor and a chartered or certified accountant shall be retained at all times for 
the services of the Corporation.  A review of these professional firms will be made as required.  
 
A list of professional firms wishing to offer professional services to the Corporation’s clients shall 
be maintained. 
 

 
The selection of the banking facility at which the Corporation will maintain its accounts is the 
responsibility of the Board of Directors on the recommendation of the General Manager.  A review 
of the banking facility will be made as required.  The Board of Director‘s approval must be obtained 
by motion prior to a change in current banking facilities. 
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All reporting will be done in accordance with the terms and conditions contained in the agreement 
between the Community Futures West Interlake and the Government of Canada. 
 
Budgets 
  
a) Annual Budgets: All annual budgets will be prepared and presented by the General 

Manager to the Board of Directors for approval. 
 
b) Monthly Budget Reports: Monthly budget reports will be prepared and presented by Staff 

to the Board of Directors for consideration and recommendation.  The monthly budget 
report must contain the following information and pertain to both the Operating Account 
and the Investment Accounts: 

c)  
 (1) actual expenditures for the month just completed 
 (2) budgeted expenditures year to date 
 (3) actual expenditures year to date 
 (4) budgeted expenditures for the remaining year 
 (5) budgeted and actual revenues for the month and cumulative year to date 
 
Any variances between the budgeted figures and the actual expenditures require explanation.  
The Board of Directors’ approval is required before any budgeted item may be exceeded or 
transferred to or from another account within the approved budget. 
 
Balance Sheets and Income Statements:   From the records of the Corporation, the Staff shall 
present a monthly balance sheet and income statement to the Board for their consideration and 
recommendation.  To be presented at the following monthly meeting. 
 
Conflict of Interest: If an employee of the Corporation determines that a conflict of interest exists, 
either involving the employee or another employee, the General Manager must be so advised 
and the General Manager must then report in writing to the Board of Directors for their ruling.  If 
the General Manager is perceived to be in a conflict of interest position by another employee, 
then that employee shall report in writing directly to the Board of Directors.  Such reports will not 
be maintained on employees’ personnel record files. 
 
Investments: A quarterly report or more frequent if necessary, shall be prepared and presented 
by the General Manager to the Investment Review Committee and the Board of Directors for their 
consideration and recommendations. 
 
Delinquent Accounts: A report shall be prepared monthly by Staff on the status of any Corporation 
loan or equity accounts which are in arrears.  This report will be presented to the Investment 
Review Committee for their consideration and recommendations. 
 
Activity Report: An activity Report shall be prepared and presented by Senior Staff at each regular 
meeting of the Board of Directors.  This report will detail the functional activities of the Corporation.  
The report will be a ready reference for the compiling of statistics in regards to the number of 
requests for assistance received and their results, as well as detailing the activities of the staff 
since the last report. 
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Annual Financial Statements and Reports: 
  
a) Audited Financial Statements: The Board of Directors’ acceptance is required of the 

annual audited financial statements as being a true picture of the Corporation’s financial 
condition.  Audited statements must have a declaration of compliance by the auditor 
indicating that revenues and expenditures are in compliance to the signed contract with 
Western Economic Diversification Canada. 

 
b) Annual Report: An annual report shall be prepared by the Chairperson of the Board, 

assisted by the General Manager, as a supplement to the annual audited financial 
statements.  The Annual Report will contain a minimum of the following information: 

 
1. Comments on the financial position of the Corporation by observations on 

the annual financial statements; 
 

2. A detailed report of the number of enquiries handled and their end result; 
 

3. The number and type of each investment made; 
 

4. The number of jobs created, both directly and indirectly; 
 

5. Recommendations and observations as to which areas the Corporation 
might expand or broaden their services; 

 
6. Comments on the Corporation’s objectives for the forthcoming year. 
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Access to Premises: All employees shall have access to the Corporation’s premises by being 
provided with a key.  All employees must ensure that all security measures, such as locking filing 
cabinets and setting the alarm before leaving the premises, are adhered to, to secure the office. 
  
Signing Authority: 
  
a) Cheques: All cheques issued by the Corporation will require two (2) signatures. 
 

In the case of the operating account, two members of the Executive Committee or board 
designates plus the General Manager will have signing authority.  All cheques will require 
board signatures, either two board members or one board member plus the General 
Manager. 

 
In the case of the investment account, two members of the Investment Review Committee 
plus the General Manager will have signing authority.  All cheques will require board 
signature, either the two Investment Review Committee members or one Committee 
member plus the General Manager. 

 
b) Purchasing: General Manager may purchase or authorize purchases and payments for all 

budgeted items. 
 
c) Purchase Contracts: Only the General Manager or their nominated deputy is vested with 

the authority to sign purchase contracts on behalf of the Corporation which are necessary 
for the day to day operation of the office. 

 
d) Receipts: Any employee of the Corporation is vested with the authority to sign receipts on 

behalf of the Corporation, as long as an official receipt form is issued for each payment 
received. 

 

Petty Cash: The total of cash and vouchers should always equal the established amount of the 
petty cash fund.  To replenish the petty cash fund, a cheque shall be drawn for the amount of 
money expended and vouchers shall be recorded to the various expense accounts. 
 

Receipts: Official receipts for any monies received by the Corporation or their employees, either 
in person or by mail, must be issued.  Payments received must be entered on that account’s 
internal ledger card. 
 

Banking Procedures: 
  
a) Accounts: The Corporation shall maintain at least two (2) separate bank accounts.  One 

to be used only for administration and the other to be used strictly for the Investment Funds 
of the Corporation. 

 
b) Deposits: Bank deposits in regard to the Investment Fund are to be made daily. 
 

c) Security: In the event of an actual cash payment received in excess of five hundred 

dollars ($500.), a bank deposit should be made as soon as reasonably possible.  
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Filing System: Files are to be maintained for all aspects of the Corporation’s business and their 
contents shall remain confidential and inaccessible to the public.  Individual files will be kept in 
chronological order.  All files shall be kept under lock and key except during business hours.  Keys 
to the files shall be the responsibility of Senior Staff and the person(s) they may delegate to be 
responsible. 
 
Mail: Mail received shall first be opened and date stamped by the person so delegated to do so.    
Any cash received in the mail shall be duly recorded and witnessed by another employee.  Any 
outgoing mail shall be deposited at the post office at the end of each business day.  A copy of all 
outgoing correspondence must be kept on file.  Corporation postage meter use shall be limited to 
Corporation mail only. 
 

 
The Office Administrator shall be responsible for all monetary transactions overseen by the 
General Manager. 
 
In accordance with the conditions stipulated by the sponsor, the Corporation will maintain a 
minimum of two sets of records: 
 

1. Administration funds 
2. Investment funds 

 
All sets of records will be audited annually. 
 
Books of Account - Administration Account 
  
1. McBee One-Write Office System 
 

a) all cash transactions will be balanced daily and at month end 
 

b) bank statements will be reconciled to the one-write system cash transaction 
record. 

 
2. General Ledger - This is used to record and summarize all the transactions from the 

one-write system to obtain a balance to date at any given time.  It will be used to prepare 
monthly financial statements.   
 

Books of Account - Investment Fund 
 

a) Accounting 
 

The assets of the investment fund refer to all grant and contribution monies from the 
Government of Canada and all returns of principal and interest from loans and investments 
made out of these assets. 

 
 



 
 Community Futures West Interlake Inc. Policy & Procedures Manual                                         Page 34 
  

 
A separate account is to be used to record income and investments associated with the 
Investment Fund in a manner that provides a clear separation from any other funding 
received.  This includes all assets of the Investment Fund as defined above.  Loan tracking 
software is to be utilized to maintain the loan portfolio. 

 
b) Loans Receivable 

 
An account card for each customer/investment will be prepared and these account cards 
will form the sub-ledger.  The following information must be on the card: 

 
1. name of customer 
2. date and amount of the investment 
3. monthly interest and calculation dates.  The loans receivable sub-ledger 

will be filed in alphabetical order according to the customer’s name.  
Separate files for each investment will also be maintained and contain other 
documents relevant to each particular investment, (credit reports, 
correspondence, etc.).  The loans receivable sub-ledger must be balanced 
to the general ledger control account each month. 

 
c) Interest Receivable 

 
The interest for each individual customer/investment must be calculated and recorded on 
each account card.  The interest will then be added from the account cards and recorded 
in the journal as a Debit to interest receivable and a Credit to interest income.  When a 
customer makes an interest or principal payment, the entry will firstly be recorded on a 
receipt, detailing the particulars of the payment.  The receipt will then be entered in the 
synoptic as a Debit to cash and a Credit to loan interest receivable or loan principal 
receivable.  The receipt will then be recorded on the customer’s account card making 
reference to the particular receipt number.  The general ledger accounts for interest 
receivable and principal receivable must be balanced to the account cards each month. 

 
Billing for Services 
  

a) Invoices: The Corporation will issue invoices for goods or services rendered and 
maintain a copy for recording purposes.   The invoice will include the following 
information; name of Corporation, date of issue, invoice number, terms of payment 
and space for adequate explanation of the transaction. 

 
b) Recording of Billing: Invoices issued are to be recorded in numerical sequence in 

the general ledger showing: 
 

1. date 
2. invoice number 
3. amount 
4. brief description of the transaction 
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Outstanding invoices will be set up as an Accounts Receivable at your end. 
 

c) Filing of Invoices: All duplicate copies of invoices will be kept in a chronological 
file. 

 

Revenue Receivable Receipts 
 

a) Receipts: The Corporation must maintain a supply of two-part pre-printed, pre-
numbered receipts.  The pre-printed forms include the following information: name 
of the Corporation, date, number, and space for adequate explanation of the 
transaction. 

 

b) Recording of Receipts: All receipts must be recorded in numerical sequence in the 
synoptic showing the following detail: 

1. date 
2. receipt number 
3. amount 
4. brief description of the transaction.  The receipt will be entered as a 

Debit cash (if a cash receipt) and a Credit to the appropriate 
revenue account such as “operating income”. 

 

c) Filing of Receipts: All second copies of receipts will be kept in an administration 
file or the client loan file. 

 

d) Bank Balancing: The bank statements must be reconciled each month. 
 

e) Loans Receivable: An account card for each investment will be prepared and these 
account cards will form the sub-ledger.  The following information must be on the 
card: 

1. name of customer 
2. date and amount of the investment 
3. monthly interest and calculation dates.  The loans receivable sub-

ledger will be filed in alphabetical order according to the customer’s 
name.  Separate files for each investment will also be maintained 
and contain other documents relevant to each particular 
investment, (credit reports, correspondence, etc.).  The loans 
receivable sub-ledger must be balanced to the general ledger 
control account each month. 

  
f) Interest Receivable: The interest for each individual customer/investment must be 

calculated and recorded on each account card.  The interest will then be added 
from the account cards and recorded in the journal as a Debit to interest receivable 
and a Credit to interest income.  When a customer makes an interest or principal 
payment, the entry will firstly be recorded on a receipt, detailing the particulars of 
the payment.  The receipt will then be entered in the synoptic as a Debit to cash 
and a Credit to loan interest receivable or loan principal receivable.  The receipt 
will then be recorded on the customer’s account card making  
reference to the particular receipt number.  The general ledger accounts for 
interest receivable and principal receivable must be balanced to the account cards 
each month. 
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Purchase Payable Payments 
  

a) Cheques: The Corporation shall use pre-printed and pre-numbered cheques.  
When a cheque is prepaid, the following information must be written on the cheque 
stub: 

1. date 
2. payee 
3. amount 
4. description of particulars 

 

b) Recording of Payments: All cheques must be recorded in numerical sequence in 
the synoptic.  The following information must be shown in the synoptic: 

1. date 
2. payee 
3. cheque number 
4. amount of payment 

 

The cheque stubs will then be used as the source of information for posting the cheques 
to the synoptic.  The payments must be posted to the synoptic as a credit to the applicable 
bank account and a debit to the applicable expense or asset account. 

 

c)         Filing of Supplier Invoices and Statements: Supplier invoices and statements must 
be filed alphabetically according to the supplier’s name and in a manner as to avoid 
possible loss and facilitate easy access and examination should the need arise. 

 

d)         Approval of Payments: Approval for payment must be authorized by General 
Manager.  Before approval is given, evidence to indicate that goods or services 
which have been paid for were in fact received must be present.   

 

Payroll 
 

Payroll cards must be used for each employee and shall contain wage levels and a record of 
hours worked.  For salaried employees – reference of hours worked are recorded in their activity 
reports.  All employee remuneration amounts and increases must be documented in the minutes 
of the Corporation. 
 

 

It is the obligation of the Corporation to accurately and completely account for all monies placed 
under its charge.  This includes monies provided by the sponsor, revenue from membership fees, 
and any revenues received from the provision of any commercial service. 
 
Separate sub-ledgers shall be opened for each classification of loan or loan type transaction.  
These ledgers shall be the control document for each classification of loan type transaction. 
 
For loan accounts, a form shall be completed outlining the name of the company assisted, the 
type of assistance provided, the amount of the assistance provided and the classification of this 
assistance. 
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The original copy of this form shall be used as a Credit to the general journal cash account; the 
second copy shall be used as a Debit to the appropriate loan type account; the third copy of the 
form shall be used as a Debit to the appropriate sub-ledger account. 
 
Once a month the sub-ledger account for each loan type classification shall be listed and 
balanced. 

 
Contingent Liabilities 

 
For audit purposes, staff is not replaced for logged or holidays taken, so there is normally no real 
cost to the corporation.   
 
Therefore, it is the policy of the Community Futures West Interlake to operate within its wage 
budget and not require a contingency fund be established to cover holidays, logged time or short 
term sick leave. 
 

  

 
The Senior Staff shall ensure that all accounts and records of all financial transactions including 
invoices, receipts, vouchers, bank statements, cheques and other documents needed to 
substantiate all costs and expenditures of the Corporation during the term of the Corporation 
agreement with Western Economic Diversification Canada are kept, and for 7 years thereafter 
are available and open to Western Economic Diversification Canada for inspection and audit. 
 
Copies of audits, contracts, submissions, minutes and annual reports will be kept indefinitely. 
 
To comply with these long-term requirements, files will be closed at the end of each fiscal year 
and a new file in the series opened.  Closed files will be secured under lock and key. 
 
When the Corporation ceases to operate under the agreement the Executive Committee on the 
advice of General Manager will devise and institute a system of periodic review of archive material 
for ultimate disposal. 
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An important objective of Community Futures West Interlake is to create employment within the 
Corporation’s area by encouraging and assisting in the development of business opportunities 
within its communities.  The Corporation’s mandate determines that this objective is pursued by 
providing to new or existing businesses facilities in the form of technical and financial assistance.  
Financial assistance will take the form of loan (debt) guarantees to third parties, loan (debt) 
financing, or equity investment. 
 

The Corporation’s strategic plan and resultant financial policy is designed to make investments in 
those areas having the greatest impact on job creation, while promoting the viability the 
businesses invested in.  The information required by the Corporation will, in some cases, have 
already been collected by the applicant in his dealing with other lenders.  This data, along with 
that which the Corporation will require in order to determine viability, will be compiled with 
recommendations to the Investment Review Committee.  The function of the Investment Review 
Committee is to analyze the proposals and make informed decisions on investment within the 
context of the Corporation’s overall Community Development Plan. 
 

To provide for the efficient management of Corporate funds, policies and procedures have been 
developed to assist Corporate staff and directors in making sound business decisions. 
 

 

The policies and procedures which follow are divided into two separate sections: non-financial or 
technical and financial assistance.  By their nature, the difference between non-financial and 
financial policies are diverse enough to require separate criteria.  The following guidelines are 
firm and are not open to negotiation for any reason: 
  

a) The applicant must be of legal age or must be supported by a co-maker of legal 
age. 

 

b) The applicant or business (security and assets) must reside within the Community 
Futures Region or be willing and able to locate within the boundaries. 

 

c) The applicant for financial assistance is not a Director of the Corporation who 
would receive a direct financial benefit from the enterprise, unless a full disclosure 
of the circumstances is made to the Board and the interested Director abstains 
from discussion and voting on the resolution to approve the assistance. 

 

d) The applicant for financial assistance is not an employee of the Corporation, or a 
member of an employee’s immediate family, or where an employee has a legal or 
beneficial interest in the applicant’s enterprise, unless a full disclosure of the 
circumstances is made to the Board. 

 

No member of the House of Commons shall be admitted to any share or part of the Corporation 
or to any benefit arising therefore. 
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Technical Services 
 

Because limited funds are available for investment, technical assistance that business persons 
and would-be entrepreneurs require to organize or the start-up or expansion of their enterprise is 
of major importance, both for job creation and the assured generation of revenue.  Technical 
assistance will be provided, in conjunction with other development agencies, in response to the 
needs of the area.  The types of services offered will include the following: 
  

a) Feasibility Analysis   To thoroughly examine a business venture or project to 
predetermine whether or not it is viable and profitable.  Such projects could include 
starting a business, relocating a business, marketing a new product, etc. 

 

b) Market Analysis   To analyze information about a specific market, product, 
consumer, location, etc., in order to aid the businessman in decision making. 

 

c) Information Services   To provide access to current information on various federal 
and provincial programs, grants, and low interest loans.  In addition, literature on 
many aspects of small business will be available. 

 

d) Financial Analysis   To offer detailed analysis of a business’s reports and financial 
statements (profit and loss statement, balance sheet, cash flow, etc.,) in order to 
pinpoint areas requiring change to lower costs and increase sales growth and 
profits. 

 

e) Product Research   To determine the supply and demand for a new or existing 
product in a new or existing market, and through an in-depth analysis of the 
customer characteristics, needs, desires, etc., a company could assess the 
viability of the product. 

 

f) Bookkeeping Analysis   To assess the needs of a business and recommend 
implementation of an appropriate record keeping system. 

 

g) Personnel Training   To provide seminars, courses and counselling for the 
management and employees to become more efficient and knowledgeable with 
regards to the business they are in. 

 

h) Courses and Seminars   To equip the business person with the technical 
knowledge to conduct his enterprise in the areas of:   
budgeting/forecasting/starting a small business; finance arranging, financial 
statement analysis, cash flow; marketing; and personnel management. 

 

i) Business Consultancy   To enable business persons to have their situations 
analyzed objectively in order to make sound business decisions. 

  

The Corporation must be aware of generating additional revenues in order to become self-
sufficient.  Thus, a fee for services may be established for assistance provided, other than a direct 
referral to other agencies.  If the Corporation finds itself in competition with the local private sector 
organization offering similar services, the Corporation will not take advantage of its government 
funded status.  In these circumstances, to ensure no unfair competition, services will be offered 
to clients at prevailing market  rates. 



 
 Community Futures West Interlake Inc. Policy & Procedures Manual                                        Page 40 

 
The Corporation will maintain a computer database containing information on available 
government programs and services for small business.  The Corporation’s staff must familiarize 
themselves with these programs to be able to offer the entrepreneur assistance in approaching 
the various departments of government. 
 

 
Before the Corporation becomes involved in providing any financial assistance, certain criteria 
and guidelines must be adhered to, as follows: 
  
a) The applicant, unless incorporated on a non-profit basis, must first apply to a 

chartered bank, credit union, or other financial institution for the financial 
assistance being requested from the Corporation. 

 
b) The applicant is willing and able to invest a minimum of 10% capital in the 

enterprise, considering the total funding required, to ensure that the applicant will 
be committed to making the enterprise viable. 

 
c) The venture must appear to have a reasonable expectation of economic viability. 
 
d) The majority of jobs to be created must be filled by persons residing within the area 

of influence of the Corporation. 
 

e) (ei)The maximum of debt financing, loan guarantees and equity capital that may 
be provided from the Corporation to any single applicant or enterprise is one 
hundred and fifty thousand dollars ($150,000.00), as subject to agreement with 
Western Economic Diversification Canada.  

 

eii) Two or more local CF’s may collaborate to provide financial assistance to 
SMEs or Social Enterprises in cases where there is a demonstrated benefit to their 
communities. Each participating CF may provide up to $150,000 in such situations.   

 
eiii) We may consider providing financial assistance in excess of $150,000 to a 
qualified SME or Social Enterprise, under the following restrictions as a minimum, 
in order to balance the risk profile of the investment fund and ensure the necessary 
due diligence for financial assistance of this size: 
 

- The amount of any individual investment cannot exceed the greater of 10% 

of our total investment fund assets. 

- We must demonstrate and record on file unsuccessful attempts to collaborate 

with the Business Development Bank of Canada (BDC) and/or other 

conventional lender, and/or with a CF syndicated loan program, where in place, 

with other regional CF organizations, to ensure that the CF portion of the loan 

only exceeds $150,000 where absolutely necessary. 
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- Approving the loan must not raise the total outstanding value of all such loans 

(over $150,000) to greater than 20% of the value of the CF’s total Investment 

Fund at the date of the approval of the loan. 

- During the assessment and approval process, the Board should consider and 

document their rationale as to whether enhanced due diligence such as outside 

review of business plan or independent appraisal of business assets is 

required. 

- As this will be an exception to policy, the decision to approve any financial 

assistance over $150,000 is made by the Board of Directors (not a sub-

committee) irrespective of any delegated approval that may exist, and clearly 

recorded in signed Minutes of the Board meeting. 

- The CF must clearly document the above in their client files. 

- In our annual Operating Plan, we will report on any loans issued over $150,000 

in the previous year including number of loans, value of each loan, and 

rationale by which these loans have been awarded. 

- In order to loan in excess of the $150,000, the CF must either have submitted 

its intent to loan over $150,000 in its Annual Submission, or receive approval 

from Western Economic Diversification.    

f) No grants or forgivable loans are permitted to be made by the Corporation. 
 
g) The minimum rate of interest on all loans will not be less than the minimum rate 

charged by other institutions in the business of lending money, as defined by the 
Small Business Loans Act. 

 
h) Approaches to the Corporation involving changes of ownership in a business must 

be investigated very carefully.  If there is no apparent benefit to the region, such 
as a new owner creating jobs, the Corporation should not become involved. 

 
i) Approaches to the Corporation involving refinancing of existing debt should be 

carefully reviewed. 
 
j) Every applicant to the Corporation must be analyzed for the number of jobs it will 

be generating or maintaining. 
 

k) The Corporation’s participation is desirable in ventures which would not proceed 
without the financial and/or technical assistance of the Corporation.  If an applicant 
could proceed with his venture without the Corporation’s assistance, then the 
applicant should be encouraged to proceed without the Corporation’s help.  This 
will enable the Corporation to use program funds for maximum impact. 

 

l) All loans must fall within our strategic plan.  All loans must have been rejected by 
the traditional lending institutions. 

 

m) We will only entertain financing a business buy-out if the business is in threat of 
closing or if potential significant job gains will arise from the buy-out. 
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n) We will only consider refinancing request if the business is under threat of closing 
because their current rates are high or if the payment structure is detrimental to 
the business. 

 

o) No loan shall be made to any individual who is currently under charge or 
investigation for any crime or offence, and who as a result of potential judgement 
could become incarcerated thereby putting them in a position of not running the 
business and not able to make loan payments. 

 

p) The following loan maximum shall exist: 
- If not full time employment, maximum loan is set at $10,000.  No exception. 

 

- For full-time employment, loan will normally be set at $10,000 per position 
to a maximum of $25,000 per position.  The $25,000 maximum may be 
loaned for those businesses that are a significant benefit to the community 
or have a potential for future job creation (within one year). 

 

- In the case of the Disability Fund, these maximums may be increased for 
that portion of the business plan not used directly in generating sales (i.e., 
specialized equipment needed to undertake the business). 

 

Note: Loan maximums are the amount that Community Futures will lend.  It may 
be possible for the Community Futures funds to be part of a lending 
package leveraging other lenders, and therefore, these limits should not 
hinder capital intensive business from obtaining funding.   

 

q) All loans will only be dispersed based on receipts. 
 

r) All loan clients must supply Community Futures with an annual financial statement 
(without exception). 

 

s) For loans under $15,000 a short form business proposal (Chart A) will be sufficient 
information to bring forth to the board. 

 

t) The following chart (Chart B) shall set forth lending limits based on the investment 
type. 
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Name: 
Address: 
Phone Number: 
  
1. ______Name___________is proposing to start a ____________________________. 
 The business will be located ____________________________________________. 
 The name of the proposed business is _____________________________________. 
 
2. ______Name_____ will be operating the business as a ____(i.e. sole proprietor_____ 
 _____________________________.  Business background is as follows __________ 

____________________________________________________________________ 
 Owner’s background is as follows:________________________________________ 
 ____________________________________________________________________ 
 
3. The following business resources are required:_______________________________ 
 ____________________________________________________________________ 
 Name ________ has contributed $ _________ towards______________________and 
 is contributing the following assets to the business:___________________________ 
 ____________________________________________________________________ 
 ________ Name _________ requires the following financial assistance:__________ 
 ____________________________________________________________________ 
  
4. Credit information on both _______ Name ______ and his wife/partner is _________ 
 The following GSA’s and Personal Property Registrations currently exist:_________ 
 ____________________________________________________________________. 
 
5. The loan will be secured with _________ and _________ and _______ and ________. 
 
 
Loan Attachments: Personal Balance Sheet 
   Cash Flow 
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TYPE OF LOAN MAXIMUM LENDING 

VALUE 

AMORTIZATION PERIOD 

New Machinery & 
Equipment 

90% of cost supported by 
bills of sale. 

1 - 7 years depending on life 
expectancy of asset 
purchased/pledged 

Used Machinery & 
Equipment 

90% (depending on age, 
shape, etc.) of the lesser of 
purchase price (supported 
by bills of sale) or 
substantiated market value 

1 - 5 years depending on 
remaining life expectancy of 
assets purchased/pledged  

Existing Land, Buildings & 
Improvements and Purchase 
of New Land, Buildings & 
Improvements 

90% of substantiated 
(independent appraisal) 
value of security pledged 

15 year maximum amortization 
on land and buildings, with 10 
year amortization considered 
the norm.  Additional 5 years 
would be based on the client’s 
needs/circumstances, and 
additionally this approval 
would require a motion from 
the full board.  

Purchase of New Land, 
Buildings & Improvements 

90% of substantiated 
(independent appraisal) 
value of security pledged 

10 years maximum 

Accounts Receivable Up to 50% of good quality 
receivables under 60 days 
and 75% for current 
receivables. 

Demand 

Goodwill 0% unless supported by 
personal and/or other 
collateral 

3 to 5 years depending on the 
supporting collateral 

Inventory Up to 75% of the lesser of 
cost or substantiated market 
value 

Maximum of 3 years. 

Note: For youth loans, the percent loaned for equipment, lands, buildings, animals, fixtures and 
improvements is 95%. 
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Guaranteeing loans to third parties is one option open to the Corporation to assist in the 
establishment or expansion of businesses within the geographic boundaries.  Guaranteeing of 
loans to third parties will only be undertaken when it is not advisable for the Corporation to enter 
into either an equity or loan (debt) position. 
 
Loan guarantees will be most appropriate where the entrepreneur is marginally short of equity in 
his approach to another lender, such as a chartered bank.  In such circumstances, the Corporation 
would enter into a contract with the chartered bank and deposit this required amount of the funds 
guaranteed with the chartered bank.  The charge for this service will be 1 percent of the total loan.  
Corporate funds will be placed in a term deposit and the earned interest will be for the credit of 
the Corporation.  The responsibility for monitoring the investment and reporting to the Corporation 
is the chartered bank’s. 
 
The 1% annual service fee charged on loan guarantees will be allocated to the administration 
account as earned revenues (as of October 1, 1994). 
 
The guaranteeing of loans is a useful tool for the Corporation to induce a chartered bank to 
increase its financial commitment to an applicant. 
 
Loan guarantees repayment will be structured to reduce the guarantee by a minimum of 10% 
annually.  In making loan guarantees, Corporate funds are committed the same as in a direct loan 
situation and, therefore, a thorough analysis of the proposal must be undertaken before a decision 
is reached for the Corporation to become involved.  The procedure to follow when assessing a 
loan guarantee proposal will, therefore, be the same as for direct loan approaches as detailed 
under “Loans” below. 
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As with all enterprises in the business of lending money, the Corporation must exercise care when 
investigating approaches for financial assistance.  Thorough investigation and evaluation by 
Corporate staff is necessary in order to determine the risk and potential viability of any given 
proposal. 
 

Before a credit investigation is undertaken, a minimum of information will be requested and 
supplied by the applicant. 
 

Basic information requested from any applicant will be as follows: 
 

a) Completion of application forms. 
 

b) Financial statements covering the previous three years of operations if applicant is 
an existing enterprise. 

 

c) All documents required to substantiate the anticipated costs of the proposal, i.e. 
interim purchase agreements for existing facilities, firm construction quotes if new 
or additional facilities are planned, firm quotes for all equipment to be purchased, 
interim lease agreements if premises or equipment will be rented/leased. 

 

d) Projected operating statement forecasting revenues and expenses for the first year 
of the operation after the loan is made, together with the rationale to support it. 

 

Each application to the Corporation will be different, therefore further information may be required 
in individual cases. 
 

To standardize the investigative procedure and format for presentation to the Board of Directors, 
the following information should be collected, as a minimum, in all cases: 
  
a) History: 
 

1. Details of significant events in the business’s history. 
 

2. Explanation of why the applicant came to the Corporation for assistance, 
and details of the results of any approaches to other lenders and reasons 
for their non-support. 

 

b) Management: 
 

1. Background, education, experience, special abilities and opinion of 
competence of major management figures. 

 

2. Continuity of management.  If the key management figure was not present, 
would the business be able to survive? 

 

3. Outside opinions of competence: chartered bank, suppliers, former 
employers and/or landlords. 
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c) Benefit of Proposal: 
 

1. Full description of the proposal and required financing together with the 
rationale for undertaking the project at this time. 

 
2. Analysis of the proposal’s cost components: Are costs fixed?  Is a 

contingency allowance necessary?  Are other sources of funds available to 
cover possible overruns?  If possible, a comparison of costs with similar 
projects. 

 
3. Analysis of the financing components: Source and terms of third party 

financing and verification. 
 

4. Details of the number of permanent, long-term, full and part-time jobs to be 
created. 

 
5. Potential for overall viability.  This is of primary importance. 

  
d) Operations and Marketing: 
 

1. Description of the type of business, the market within which it operates, and 
its competition.  Assessment of prospects and potential. 

 
2. Assessment of working capital: operating credit lines, selling terms, 

purchasing terms, seasonal aspect of sales, inventory requirements and 
complete detailed cash flow analysis where applicable.  For existing 
ventures, an aging of accounts payable and receivables should be 
undertaken. 

 
3. An analysis of operating statement and appraisal of available funds profit, 

plus non-cash expenses e.g. depreciation, sales, controllable expenses, 
cost of goods, drawings and/or management’s salary levels. 

 
4. Operating forecasts for an existing business should be presented on a 

comparable basis with previous year’s operation.  Percentages must be 
included.  Footnotes to the forecast should outline any significant 
differences from previous operating results. 

 
5. Assessment of ability to meet total debt commitments and provide for 

normal capital expenditures from forecasted earnings. 
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e) Security: 
 

1. Description of the assets to be pledged including land location, building 
type, equipment conditions and respective potential for sale, and the sale 
value.  Provide a current market value of the assets and include comments 
on how the values were established.  A current liquidation value of these 
assets must also be developed so that the value of the assets are 
established in the event the Corporation has to realize on these assets in 
the event of default.  These values must also be substantiated and 
reference made to any prior charges (who, amount, terms). 

 
2. Comment on personal and/or Corporate guarantees and their worth.  

Append Personal Net Worth statements or guarantor company’s most 
recent balance sheet. 

 
3. Details of leasing agreements (may be described under Operations and 

Marketing). 
 

4. List of chattels as applicable. 
 
f) Conclusions and Recommendations: 
 
This section will be used to summarize the pros and cons of the proposal. 
 

1. State the benefits of the proposal and its weaknesses, recommending 
when applicable contingent conditions or changes to the proposal that 
deserve consideration.  
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The appropriate forms will be compiled by the staff in charge of the account.  This will provide the 
analytical basis for decision on the application. 
 
The process for investment will begin when the Corporation is approached by a potential client.  
The lending staff will advise the potential client of the guidelines and restrictions under which the 
Corporation operates, and through discussion with the potential client will determine if the project 
may qualify for assistance. 
 
If it is determined that the applicant may qualify, an application form will be provided to the 
applicant, and a file opened to contain the client check list form and documentation relevant to 
the discussions which have been held. 
 
The applicant will be required to complete the form “Business Loan Application”.  The lending staff 
will ask the client for any required supporting information deemed necessary to develop the 
proposal. 
 
The lending staff will investigate the application, obtaining credit reports and verifying information 
as required.  If further investigation is deemed necessary, a study of the potential of the proposed 
project may be undertaken by the Corporation’s staff on a fee-for-service basis or contracted to 
an independent consultant. 
 
The application submission will be completed by the lending staff with comments and 
recommendations to the Investment Review Committee. 
 
The Investment Review Committee may approve the application, request further information with 
specific instructions to the lending staff, or decline the application. 
 
Any application approval will be dealt with by the staff using a Letter of Offer and associated 
documents. 
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Equity Funding Criteria: The Corporation may offer equity capital funding to incorporated private 
businesses under the following criteria: 
  
a) Investment in any business company through either equity or debt or a 

combination is limited to $150,000.00.  A business company is defined herein as 
a new activity or an expansion of an existing activity by any for-profit incorporated 
business which sell a product(s) or service(s). 

 
b) Equity funds can only be provided to a business which has been incorporated. 
 
c) The principals shall be appropriately committed through a demonstrated 

investment of funds and time to the subject business company. 
 
d) Business companies may be considered where the principals have first 

approached a chartered bank, credit union, the Federal Business Development 
Bank or other financial institutions.  Investments may be entered only if at least 
one other financial institution, will enter into an arm’s length financial contract with 
the company, either prior to or contingent on Corporation’s investment. 

 
e) The participation in any business company must have as its central focus the 

creation of jobs in which people will live and work within the geographic boundaries 
of operation. 

 
f) Equity participation is desirable in business companies which have the potential to 

provide an above average return on the investment. 
 
g) The company agrees to allow, where appropriate, the Corporation’s involvement 

in: 
 

1. Representation on the company board. 
 

2. Access to monthly financial statements and the company’s financial data. 
 

3. Control of the company in the case of business failure or where the 
Corporation’s investment is in jeopardy. 
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Equity Investment Approval Procedure: The following describes the process to be used when 
accessing equity investment proposals: 
  
a) The Business Analyst shall first screen the proposal and business plan submitted 

to the Corporation by the principal(s) of business companies soliciting funds.  This 
screening process, detailed below, shall provide all relevant facts to the Investment 
Review Committee. 

 
b) The role of the Investment Review Committee shall be to examine the proposals 

which have been recommended by the Business Analyst as acceptable business 
projects.  The committee will determine whether a particular equity investment is 
undertaken. 

 
c) After the proposal is approved by the Investment Review Committee, a Letter of 

Offer will be submitted to the client. 
 
d) After receipt of the acceptance of the written offer, the legal documentation will be 

drafted and executed by the Corporation and the applicant.  The disbursement of 
the approved investment funds will be made to the applicant.  Any expenses 
incurred are for the account of the applicant. 

 
Equity Investment Screening: The Business Analyst will screen the investment project as follows: 
 

a) Analysis of Proposed Project: The following information will be gathered in order 
to develop a business plan: 

 
1. An overview of the proposed project, funds required, financing terms for 

repayment, and security offered. 
 

2. Complete resumes of the principal and his management team: name, title, 
function, background, age, years of employment, remuneration, and record 
of accomplishments. 

 
3. Comprehensive information on the product or service required including a 

description of the projection process, equipment requirements, patents 
held, list of suppliers and any other information on production costs. 

 
4. A market report clearly defining a need for the project or service to be 

provided and containing projected sales forecasts for five years on a yearly 
basis, and a monthly basis for the first year.  This report should define the 
target market and include information on pricing, promotion, distribution, 
method, competition. 
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5. Audited financial statements for three previous years of operation (where 

applicable), records of commitments of funds to date including any legal 
and financial obligations which must be met (i.e. creditors and other vested 
interests).  Also projected financial statements, and cash flow statements 
shall be presented on a monthly basis for the first year, and on a quarterly 
or yearly basis for the following four years of operation. 

 
b) Analysis of the Client Company: The following information is important in 

understanding the whole situation surrounding the proposed project: 
 

1. Assessment of the Company’s Management: The management must be 
able to function as a team.  This will be reflected initially in the quality of 
presentation of the business plan itself.  If the plan is clear and complete, 
it will reflect both the team’s ability to work cohesively and the extent to 
which they are committed to the project.  The exercise of the business plan 
should also give some indication of the team’s ability to project into the 
future.  Since planning is an essential part of management, and since 
today’s economic climate is uncertain, this ability to plan is a clear asset to 
a management team’s success.  Personal resumes will serve to identify 
strengths and weaknesses in management.  They may also reveal people 
who cannot contribute much in the way of skill to the project. 

 
2. Industry, Market, and Project’s Survival Potential: In this section, analysis 

should determine if the project, under ideal management, and given 
management’s necessary assumptions, has a definite edge which will allow 
it to survive and prosper.  Analysis in this area will concentrate on the 
following: 

  
i) Market Analysis 

   - Quality of market and geographic location; 
   - Principal customer demographics and analysis; 
   - Sales analysis and projections of profitability for a given period; 
   - Degree of accuracy of key assumptions. 
 

ii) Competition 
   - The company must demonstrate an awareness of its key competition  
                                      and 
                have displayed an operational plan to meet this competition.   
 

iii) Facilities (Land and Buildings) - location 
   - layout 
   - suitability 
   - owned or rented 
   - particulars of lease agreement 
   - sale value 
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iv) Facilities (Equipment) - capacity 

   - suitability 
   - age and condition 
   - anticipated repair requirement - obsolescence date 
   - owned or leased and details - sale value 
   - country of origin 
 

v) Operations (Product of Service) - quality 
   - disposability in case of business distress 
 

vi) Operations (Suppliers) - adequacy of supply 
   - delivery lead times 
   - discount and credit terms offered 
   - variety and prices 
 

vii) Operations (Labour) 
   - number of jobs 
   - availability of work force 
   - skills required and training proposed 
   - wage rates 
   - union contracts 
 

viii) Operations (Production Methods) 
   - material handling 
   - process cost and time standards 
   - quality control 
   - storage 
   - shipping 
   - maintenance 
 

ix) Estimated Progress Schedules - Starting dates and completion dates for  
            all operations including: 

   - contracts involved 
   - equipment deliveries and set-up 
   - seasonal factors 
  

c) Financial Requirements: The analysis must determine the accuracy of the financial 
projections.  This will determine equity participation required in any particular year.  
Sensitivity analysis on key assumptions such as sales and costs should be 
performed, assuming the most pessimistic, the most optimistic, and the most likely 
outcomes for each of the figures.   This will provide some measure of risk in 
considering the project’s potential and all future capital expenditures will be 
revealed. 
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Negotiation and Purchase of Equity: The following are general guidelines for negotiation and 
purchase of equity: 
  

a) Both parties are to be agreed that the price paid for equity and the terms are fair. 
 

b) The establishment of the per share price paid by the Corporation should be in the 
neighbourhood of the book value per share. 

 

c) Complete documentation of other shareholder’s interests including rights and 
prices paid per share shall be disclosed by the principals in order to aid in these 
negotiations. 

 

d) Rights of first refusal can be given to the principals concerning disposal of shares. 
 

e) Outside professional assistance in establishing for the arrangement should be 
used in all equity agreements.  These costs should be considered issuing costs 
and be deducted from the funds contributed to the principals to equity. 

 

f) A seat on the board of the principal’s business company is required in order to 
exercise control on issues which may endanger the Corporation’s position, and to 
be able to provide advice to the principal’s management team. 

 

g) All other sources of financing should be examined, both private and public, prior to 
entry into any equity position in any business company. 

 

Corporation’s Board Appointees: In all shareholdings held by the Corporation, there will be the 
right to have one or more directors on the Board of the company.  It shall be the Corporation’s 
prerogative to determine who is to represent it in this capacity.  The factors considered in 
appointing directors will include the following: 
 

a) The appointee’s area of expertise. 
 

b) The relationship between the appointee and the Corporation: 
 

1. Either the appointee or the Corporation may name an alternative 
Corporation employee. 

 
2. The appointee and alternative chosen should exemplify qualities which 

would be of use in the company on whose board he/she serves. 
 

3. The appointment of director will be made by letter. 
 

4. The appointee shall be granted one share in trust of the company in which 
he acts. 

 

c) Appointee’s Rights: 
 

1. The appointee is entitled to be paid for acting on behalf of the  
                                   corporation. 
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2. If the company pays director’s fees, the director is entitled to receive the 
same fee as is paid to other directors. 
 

3. Any reasonable and necessary expenses incurred by the appointee in 
attending the general meetings shall be paid by the company. 

 

4. The appointee does not speak for the Corporation on any other 
relationships which may exist between the Corporation and the company. 

 

d) Appointee’s Responsibilities: 
 

1. The appointee is expected to conduct himself in the manner which is 
covered under law, in the interest of the company. 

 

2. The appointee will report regularly to the corporate staff and should seek 
its advice as to opinions on issues to be faced by the Board. 

 

e) Reporting to the Corporation.  The director is required to keep Corporate staff 
informed fully on all matters relating to the company and shall be required to 
undertake the following: 

 

1. Give advance notice of meeting and the agenda to Corporate staff who will 
then offer guidance to the director as to their point of view. 

 

2. Following a board meeting, ensure the Corporation’s staff receive a copy 
of the minutes. 

 

3. Give a written report after each meeting to outline the following: 
 

i) Issues addressed and areas of concern. 
ii) Future problems. 
iii) Any other relevant information. 

  
4. Identify and report any conflict of interest between the appointee and the 

company or other directors or shareholders, to the Corporation’s staff. 
 

5. All written “insider information” is to be sealed and addressed to the 
appropriate Corporation staff member marked “Personal and Confidential.” 

 

Disposal of Shares: Eventually the company in which the Corporation has invested will reach a 
point where the Corporation’s reason for holding the shares has diminished.  When the retention 
of Equity is of little further benefit to the Corporation’s objectives, the company could be 
considered mature.  In other instances it could be considered non-mature. 
  

a) Mature Company: When a company is viewed as a mature investment and it is 
worthy of sale, the following factors must be considered: 
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1. The development goals must have been achieved. 
 

2. The company must be firmly established and/or prospering. 
 

3. The Corporation must be in a position to recover its investment plus an 
acceptable rate or return. 

 
4. The prospective purchaser must be viewed as beneficial to the company. 

 
5. Company relocation with associated job losses must not occur. 

 

b) Non-Mature Company: Situations may occur when share disposal is considered 
necessary in the case of a non-mature company; these are: 

 
1. The company is deemed to have no future.  This could also minimize their 

loss. 
 

2. If the company is in need of outside inputs, which the Corporations are 
unable to provide. 

 
3. If the remaining shareholders are pressuring the Corporation to sell its 

shares. 
 

c) Rate of Return on Equity Investment: As a general rule, it is expected that the 
appropriate Corporation will recover, as a minimum, the full investment plus 
interest.  The following are factors to be used in determining the rate of return on 
the investment: 

 

1. Base cost of non-risk money (i.e. treasury bills). 
 

2. A percentage to compensate for the degrees of management required and 
for the inherent risk of the venture. 

 
3. A percentage to reflect the liquidity of the investment.  In other words, the 

number of potential buyers. 
 

4. A percentage to reflect other factors.  It shall be left to Corporation’s staff 
to determine the amount of the percentages to be used.  These are to be 
used as a guide only, if other factors need to be considered, it is left to the 
discretion of Corporation staff. 

 

d) Sale of Shares: The 3 acceptable methods of disposing of shares held by the 
Corporation are as follows: 

 

1. Sale to the Company - The company itself purchases back the shares.  This 
arrangement would be in favour of the remaining shareholders in that it will 
allow them to retain their proportionate ownership.  The decision for such 
an undertaking would be made at a shareholders meeting. 
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2. Sale to Third Party - Under this arrangement the remaining shareholders 
shall have the right-first-refusal.  The disposal of the shares can be done 
by having interested third parties bid for the shares or have a specific price 
set at which the Corporation will sell its holdings. 

 
3. Exchange of Shares - The Corporation will exchange its shares held for a 

promissory note or other security to be negotiated.  The amount of the note 
will be determined by Corporate staff to approval by the company.  The 
interest charged on such a note shall be equal to the interest charged by 
the Corporation at its current lending rates. 

 
e) Sale Price: If the shares are to be sold back to the company of the remaining 

shareholders, the price can be established by 4 methods; these are: 
 
  1.  Fixed Price 
  2.  Formula Price 
  3.  Buy/Sell Price 
  4.  Arbitration 
 
In general, the sale price will be developed bearing in mind the benefits offered by the prospective 
buyer and the need to maximize the return (or minimize the loss) when no further benefit is 
possible. 
 
 

 
All discretionary lending is to be authorized by the General Manager. 
 
1.  Over-run Loan Discretionary Limit: 
 
 On all new loans, dispersal of the loan may be a maximum of 10% over the approved 

loan amount to a maximum of $5,000.  So a $20,000 loan could disperse an additional 
$2,000.  The intent is to allow for initial cost start up over-runs due to increased 
leasehold improvement, equipment changes/upgrades or substitutions, or other 
unexpected costs. 

 
Criteria: 
- The board is to be advised of any changes to the loan amount at the earliest board 

meeting.  Do not require board approval or input.  Absolute discretion of the General 
Manager. 

- Only valid for a period of 6 months following the loan approval.   
- All security and loan due diligence documentation to reflect the final amount dispersed. 
- Cost over-run is defined as costs higher than expected but which were presented within 

the original business proposal, but excludes costs which are incidental to, or significantly 
different from those previously identified as required for the business. 
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2.  Existing Clients: 
 
a)  Operating Funds: 
     A maximum of $2,000 discretionary lending (see criteria below). 
  
b)   Equipment/asset purchase/replacement: 
     A maximum of $5,000 to replace or purchase new tangible equipment (see criteria below) 
 
Criteria: 

- Must be a current performing loan, or the ability to be so.  Not a case of more money to a 
business that will eventually fail. 

- The purchase of new or replacement equipment must be of a nature where a PPR PMSI 
(purchase money security interest) can be taken (identifiable asset with serial number 
and model numbers). 

-    All loans still require board participation, but not full investment committee.  Sufficient to 
speak to the chair and to one other board member, preferably from the community in 
which the business is operating.   In the absence of one or the other, a single response 
would be acceptable. 

- Loan request will not require a full new business plan.  Only a summary of the request 
need be prepared. 

- The board is to be advised of any changes to the loan amount at the next available 
meeting. 

- All loan increases must meet the same criteria and standards as would apply to new 
loans in terms of security, business type and structure, lending limits, and so forth. 

 
3.  New Clients: 
 

No discretionary lending recommended, even if the request is small.  Normally less urgency 
at this time and therefore, should be able to deal with these clients in the traditional way.      
 

Policy for Investment Fund Levels 

It shall be the policy of Community Futures West Interlake Inc. to monitor the level of its loan 
funds invested in the region at each fiscal year end.  CFWI will aim at have 75% of its entire 
loan funds committed or loaned out to eligible loan clients in the region.  If this amount of funds 
loaned or committed is less than 75%, CFWI will deposit the remaining funds less the amount 
CF West Interlake may require for immediate future loans into the Manitoba Community Futures 
Provincial Loan Pool. 
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Loan Applications and Loan Clients – Declines and Conflicts 

Appeal Process 
Should a client wish to raise concerns on loan request decisions or loan procedures, an appeal 
process must be followed.  Appeals shall be staged and clearly outlined to all loan application 
clients within the Loan Application document, and to loan clients within the Letter of Offer, and 
posted on the website.  For CF West Interlake, this is a staged process:  
 

1. informal appeal to the manager;  

2. then formally in writing to the Investment Review Committee; and 

3. finally the full board of directors.   

Any appeal to the board or beyond must be in writing from the client and must outline the 
reasons for the appeal/concern.  The appeal process may take 4 to 6 weeks. 
 
Community Futures West Interlake Board of Directors has ultimate responsibility for assessing 
and approving investment applications and dealing with loan disputes.  WD has requested CF 
Associations to work with their member CFs to develop and put in place a process to review 
situations that cannot be resolved at the local CF level.  Community Futures West Interlake will 
direct appeals and complaints they cannot resolve to Community Futures Manitoba for an 
external opinion.  Appeals requested and received from CF Manitoba shall be presented to the 
CF West Interlake Board of directors as information and shall not be binding to the final decision 
of the board. The CF Manitoba appeals review is set out below. 
 
As part of their annual reporting to WED, CFs must report the: 
• Number of and basis for each appeal/concern. 
• Number of appeals upheld/denied/pending. 

 
The Investment Review Committee (IRC) of Community Futures West Interlake Inc. makes all 
decisions regarding loans and client concerns.  Applicants may resubmit their applications 
based on the following circumstances: 
 

1. There is a significant change in their business plan that effects how you will proceed with 

the project and has increased the projects viability. 

2. The applicant has improved their credit score and removed outstanding judgments (if 

this was the reason for denial). 

3. Something significant to the application was not included, and should have been part of 

the original application. 
 

Administrative Process 
 
The Staff of Community Futures West Interlake will: 

 Phone the client to advise him/her of the decision of the Investment Review Committee 
(IRC) regarding their loan decline, or the response to their expressed concerns. 

 Advise the applicant/client by letter the reason(s) for the IRC response.  

 Maintain copies of the letter, the original business plan and other associated documents 
on file.  
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Community Futures Manitoba Appeals Review: 

 
Review appeals of loan decisions made by Manitoba Community Futures organizations 
that have been first reviewed and then referred to the Committee by the Community 
Futures organization whose decision is under appeal. Following a review of the appeal, 
the Committee shall provide clear, non-binding recommendations to the appellant and 
the referring CF organization as to whether the CF organization’s loan decision should 
be upheld amended, including recommendations as to the specific amendments.  The 
Committee will strive to provide the appellant and the referring CF organization with its 
recommendations within 15 business days of receiving all of the following: 
 

• Notice of the appeal; 
• A copy of the documentation, e.g. loan assessment, provided to and the 

decision made by the original lending decision authority within the 
Manitoba CF organization; 

• Any additional documentation provided for, and the written results of the 
initial appeal of the decision at the local CF organization level. 

 
Following the appeals review, CF Manitoba shall provide to Manitoba CF organizations 
recommendations and lessons learned from loan decision appeal reviews regarding best 
practices for assessing and approving investment applications and for dispute resolution. 
CF Manitoba shall maintain complete confidentiality of all activities of the appeals 
committee. 

 



 

 



 

 

 
Reporting directly to the Board of Directors, the General Manager is responsible for the overall 
administrative and functional operation of the Corporation.  The key position duties are as follows: 
  
1. Acts as a direct liaison between all staff of the Corporation and the Board of Directors on 

all activities of the Corporation.  The Community Development Coordinator and Business 
Analyst will make specific reports to the Board of Directors on projects or issues of direct 
concern to their area of expertise. 

 
2. Oversees and directs all administrative duties of the Corporation including, but not limited 

to, Board policy implementation, planning, budgeting, accounting, personnel 
administration, marketing and promotions, and training development. 

 
3. Develop a spirit of teamwork and sense of purpose, towards achieving Corporate 

objectives that maximize the use of corporate manpower and fiscal resources for the 
benefit of community economic development of the region. 

 
4. Develop, implement and regularly review and update a system of employee/staff 

development and training that includes an outline of training required and planned for 
Corporate staff and the steps to be taken, and of entrepreneurial development courses in 
support of the Corporation’s goals. 

 
5. Propose appropriate alternative business and employment development strategies, action 

policies, and programs which would contribute as effectively as possible to community 
economic development in the region. 

 
6. Stimulate the introduction and maintenance of creative programs that will provide the 

catalyst for the further development and employment opportunities in the region. 
 
7. Liaise with other CF’s, CFM, WED and other financial organizations, businesses and the 

public in general. 
 
The Board of Directors will appoint a General Manager based on the one of the Corporation’s 
staff whose skills more appropriately matches the job description for the position.  The General 
Manager’s duties will be in addition to his/her regular duties. 



 

 
Reporting directly to the Investment Fund Committee. 
  
1. Develop a spirit of teamwork and a sense of purpose towards achieving Corporate 

objectives that maximize the use of Corporate manpower and fiscal resources for the 
benefit of business and employment in the region. 

 
2. Manage the Investment Fund of the Corporation by planning, directing, systematically 

monitoring and controlling investment accounts. 
 
3. Prepare monthly and/or quarterly activity and financial reports detailing administrative and 

functional activities to date and position relative to plans/projections. 
 
4. Propose appropriate alternative business and employment development strategies, action 

policies and programs which would contribute as effectively as possible to business and 
employment development in the region. 

 
5. Maintain active liaison with relevant government agencies, departments and financial 

institutions and be familiar with and stimulate the use of such programs and services for 
the betterment of the clients and the region. 

 
6. Establish and maintain active contacts within the business community throughout the 

region so as to identify business needs and requirements and to structure Corporate 
response accordingly. 

 
7. Plan and initiate public awareness program maximizing public awareness of Corporate 

activities and identify Corporate/Regional opportunities for development. 
 
8. Provide detailed counselling and information to businesses/entrepreneurs relative to the 

individual needs and abilities of the client. 
 
9. Perform or arrange for all necessary inputs included in the decision-making process 

regarding applications for loans or equity participation.  This procedure will include pre-
screening, detailed feasibility assessment, review of feasibility assessment, ability to 
create employment, final review and presentation to the Investment Fund Review 
Committee and  discussion with client regarding approval/rejection, implementation of 
funding participation, monitoring and financial control. 

 
10. Supervise, monitor and service loans and equity participation projects in order to assist 

the applicant and protect the interests of the Corporation.  This function is to include 
recommendations to the Investment Fund Review Committee of actions to collect, 
foreclose, seize or other-wise achieve collection of any outstanding payments due, etc. 

 
11. Assist companies with relocation or expansion plans coordinating such factors as site 

selection and financial requirements and advice on government programs. 
 
12. Conduct or participate as a resource person in business seminars and community 

economic development programs. 



 

 
Reporting directly to the General Manager and Board of Directors, the Community Development 
Coordinator’s key position duties are as follows: 
  
1. Report directly to the Board of Directors their areas of activity. 
 
2. Manage the planned activities according to the corporation’s annual strategic plan.  Assist 

the board of directors in reviewing and revising the plan as required. 
 
3. Identifies and facilitates community economic development among member communities 

in the Community Futures region. 
 
4. Coordinate the Corporation’s community development sub-committees. 
 
5. Prepare monthly activity reports detailing administrative and functional activities to date 

relative to plans and projections. 
 
6. Stimulate the introduction and maintenance of creative programs that will provide the 

catalyst for further development of employment opportunities. 
 
7. Liaison with government agencies and community organizations: 
 

- maintain active liaison with relevant government agencies/departments and 
community organizations. 

 
- be familiar with and encourage the use of government programs and services. 

 
- inform key government agencies of regional activities and needs through effective 

communications between communities, governments, agencies and business so 
as to identify regional opportunities with the intent of enhancing economic 
development within the region. 

 
8. Plan and initiate an aggressive public awareness program maximizing public awareness 

of Corporate activities and identifying Corporate and regional opportunities for 
development. 

 
9. Facilitates communication within the organization.   
 
10. Prepare annual report and annual funding submission to Western Economic 

Diversification Canada. 
 
In addition other specific tasks with appropriate time-lines will be given to the Community 
Development Coordinator on an on-going basis from the General Manager and/or the Board of 
Directors. 



 

  
1. Type memos, Business Plans, correspondence and reports. 
 

2. Act as secretary to the Board.  Specific Board Duties: Take minutes of required meetings, 
type and distribute minutes, and other duties as assigned. 

 

3. Perform the accounting functions for the Investment and Administrative accounts. 
 

4. Perform various loan functions: 
A) Accept customer payments. 
B) Monitor loans, inform Business Analyst of delinquent payments. 
C) Maintain a diary system of expiry dates for loan securities and ensure renewal of 

securities. 
D) Maintain client loan security files. 
E) Perform credit checks as required. 
F) Prepare and register loan securities and documentation. 
G) Input loans on The Exceptional Assistant program. 
H) Maintain original securities in Safety Deposit Box along with program backups. 
I) Provide loan information to client’s accountants as required. 
J) Calculate, invoice, process and diarise Credit Life Insurance premiums. 
K) Follow-up calls to clients in arrears or are late in making their payments. 
L) Invoice clients for seasonal/irregular payments and loan guarantees as required. 

 

5. Coordinate the day to day operations of the office. 
 

6. Contribute to the development and implementation of administrative procedures that will 
lead to an efficiently run operation. 

 

7. Coordination of special projects and initiatives.  
 

8. Maintain personnel records and provide payroll functions, including T4's, T4 Summary. 
 

9. Reporting functions for the Self-Employment Assistance program, Western Economic 
Diversification and other special projects as required. 

 

10. Represent the organization at meetings on behalf of the organization in absence of  
management. 

 

11. Immediate supervision of Office Support staff. 
 

12. Assist the Business Analyst in the preparation of projected cash flows and business plans 
as required. 

 

13. Self-Employment Assistance Co-ordinator for the region.  Reporting functions and client 
contact for the program and facilitate client training.  Submit annual proposal. 

   
14. Oversee Canada Manitoba Business Service Centre Regionalization site.  
 

15. Co-ordinate training initiatives as identified and required. 
 

16. Participate as required on Community Futures committees. 
 

17. Prepare funding applications as assigned. 
 

18. Co-ordinate, facilitate and orchestrate marketing efforts on behalf of the Corporation.  



 

  
1. Serve as receptionist: specifically receive visitors, answer all incoming calls directing them 

to appropriate staff, open, sort and deliver all incoming mail, arrange appointments and 
reservations when necessary, ensure daily disbursement of outgoing mail. 

 

2. Type memos, Business Plans, correspondence and reports as required. 
 

3. Perform office duties in an organized manner to ensure smooth operation of the office. 
 

4. Act as secretary to the Board.  Specific Board Duties: Coordinate meetings, type agendas 
and distribute agendas and activity reports, and prepare meeting packages. 

 

5. Perform various loan functions: 
A) Accept customer payments. 
B) Perform credit checks as required. 
C) Type loan securities and documentation. 
D) Provide loan information to clients/client accountants as required. 
E) Calculate and invoice credit life premiums. 

 

6. Maintain a comprehensive filing system, as well as monitoring and ordering of office 
supplies. 
 

7. Maintain current business library /brochure displays. 
 

8. Develop and maintain client and business database. 
 

9. Immediate supervision of student work experience placements. 
 

10. Maintain community profiles and web pages for the corporation to actively promote the 
organization, and the region. 

 

11. Assist in coordination of special events, i.e. Awards Banquet, etc. 
 

12. Attend regional trade shows, promoting the region, maintain trade show supplies.  Provide 
regional events for tourism literature. 

 

13. Attend community meetings in absence of senior staff. 
 

14. Coordinate and produce newsletters. 
 

15. Revise and maintain brochures, web sites, Canada Manitoba Business Service Centre 
and signage as required. 

 

16. Develop and maintain bookings for office/computer equipment and board room. 
 

17. Arrange servicing of office equipment. 
 

18. Maintenance of computer network back-up tapes. 
 

19. Input clients on The Exceptional Assistance Program. 
        
20. Ensure the office displays, storage room and board room are tidy at all times. 
 

21. Other duties and projects as assigned. 
 



 

 



 

BY-LAW NUMBER 2 
 

BE IT ENACTED AND IT IS HEREBY ENACTED as a By-Law of 
 

COMMUNITY FUTURES WEST INTERLAKE INC. 
  
1. The Board of Directors may and it is hereby authorized from time to time to: 
 

 (a) borrow money upon the credit of the Corporation; 
 

 (b) limit or increase the amount to be borrowed; 
 

(c) issue bonds, debentures, debenture stock, or other securities and debt obligations of 
the Corporation and pledge or sell the same for such sums and at such prices as are 
deemed expedient; and 

 

(d) charge, hypothecate, mortgage, or pledge, present or after acquired real or personal 
property of the Corporation, or both, to secure any such bonds, debentures, debentures 
stock, or other securities and debt obligations and any money borrowed. 

 

(e) guarantee the repayment of the debts, obligations and liabilities of our and/or 
subsidiary Corporations. 

 

2. The Board of Directors is hereby authorized to delegate by resolution to one or more 
directors and/or officers of the Corporation specified in such resolution all or any of the 
powers hereinbefore conferred on them including, without limiting the generality of the 
foregoing, the power to make arrangements with reference to the borrowing of the money 
as aforesaid and as to the terms and conditions of the loan thereof and security thereof 
and as to the debt obligations to be give therefore, with power to vary or modify such 
arrangements, terms and conditions and debt obligations as the Directors of the 
Corporation may authorize, and generally to manage, transact and settle the borrowing of 
money by the Corporation. 

 

3. The Board of Directors may from time to time, authorize one or more directors, officers, 
employees of the Corporation (or other persons, whether connected with the Corporation 
or not), to sign, execute and deliver on behalf of the Corporation all documents and 
arrangements necessary or desirable for such purposes and to draw, make, accept, 
endorse, execute and issue cheques, promissory notes, bills of exchange, bills of lading 
and other negotiable or transferable instruments and all such documents, agreements and 
instruments (and all renewals thereof or substitutions therefore) so signed shall be binding 
upon the Corporation. 

 

4. The powers hereby conferred shall be deemed to be in supplement to and not in 
substitution for any powers to borrow money for the purposes of the Corporation 
possessed by its directors or officers independently of a borrowing by-law. 

 

 PASSED this 19th day of November, 2009 WITNESS the Corporate 
 Seal of the Corporation. 
 
 ____________________   ____________________________ 
 Chairperson     Secretary/Treasurer 
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COMMUNITY FUTURES WEST INTERLAKE is committed to providing a work environment 
where all persons working for COMMUNITY FUTURES WEST INTERLAKE are treated with 
respect and dignity. 
 
Harassment affects workplace and individual well-being and will not be tolerated. This policy 
aims to prevent harassment by promoting increased awareness, early problem resolution and 
the use of mediation. The application of this policy will help create a work environment where all 
are treated with respect and dignity. It will not only promote the well-being of all in the 
workplace, but it will reinforce those values of integrity and trust that are the foundation of a 
sound organization. 
 
Dealing with harassment can be a complex matter. What one person may consider to be proper 
behaviour, another may believe to be harassment. Note that the proper exercise of one’s 
authority or responsibility does not generally constitute harassment. The Appendix provides 
some examples for better understanding. 
 
The Human Rights Code (Manitoba) provides every person in the workplace the right to 
freedom from harassment based on ancestry (including colour or race); nationality or national 
origin; ethnic background or origin; religion or religious belief, association or activity; age; sex 
(including pregnancy); gender-determined characteristics; sexual orientation; marital or family 
status, source of income; political belief, association or activity; and physical or mental disability. 
These are referred to as protected characteristics. 
 
The COMMUNITY FUTURES WEST INTERLAKE policy addresses the requirements of the 
Human Rights Code (Manitoba), by outlining a clear process for dealing with harassment 
prohibited under the Code,  
 
The policy promotes the prevention of harassment and focuses on the prompt resolution of 
harassment. Whether the source of harassment comes from within COMMUNITY FUTURES 
WEST INTERLAKE or from outside, any allegation of harassment including those made by e-
mail, threat, or intimidation is serious and should be taken seriously.  
 
Harassment needs to be addressed with sensitivity, promptness and discretion. Open 
communication and early intervention are essential in preventing and resolving harassment. 
 
The sharing of information related to any part of a harassment situation must comply with the 
principles of the Personal Information Protection and Electronics Documents Act (PIPEDA). 
 

The effective date of this policy is, 2004. 
 

The purpose of this policy is to foster a respectful workplace through the prevention and prompt 
resolution of harassment. 
 

Harassment in the workplace is unacceptable and will not be tolerated. All persons working for 
COMMUNITY FUTURES WEST INTERLAKE, whether or not they are employees, should enjoy 
a harassment-free workplace. 
 



 

This policy applies to COMMUNITY FUTURES WEST INTERLAKE, its staff, and board of 
directors. 
 
The complaint process as defined in this policy applies to COMMUNITY FUTURES WEST 
INTERLAKE employees, managers, and members of the board. 
 

The policy does not apply to complaints from the public. The responsibility for follow-up on such 
complaints lies with the CF manager or board of directors. 
 

 

: is described by the Human Rights Code (Manitoba) as a course of abusive and 
unwelcome conduct or comment undertaken or made on the basis of any “applicable 
characteristic”; or a series of objectionable and unwelcome sexual solicitations or advances; or 
a sexual solicitation or advance made by a person who is in a position to confer any benefit on, 
or deny any benefit to, the recipient of the solicitation or advance, if the person making the 
solicitation or advance knows or ought reasonably to know that it is unwelcome; or a reprisal or 
threat of reprisal for rejecting a sexual solicitation or advance. 
 

:  are identified by the Human Rights Code (Manitoba) as ancestry, 
including colour and perceived race; nationality or national origin; ethnic background or origin; 
religion or creed, or religious belief, religious association or religious activity; age; sex, including 
pregnancy, the possibility of pregnancy, or circumstances related to pregnancy; gender-
determined characteristics; sexual orientation; marital or family status; source of income; 
political belief, political association or political activity; physical or mental disability or related 
characteristics or circumstances, including reliance on a dog guide or other animal assistant, a 
wheelchair, or any other remedial appliance or device. 
 

: is a formal allegation of harassment submitted in writing to the delegated manager, 
and which is based on actions defined as harassment. 
 

: is an individual designated by the CF manager or board of directors who 
is accountable for the harassment complaint process. 
 

: is a voluntary process used to resolve conflict by having a neutral person 
acceptable to both parties help the disputing parties arrive at a mutually acceptable solution. 
 

 The manager and board members of COMMUNITY FUTURES WEST INTERLAKE are 
responsible for fostering a work environment free of harassment. 

 All employees and board members must be informed of this policy. 

 Employees must be informed of the name or title and address of the delegated 
manager(s) in the office. 

 Early resolution should be used to resolve problems at the outset.  

 Mediation must be offered before an investigation is initiated. 

 The complaint process, including the investigation if necessary, should be completed 
without undue delay, normally in six months or less. 

 Corrective action must be timely in all situations of harassment, whether it involves 
board members, employees or other persons working for COMMUNITY FUTURES 
WEST INTERLAKE.  

 Harassment may result in corrective or disciplinary measures being taken, up to and 
including termination of employment. Disciplinary or corrective measures may also be 



 

taken against the following: any manager who is aware of a harassment situation and 
who fails to take corrective action; anyone who interferes with the resolution of a 
complaint by threats, intimidation or retaliation; or anyone who files a complaint that is 
frivolous or in bad faith. 

 

The ultimate responsibility and authority for applying this policy rests with the CF board of 
directors and their authorized representative(s). 
 

 

a) Employees and board members are expected to act towards other individuals professionally 
and respectfully. 

b) Employees or board members who believe they have experienced harassment as defined 
above are expected to communicate to the offending party, as soon as possible, directly or 
through a supervisor/manager, their disapproval or unease. They can get help or guidance 
from the supervisor, or the person designated by the organization. 

c) They can expect to be informed of the COMMUNITY FUTURES WEST INTERLAKE 
“Prevention and Resolution of Harassment Policy”. 

d) They can expect prompt action if they report an incident of harassment to their 
supervisor/manager or if necessary, to another appropriate manager.  

e) They can expect to be treated without fear of embarrassment or reprisal when dealing with a 
harassment situation or involved in the resolution of a complaint. 

f) They will be encouraged to participate in a problem resolution process before proceeding 
with the complaint process. 

 

a) Complainants, respondents and witnesses are expected to provide information as required 
in the steps noted below under “Complaint process”. 

b) They are expected to co-operate in the complaint process if and when called upon to do so. 
c) They are expected to limit the discussion of the complaint to those who need to know. 
d) They can expect to review their statement as recorded by the investigator, to confirm its 

accuracy, prior to the final report being submitted.  
e) Complainants and respondents will receive information related to the complaint in writing, 

including allegations, as noted in the steps below, under “Complaint process”, and in 
accordance with the principles of procedural fairness.  

f) Complainants and respondents may have with them, during meetings and interviews related 
to the resolution of the complaint, a person of their choice who has agreed to accompany 
them and who is not a party to the process. 

g) Complainants and respondents can expect to review a copy of the draft report. They will be 
informed in writing of the outcome of the investigation and will receive a copy of the final 
report. 

h) If the complaint is founded, complainants will be informed verbally whether corrective or 
disciplinary measures will be taken as a result of their complaint. 

i) If the complaint is in bad faith, respondents will be informed verbally whether corrective or 
disciplinary measures will be taken. 

 

a) Managers are expected to lead by example and to act respectfully in dealings with 
employees and other persons working for COMMUNITY FUTURES WEST INTERLAKE. 

b) Managers are expected to be impartial in any complaint process in which they are involved. 



 

c) They are expected to apply the established steps in the complaint process. 
d) They can expect to have access, if feasible and available, to learning opportunities on the 

prevention and resolution of harassment and in conflict resolution. 
e) They are expected to ensure that employees and board members are aware of the policy 

and to remind them of its contents as deemed necessary. 
f) They are expected to ensure that employees and board members have access, if available 

and feasible, to learning opportunities on the prevention and resolution of harassment in the 
workplace. 

g) They are expected to intervene promptly when they become aware of an occurrence of 
harassment and to involve the parties in resolving the problem. 

h) They are expected to address any alleged harassment of which they are aware, whether or 
not a complaint has been made. This applies to situations that involve employees, board 
members, and other persons working for COMMUNITY FUTURES WEST INTERLAKE.  
Any manager who fails to act upon a complaint or knowledge that harassment has occurred 
may be held responsible, if they have done nothing to prevent the harassment, as if he/she 
was the harasser even if he/she was not involved in the harassment. 

i) They are expected to handle all harassment situations confidentially, to take the necessary 
action to ensure the confidentiality of complaints, and to ensure that others act accordingly. 

j) They are expected to ensure that both complainants and respondents have access to 
support and advice during any resolution process associated with the complaint. 

k) They are expected to offer mediation and to ensure that the mediator or co-mediators meet 
the appropriate requirements. 

l) They are expected to separate the complainant and respondent, hierarchically, physically, or 
both, for the duration of the complaint process, if they deem it necessary. 

m) They are expected to assign a mandate to any required investigator(s) and ensure that 
persons conducting investigations are appropriately qualified, that they are impartial, that 
they have no supervisory relationship with the parties, and that they are not in a position of 
conflict of interest. 

n) They are expected to ensure that corrective and/or disciplinary measures are taken, where 
warranted. 

o) They are expected to ensure that no documents relating to the harassment complaint are 
placed in the personnel file of either party, other than a disciplinary letter in the file of the 
employee subject to a disciplinary measure. 

p) They are expected to ensure that parties are provided with the information to which they are 
entitled. 

q) They are expected to address the needs of the parties concerned following a complaint with 
the assistance of a specialist as needed, in order to establish or re-establish harmonious 
working relationships. 

Any external investigator(s) assigned to a complaint under this process are expected to: 
 
a) Apply the principles of procedural fairness.  
b) Abide by their assigned mandate. 
 

The objective of early resolution is to resolve any situation or conflict as soon as possible, in a 
fair and respectful manner without having to resort to the complaint process. Every effort should 
be made to resolve the problem early with open communication and in a co-operative manner. 
The use of problem resolution mechanisms such as coaching, counselling and facilitation can in 
many instances resolve the issue and prevent the situation from escalating to the point where  
 
 



 

filing a complaint is necessary. An allegation of harassment is serious. If a board member of or 
person working for the CF believes that he or she has been harassed, the following actions 
should be taken. 
 

The person who believes that he or she has been harassed by a board member or another 
person working for the CF is encouraged to make it known to that person as soon as possible in 
an attempt to resolve the problem. 
 

If the problem is not resolved or if the offended person does not want to speak directly with the 
other, the offended person should meet with his or her supervisor, or seek advice from another 
person so designated by the COMMUNITY FUTURES WEST INTERLAKE board of directors to 
provide information on harassment, in an attempt to find a solution and resolve the problem. 
 

Management must make every effort to resolve the issue between the parties as quickly as 
possible, if necessary with the assistance of a resource person. 

 

The complaint process applies to COMMUNITY FUTURES WEST INTERLAKE employees and 
board members. Other persons working for COMMUNITY FUTURES WEST INTERLAKE who 
believe they have been harassed may report the incident to their supervisor/manager, or to an 
individual designated by the board of directors who will address the situation and take 
appropriate action. 
 
If early resolution is not successful or is not deemed appropriate, an employee or board member 
may file a complaint with the delegated manager. All steps should be completed without undue 
delay, normally in six months or less. 

 

 
The complainant submits a complaint in writing to the delegated manager, or to the board of 
directors if the delegated manager is the subject of the complaint, within six months of the 
alleged harassment leading to the complaint. The complaint must include the nature of the 
allegations; the name of the respondent; the relationship of the respondent to the complainant 
(e.g., supervisor, colleague); the date and a description of the incident(s); and, if applicable, the 
names of witnesses. The information provided should be as precise and concise as possible. 
 
The Manitoba Human Rights Commission has indicated that they generally only accept 
complaints within six months of the harassment occurring.  It is therefore advisable for a 
complainant to file an internal complaint as soon as possible to ensure that, in the event the 
complainant wishes to file the complaint with the Commission, the complaint will still be 
accepted. 
 

 
Upon receipt of the complaint, the delegated manager screens and acknowledges receipt of the 
complaint. The criteria used in the screening are that the complaint: 

 must be filed within six months of the alleged harassment leading to the complaint, 
unless there are extenuating circumstances; and 

 must include the information noted in Step 1. 
 
If these criteria are met, the delegated manager informs the respondent that a complaint has 
been received and provides him/her with the particulars of the complaint in writing, including the 
allegations. 



 

 
 
If these criteria are not met, the delegated manager informs the complainant in writing that he or 
she cannot accept the complaint. If appropriate, the delegated manager suggests other means 
of resolving the issue. 
 
 

 
Once the complaint has been acknowledged, the delegated manager reviews the complaint and 
if necessary, seeks additional information to determine if the allegations are related to 
harassment. 
 
If the delegated manager concludes that the complaint is not related to harassment, he or she 
informs the complainant and the respondent in writing. The delegated manager re-directs the 
complainant to the appropriate avenue of recourse or suggests other means of resolving the 
issue. 
 
If the allegations are related to harassment, the delegated manager determines what efforts 
have been made to resolve the problem, identifies immediate avenues of resolution if any, and 
takes appropriate action. 
 
 

 
If the harassment complaint remains unresolved, the delegated manager must offer mediation. 
If the parties agree to mediation, the delegated manager obtains mediation services. 
 

 
If mediation has not resolved the complaint, or if mediation was not undertaken, the delegated 
manager launches an investigation and notifies all involved parties and the COMMUNITY 
FUTURES WEST INTERLAKE board of directors. The investigator must meet the requirements 
as noted previously. The investigator must provide the delegated manager with a written report 
that includes his or her findings and conclusions. 
 
If mediation is undertaken at any time during the investigation process, the investigation is 
suspended. It is resumed only if mediation is unsuccessful. 
 
If the delegated manager is satisfied that he or she has all the facts and that the parties have 
been heard, he or she may decide not to undertake an investigation and to proceed to Step 6. 
 

 
The delegated manager reviews all the relevant information and decides what action to take. He 
or she then informs all parties in writing of the outcome of the investigation and ensures that 
corrective and/or disciplinary measures are taken, if warranted. 
 

 
If harassment is based on one of the grounds of discrimination prohibited under the Human 
Rights Code (Manitoba), employees have the right to file a complaint with the Manitoba Human 
Rights Commission. 



 

 
 
Although employees and board members are encouraged to resolve their complaint using the 
above Complaint Process, they do not have to elect to pursue either a complaint under this 
process or a complaint filed with the Manitoba Human Rights Commission.  Employees and 
board members can pursue both avenues and may do so simultaneously if desired.  
Requirements to make a complaint to the Manitoba Human Rights Commission can be found in 
the Manitoba Human Rights Commission’s Guide to the Complaint Process (attached). 
 
Assaults including sexual assault are covered by the Criminal Code and in such cases the 
police should be contacted. 
 

 
Section 20 of the Human Rights Code (Manitoba) prohibits any action which may be considered 
to be in retaliation to an individual that: (a) has filed or may file a complaint under the Code; (b) 
has laid or may lay an information under the Code; (c) has made or may make a disclosure 
concerning a possible contravention of the Code; (d) has testified or may testify in a proceeding 
under the Code; (e) has participated or may participate in any other way in a proceeding under 
the Code; (f) has complied with, or may comply with, an obligation imposed by the Code; or (g) 
has refused or may refuse to contravene the Code.  Such actions shall be treated as seriously 
as the harassment itself. 
 

 
Human Rights Code (Manitoba) 
Manitoba Human Rights Commission Guide to the Complaint Process (attached) 
Criminal Code 
Personal Information Protection and Electronic Documents Act 
 

 
Enquiries relating to this policy should be referred to the Delegated Manager designated in the 
COMMUNITY FUTURES WEST INTERLAKE office. 
 

  



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



 

 
 

Manitoba Community Futures (“CFs”) 

PRIVACY CODE 

 

This Privacy Code informs you of the CFs' commitment to and policy on privacy.  It tells you the 
ways a CF ensures that your privacy and the confidentiality of your information are protected. 

The objective of CFs' Privacy Code is to promote responsible and transparent personal 
information management practices in a manner consistent with the provisions of the Personal 
Information Protection and Electronic Documents Act (Canada) and other applicable privacy 
legislation. 

Community Futures Manitoba ("CFM"), the Provincial Association acting on behalf of the CFs, will 
conduct periodic reviews of this Privacy Code to make sure that it remains current with changing 
standards, technologies and laws. 

 Compliance with Legal and Industry Standards 
 CFs' Privacy Code 
 Purposes for the Collection, Use, Retention and Disclosure of Information About You 
 Key Principles 
 Why We Ask For Your Information 
 Why We Ask Others For Information About You 
 When We Disclose Your Information 
 How We Protect Your Information 
 Your Right To Access Your Information 
 Keeping Your Information Accurate 
 Recording Your Options 
 Information Regarding Website Practices 
 Updating This Code 
 Who Can Answer Your Questions About Privacy 

Each CF will make every reasonable effort to comply with industry standards and applicable 
federal and provincial laws in Canada, including the Personal Information Protection and 
Electronic Documents Act. 
 
 
 



 

CFs' Privacy Code only applies to identifiable individuals whose personal information a CF 
collects, uses, retains and discloses in the course of commercial activities.  When we use the 
words "personal information" or "information" in this Privacy Code, we mean information about an 
identifiable individual, with the exception of the name, title or business address or telephone 
number of an employee of an organization.  Further, these terms do not include information that 
does not identify particular individuals, like aggregate statistics or anonymous data, or information 
which is publicly available, as specified in applicable laws. 

The following are the purposes for the collection, use, retention and disclosure of personal 
information by a CF: 

 To establish and maintain a relationship with you as a client and to provide services to 
you; 

 To provide you with information about products, programs, services, conferences, 
training resources and upcoming events that may interest you; 

 To administer the CF's services, to assess the quality and quantity of CFs' services, to 
maintain adequate accounting and tax records, and to have information in such form as 
the CF may reasonably require for its business needs; 

 To meet legal, regulatory and governmental requirements (including the requirements 

of Western Economic Diversification Canada ("WD") as the funding source of the CFs 
and CFM), to detect and prevent fraud and to protect the interests of you, the CF and 
WD; and 

 To achieve any other purpose to which you have given your consent. 

For clients who have not obtained a loan from a CF, the above-noted purposes differ in that the 
applicable CF is not required to maintain accounting and tax records related to such individuals.  
For loan clients, further details regarding a CF's purposes for the collection, use, retention and 
disclosure of personal information are outlined in your Loan Application Form with the CF. 

CFs' Privacy Code consists of the following key principles, which apply to all aspects of a CF's 
handling of an individual's personal information in the context of a commercial activity, including 
the collection, use, retention and disclosure of such information. 

A. Collecting and Using Information 

CFs collect and use information to establish and serve you as a client. 

CFs gather and use your personal information to provide you with the services you have 
requested.  CFs collect, use, retain and disclose information about you only with your consent, 
except as outlined in this Privacy Code.  In obtaining your consent, whether express or implied,  
the purposes for which a CF requires your information are outlined above.  If a CF purposes differ 
from those outlined above, the applicable CF will advise you of its new purposes at the time of 
collection of your information. 



 

A CF may depart from this consent principle in accordance with the limited exceptions described 
in this Privacy Code, when permitted by other written and posted policies established by the 
applicable CF, or where required or permitted by applicable laws (for instance, a CF may disclose 
personal information in an emergency to protect human life or safety). 

The information a CF collects depends on the service you have requested.  For every client, a CF 
needs your contact information (your name, address and some identification).  Here is why a CF 
needs some of the other information it asks you to provide. 

 Birth Date 

This helps a CF identify you and ensure that no one is trying to impersonate you. 

 Social Insurance Number (SIN) 

A CF uses your SIN to keep your information separate from that of other clients with a similar 
name.  For loan applicants, CFs use your SIN to obtain information with your consent, through 
the credit approval process. 

 Financial Information 

For loan applicants, your financial information is used to assess your eligibility for a business 
loan. 

 Health Information 

For loan applicants, a CF requires your health information if you wish to apply for group 
creditor life insurance, as an insurance company will not provide such coverage unless you 
are eligible based on your health information. 

A CF only collects the information it needs and only uses it for the purposes explained to you.  

A CF will only ask for the information it needs for the particular service you have requested and 
will only use it for the purposes outlined in this Privacy Code or, if applicable, outlined to you at 
the time of collection of your information, such as in the case of a loan applicant.  When you apply 
for a new service, a CF will indicate how it intends to use your information if its purposes differ 
from those already outlined.  A CF will advise which information would help it to serve you but is 
optional for you to provide. 

With your consent, a CF may obtain information about you from third parties. 

Obtaining additional information about you from trustworthy third parties helps a CF assess your 
eligibility for its loans and services.  For example, for loan applicants a CF needs to know your 
credit history.  For this reason, a CF may contact other lenders or credit bureaus to give it 
information on your credit history.  A CF may also contact employers or other personal 
references to verify information that you have given it.  CFs will not do this without your consent, 
but please remember that if you do not give your consent a CF will not be able to process your 
loan application and extend credit services to you. 
 
 
 
 



 

B. Releasing Information 

Under no circumstances do CFs sell client lists or information to others.  CFs release your 
information to outside parties only under the following circumstances: 

 Where a CF has your consent, whether express or implied. 

For example, for loan applicants, a CF will disclose your credit history with such CF to other 
lenders or credit bureaus in order to support the credit approval process.  In such cases, the 
CF will release the information required to identify you, as well as facts from its credit records 
about your repayment history. 

For business clients, a CF may disclose your contact information to Western Economic 
Diversification Canada and other related organizations, such as the Manitoba Women's 
Enterprise Centre or the Canada/Manitoba Business Service Centre, whose programs, 
services and/or products also may interest you.  If you do not want a CF to provide your 
contact information to those other related organizations, please advise the CF. 

 To suppliers and agents who assist the CF in servicing you and whom the CF can reasonably 
trust to respect your privacy. 

For example, a CF will disclose your name and address to a courier company making a 
delivery to you at its request.  In such cases, a CF will only make disclosure to the extent 
necessary and whenever possible, require that the party receiving this information provides 
reasonable assurances that they will respect the privacy of your information in accordance 
with applicable laws. 

 When required or permitted by law to do so. 

For example, a CF must give information in response to a valid demand, search warrant or 
other legally valid enquiry or order.  A CF may disclose information to the authorities to serve 
a clear public interest and fulfill its public duty - such as to protect against fraud or other 
criminal activity.  A CF may take action to protect its interests which may result in disclosing 
information to parties outside the CF, such as using agents to collect overdue accounts.  A 
CF may also disclose information under an exception to the requirement for consent expressly 
set out in applicable laws, such as the exception for disclosures necessary to protect human 
life or safety in an emergency. 

 When a CF needs to do so to protect its interests in the context of an existing or potential legal 
or administrative proceeding. 

For example, in the event of a proceeding commenced by or against a CF in connection with 
you, a CF may disclose your information to its lawyers and to the court or administrative body 
involved. 

 When required by Western Economic Diversification Canada ("WD"), as a partial funder of 
CFs and the source of CF investment funds. 

For example, a CF must prepare reports for distribution to WD in order to receive funding.  
Although the information contained in such reports is often de-identified data, such reports 
may contain personal information of loan applicants and other clients. 
 



 

C. Protecting Information 

CFs will protect your information with appropriate safeguards and security measures. 

Each CF has reasonable security standards to protect its systems and your information against 
unauthorized access and use.  All employees of the CFs are familiar with the procedures that 
must be taken to safeguard client information. 

A CF will retain your information only as long as it is legally or reasonably required by it. 

The length of time a CF retains information varies depending on the service and the nature of the 
information.  This period may extend beyond the end of your relationship with the CF but only for 
so long as it is legally or reasonably required by it.  When your information is no longer needed, 
CFs have procedures to destroy, delete, erase or convert it to an anonymous form. 

D. Providing Information Access and Accuracy 

A CF will give you access to the information it has about you. 

Most of your information is kept in a CF's client file about you.  Please contact the CF that serves 
you if you wish to access any information the CF may have about you.  Each CF will advise you 
in advance if a minimal charge will be required for conducting a search, and will do its utmost to 
respond to your request within 30 days.  Please note that a CF may not be able to provide 
information about you from its records if it contains references to other persons, is subject to legal 
privilege, contains information proprietary to the CF, is too costly to retrieve, or cannot be 
disclosed for other legal reasons. 

CFs will make every reasonable effort to keep your information accurate and up-to-date. 

Having accurate information about you enables a CF to give you the best possible service.  You 
can help by keeping the CF that serves you informed of any changes, for instance if you move or 
change telephone numbers.  If you find any errors in a CF's information about you, please send 
the CF the correction in writing by mail, fax or e-mail.  The CF will make appropriate corrections 
and make sure that such corrections are conveyed to anyone it may have misinformed.  For 
information that remains in dispute, a CF will note your opinion in its file. 

E. Respecting and Responding to Your Privacy Concerns 

CFs will explain your options of refusing or withdrawing consent to the collection, use or disclosure 
of your information, and will record and respect your choices subject to any legal or contractual 
restrictions and reasonable notice. 

Please contact the CF that serves you and ask to speak to the CF's Privacy Officer if you have 
any questions related to your options.  For example, you may refuse consent for a CF to do a 
credit check, but the CF will not be able to extend credit services to you.  Once you have a credit 
product, you will not be able to withdraw your consent to share your credit experience with other 
lenders and credit bureaus, as this is necessary to support the credit approval process. 

A CF will investigate and respond to your concerns about any aspect of its handling your 
information. 

 
 



 

If you have any concerns or questions about privacy and confidentiality - or any concerns about 
the way a request for information was handled - you can take the following action.  Contact the 
CF that serves you and ask to speak to its Privacy Officer.  Log on to www.cfmanitoba.ca to find 
contact information for the CF that serves you.  

The Privacy Officer appointed for each CF has the decision-making authority to resolve most 
concerns.  However, if you are unsatisfied with the way your complaint or request was addressed, 
you may contact the Federal Privacy Commissioner: 

Office of the Privacy Commissioner 
112 Kent Street 
Ottawa, Ontario 

K1A 1H3 

The principles outlined in this Privacy Code apply to information collected through each CF's and 
CFM's Web site, with the following qualifications. 

A CF and CFM collects and stores your e-mail address from any communications that you may 
send to it by clicking on any of its e-mail links.  A CF and CFM may use your e-mail address to 
communicate with you, if you are registering for a program, conference, training resource or 
upcoming event, your e-mail indicates that a response to your inquiry is requested or if CF or 
CFM wishes to address a concern or complaint you may have. 

A CF may have its own Web site privacy policy, which should be consulted for further information 
regarding such CF's Web site privacy practices.  Links to external sites are provided for you as a 
convenience and no responsibility or liability is assumed in respect of such linked sites.  These 
other sites may send their own cookies to users, collect data or solicit personal information.  You 
should check the privacy policy of any site you visit for information regarding their privacy handling 
practices. 

Any changes to this Privacy Code or to a CF's information handling practices will be recorded in 
a timely manner. 

We may add, modify or remove portions of this Privacy Code when we feel it is appropriate to do 
so.  However, a CF will not use any information collected prior to such changes for any new 
purposes without first obtaining your consent. 

Effective Date:  January 1, 2004 
 

 



 

 



 

 

Community Futures is not a granting agency.  It will only fund in three instances: 
 

1. In partnership with the agency seeking funds, i.e. Chamber/Community Futures 
project. 

2. As a significant promotion or marketing tool. 
3. Must fall within, and be relevant to our mission and mandate, and must be relevant 

to the corporation’s strategic plans and initiatives. 
        

 

All considerations for funding must fit within our budget either as main program expenses or 
program/project expenses. 
 

 

All funding must support the following three philosophies: 
  
1. Projects funded must focus on building capacity by assisting groups and individuals to 

help themselves. 
2. Funding must be prioritized.  Where can we be most effective?  We must limit our activities 

to only high priority projects given the increasing demand for our services and financial 
assistance. 

3. Projects must foster local leadership – encouraging communities to take an increasingly 
active role in local economic development. 

 

To assist communities and businesses in the West Interlake to survive and grow by helping them 
help themselves: 
 

  
- To continually assess the Community Futures Region’s strengths and weaknesses and to 

suggest or provide realistic solutions to identified problems. 
- To work cooperatively with the private sector, and all strategic partners in the design of 

programs and initiatives. 
- To maintain an Economic Development Strategy for the region through a process of 

regular review, which forms a framework for employment generation plans and action. 
- To maintain a complete listing of other sources of funding to initiate economic 

development within the region. 
- To explore and utilize, whenever possible, all options of the Community Futures Program. 
 

 

1. Community Economic Development Initiatives. 
2. Regional Infrastructure Initiatives. 
3. Business Support and Development Initiatives. 
4. Human Resources Development. 
5.         Regional (Tourism) Marketing/Development. 
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WORKPLACE SAFETY AND HEALTH 

 
Policy Statement: 
 

The safety and health of all staff and volunteers of the Corporation is a priority for the 
Corporation. 
 
The Corporation shall, so far as is reasonably practicable, provide a safe and healthy 
environment in which to carry on the Corporation’s affairs.  All reasonable measures shall be 
taken to prevent and eliminate accidental injuries and illnesses. 
 
The Corporation seeks to ensure that health, safety and accident prevention form an integral 
part of the design, construction, purchase and maintenance of all buildings, equipment and work 
processes under control of the Corporation.  The corporation is committed to the following: 
 
• Put a safety and health system in place in order to protect staff and board from injuries and 
illnesses at work;  
 
• Understand that safety and health is a vital part of day to day operations.  Every person in 
Community Futures must integrate good workplace safety and health practices into their daily 
activities; 
 
• All staff are trained in safety and health work procedures; and 
 
• All staff and board are accountable for implementing this program and learn the basic duties 
and responsibilities under Manitoba's Workplace Safety and Health Act and Regulation. 
 



 

RESPONSIBILITIES FOR WORKPLACE 

 SAFETY AND HEALTH 
 

 

WHO DOES THE RESPONSIBILTY APPLY TO?  
 

DUE DILIGENCE: Due diligence means everyone with responsibility for safety and health must 
“…take every precaution reasonable in the circumstances to avoid a work related injury or 
illness.” This concept of “reasonable care” holds individuals accountable for their acts (what they 
do) and omissions (what they fail to do).  It goes far beyond simple “regulatory compliance.”   
 
Due diligence describes a very high standard to take reasonable care, and is reflected in the 
following principles: 
 

• General duties - 
The Act imposes a duty on everyone in the workplace to take reasonable care of their safety 
and health and that of others, to the degree that they have the knowledge, authority, and ability 
to do so. This general duty is in addition to, and goes far beyond merely complying with the law. 
 

• Regulatory compliance - 
If you are charged with contravening the legislation, you cannot successfully defend yourself by 
saying that you did not intend to break the law or fail to comply. To defend yourself adequately, 
you must be able to show that you took every reasonable, practicable action to comply. 
 

• Reasonably practicable - 
What is “reasonably practicable” is determined by asking what a reasonable person, in the 
same position and circumstance, would have done to prevent the incident. When making that 
determination, three main factors need to be taken into account: 
1) foresee-ability; 
2) preventability; and 
3) control. 
 

• Proactive - 
Due diligence requires you to take a proactive and systematic approach to safety and health.  
This can best be met within a workplace by establishing, implementing and maintaining a safety 
and health system that: 

 identifies hazards; 
 assesses the risks associated with those hazards; 
 implements measures to eliminate or minimize those risks; 
 monitors each part of the system to ensure it is adequate and effective. 

 

As a Board of Director or manager, you are responsible for all aspects of your business. 

You are also legally responsible to ensure that your workplace is a safe and healthy 

environment for your workers. 
 

 

 

 

 

 



 

GENERAL DUTIES OF EMPLOYERS AND WORKERS 

 
The Employer’s (Corporation’s) Responsibility 
 

Employers have authority at the workplace and therefore has the greatest responsibility for 
ensuring the safety and health of all workers at the work site. Specific duties include: 
 
• provide a safe and healthy working environment 

See and Complete Appendix D:  Workplace Safety and Health Checklist; 
• Keeping equipment in safe working order; 
• Identify, assess, and eliminate or control hazards on the job site; 
• Properly labeling and storing hazardous substances; 
• Informing workers of any hazards on the job site; 
• Ensuring workers receive competent supervision; 
• Ensuring workers have the training and experience needed to perform their jobs safely   
  before they begin; 

Every office should have most, if not all staff trained for first aid response, 
training paid by the employer.   Additional training will be paid for those 
staff wishing to take training in CPR, conflict resolution, self-defense, 
robbery prevention, injury prevention, workplace hazards and training on 
safe work practices and procedures, etc.  

• Ensuring workers use/wear all personal protective devices, equipment and clothing  
  required; 
• provide such information, supervision and instruction to staff and volunteers as may be  
  reasonably required to allow them to conduct their activities in a safe and healthy  
  manner; 
• take action as required to improve unsafe conditions; 
• support staff in the implementation of an effective safety and  prevention program; and 
• Investigate Incidents. 

Investigating things that go wrong at the workplace provides valuable 
information needed to prevent similar incidents in the future.  That is why 
the law requires you to investigate incidents, dangerous occurrences 
(including near misses) and refusals to work  (See Appendix A – 
Investigation Procedures) 

• take all reasonably practical measures to ensure compliance with applicable  
  regulations passed  
  under the Workplace Safety and Health Act (Manitoba) and other applicable safety and  
  health regulations as amended from time to time  --- including a work alone policy. 

Employees working alone or in isolation (“Working alone” means: to work 
at a worksite as the only employee of the employer at that worksite at any 
time, and, when the employee is not directly supervised by the employer or 
another person designated as a supervisor by the employer, at any time 
and “Working in isolation” means: working in circumstances where 
assistance is not readily available in the event of injury, ill health or 
emergency) shall have in place a work alone policy  (see Appendix B).   

• determine if the potential exists for violent acts or threats of violence against your employees. 
Employees are required to make every effort to identify potential sources of 
violence and implement procedures to eliminate or minimize risk to your 
workers.  See Appendix C Workplace Violence Policy and Procedures. 

 



 

The Employee’s (Worker’s) Responsibility 

In general terms, workers are responsible for working in a safe and healthy manner in order to 
protect their own safety and health as well as the safety and health of other persons who may 
be affected by their actions at work. Workers also have a duty to cooperate with other persons 
on matters concerning occupational safety and health. 

• use reasonable care so as to protect their own safety and health and the safety and health of 
others affected by their actions; 
• take an active part in practicing safe and healthy work habits; 
• immediately report any accident, injury or unsafe conditions to the appropriate supervisor; 
• properly use and adequately care for personal protective equipment that is required for their 
activities. 
 
In order to effectively fulfill their responsibilities, the Workplace Safety and Health Act grants 
four important rights to workers: 
 
These rights are: 

 

• The right to know - about what hazards there are in the workplace and what precautions 
must be taken to prevent injuries and illnesses. 
 

• The right to participate - in safety and health activities in the workplace without  fear of any 
form of discriminatory action such as discipline. 
 

• The right to refuse - work that they reasonably believe can be dangerous to themselves and 
others. 
 

• The right to protection - from disciplinary action or discrimination for exercising their rights or 
responsibility to work in a safe and healthy manner.   
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APPENDIX A:  INVESTIGATION PROCEDURES 
 

Concerns - 
Employees must speak out and bring concerns forward.  Address employees' concerns as soon 
as possible to protect their safety and health. This may also prevent concerns from becoming 
refusals to work. 

 

Refusals - 
Every employee has a right to refuse work (Act, section 43(1)) if he or she believes on 
reasonable grounds that the work is dangerous to his or her safety and health.  
 

To investigate an incident, dangerous occurrence, or refusal, use a systematic method that fits 
the needs of your workplace.  Your investigation procedure should help find the root cause of 
each incident. The cause(s) of an incident can often be found by asking: who, what, where, 
when and how…for each key event in the incident. Use the following steps: 

 

1. Analyze the incident factors 
• Ask why each event happened; 
 
• Evaluate the role of every factor involved (people, materials, systems, weather, etc); 
 
• Visit the scene.  Take photographs, make drawings, interview witnesses and review 
documents. 
 

2. Find the direct, indirect, and root causes 
 

Direct cause(s) usually occur immediately before the incident.  For example, a direct cause 
may be a collapsing jack that dropped a car onto an employee. 

 

Indirect cause(s) set the stage for an incident and can include:  lack of training and 
supervision; inadequate tools, equipment, and materials; departures from safe work procedures. 
 

Root cause(s) allow indirect and direct causes to develop. 
 

3. Write a report recommending corrective action 
Prepare a report describing what happened (use photos/drawing to illustrate key points).  
Recommend corrective action, including both short and long-term controls to prevent something 
similar from happening again. The employer should take appropriate corrective action based on 
the report. The corrective action should be audited for effectiveness. 

 



 

APPENDIX B: 

 

WORKING ALONE POLICY COMMUNITY FUTURES WEST INTERLAKE 
 

Community Futures West Interlake Inc. 

Box 68  TBJ Mall Main Street 

Ashern, Manitoba  R0C 0E0 

Working Alone Plan 

Manitoba Regulation 105/88 

As at 10/03/07 
 

 

Workplace Location: 
Community Futures West Interlake, Box 68 TBJ Mall Main Street, Ashern, Manitoba, R0C 0E0, 
and/or other locations including home, client premises, satellite offices, and public facilities such 
as R. M. offices, Community Halls, meeting rooms, etc.  General hours of work for the main 
office are 8:30 AM to 4:30 PM Monday to Friday and closed for lunch from 12:00 Noon to 1:00 
PM.   It is also recognized that work may occasionally take place outside of normal office hours.  
Normally if working at the office outside normal office hours the office should be locked (lock to 
be double keyed deadbolt style). 
 

Nature of Work: 
Provide business and community development services to clients in the region.   
 
This requires the employee to do various activities such as general office work, using various 
office machines, meeting with clients and/or community groups, travel in the region and working 
with various community and business clients. 

 

General Workplace Safety Guideline 
 
Since employees are responsible for their own safety and health within the workplace, they are 
granted four important rights: 

 The right to know about the hazards within the workplace and what precautions 
must be taken to prevent injuries and illness;  

 The right to participate in safety and health activities in the workplace; 
 The right to refuse work that they believe can be dangerous to themselves and 

others; 
 The right to protection from disciplinary action for exercising their rights or 

responsibilities to work in a safe and healthy manor. 
 

Possible Risk(s) to Worker: 
 

1. General - The duty for creating and maintaining a safe and healthy workplace falls on 
every person in the organization.  While the employer has the greatest degree of control 
and responsibility for safety and health within the workplace, this does not, however, 
relieve workers from their duty to cooperate in controlling workplace hazards and to take 
the necessary precautions to protect themselves and others from hazards.   
 
 
 



 

 

 

Control Methods to Minimize Risk 
 Report and or remedy all unsafe conditions; 
 Employee to self-identify and take required training and employer will 

provide reasonable training request at no cost to employee. 
 

2. Confrontation with Public 
 

  Control Method to Minimize Risk 
 Assess the situation; 
 Avoid escalating the confrontation; 
 Stay calm; 
 Be soft spoken, and agreeable; 
 Avoid being aggressive; 
 Delay decision until further consideration has been given to the situation; 
 Document details of confrontation including time and date, report to 

Supervisor. 
 

3. Robbery 
 

  Control Method to Minimize Risk 
 Co-operate to an extent that will minimize risk of injury.  Such action as 

backing up, showing empty hands and giving up demanded items will assist 
in this. 

 Your Control Method  PANIC BUTTON.  To be used only in event of 
imminent danger. 

 Call police after the assailant has left and document all details. 

 

4. Travel – Employees are not expected to be on the road or traveling if conditions are not 

safe.   

 

  Control Method to Minimize Risk 
 Employer to ensure access to a cellular phone, enabling employee to be 

able to call for assistance; 
 Employee responsible to ensure that they have all proper licenses and 

insurance in place to operate a motor vehicle; 
 Employee to provide their own vehicle for travel and employee is solely 

responsible to ensure that they have a safe and reliable vehicle at all times; 
 Carry a prescribed emergency and first aid kit in vehicle at all times 

(employer to supply, kits owned by employer); 
 When leaving a location, ensure that contact is made with either office staff 

(during normal office hours) or responsible adult i.e.  spouse, parent etc. 
(outside of normal office hours).  Employee to state time of departure, travel 
route and expected time of arrival.   
 
 
 
 
 
 
 



 

5. Assault 
 

  Control Method to Minimize Risk 
 Employees should remove themselves from situations where they feel that 

an assault on them is likely to occur;  
 Employee that is threatened with harm should avoid reacting physically until 

physically assaulted as such action may turn a threat into a reality; 
 Avoid being cornered; 
 Details of assaults and threats of assaults should be documented and 

reported to the Supervisor or other appropriate authority. 
 

 

6.  General – Working Alone at Office/Meeting Alone with Clients  - Onsite/Offsite 

Control Method to Minimize Risk 
 Generally our policy is that if you know the client and are comfortable with 

meeting them alone, and you are confident that your meeting will not cause 
you harm or possibility of threat or accusation, you may meet said client 
alone, however, if you do not know the client, or if you are uncomfortable 
being alone with the client, don’t, have a second staff or board member 
present. 

 

General – Working Alone in Office:   
Employee to contact available employee or board member or outside contact as pre-
arranged at a minimum of three times.  These times of contact shall be 10:30 AM – 11 
AM, 1:30 PM - 2:00 PM and 4:00 PM – 4:30 PM.  Employee is to report his/her 
whereabouts at all times.  Employee to contact same available employee or board 
members if employee leaves or intends to leave the office.  Also, the employee is to 
contact the available employee or board members if the employee working alone 
becomes suspicious of any circumstances foreseen with regards to the office building 
and its equipment or any person or person in the proximity of the office. 
 

Plan to Secure Assistance:  If employee fails to contact available employee or board 

member (hereinafter “the Associate”) at the specified time, the associate will first attempt 
to contact the employee.  Should that fail the associate will arrange for a person to be 
dispatched to the office who will then contact the associate with a scene report in the 
appropriate time.  Should the dispatched person come upon an emergency scene at the 
office, that person will first call 911 or an emergency response, namely the Ashern 
Ambulance Service and if necessary the R.C.M.P.  
 

Working Alone Outside the Office 

General – Meeting Alone with Client Offsite:  If meeting clients alone during 

working hours, employee should contact employer/office before meeting with client and 
provide a general expected meeting time, meeting location and end time.  Employee is 
to also contact employer/office at the end of the meeting, letting them know that they are 
returning from said meeting.  All work alone contact times shall be followed as stated 
previously.  For outside office hours refer to item 6. 
 
 
 
 
 
 



 

Plan to Secure Assistance:  If employee fails to contact employer/office at the 

specified meeting end time, the employer/office will first attempt to contact employee.  
Should they fail; the employer will contact 911 or an emergency response in the meeting 
location.  
 
 

7. General – Meeting Client Alone in Office (other staff present in building) 

                        Meeting Client Alone in Office/Offsite (please see item 6) 

 Control Method to Minimize Risk 
a. Alert yourself to the safety of your surrounding; if possible ensure that you as the 

employee are sitting beside the door/exit. 
b. Always meet with client with your door open.  In the event that you feel it most 

expedient to meet with door closed, the door must have glass panel so that you 
can be seen and you have alerted the staff that you are having a closed door 
meeting, and that they should check (at least visually) in with you every fifteen 
minutes. 

c. If situation becomes unmanageable, contact a staff member and use safety 

words depending on seriousness of the situation.  Safety words:  “please get me 

a cup of tea” - means please come in and assist me with this client “please get 

me a cup of tea with sugar” means call the RCMP and come to my assistance 
(or some other phrases as agreed by all staff). 

d. Document details of confrontation including time and date, and report to 
Supervisor. 
 

 
 

  



 

Community Futures West Interlake Inc. 

Box 68  TBJ Mall Main Street 

Ashern, Manitoba  R0C 0E0 

Working Alone Plan 

Manitoba Regulation 105/88 

 

Working Alone Plan Approval 

 
The following employee of Community Futures West Interlake has 
reviewed the attached plans and is in agreement with the content and 
agree to abide by it. 
 

Employee: 

 

Outside Contact Person ____________   ____________   ____________ 
                                             Name                          Phone                           Cell 

 

Name:       _____ 

 

Signature:         

 

Witness:        ______ 

 

 

 

Community Futures West Interlake 

 

 

         

Chairperson 

 

 

         

General Manager/Board Member 

 

 

  Dated this   day of     , 20  . 
 

 
 



 

 APPENDIX C: 

 

Workplace Violence Policy and Procedures 

 

VIOLENCE PREVENTION POLICY 
 

________________________________ 

 

Definition of Violence 
 

“…'violence' means the attempted, threatened or actual conduct of a person that causes or is 
likely to cause injury, and includes any threatening statement or behaviour that gives a worker 
reasonable cause to believe that the worker is at risk of injury.”  The definition refers to the 
conduct of all people who come into contact with employees while performing their work duties.  
This includes fellow employees and any member of the public, and includes threats delivered by 
phone, mail, e-mail and fax, as well as those made in person. In the definition, “injury” refers to 
physical injury or mental trauma suffered as a result of violence. 

 

Company's Commitment 
 
Community Futures recognizes that the potential exists for violent acts or threats of violence 
against its employees. Supervisors and management will make every effort to identify potential 
sources of violence and have implemented procedures to eliminate or minimize risk. The 
company acknowledges its responsibility to support and assist employees subjected to such 
violence. 
 
All employees will be made aware of the potential hazards of violence and the appropriate 
action to protect themselves. In addition, management is responsible for training employees 
who are at higher risk of coming into contact with hostile, angry or potentially violent individuals 
to deal with the situation. 

 

Employee's Commitment  
 
All employees will take reasonable steps to minimize risk for themselves and others. All 
employees will follow established procedures to minimize the risk of violence and will report 
incidents to their supervisor as soon as possible, as outlined in this policy.   
 

II Availability of Violence Prevention Policy Document 
 
• Management will ensure that the policy is readily available to all employees. 
 

III Risk Assessment 
 
• A hazard risk assessment attempts to gauge the probability and severity of potential incidents 
and dangerous occurrences. All staff who have contact with the public may, from time to time, 
deal with angry clients; however, these situations do not necessarily constitute a risk of 
violence. 
 
• A hazard risk assessment is conducted through informal interviews with various employees. 
Discussions included job functions, incident experience, similar industry trends and existing 
policies, procedures or systems. 



 

Workplace Violence Policy and Procedures (continued) 
 
The following identifies job functions risk potential: 
 

All Staff - 
 
There is a potential for verbal threats and physical violence from irate clients that can occur at 
the office or remote worksites. Staff may be especially vulnerable at remote worksites as they 
are usually alone. These positions therefore carry a higher risk of violence, particularly for 
female staff. 

 
 

IV Procedures to Inform/Train Staff 
 
Information to be provided to all staff.   
 
All staff shall be informed about the requirements of the company's Violence Prevention Policy, 
including: 
 
• Procedures on how to minimize the risk of violence; 
  
• Procedures on how to react appropriately to violent situations that may occur; 
 
• Specific procedures and security measures that the company has implemented 
(Duress alarms - reception area);  
 
• Specifics on how to report incidents of violence; 
 
• Details on the follow-up investigation of a reported incident; and 
 
• Details on the type of post incident trauma assistance that is available to the victim. 
 
 

Training for staff  
 
Management will be responsible for training staff in higher-risk positions and administrative 
support staff, including new employees or existing staff who are transferred to these positions, 
on how to deal with the situation. This will be conducted as part of the job-orientation process 
and will include: 
 
• notifying them on the risk of violence related to their position; 
 
• specific company policy and procedures on how to minimize the risk of violence; 
 
• procedures to diffuse hostility before it escalates into violence; and 
 
• procedures to deal with threats or actual incidents of violence, including reporting.   
 
Management will ensure that new employees entering into these positions receive a copy of the 
company's violence prevention policy and the company's violence prevention procedures 
immediately.   
 



 

 

V Actions to Minimize Risk 
 
A number of preventative measures are in place to minimize risks, including security equipment, 
controlled access to entrances, and mobile phones for all staff.  Administrative controls include 
working alone provisions, money handling controls, and training.   
 
Each employee must comply with existing security provisions to ensure the personal safety of 
all employees. 
 
 

VI Procedures for overall General Safety 
 

Threats of Violence 
• Threats of violence in person or on the phone are not acceptable. 

 

Telephone Security Procedures 
• If an employee receives a threatening phone call, use the “Call Trace” feature once the call 
has ended.  Report.  
 

Actual Incident of Violence 
1. Employees should take all reasonable steps to protect their personal safety and remove 
themselves from the situation. 
 
2. In the office, help should be summoned by using the pre-arranged distress signal or any other 
appropriate means, such as Duress alarm system or panic buttons.  
 
3. The supervisor or the next available management employee must be notified 
immediately. 
 
4. If a physical assault occurs, the supervisor/manager must contact the police (911). 
 
If an incident occurs outside the workplace, the employee shall follow the specific company 
Working Alone Plan. 

 
 

VII Procedures to Report Violent Incidents 
 
• Report all incidents of threats and attempted or actual violence to your immediate supervisor. 
 
 
 

VIII Recommendation to Seek Medical Aid 
 
1. Any employee who has been a victim of violence will be; a) encouraged to seek medical 
attention; b) given the opportunity to be examined by his/her physician; and c) provided with 
transportation if needed. 
 
 

IX Investigating Violent Incidents 
 
1. Management will review all incidents that are reasonably expected to 



 

escalate into actual violence in the future. The current procedures in place will be 
reviewed and additional steps may be taken to prevent the escalation to actual violence.  
 
2. Management will investigate all reported incidents of actual violence.  The existing 
procedures will be reviewed and revised as necessary to prevent a reoccurrence. 
 
 

X Review of the Violence Prevention Policy 
 
The Policy statement must be reviewed and, where necessary, revised every three (3) years 
and whenever there is a change of circumstances that may affect the health or safety of the 
employees.  
 



 

 APPENDIX D : 

 
 

WORKPLACE SAFETY AND HEALTH CHECKLIST 
 

Area(s) inspected: ________________________________________________ 
Date of inspection: ______________ Shift:  ____________________________ 
Inspected by: ____________________________________________________ 

 

□ Chemical and Biological Hazards  

□ Containers are labeled to meet legal requirements? 

□ Labels are easy to read? 

□ Contents in container is what is on the label? 

□ Health & Wellness  

□ Ergonomic fit (employee to workstation) 

□ Tools and Equipment  

□ Work station tools used/stored safely 

□ Proper tool(s) being used for job task 

□ Employee Facilities  

□ Washroom clean and fixtures functional 

□ Water coolers clean and stocked 

□ Eating areas clean and tidy 

□ Building & Maintenance  

□ Work station lighting 

□ Door locks, if required, are functional 

□ Stairways, aisles are open to traffic   

□ First-Aid  

□ Basic first aid supplies for area 

□ Evacuation  

□ Pathway to fire exit door is clear and fire exit door is not obstructed on either side 

□ Area fire extinguisher signage, accessible, pressure level, position of pin, due date 



 

APPENDIX E: 
 

Safety and Health Resources 

 

MANITOBA LABOUR AND IMMIGRATION, 

Workplace Safety and Health Division 
945-3446 
or Toll Free 1-800-282-8069 
www.gov.mb.ca/labour/safety 

 

WORKERS' COMPENSATION BOARD OF MANITOBA 
954-4321 
or Toll Free 1-800-362-3340 
www.wcb.mb.ca 

 

MFL OCCUPATIONAL SAFETY AND HEALTH CENTRE 
949-0811 
or Toll Free 1-888-843-1229 
www.mflohc.mb.ca 

 

THE WINNIPEG CHAMBER OF COMMERCE 
942-3011 
www.winnipeg-chamber.com 

 

CANADIAN FEDERATION OF INDEPENDENT BUSINESS 
982-0817 
www.cfib.ca 

 

SAFE MANITOBA 
957-SAFE 
or Toll Free 1-866-929-SAFE 
www.safemanitoba.com 
 

 

http://www.wcb.mb.ca/
http://www.cfib.ca/

