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The Administrative Policies and Procedures Manual is designed to outline procedures 
with respect to the day-to-day administrative operations of the Kwantlen Public Interest 
Research Group (KPIRG) and state policies that serve as the guiding principles of the 
organization.  

 

As per Section 4(4)(a)(i) of the KPIRG By-Laws, The KPIRG Board may by two-thirds 
(2/3rds) resolution make such rules and regulations as it considers advisable for the 
conduct of the affairs of the Society, provided they are consistent with the constitution 
and bylaws. 
 
 
All persons involved with the KPIRG including: Board of Directors, Permanant Staff, 
Coordinators, Volunteers and any other groups or individuals involved with dealings in 
the KPIRG must adhere to these policies. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Consensus Decision Making 

Resolution Passed March 21, 2014 

 

In keeping with our commitment to fostering the active participation of a diverse 
spectrum of people, KPIRG employs a consensus process for decision-making. This 
process stresses the co-operative development of a decision through the active search 
for common ground. Everyone’s support is needed to finalize the decision, so softer or 
culturally undervalued voices are encouraged and attended to. Both feelings and logical 
arguments are considered important in this process. When a proposal is not favourable 
to the whole group, time is often taken to find creative (and often better) solutions. This 
mode of decision-making usually garners greater commitment to follow through on the 
decision, because everyone was involved in making it. 

 

However, we recognize that employing consensus does not erase inequalities and 
power imbalances among members that are a function of larger structural disparities. 
As such, we are committed to improving our use of the consensus process in order to 
provide equal opportunities to all participants to speak and be heard. In order to realize 
this goal, we will provide all new members with training on how to employ the 
consensus process during meetings in an effective and equitable manner. All members 
including staff, board members, and action group participants are expected to 
familiarize themselves with the consensus process and to employ consensus decision 
making at their meetings. 

 

 



 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 

Policies and Procedures 

 

Membership and Fees 

Resolution Passed March 21, 2014 

(Updated May 6, 2015) 

 

All students of Kwantlen Polytechnic University are automatically ordinary members of 
KPIRG. The Kwantlen Student Association collects membership fees from students via 
KPU and distributes them to KPIRG. Current membership fees are $0.80/credit for all 
enrolled KPU students. Non-KPU students can also become associate members of 
KPIRG by paying a $5-9 sliding scale membership fee each fiscal year (Jan.1 – Dec.31) 
and completing a membership form. Organizational membership are availalable for an 
estimated fee of $25+. All members are entitled to use the services of the KPIRG, 
inspect KPIRG documents (except for meetings and minutes of in-camera nature), and 
attend and participate at general meetings. All members are entitled to be directors in 
accordance with the bylaws, provided that associate members occupy no more than one 
positions on the board at the time of election. KPU students who do not wish to be 
members of KPIRG can receive a membership fee refund. Please see the Fee Refund 
policy for more information. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

KPIRG Privacy Policy 

Resolution Passed March 21, 2014 

 

1. KPIRG shall comply with the Personal Information Protection Act (PIPA), 
(hereinafter referred to as the Act). This includes the Board of Directors, staff, 
volunteers, committees, Action Groups and anyone else involved in KPIRG. 
 

2. Personal information as defined by the Act is “information about an identifiable 
individual and includes employee personal information but does not include (a) 
business contact information, or (b) work product information”. 

 

3. Personal information shall not be disclosed to outside persons or organizations, 
except as required by law, without the consent of the individual. Personal 
information shall not be sold to other persons or organizations. 

 

4. Personal information shall not be included on the agenda or supporting 
documentation of any meetings of KPIRG without the consent of the individual. 
Such consent shall include an understanding that such documents are publicly 
available to KPIRG’s membership. 

 

5. The following, or similar language shall be included in or posted clearly by all 
sign up sheets, petitions, and any other forms or documents designed to collect 
personal information for the Society and its branches: “This form has been 
created in compliance with the Personal Information Protection Act. The 
personal information you provide will be collected and used solely for 
___________ [fill in purpose here]. By providing it, you give the KPIRG consent to 
use this information in this way only. This information will be kept confidential 



 

 

and will not be disclosed to any individuals unless the disclosure is necessary for 
the aforementioned purpose or is required by law. If you do not consent to this, 
please refrain from providing us with your information.” 

 

6. The Board Organizer and the Administrative Coordinator jointly serve as Privacy 
Officers for the KPIRG and shall be responsible for: 

 

a. Familiarizing themselves with the Act and the legal requirements that it 
places on the Society 

b. Coordinating the education of the KPIRG's staff, Board of Directors, 
volunteers, committees and Action Groups concerning their obligations 
and responsibilities under the Act and this policy 

c. Ensuring that all forms, petitions, and other documents that are used to 
collect personal information clearly note the purposes for which such 
information shall be collected 

d. Receiving and responding to all personal information protection requests 
and complaints 

e. Ensuring that the KPIRG maintains appropriate controls over all personal 
information that is under the control of the organization 

f. Ensuring that the KPIRG destroys personal information that may no longer 
be used or disclosed 

 

7. All completed forms used to collect personal information shall be kept in a 
locked filing cabinet or box. Any electronic files containing information gathered 
from these forms shall be password-protected. 
 

8. All personal information, if no longer being used, will be destroyed (ie shredded) 
one year after collection. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Records Management Policy 

Resolution Passed April 18, 2014 

(Updated July 25, 2014) 

 

1. Paper records and contracts generated or received by the KPIRG shall be stored 
in the central filing system. 
 

2. All confidential files, such as personnel contracts and information will be stored 
in the confidential filing system located in the Administrative Coordinator’s office, 
and will be destroyed after seven (7) years of storage. 
 

3. Financial files shall be maintained by the KPIRG Director of Finance and the 
Administrative Coordinator; HR and Payroll files will be in the care of the 
Administrative Coordinator. 
 

4. Documents stored and produced electronically will be encrypted and backed up 
on a KPIRG certified hard drive, to be kept on the premises locked in the safe. 
 

5. It is encouraged that all KPIRG directors and employees retain separate filing 
systems during their terms. During transition, the employee will allow their 
successor to review the files. Any files that are not needed to be readily accessed 
will be filed in the central filing system.  
 

6. All files must be managed in accordance with the KPIRG’s subject file 
classification system. 
 



 

 

7. Information in records is readily available to KPIRG employees and shall be 
available to the students at large upon request and in league with the Privacy 
Policy. Requests for financial information shall be reviewed and distributed 
based on the decision of the Adminstrative Coordinator. 

 
 
 
 
 
 
 
 



 

 

 
 
 

Diversity and Access 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

The KPIRG Space 

Resolution Passed May 15, 2014 

 

While the activities of KPIRG extend throughout the university community and beyond, 
the KPIRG space forms a base from which to work. As a result, it is important that the 
space is organized and managed in such a way that it enables the work of the KPIRG 
mandate to be carried out. In addition, members using the space are to use them in a 
respectful and responsible manner (please refer to Diversity & Non-Discrimination and 
Personal Harassment section for more information). In order to encourage such use, 
KPIRG is committed to fully orienting new members to the space as well as to the 
operations and policies of the organization. KPIRG’s aim is to ensure that the KPIRG 
space is as accessible as possible. 

 

 
 

 

 

 

 

 

 



 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Diversity and Non-discrimination 

Resolution Passed March 21, 2014 

 

KPIRG is committed to providing a safe and welcoming space for all people. We aim to 
do more than simply remove barriers to participation. Rather, we strive to provide a 
space where people of all backgrounds are included and where diverse perspectives 
and experiences are recognized as an equal part of the overall process and not as 
“other” or “outside.” While it is impossible to anticipate and accommodate all points of 
view in advance, we are dedicated to the belief that there is no one right way to live, and 
we therefore intend to foster an environment based on respect, curiosity and openness 
in our diversity.  
 
In particular, we recognize that discrimination commonly occurs on the basis of the 
following factors: age, marital status, citizenship, class, ethnicity/ethnic origin, gender, 
sex, physical disability, learning disability, religion/spirituality, place of origin, 
racialization process, status or lack of status via the Indian Act, lateral violence, 
language, sexual orientation, sexuality, homelessness, low income status, family 
formation, education, degree of activism, physical or mental health development, 
community, appearance and HIV/AIDS status.  
 
Discrimination may have the effect of withholding or limiting access to opportunities, 
benefits, and advantage that are available to other members of KPIRG and society as a 
whole. There are two main types of discrimination- direct and systemic.  
 
We affirm that all PIRG participants have the right to equal treatment regardless of 
their status with respect to the above factors. In addition, we aim to continue educating 
ourselves about all forms of discrimination, so that we can better understand and work 
toward eliminating them. 
We recognize that eliminating discrimination is a learning process, and we therefore do 



 

 

not expect all members to be fully knowledgeable about all types of discrimination 
before becoming involved with KPIRG. Therefore KPIRG actively encourages members, 
board, and staff to educate themselves on diversity and access issues through training 
and skills building. KPIRG’s commitment to diversity in its membership should be 
complemented by diversity outreach at all levels of its organization—particularly in 
combating organizational barriers that may be barring people from equal participation 
in KPIRG’s decision-making bodies (such as board, staff, and committees). In order to 
ensure that this internal work is done, the Diversity and Access portfolio of the Board of 
Directors should be prioritized and supported through training. 
 
KPIRG supports all its members in working cooperatively toward eliminating 
discriminatory and oppressive behaviour within themselves, the organization, the 
university, and the wider community so that diversity in all forms will flourish. However, 
serious and/or ongoing discriminatory behaviour will be considered harassment and 
dealt with accordingly. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Access 

Resolution Passed May 15, 2014 

KPIRG is committed to enhancing access to our office space and events (including co-
organized events) and to removing barriers to participation wherever possible. KPIRG 
recognizes that it may not be possible for all members to access our office space and 
events with equal ease. In addition, we work to enable all members’ participation by 
providing comprehensive orientation and training on the goals, operations, and policies 
of the KPIRG.  
 

Director Office Hours  

Resolution Passed May 6, 2015 

The offices of the KPIRG are open Monday through Friday from 10:30 a.m. until 4:30 
p.m., except on statutory holidays and university breaks. All staff members will have 
keys to open the offices. In addition, board members can access the offices after hours 
by checking in with KPU Security. 
 
In addition, each KPIRG Director shall post, on or about the office door. 

(a) her specific office hours when they will be available to the staff and Members 
of the Society; and 
(b) a means by which staff and Members of the Society can contact her outside of 
the posted office hours. 

 
Board members will note the available hours to the Administrative Coordinator for 
coordinating with Staff hours. 
 
 
 
 



 

 

 
 
 

Internal Communication 

Resolution Passed February 15, 2016 

All KPIRG personnel, Directors and Staff, are required to respond to email 
communication within two (2) working days. 
 
Officially, the KPIRG Gmail account is the primary means of communication, however 
alternative such as group instant messaging, text messaging, and/or phone calls are 
acceptable given that mutual consent exists. 

 

 

Office Hours and After-Hours Access 

Resolution Passed May 15, 2014 

The offices of the KPIRG are open Monday through Friday from 10:30 a.m. until 4:30 
p.m., except on statutory holidays and university breaks. All staff members will have 
keys to open the offices. In addition, board members can access the offices after hours 
by checking in with KPU Security. The Administrative Coordinator will organize regular 
after-hours access through KPU security for non-board members. Any issues that arise 
with reference to volunteer office access will be referred to the board of directors.  
Individual staff and board members can also approve occasional after-hours access 
through KPU Security for non-board members. In cases (regular or occasional), staff or 
board members must provide KPU Security with the name of the person requiring 
access and the date (or date range) required in advance. 

 

Physical Accessibility 

Resolution Passed May 15, 2014 

KPIRG is committed to offering a physically accessible space to all students. This 
applies to students who use wheelchairs as well as students with mobility, hearing, 
vision or other disabilities. In order to ensure that KPIRG remains accessible to 
students and volunteers who use wheelchairs or other assistive devices, KPIRG shall 
ensure that the office is physically accessible. In addition, KPIRG shall ensure that, 
wherever possible, all out-of-office and off-campus meetings and events also meet 
accessibility guidelines.  

 



 

 

 

Publicizing Accessibility 

Resolution Passed May 15, 2014 

(Updated July 25, 2014) 

KPIRG's commitment to access will be made known via general publications and 
announced at all KPIRG events. It is the responsibility of individual Action Groups to 
enact these polices for their events. In particular, publication for KPIRG events should 
clearly indicate whether or not the event is physically accessible as well as include the 
following statement: “Childcare, transportation, and accessibility subsidies are 
available, subject to budget approval. Contact KPIRG for details.” 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Library and Resource Files 

Resolution Passed May 15, 2014 

 

KPIRG operates a Library and Resource Centre available to all members. Library and 
Resources centre materials are intended to complement those housed in the libraries 
of KPU. The materials available cover a broad variety of topics related to social, 
environmental and political issues from a wide range of perspectives. Through our 
library and resources, KPIRG aims to reflect its commitment to a diversity of 
approaches to social and environmental justice. 

 

The Library includes books, videos, CDs, DVDs, and periodicals, which members can 
sign out. Books may be lent out for a period of two weeks. Periodicals, videos, CDs, and 
DVDs may be lent out for one week. Although no fines are applied to late materials, 
members are expected to return all materials on or before the due date. Failing to do so 
will result in the suspension of borrowing privileges until the overdue materials are 
returned. 

 

The Resource Centre includes bound reports as well as unbound materials (including 
relevant articles from past issues of periodicals) called “resource files” that are 
arranged alphabetically by subject and stored in filing cabinets for members to access 
in the KPIRG office only. These files may not be signed out; however, with permission 
from a board member or staff person, the files can be photocopied in the KPIRG office 
(to a 15 page limit). The bound reports are also for use in the KPIRG office space only. 

Members are expected to use all resources respectfully and in a manner that ensures 
continued access for all members. Members are also encouraged to sit on the 



 

 

Resources Committee which manages the library and to make suggestions for on-going 
library purchasing. Wherever possible, KPIRG aims to support local, independent book 
sellers by purchasing our resources from them.  

 
Kwantlen Public Interest Research Group (KPIRG) 

Policies and Procedures 

 

Other Resources 

Resolution Passed May 15, 2014 

(Updated May 6, 2015) 

 

The offices of the KPIRG hold other resources that are available to members including 
computers, a printer, a scanner, a phone, a photocopier, coffee makers, a button maker, 
screen printing kit, a meeting room, a megaphone (deposit required), and a resource 
cabinet (including poster-making materials). All resources are available for KPIRG-
related work. Members wishing to use resources for other purposes that are consistent 
with the KPIRG mandate should first secure permission from a board or staff member 
or they will be charged a fee not more than that of a similar fee charged by the KSA. 

The printer is reserved for KPIRG-related work only. 

Members wishing to use materials from the Resource Cabinet must sign them out on 
the front of the cabinet.  
 
Copies made on the photocopy machine should be recorded on the Photocopy Log 
Form. 

 

 

 

 



 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Action Group Policy 

Resolution Passed December 23, 2016 

 
An action group is a group of volunteers (including at least two KPU students and/or 
KPIRG Community Members) who come together to do work on a social or 
environmental justice issue (or issues). Each Action Group operates under the banner of 
KPIRG and receives financial and organizational support from the organization. 

1) Eligibility:  

The formation criteria of an action group is outlined in the Action Group Application 
Form on the KPIRG Website: 

i) Approval from Board of Directors 
ii) Reflect KPIRG’s basis of unity 
 

2) Funding for Action Groups: 
a) Each action group must submit a proposal for any activity/initiative where 

funding is required.  Proposals will be analysed and a decision will be made by 
the Board of Directors on a case-by-case basis. 

b) Remaining action group funds cannot be carried over into a new academic term. 
c) Action groups must submit a “KPIRG Cheque Request Form” that indicates the 

purpose of their purchase in advance of said purchase. 
i) However, a cheque may be retroactively issued to an action group member 

only if said member presents receipts with their Cheque Request Form that 
clearly identifies the itemized Action Group-related purchases and their price. 

d) KPIRG will never remit funds to action groups in cash. 
 

http://www.nipissingu.ca/departments/vpa/Documents/HONORARIUMPOLICY.pdf#page=2
http://www.nipissingu.ca/departments/vpa/Documents/HONORARIUMPOLICY.pdf#page=2


 

 

3) Action Group Operation: action groups must: 
a) Practice consensus decision-making. 
b) Keep minutes of all meetings, record all actions and archive them in their 

dedicated folder in the KPIRG Google Drive. 
c) Keep staff and directors informed of action group activities. 

 
4) Consensus Decision-Making: the purpose of consensus is to make the best decision 

within the group. 
a) Basis of unity:    
b) Equal access to power: action groups will have no hierarchy of power. All actions, 

activities, tasks and rewards should be shared equally. 
c) A willingness to attend to process: all members of the group must be willing to 

work towards its goals using an internally established process. This process 
must be discussed within the group and, if necessary, amended to accommodate 
changes that would make the group more effective. 

d) A willingness to attend to attitudes: all group members must be conscious of the 
diversity of experiences within the group. It is crucial that group members be 
open-minded and willing to examine and change their own attitudes and 
internalized perceptions. 

e) A willingness to learn and practice skills: all members must be active in 
attending and participating in action group meetings and its activities. Members 
must also be actively internal communication to keep others apprised of ongoing 
action group business. 
 

5) KPIRG’s Obligations to Action Groups: 
a) Equal and fair treatment by all KPIRG directors and staff 
b) Giving new action groups an orientation, a refresher and other training as 

necessary 
c) To receive assistance and/or support for action group-related work [please see 

section on Limitations], such as access to internal filing documents, purchasing 
of material, direction, etc. 

d) Update KPIRG’s website, newsletters and social media with action group 
information and previous and upcoming activities 

e) Recognition for work done 
 

6) Action Group Accountability to KPIRG: All KPIRG Action Groups are required to 
operate within the framework of KPIRG’s Policies and Procedures and adhere to 
KPIRG’s Values.  



 

 

a) An update of all action group activities as would be presented in meeting 
minutes. 
 

7) Limitations and Accountability of Action Groups: Action groups will conduct their 
business autonomously without hindrance. However, 
a) All KPIRG action groups are required to operate within the framework of KPIRG’s 

Policies and Procedures and adhere to KPIRG’s Values.  
b) It is highly recommended that action groups create their own internal policy to 

reflect its specific operations. 
i) KPIRG’s Constitution and By-laws, Policies and Procedures, and Action Group 

Policy will supersede any individual action group’s internal policy. 
c) Action groups are highly recommended to keep detailed written accounts of all 

their business 
i) Agendas and minutes of meetings 
ii) Dates, times and venues of events, including event posters, etc. 
iii) Financial statements, such as itemized receipts for action group purchases 

 
8) Limitations to KPIRG’s Involvement with Action Groups:  

a) KPIRG staff’s work obligations to action groups only as far as the individual staff 
member’s job description indicates. 

b) Beyond the staff member’s work obligations to an action group, staff may choose 
to work with action groups as an extended courtesy, so long as action group work 
does not interfere with regular staff work. 

c) Directors will not be bound by the same limitations as staff. 
 

9) Action Group Inactivity and Active Status 
a) Action groups will be considered active for indefinite period of time from the date 

of approval by the Board of Directors until the action group mandate is fulfilled 
b) An action group will be considered inactive if: 

i) There have been no recorded action group activities for a period of 2 
consecutive academic terms. Records of action group activities should be 
meeting minutes with activity updates and well-defined follow-up initiatives, 
and disclosed to the Board of Directors. 

ii) Other forms of recorded activities are acceptable in consideration of action 
group members’ limitations and accessibility needs, provided that they are 
well defined and the practice is consistent. 

c) An action group may be placed on inactive status (hiatus): 
i) If a notice for hiatus is provided to KPIRG 



 

 

ii) In consideration of action group members taking time off for or from their 
studies on campus 

iii) In consideration of members taking time off, such as in the event of 
bereavement, recovering their mental and physical health, maternity leave 
and/or any other reasonable time off beneficial to action group members 
 

10) Action Group Dissolution:  
a) An action group may be dissolved via a motion passed by the Board of Directors 

when the action group fulfills its mandate and submits its closing report. 
b) An action group may also be dissolved via a motion passed by the Board of 

Directors for one or more of the following reasons:  
i) Deviating from the action group’s mandate 
ii) Breach of KPIRG’s Policies and Procedures and/or Constitution and By-Laws 
iii) No recorded activity over 3 consecutive academic terms if the action group 

has not been declared inactive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

CARPP Budget Policy 

Resolution Passed December 23, 2016 

 
This CARPP Budget policy is critical for KPIRG’s research portfolio. KPIRG is a relatively 
small organization with just a few programs, it is important to keep accurate records on 
program use for future budgeting processes. 
 
The Research and CARPP Coordinator will be responsible for developing a working 
budget with the funds allocated to the CARP Program to be approved by the Board of 
Directors at the beginning of the fiscal year. 
 
The process will include consideration with respect to the CARPP manual and must be 
consistent with KPIRG’s mission, values, Policies and Procedures, Bylaws, and any 
other legal parameters of the society. 
 
The director of Finance and the Director of Community will ensure the Research 
Coordinator completes the budgeting process in a timely manner in accordance with the 
direction of the Board of Directors. 

 

 

 

 

 



 

 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Volunteer Policy 

Resolution Passed December 23, 2016 

 
A volunteer is as an unpaid individual who performs services for KPIRG directly related 
to KPIRG’s operations, to support the activities of the organization, and/or to acquire 
experience in specific social and environmental justice topics.  

 

Limitations 

1. Volunteers enhance KPIRG programming and do not replace paid staff. 
 

Liability 

Until the need arises, KPIRG does not currently perform background checks on 
prospective volunteers. KPIRG will not utilize volunteers for services or activities that 
would otherwise require a background check.  

In order to minimize risk of liability,  

1. KPIRG will not utilize Children (the Criminal Records Review Act defines children as 
“individuals under 19 years of age”) 

 
a. Unless the Volunteer Coordinator or any other staff or director managing 

volunteers at the time has submitted and passed a criminal record check  
 



 

 

i. The volunteer must submit a signed Parent/Guardian Consent Form for 
Minors before volunteering with KPIRG, which must be approved by the 
Volunteer Coordinator 

 
b. If the volunteer is a minor, they must submit a Parent/Guardian Consent Form 

for Minors before volunteering with KPIRG. 
 

2. KPIRG will not work with or provide volunteers for programming where there are 
Children present 

 
a. Unless all staff and volunteers managing the predetermined KPIRG 

programming have submitted and passed a criminal record check 
 

b. Volunteers must first submit and pass a criminal record check as required by the 
Criminal Records Review Act to be considered for approval to volunteer where 
direct contact with Children is expected 

 
c. Upon passing the criminal record check, there is written and signed consent 

between the volunteer and KPIRG that authorizes the volunteer to directly 
interact with minors 

 
3. Vulnerable adults, in accordance with British Columbia’s Criminal Records Review Act, 

such as, victims of abuse, individuals with debilitating health conditions and any other 
risk-sensitive group or individual that would knowingly require qualified supervision or 
any other form specialized assistance: 

 
a. Unless the Volunteer Coordinator or any other staff or director managing 

volunteers at the time has submitted and passed a criminal record check 
 

b. Volunteers must first submit and pass a criminal record check as required by the 
Criminal Records Review Act to be considered for approval to volunteer where 
direct contact with vulnerable individuals is expected 

 

i. Upon passing the criminal record check, there is written and signed 
consent between the volunteer and KPIRG that authorizes the volunteer 
to directly interact with risk-sensitive populations 

 
ii. Signed consent must be accompanied by proof of valid credentials (e.g., 

Nonviolent Crisis Intervention, verifiable work/volunteer history of 
working with specific groups) 

 

 
iii. Approval of consent will solely be at KPIRG’s discretion 

 
4. Groups, individuals or events not addressed above (1) and (2) that utilize KPIRG 

volunteers that specifically require the omission of certain individuals 



 

 

 
a. Provided the request does not infringe on KPIRG’s policies on discrimination 

 
b. The request must illustrate in detail how this would enforce rather than hinder 

KPIRG’s values, specifically on inclusivity, anti-oppression and self-
representation 

 

c. Approval of such a request would be the direct responsibility of the Volunteer 
Coordinator and/or the collective decision of KPIRG directors and/or staff 

 

d. If a submitted request is understood to be discriminatory and/or in direct 
violation of KPIRG’s policies and/or values, KPIRG may withdraw its support of 
the event with immediate effect 

 

Healthy Work Environment and Occupational Health and Safety 

 

1. KPIRG recognizes its responsibility to maintain a safe work environment that is free 
from discrimination, harassment, and the risk of injury. 

 
2. Volunteer orientation must include basic health and safety information 

 

3. A First Aid certified KPIRG employee or director must be present at all times in KPIRG 
programming where a reasonable level of physical exertion and/or the use of tools and 
machinery (e.g. button making) is required to perform a volunteer task. 

 

a. The Volunteer Coordinator, or another KPIRG staff or director in his/her absence, 
must provide an orientation or train all volunteers who use any equipment or 
tools that pose potential physical harm 

 
b. Volunteers must disclose, in writing or in confidence to the Volunteer 

Coordinator, any limitations, hesitations or disabilities that would affect their 
ability to properly and safely use equipment 

 
4. Any and all work-related accidents, incidents, and occupational illnesses must be 

reported to the Volunteer Coordinator and the Health and Safety officer via an Volunteers 
Incidence Report Form. These include, but are not limited to: 

 
a. Near misses: any undesired event or incident that under slightly different 

circumstances could have resulted in personal injury, illness, environmental 
release [THE RIGHT TO KNOW], or loss. 

 
b. Minor incidents: any event that requires attention but does not lead to lost time 



 

 

 
c. Equipment failure: the damage of any equipment being used by the volunteer 

 
d. Accidents: an event resulting in damage or injury that requires immediate 

attention and resolution 
 

e. Sexual Assault: any form of unwanted sexual contact. It can include kissing, 
touching, grabbing, or forced sexual intercourse 

 
f. Sexual Harassment: any form of verbal, written or physical communication that 

is sexual and unwanted 
 

g. Assault: force intentionally applies directly or indirectly to a person without their 
consent 

 
h. Harassment: any form of verbal, written or physical communication that is 

violent, excessive, and/or unwanted in nature. 
 

i. Any other items that must be reported under reasonable circumstances. 
 
 

 

 
 
 
 



 

 

 
 
 

Events 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Endorsement 

Resolution Passed March 21, 2014 

KPIRG is committed to endorsing educational and awareness-raising events, campaigns 
or groups with aims and philosophies that coincide with those of KPIRG's mandate. 
KPIRG will not endorse events that have the intent to initiate or engage participants in 
illegal activity. Groups or individuals seeking endorsement from KPIRG (but not 
requesting further support) for an event should contact the Board of Directors or the 
staff collective. If the request for endorsement is successful, the group or individual has 
the right to formally announce KPIRG’s support of the event or campaign on any 
publications. 

Co-Sponsorship 

Resolution Passed March 21, 2014 

KPIRG may choose to co-sponsor events that support our mandate along with other 
organizations. Co-sponsorship involves an endorsement from KPIRG as well as the 
commitment of funds and/or access to KPIRG resources (such as photocopying). Any 
funding supplied by KPIRG should be considered internal spending and is not a grant. 
Groups seeking co-sponsorship from KPIRG should send an email or letter detailing the 
funds and/or resources requested and submit it to the Board of Directors and the staff 
collective. KPIRG will only co-sponsor events that are at least minimally accessible (i.e. 
wheels can get in and there is a wheel-accessible washroom), and we require that 
access information be included in event promo materials. 

Co-Organizing 

Resolution Passed March 21, 2014 

Co-organizing represents a third, more extensive commitment from KPIRG toward an 
event or campaign. In addition to providing endorsement, funds, and access to 
resources, co-organizing involves both a financial and a time commitment from KPIRG. 
As with co-sponsorship, any funding supplied by KPIRG should be considered internal 
spending and is not a grant. While co-organizing does not necessarily mean that KPIRG 
is the primary coordinator, it does indicate a commitment to the cause or event by 
becoming part of a larger coalition. Generally, this means that KPIRG has volunteers, 
board members or staff represented in the organizing of the group’s events. Groups 
seeking co-organizing from KPIRG should submit a proposal to the Board of Directors 
and the staff collective, which includes a description of the group(s) involved, a 
summary of the event, and an explanation of the expected commitment from KPIRG. 
KPIRG will only co-organize events that are at least minimally accessible (i.e. wheels 



 

 

can get in and there is a wheel-accessible washroom), and we require that access 
information be included in event promo materials. 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
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Event Planning 

Resolution Passed August 16, 2016 

KPIRG recognizes that events and activities are an essential component of campus life. 
The information provided here is intended to help KPIRG personnel, as well as Action 
Groups, etc., plan and execute fun, informative, entertaining and well attended events, 
while minimizing the various risks associated with hosting an event. 

Event organizers must remember that planning a successful event means more than 
providing a fun or informative atmosphere.  It means providing a safe one as well. 
KPIRG has a responsibility to protect the health and safety of their membership, fellow 
students and members of the KPU and broader community, as well as to reduce the 
potential liability of their organization.  

Anyone looking to organize an event with KPIRG are to fill out the KPIRG Events Support 
Request Form on KPIRG’s website to identify needs and eligibility. 

KPIRG personnel are to review the following documents to ensure that they are 
informed about all applicable requirements. 

 
Planning the Event 
 
Needs Assessment  
Asking yourself questions is a great way to determine what would most benefit KPIRG’s 
membership. Are there any issues which are currently affecting KPIRG’s membership? 
What are the needs, wants or concerns of the membership? Then, using your answers 



 

 

to these questions, develop the goals and objectives you wish to accomplish with your 
event.  
 
Idea Formulation  
Now that you know what you want to achieve, how do  
you select an event?  

 Brainstorm ideas; write down everything you can think of  
 Evaluate your ideas  
 Don't forget the KISS Principle - "Keep It Simple Silly!"  
 Remember to take into account the following factors:  

o time  
o money  
o facilities and equipment  
o supplies and resources  
o what your membership 

wants  
o scheduling  
o risk assessment  
o accessibility requirements  
o security (if required)  
o permits/licenses (if 

required)  

https://en.wikipedia.org/wiki/KISS_principle
https://en.wikipedia.org/wiki/KISS_principle


 

 

 
Event Planning  
All events require a lot of organization. Be sure to ask the following questions:  

 Who is involved? All potential events must be identified out of the 
following categories: an internally planned KPIRG event, Endorsement 
event, Co-Sponsorship event, or a Co-Organizing event.  Please see 
corresponding policies on types of events. 

 What is needed/required for this event?  
 Where will the event be?  
 When will it happen?  
 How are you going to promote the event?  
 Are there any policies or requirements that need to be adhered to?  

 
Tip: Plan out when you want to do your events early. If your event requires 

booking of facilities internal to the university, book early!! There is no such thing 
as being too early with a facility request. Use the Event Timeline Worksheet in 
the KPIRG Forms digital folder to assist you in organizing your year/semester. 
This is a great way to manage your time and stay on track. Talk to other KPIRG 

members or someone involved in student life to get suggestions and ideas. They 
are a great resource! 

 
Event Timelines 
The use of timelines as a guide to successful event planning is an invaluable 
resource to help you remain on track as well as ensure crucial details are not 
forgotten. Use the Event Timeline Worksheet in the KPIRG Forms digital folder to 
assist you in organizing your year/semester. 
 
 
Publicity  
This is one of the more important aspects of event planning. If you tell them they 
will come! Be creative to grab their attention! Think about social media, 
newsletter, word of mouth and posters/banners/flyers. Be original and don’t 
forget to communicate and let your team know!  
 
Posters/banners/flyers should include:  

 name of event  
 day, date and time  
 location  
 KPIRG Logo 
 Indication of Co-Sponsor(s)/Co-Organizer(s) of the event  
 Admission/Donation cost involved (if any)  
 who is invited to attend  
 accessibility symbol  
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TIP: Remember to double check all applicable policies on advertising and posters 
from the KSA to make sure that you don’t violate any! 

 
Event Implementation  
Here are a few details to consider when getting your event ready to go. The 
countdown has begun ...  
 

 Book the room and equipment in advance and confirm everything the day 
before  

 Prepare the set-up and physical arrangements early. Don’t wait for your 
audience to arrive  

 Remember to plan for possible problems that may arise  
 Have the appropriate number of trained staff and volunteers in attendance 

to help combat any potential problems  
 Always be prepared for a large number of people  
 Enjoy yourself!  

 
 
Budgeting 

The success of KPIRG organized events can often depend on its ability to budget 
effectively. Long-term planning and some thrifty spending will help make sure 
that KPIRG is able to host many events throughout the calendar year. Use the 
Event Budget Worksheet in the KPIRG Forms digital folder to keep track of funds 
spent and stay under budget.  

 
Budgeting 101:  

 Make sure the event has been approved by the Board of Directors before 
you start spending.  A motion corresponding with an event must be 
available for reference before any funds are released. 

 Create a separate budget for each event  
 Look at past budgets if available  
 Try to share resources with other groups when possible  
 Keep and itemize all receipts  
 Have one person in charge of the budget  
 Fundraise and request funds from various campus organizations  
 Consider charging a small entry fee to help lower costs  
 Always set aside some money for miscellaneous or emergency expenses  
 Reconcile your account each week to prevent financial errors  

 

Day of Event 
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Use the Event Budget Worksheet in the KPIRG Forms digital folder to keep track 
of funds spent and stay under budget. 

 

Event Evaluation 

After every event, it is important to review what was successful and what could 
have been improved upon. Evaluating events will only make you a better event 
planner.  
Remember, you aren’t finished until you tie up all the loose ends! Here are some 
helpful hints:  
 

 Clean up after the event, and return any borrowed materials/equipment  
 Remove advertisements promptly from all campus areas where they have 

been posted  
 Complete a final budget and pay any outstanding bills  
 Complete an event evaluation to add to your file for future reference. Good 

evaluations help with future events!  
 Complete an incident form to document any situations that occurred  
 Submit all signed waivers, incident forms, contracts, etc. to the 

appropriate reporting authority  
 Encourage honest feedback from the participants and/or presenters  
 Get feedback from the board, action group and/or members of other 

groups  
 Be encouraged by all events - they are all learning experiences  
 Thank all helpers and guests in writing  

 

Honorariums 

Please ensure that there are adequate funds available to provide honorariums if 
applicable. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Honorarium Policy 

Resolution Passed September 2, 2016 

 
 
KPIRG has developed these policies and procedures to provide guidance when 
giving a relatively small payment to a guest speaker or other individual who has 
been invited to provide a unique service to the KPU Community.  
 
An honorarium is typically a small payment made on a special or non-routine 
basis to an individual who is not an employee of the university, to recognize or to 
acknowledge the contribution of gratuitous services to KPIRG. Examples would 
be a payment to a non-professional guest speaker or lecturer as a “thank you” as 
a gesture of good will and appreciation, or a token payment for other unique, 
incidental and infrequent services not traditionally required on an on-going 
basis. Examples include:  

 A special lecture or short series of such lectures by an external party  
 Conducting a seminar or workshop  
 Serving as guest speaker at an educational event, conference or other 

similar function  
 Participating as a guest speaker at outreach events  
 Assistance for set-up or supporting activities at special events  

 
Honorarium Payment:  
Honorarium payments can be in the form of cash, gift or gift cards and should be 
limited to increments of $10.00, to a maximum of $500.00, unless specifically 
exempted by the Board of Directors by special request. A rule of thumb would be 
to estimate a reasonable hourly rate for the service provided.  
 

http://www.nipissingu.ca/departments/vpa/Documents/HONORARIUMPOLICY.pdf#page=2
http://www.nipissingu.ca/departments/vpa/Documents/HONORARIUMPOLICY.pdf#page=2
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Notable exceptions might be for distinguished or recognized professional key 
note speakers at major events or fundraising activities.  
 
An Honorarium is not appropriate if KPIRG is obtaining the services of a 
professional speaker or consultant who performs the requested service for a 
living.  
 
If the KPIRG were engaging an individual repeatedly over a brief period of time, 
an Honorarium would not be appropriate as such use would be in conflict with 
the purpose of this policy. To ensure proper oversight of the use of the 
Honorarium, payments to an individual made in a given fiscal year are limited to 
$500 in total. Travel expenses may be reimbursed or paid directly on behalf of 
the guest provided they are in accordance with the KPIRG policies and 
procedures. 
 
Conflict of interest or engagements with related parties must be disclosed in 
advance to the Board of Directors.  
 
Honorarium Payment Procedure:  
In order to process a Honorarium payment, submission of a “Cheque Request 
Form” (Available in the KPIRG Public Forms folder) must be completed and 
signed by all parties. Please be prepared to provide the following information:  

 Name of honoree/speaker/individual  
 The mailing address  
 Honoree’s institution or organization  
 Purpose of honorarium  
 Date of engagement (dd/mm/year)  
 Time or effort being recognized  
 Amount offered (include travel allowances, expected reimbursements, if 

applicable, on a separate line)  
 Signatures of signing authority 
 The corresponding motion of approval from the Board of Directors.  
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Hiring and Selection 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Hiring Policies 

Resolution Passed May 15, 2014 

(Updated May 6, 2015) 

 

Affirmative Action 

KPIRG is an affirmative action employer. This means that, in order to increase 
the range and diversity of perspectives, skills, and experiences presently existing 
within KPIRG, hiring preference shall be given to qualified applicants from 
groups who face systemic discrimination and as well as barriers to access and 
participation in KPIRG. 

 

Posting 

Please refer to the document, “How to put out a Posting” to guide you through 
the specifics and current information on sending out a job posting.  
 

KPIRG's affirmative action policy shall be included in all job postings, along with 
the following: "Please discuss any barriers you may face in your cover letter. 
Applicants are encouraged to include skills and experiences other than those 
outlined. KPIRG is committed to accommodating people with mental and physical 
disAbilities, including, for example, adaptive technologies."  
 

Postings should include, where relevant, the start & finish dates of the job, the 
salary/rate of pay, hours, union information, required skills, duties & 
responsibilities, application procedures and a description of the position. 
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Postings should indicate that only those applicants selected for an interview will 
be contacted.  
 

Jobs shall be posted for at least 10 working days. The posting shall be distributed 
as thoroughly as possible to communities throughout the lower mainland that 
face systemic barriers.  
 
Job posting locations should include, but not be limited to:  
On Campus:  

 Pride Kwantlen 
 Office of International Students and Scholars 
 AbOriginal Gathering Place 
 Centre For Students With Disabilities 
 KSA Offices, General & Executive 
 USW 
 KPIRG website 
 my.kwantlen.ca 
 The Runner 
 Other related/relevant campus departments 

 

Off Campus:  
 Local resource/community centres/offices catering to immigrants, 

women, people of colour, the LGBTQ community, low-income people, 
people with disabilities, environmental groups, youth community, social 
and environmental justice groups. 

 Community-based and campus employment centres  
 Other campus student papers  
 Other campus career centres 

 

For Permanent Postings: 

 Paid ads in at least one or two community newspapers where job hunters 
look such as: Vancouver Sun (weekend edition), Georgia Straight, and 
Employment Papers 

 Other Canadian PIRGs 
 www.charityvillage.com 

 

Note: If eligibility for a position is limited (i.e.: KPU students only), this should be 
clearly indicated in the posting.  
 
 
 

http://www.charityvillage.com/
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Committee Membership 

All hiring committees should be composed of at least one staff member that is 
from the bargaining unit, one board member, and one volunteer. Hiring 
committees should not exceed five (5) members. In keeping with an anti-
oppressive, affirmative action framework, committees should strive to have 
diverse membership, representing a variety of backgrounds. Priority of the 
compostion of the hiring committee shal be reserved for under-respresented 
groups, based on race, ethnicity, gender, disability, orientation, etc. The 
committee shall consist of at least one woman.  If this is impossible to achieve 
with available staff/board/volunteers, committees should recruit extra members 
from outside KPIRG, including (but not limited to):  

 Other PIRGs 
 AbOriginal Resurgence Community 
 Women Organizing Opportunities for Women (WooW) 
 Pride Kwantlen 
 Student of Colour Collective (SOCC) 
 International Students Group 

 

All committee members must familiarize themselves with the following KPIRG 
policies:  

 Hiring 
 Conflict of Interest 
 Diversity and Access 
 Collective Agreement  

 
Hiring Process 

The hiring committee shall strive to have as speedy a process as possible. Long 
processes can reduce the pool of available candidates, especially low-income 
candidates, as they take other jobs. A decision should be made within two weeks 
of the closing date for applications.  
 

Hiring committees should, whenever possible, avoid doing second interviews, as 
this lengthens the process and puts more stress on both candidates and 
committee members. However, it is recognized that sometimes, in order to make 
a good and accountable decision, this may be necessary. Making use of 
candidate's references can reduce the need to do this.  
 

If the hiring committee is not comfortable with the pool of candidates, then the 
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position may be re-posted. This is especially encouraged for the hiring of 
permanent positions. The re-posting should be more widely distributed to 
different communities and places in order to receive a wider pool of applicants.  
 

The process shall remain confidential. This is especially important at KPIRG 
because committee members may well know some of the applicants. The only 
information to be given out to board members, applicants or anyone else outside 
of the hiring committee is:  

 The total number of applicants 
 The total number of interviews 
 Breakdown of applicants (i.e.: how many women, people of colour, people 

with disabilities etc.) 
 Details on the hiring process 
 Suggestions for the future hiring processes 

 
All resumes will be sent to confidential recycling for shredding within 2 weeks of 
the end of the hiring process. 
 
Hiring committee members shall observe KPIRG's Conflict of Interest policy. 
 
Affirmative action is a priority at KPIRG. To enact the Affirmative Action policy, 
hiring committees should reflect upon where KPIRG is lacking in representation 
of historically marginalized groups. 
 
Volunteer Experience within KPIRG should not take greater precedence over 
other applicant qualities, skills and experiences (i.e. should be considered on 
equal ground as other applicant assets).  
 
 

Training 

Full & adequate training of new staff members shall be provided or otherwise 
arranged by the Administrative Coordinator and the KPIRG Board. As well as 
general training about KPIRG and their specific duties, the hiring committee shall 
ensure that specific needs identified during the hiring (i.e.: computer skills, 
consensus training, etc.) are addressed during training.  
 
The Hiring Committee should keep in mind the differences between permanent 
and temporary student staff positions. It is important to recognize the 
implications of hiring permanent staff.  
 
If consensus cannot be reached amongst the staff as to which staff member will 
sit on the hiring committee, then the board will make the decision.  
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

 
Conflict of Interest 

Resolution Passed July 11, 2014 

(Updated May 6, 2015) 

 
A person is in a conflict of interest situation when:  
 

a) They, their family member, relative or spouse stand to gain, financially or 
otherwise, as a result of a decision made by the Board or any committee; 
or 
 

b) They do not act in the best interest of KPIRG by compromising their 
position as a board member, committee member or paid staff member of 
KPIRG as a result of involvement with an individual, group or organization 
(this does not include one's membership in a cultural, racial, gender, etc. 
group). 

 

Spouse: Co-habitating partner of the same or opposite sex or gender.  
 
A KPIRG Director may not become a KPIRG staff member until a period of six (6) 
months has passed from the resignation or conclusion of a given Director’s term 
on the board.  Board and paid staff members of KPIRG should act in the best 
interests of KPIRG. Board members and paid staff members should avoid all 
conflict of interest and even the appearance of a conflict of interest. 
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Board and paid staff members should immediately declare a conflict of interest 
and excuse themselves from the decision making process and discussion when 
appropriate. 

Board or paid staff members should raise the issue of a potential conflict of 
interest involving another board or paid staff member whenever they feel one 
may exist and the person in question does not declare a conflict of interest. The 
board or paid staff member may then discuss the issue and ask the person with 
the conflict of interest to excuse themselves from the decision making process 
and discussion when appropriate.  
 
If an ongoing conflict of interest situation is identified, the board or paid staff 
member will be asked to remove themselves from the conflict of interest or, if 
this is not possible or desirable, to resign from their position at KPIRG. 
 
This policy shall apply to KPIRG Nomination process.  
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Probationary Period for Staff 

Resolution Passed May 15, 2014 

(Updated May 6, 2015) 

 

A probationary period of two (2) months for permanent staff and one (1) month for 
temporary staff will be in effect.  
 
In the case of permanent employees, a review committee (made up of the 
original members of the Hiring Committee) will begin collecting feedback about 
the new staff member’s performance one month after their start date. Feedback 
should be collected from as many staff/board members and volunteers who have 
worked with the new staff member as possible. In addition to providing feedback 
on the new employee’s performance, the review committee will recommend to 
the board whether or not the employee’s probationary period should end. This 
report will also be made available to the employee. If the board feels that the 
probationary period should be extended or that the employment should be 
terminated, then they must contact the union (USW 2009) as soon as possible. 
Refer to the KPIRG-USW Collective Agreement for further information. 
  
In the case of temporary student employees, a review committee will only be 
struck if any KPIRG member has raised concerns about their performance within 
the employee’s first month of work. 
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Kwantlen Public Interest Research Group (KPIRG) 

Policies and Procedures 

 

Staff Appraisals 

Resolution Passed May 15, 2014 

(Updated July 25, 2014) 

 
Appraisals Purpose 
 
Staff Appraisals are a vital part of KPIRG’s attempt to grow and develop both the 
skills of its staff and the soundness of its organizational structure. Appraisals are 
conducted by the Board via the Human Resources Committee on an annual basis.  
 
Most of the time, KPIRG is such a busy beehive of activity that the Board does not 
have an opportunity to provide feedback to our staff on how they are doing. 
Evaluations allow the Board to do this, and they enable the staff to be more 
aware of how the general KPIRG community views the work that they have been 
doing.  
 
Just as importantly, evaluations allow staff to provide feedback to the Board, so 
that the Board knows whether it has been doing an acceptable job of caring for 
its staff, and whether process, style, or structural changes at KPIRG are required 
(which they inevitably will be in an ever-changing organization). 
 
KPIRG is a unique organization in that the Board is the Employer of the staff; and 
at the same time staff members are often mentoring Board members. Given 
these dual hats that both Board and Staff have to play, it is important that in 
undertaking responsibility for the Appraisal process, the Board also seeks 
external training where possible to equip them with the skills and confidence 
required to conduct the appraisals. For example, Vantage Point offers workshops 
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on how to do performance reviews for non-profit Boards.  
 
Appraisals can also provide the opportunity to set some personal and 
organizational goals for the future year. In short, they help everyone give 
feedback to each other, in a structured, non-confrontational manner, and 
hopefully can allow all of us to make KPIRG a better and stronger organization.  
 
It is the right of all staff to have an evaluation and the responsibility of the Board 
to see to it. It is the responsibility of the Board as a whole to ensure that everyone 
understands the appraisal policy and process; that appraisers feel competent 
and supported to carry out their role; and that any fears or concerns surrounding 
conducting the appraisals are addressed. It is also the responsibility of the Board 
to ensure that the parameters of confidentiality are discussed and they are clear 
to everyone.  
 
This guide that you are reading has been adapted from a guide written by OPIRG 
– Guelph, and is designed to assist Board Members in conducting Staff 
Appraisals by outlining the process and the resources available. 
 
Appraisals Timeline 
 
Permanent Employees: Permanent employees should have an appraisal at least 
once per year, once they have completed the probationary period. A semi-annual 
appraisal will also be ineffect, with the purpose of informing what an employee 
can improve upon.  Appraisals can also be initiated at other times at either the 
whole Board’s or any individual employee’s request. If the Board wishes to 
conduct extraordinary appraisals outside of the annual cycle, it is recommended 
that the whole staff collective be appraised as opposed to individuals being 
singled out. The Board also needs to have consensus collectively about initiating 
an extraordinary appraisal process and the reasons for doing so. If an employee 
wishes to have an appraisal conducted, they should approach one of the Staff 
Liaisons to initiate it. An exit interview should be done, where feasible, if an 
employee is leaving the position.  
 
Probationary Employees: New employees are on probation for the first 8 weeks 
of employment. When the probationary period is almost over, an appraisal of the 
employee should be conducted upon which, barring any major issues, they 
should formally be made permanent. This initial 2-month appraisal allows for 
minor problems to be noted early and ironed out as well as allows for mutual 
feedback and adjustment between the Board and the employee, as well as 
between the new employee and other staff. This appraisal should ideally be 
conducted by members of the Board, however if necessary staff can also be 
called upon to take on the role of Appraiser in this instance.  
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Temporary Employees: Temporary employees shall have a probationary period 
of one (1) month for the purposes of determining any employment extention that 
may arise, subject to recommendation and board approval. 
 
Work-Study and Summer Employees: The Board does not hold appraisals for 
these employees. Permanent staff may evaluate people in these roles if it is 
deemed useful or necessary.  
 
Board Evaluations: No mechanism really exists for doing this. However, we do 
have a Board Self-Reporting Form for when Board members conclude their 
roles. The form can be found in: Google Drive - Board – Directors – Self 
Reporting – [Template] Director.SelfReporting.Form.  
Board members are also encouraged to write exit reports about their term on 
the Board, major achievements and/or issues, work undertaken, and anything 
they would like to see the next Board follow-up on. These reports will be made 
available to incoming Board members to give them some institutional history and 
background.  
 
Volunteer Appraisals: KPIRG does not currently conduct volunteer appraisals.  
 
Exit Interviews: An exit interview should be done upon a Staff Person’s departure 
from a position and / or they should be asked for an exit report. The emphasis of 
the exit interview will be to get feedback from the staff person of their experience 
working at KPIRG, comments about their role & job description, areas of 
outstanding work that need follow-up and final thoughts they would like to leave 
with the organization for follow-up. This can also be a time to share feedback on 
that person’s contributions to the organization and experience of working with 
them. 
 
Appraisals Checklist and Forms  
 
A complete checklist of procedures and timelines, and all of the relevant 
appraisal forms can be found with the guidance of the Administrative Coordinator 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Board Selection 

Resolution Passed March 21, 2014 

These are the procedures to follow when the board is looking for new members 
outside the election period: 

1. Appoint members to the committee. The committee should be comprised 
of a board member, a staff member, and a general volunteer. As per the 
board responsibilities, the Board members who are leaving should be on 
the committee. Staff should, as much as possible, rotate participation of 
this committee. Board members and staff are jointly responsible for 
finding a general volunteer to sit on the committee. Board members on 
the committee are responsible for scheduling meetings. 

2. At the first meeting, members of the committee will identify potential 
candidates they can approach. Also, the deadlines for submission of 
applications will be established. Advertising duties will be distributed. 
They include: 

a. Making a poster and distributing it 
b. Placing a paid ad and/or classified ads in The Runner 
c. Sending e-mails to PIRG lists 
d. Placing ads in the campus info monitors/my.kwantlen.ca 

3. Print copies of the application form and place at the front desk. Inform the 
Reception Coordinator and the Volunteer Coordinator. Set up a mailbox for 
collecting applications. 

4. At the second meeting, applications are reviewed and interviews 
scheduled. Committee members decide who will call interviewees. The 
interview questions are reviewed and distributed amongst the 
interviewers (not more than one board member, staff, and volunteer 
should attend the interviews, to minimize intimidation of the interviewees). 

5. After the interviews, the committee should meet to decide on the 
candidates. Once the decision is made, the board should be notified to give 
approval and the new board members should be notified. Committee 
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members will need to schedule orientation times with the new board 
members. This orientation includes the handing out of an orientation 
package and a guided tour of the office. 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Missing Board Meetings 

Resolution Passed March 21, 2014 

 
Board members are expected to attend all board meetings. If extenuating 
circumstances do not allow for attendance, board members should notify the 
rest of the board of their absence in advance of the meeting. If a board member 
misses three meetings with notice, the board organizer will check in to see if 
there are ways to support that member’s full participation. Board members who 
miss three consecutive meetings without notice will be considered to have 
vacated their seat on the Board of Directors. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Meeting Rescheduling Policy 

Resolution Passed December 23, 2016 

 
In order to maintain a consistent and accessible meeting schedule and in order 
to provide scope and procedures for a possible rescheduling of a board meeting 
and/or special board meeting. 
 
In rescheduling a board meeting or special meeting: 
1) A meeting may only be rescheduled due to an emergency: 

a) Emergencies include and are not limited to: 
i) Weather 

(1) If the weather poses a significant risk to health and safety in 
attempting to physically access the meeting space, office, campus, 
and/or; 

(2) It does not allow for teleconferencing due to power outages or 
black/brown-outs 

ii) Death in one's immediate family 
iii) Leave of Absence 
iv) Compassionate Leave determined by mutual agreement 

 
2) Notice shall be sent to the Board Organizer and Administrative Coordinator 

a) The notice shall be sent two (2) weeks or more in advance of the 
scheduled meeting; and 

b) The notice shall contain: 
i) The date and time of the scheduled meeting that is to be rescheduled; 

and 
ii) The reason for the scheduling. 

c) A minimum of three (3) directors approval is needed to confirm. 
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3) The meeting shall be rescheduled for regular business days within operating 

hours. 
 
4) As soon as the reschedule has been confirmed; 

a) Notice shall be sent to the board; and 
b) Calendar shall be updated. 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Board Leave of Absence 

Resolution Passed September 19, 2014 

 

Board Leave of Absence (i.e.: if you must leave KPIRG temporarily over the 
summer) 

 Board Members may receive, at the discretion of the Board, up 
to 4 consecutive months leave of absence from the Board. A 
Board Member may not receive leave for consecutive terms, and 
may not receive more than 2 leaves in a 2 year period; 

 In practice, Board Members may request a leave of absence if 
they are unable to fulfil their commitment to be on the Board 
during the summer months. 

 

Interim Board of Directors (i.e.: if you would like to join the Board over the 
summer) 

 Board Members may appoint interim Board Members in order to fill 
vacancies made by Board Members' leaves of absence.  The term of 
interim Board Members shall not exceed 4 consecutive months unless 
specified by the Board of Directors; 



 

 

58 

58 

 Interim Board Members shall fill in the attached nomination document, 
which includes the mission statement of KPIRG, signatures of 15 members 
of KPIRG, and the signature of the person so nominated;   

 Two existing Board Members shall interview applicants and choose 
appointees based on the following qualifications: 

 Parity of the Board (KPIRG strives to ensure broad and adequate 
representation on the Board of historically marginalized groups); 

 Demonstrated commitment to the mission of the organization; 
 Whether minimum requirements for student membership on the 

Board have been reached. 
 Candidate must disclose whether they have been disqualified or 

banned from any other organization’s election in the KPU 
Community 

 The Board of Directors shall make the final decision to appoint interim 
Board Member(s) during a Board Meeting.   
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Elections 
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Kwantlen Public Interest Research Group (KPIRG) 
Administrative Policies and Procedures 

 

Election Policy 

Resolution Passed November 27, 2014 

 

OBJECTIVE 
 
This policy lays out the guidelines for the call for nominations of KPIRG Board 
members and for the running of an election of KPIRG Board of Directors, as 
mandated by the Society’s Constitution and Bylaws. In order to manage the day-
to-day operations of the Society, a dedicated body will be selected by popular 
will. The membership therefore invests its authority in a board. Ultimate 
authority remains with the whole group in its membership, to which the board is 
responsible and reports. The Society’s Constitution, Bylaws, and elections 
procedures, as stipulated by this Elections Policy, are independent of all other 
students groups on campus. The relevant sections of the KPIRG bylaws 
pertaining to elections include, but are not limited to, the following:    
 
Bylaw 7, Elections, 1(a): “Elections for board positions shall take place yearly at 
the annual general meeting.” 
 
Bylaw 2, Membership in the Society, 1(a): “All registered students enrolled at the 
university in at least one semester within the current or preceding semester 
shall be ordinary students of the Society.”  
 
Bylaw 2, Membership in the Society, 1(b): “Each ordinary member shall pay a 
membership fee to the Society in the amount established from time to time by 



 

 

61 

61 

the ordinary members by referendum. The initial membership fee for ordinary 
members shall be eighty cents ($0.80) per credit per semester.” 
 
Bylaw 2, Cessation, 6 (a): “A member shall cease to be a member of the Society: 
i) in the case of an ordinary member, on ceasing to be enrolled in two (2) 
consecutive semesters as a student of the university or by providing written 
notice of resignation to the society to take effect immediately on receipt by the 
Society of written resignation (membership shall resume in the next semester in 
which the student enrolls at the university); ii) in the case of an associate 
member, at the end of the academic year in which the member has paid the 
applicable membership fee or upon providing written notice of resignation to the 
Society to take effect immediately on receipt by the Society of written 
resignation; iii) upon death; or iv) upon expulsion.” Student members who have 
opted out in any of the last two semesters previous to the board elections are 
excluded from running for the Board of Directors.    
 
 
PROCEDURE 
 
Date and time of Election 
The election for board positions shall take place each year at the Society’s 
Annual General Meeting (AGM), which shall be scheduled to take place at a 
publicized date and time. As per Bylaw 3 1a) “the AGM shall not take place more 
than ninety days (90) after the fiscal year-end, at a time and place determined by 
the board in accordance with the Society Act.” Elections for the Board of 
Directors shall take place once a year, unless there are three (3) or more vacant 
or appointed spots on the board at one time, in which case a Special General 
Meeting (SGM) shall be called. Each director shall be elected to hold office for 
one year following the election or until her or his successor shall have been duly 
elected.  
 
 
Nominations Committee 
At least 8 weeks prior to the AGM, and in accordance with the Society’s 
Constitution and bylaws, the Board may appoint, on an ad hoc or standing basis, a 
Nominations Committee of at least three (3) people. As per Bylaw 7.3(a), a 
nominations committee “shall consist of one director, one permanent staff 
person, and three volunteer members (who is not a director or a staff person)”. If 
any current Director declares intention for nomination, KPIRG’s Conflict of 
Interest Policy would take in effect, where they would step down from the 
nominations committee effective immediately.  The Nominations Committee will 
have a mandate of searching for and recommending a sufficient number of 
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qualified elections candidates and to ensure that the following Board will have a 
full complement of Directors. Ballots, GM promotional materials and other 
materials related to the election shall not make reference to which candidates 
were or were not recommended by the Nominations Committee. The Committee 
will conduct the Mandatory Informational Nominees’ Meeting and the Mandatory 
Nomination Interviews.  
 
 
 
 
Appointment of Electoral Officer 
As stipulated in Bylaw 7.2(a), at least three (3) weeks prior to the start of the 
nomination period, the Board shall appoint an Electoral Officer (EO) to oversee 
the election process. She or he shall accept nominations, organize, and oversee 
the election process, in accordance with the Society’s Bylaws and the Elections 
Policy. The EO shall be provided with a job description from the Board and shall 
either be given an honorarium for her or his work or remuneration as set by the 
board.As stipulated in Bylaw 7.2 (b), the EO must neither be a candidate for 
election to the KPIRG Board nor a current KPIRG Board member and must 
execute her or his duties in a fair and impartial manner. The board may also 
appoint an assistant to the EO, if necessary.  
 
Authority to Conduct Elections 
As stipulated by Bylaw 7.2(c), the EO shall be accountable to the Board but shall 
have authority to conduct the elections, including the power to make and enforce 
rules applicable to all candidates for election, in accordance with the Society’s 
Election Policy. This authority may include setting of timelines and notice of 
deadlines, publicizing the date, time, and place of the elections, calling a 
nominees’ meeting and a candidates’ meeting, approval of nominations, 
instructing of candidates, printing of ballots and other non-partisan election 
materials, distributing ballots, overseeing of balloting, posting elections results, 
forming an appeal board if necessary, and other election matters as delegated by 
the Board. The EO shall have the power to disqualify, or otherwise impose 
sanctions upon, candidates who breach the Society’s Bylaws and/or Elections 
Policy.  
 
 
Notice of Nomination, Nomination Period, General Meetings (GM), Election of 
Board of Directors, or Referendum 
As stated in Bylaw 9, there must be at least fourteen (14) calendar days’ notice 
prior to any GM (including AGM or SGM), nomination period, election, or 
referendum. All marketing materials for the GM shall give notice of the Board 
election. 
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Notice for a GM, nomination period, election, or referendum shall consist of the 
following: 
 

i) If there is a Society newsletter, notice in the Society newsletter; 
ii) If there is a Society email list, notice by email to each member who has 

provided an email address; 
iii) Notice posted conspicuously at the Society’s office; 
iv) Notice posted on at least three (3) conspicuous places on each campus 

of the university; and 
v) Notice posted on the front page of the Society’s website 
vi) If possible, KPIRG is encouraged to post notice in the student 

newspaper 
 
The accidental omission to post a notice in any particular place or places as 
aforesaid or a claim by any member or members that they did not receive notice 
of a GM, nomination period, election, or referendum shall not invalidate the 
proceedings of such meeting, nomination period, election, or referendum. 

 
 

Nomination Period   
A nomination period of at least two (2) weeks and no longer than three (3) weeks 
shall be established by the EO to take place prior to the AGM. Nominations shall 
thus be accepted for three (3) weeks prior to the date of the election until two (2) 
weeks prior to the date of election.  
 
 
Nominations 
The Society strives for parity through the mandate of the Affirmative Action. The 
Society shall actively promote the nomination of underrepresented and 
systemically marginalized and oppressed groups to the KPIRG board by, amongst 
other means, including a statement in the call for nominations. The statement 
shall include, “KPIRG is working towards diversifying its membership at all 
levels, particularly at the Board level. We encourage people from 
underrepresented and systemically marginalized and oppressed groups on 
campus as well as people with a strong anti-oppression analysis to put forth a 
nomination. These include, but are not limited to women, people of colour, 
people with disabilities, LGBTQ+ folk, and others who face systemic barriers to 
full participation.”  The Board of Directors and the KPIRG staff will make every 
reasonable effort to encourage community members and other traditionally 
underrepresented groups to run for the Board. 
 
As per bylaw 7.3 (c), only members of KPIRG are eligible for nomination. Neither 
an employee of the Society nor Executive Director of the student association may 
be nominated to serve as a director or fill a position on the board of directors. No 
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more that one (1) of the student association constituency representatives may be 
nominated to serve as a director. Nominees must be current ordinary or 
associate members of good standing of the Society and must declare themselves 
to be running as either an ordinary or associate member. An ordinary member 
must ensure that they have abided by KPIRG’s bylaws, policies, and mandate in 
their work with and approach to KPIRG.  An associate member has paid the 
community membership fee and has volunteered the minimum required hours, 
as stipulated by the Board, within the year leading up to the election.  
 
Nominations must be made by delivering the nomination form and package as 
completed to the office of KPIRG during office hours or to such other places as 
the EO shall designate, and an email confirmation by the EO shall be sent for 
each nomination so received. By the deadline decided by the EO, nominees must 
submit to the EO a nomination’s package, which includes, amongst other details, 
her or his name, address, telephone number(s), biography, CV/resume, 
nominee’s signature, signatures of fifteen (15) members in good standing 
(ordinary or associate members) approving their nomination, statement/letter of 
intent, answers to candidate questions, KPIRG mission statement, and a 
completed release of standing form if they are KPU students. Nominees must 
read and sign an understanding of agreement defining the tasks and duties of the 
Society and agree to abide by the Society’s bylaws, policies, and mandate. 
Acceptance of nomination by the EO does not guarantee the eligibility of a 
candidate. If, at a later time, the candidate is found to be ineligible, that candidate 
will be disqualified. 
 
Mandatory Informational Nominees’ Meeting  
Before the close of nominations, the EO and Nominations Committee, in 
conjunction with the Board, will organize a meeting to let interested members 
know what is involved in being on the Board. Meeting times and locations will 
vary according to the availability of the EO and Nominations Committee 
members.  This meeting will include clarification about the Society, board 
member responsibilities, time commitment, elections procedures and 
requirements, and other information deemed appropriate by the Nominations 
Committee and EO.  
 
 
Mandatory Nomination Interviews 
Nomination interviews are to be conducted by the Nominations Committee 
throughout the period in which nomination forms are being accepted.  This 
meeting is mandatory for all candidates. Other meetings may be called by the EO 
as needed.The Nominations Committee shall interview applicants and choose 
candidates based on the following qualifications, which are in no particular 
order:  
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i) Parity of the Board (Refer to “Nominations”)  
ii) Demonstrated commitment to the mission of the organization; and 
iii) Whether minimum requirements for ordinary or associate 

membership on the Board have been reached 
 
 
Nomination Form and Package 
Nominations packages will be available on the KPIRG website and in the KPIRG 
office. A printed copy of the nomination form, the answers to the nomination 
questions, and other relevant documents must be submitted by the deadline in 
paper form and electronic form to the EO, who will forward the nominations 
packages of eligible nominees to the Nominations Committee. The deadline for 
submission of the nomination package shall be at least two (2) weeks before the 
AGM. If necessary, the deadline can be extended at the discretion of the Board of 
Directors. Upon receiving the completed nominations package, the EO will send 
each nominee an email of confirmation. A nominations package shall include the 
following: 

1) A nominations form, which shall include 
a. the nominee’s name  
b. address 
c. telephone number(s) 
d. email address 
e. nominee’s signature 
f. signatures of fifteen (15) members in good standing (levy paying 

students or community members) approving their nomination 
g. a signed understanding of agreement, which includes the KPIRG’s 

mission statement, defining the tasks and duties of a KPIRG Board 
Member, and agreeing to abide by the Society’s constitution and 
bylaws, policies, and mandate.  

2) A standard set of nominations questions that all nominees are required to 
answer. Nominees’ answers to these questions will be made publicly 
available to members.   

3) Documentation stating current academic standing (if the nominee is a 
KPU student) 

4) Letter of intent (300 words max). 
5) Biography 
6) CV/Resume 

 
 

Mandatory Candidates Meeting  



 

 

66 

66 

The EO shall call a candidates’ meeting at the close of nominations, in order to 
clarify campaigning and election procedures and requirements and to ensure 
that any electoral exceptions are addressed. The meeting is mandatory for all 
candidates. Additional meetings may be called by the EO, as needed.   
 
 
Regulations for Candidate Campaigning  
Candidates may begin general election campaigning two (2) days after the close 
of nominations.  No candidates will be permitted to produce their own posters or 
promotional materials (including leaflets, banners, and others).  The use of email 
or other methods (including websites, Facebook, blogs, and Twitter) to promote 
individual candidates is prohibited. Any person, including candidates, may use 
these electronic means to promote the election in general, including providing a 
link to the Society’s website, where more information on each of the candidates 
will be available. Candidates in breach of any of the outlined rules or guidelines 
will be subject to disqualification and/or alternate consequences deemed 
appropriate by the EO. Candidates' answers to a set of standard questions will be 
made available to members. The EO and KPIRG may post candidates' bios and 
answers to these questions on the KPIRG website and/or display them outside 
the KPIRG office and/or in other locations deemed appropriate.  
 
 
Campaign Materials 
No candidates will be permitted to produce their own posters or promotional 
materials to post on or off campus. Candidates found in violation of these rules 
will be disqualified.   Instead, the EO will arrange for the production a collective 
candidate poster. Candidates who wish to do so may submit an appropriate photo 
and a write-up of approximately 300 words to go into a collective campaign 
poster for all candidates.  Photos, bios, and answers to the nominations 
questions shall be, at minimum, posted on the KPIRG website and shall be 
displayed outside the KPIRG office. The order of appearance of the candidates’ 
information on the collective candidate poster will be chosen at random.  
 
 
Campaign Expenses  
Since publicity will be taken care of by the EO in the form of a collective 
candidates’ poster, candidates will not be given an individual campaign 
allowance.  However, if a candidate feels that there is another form of collective 
campaigning they would like to use, they may contact the EO to discuss costs and 
receive permission. In such a case, an additional amount of no greater than $20 
may be approved by the board for additional spending on campaign materials. 
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The costs will then be reimbursed by KPIRG to the candidate after the election 
period, providing that expense records and receipts are received by the EO by a 
deadline determined by the EO.    
 
 
Material Removal 
The Society shall remove all campaign material by 12:01 am two days after the 
final day of elections.  
 
 
Elections 
All candidates shall have the opportunity to introduce themselves at the AGM and 
briefly state why they wish to be a KPIRG Board Member and what they would be 
able to contribute to the Society. Members present at the AGM shall have the 
opportunity to ask questions of the candidates. Candidates shall make every 
effort to be present at the AGM. Any candidate who cannot be present due to 
extenuating circumstances may present a written document that will be read on 
their behalf. Alternatively, another person may be appointed to read their 
nomination statements. Information provided by the applicants (in the 
nomination package) will be made available (in print) to those in attendance at 
the AGM. Order of appearance of candidates' information will be chosen at 
random. Each member of KPIRG shall be entitled to vote for as many Directors 
as are to be elected. If there are more candidates than there are open board 
positions (i.e.: there are 7 open board positions and 10 candidates running), 
members shall vote for a maximum of 7 candidates. In advance of balloting, the 
EO may advise voters of how the votes are to be counted. At the election meeting 
the EO shall distribute ballots with the name of each nominated candidate, and 
each candidate must be elected by a majority of members present.  The EO will 
count ballots.  The EO, the Board, and the candidates shall see the full voting 
results in order to ensure that the elections ballots have been properly counted, 
and any candidate may call for one recount before the announcement of the 
results. After the counting is complete, the number of votes received by each 
candidate shall not be published. The names of elected candidates shall be 
announced in alphabetical or random order, and the election shall be declared 
closed. 
 
 
Voting 
Election of Board Members is one of the rare occasions on which KPIRG does not 
use consensus. Voting shall be by secret ballot. Each member of KPIRG shall 
have one ballot to cast a single vote. Each member of KPIRG shall be entitled to 
vote for as many directors as are to be elected. All voting members may vote for 
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both ordinary and associate member candidates. The top seven candidates who 
receive the most votes (simple majority of ballots cast) shall be considered 
elected to the Board.   
Each voting member will have the opportunity to cast a “yes”/“no”/”abstain” 
ballot. Candidates receiving more “yes” votes than “no” votes will be eligible for a 
seat on the board, with seats being granted to the eligible candidates garnering 
the most “yes” votes. Members must mark “yes” or “no” next to each candidate, 
or choose to abstain. Any blank ballots shall be considered spoiled ballots. There 
shall be no proxy voting. 
If there are not enough student members running, the student member seat(s) 
will remain open until the spot(s) is/are filled by board appointments of student 
member(s), or until an SGM is called for a new election.    
 
 
Polling Station Attendants 
The EO shall appoint two (2) volunteers per polling station to oversee the polling 
station(s) for the duration of polling. Polling station attendants must ensure that 
the voting booth is clean and free of campaign materials and must ensure that 
sufficient ballots are on hand.   
 
 
Casting Ballots 
All voting members must show eligibility to vote. There shall be no proxy voting. 
Ballot boxes shall be used during the polling period and shall be sealed at the 
end of the polling period. Ballot counting shall take place outside of polling 
hours, and, until all appeals have been concluded, the ballot boxes shall be in the 
custody of the EO. Waivers that outline needed accommodations for students 
with visual impairments shall be provided at each polling station. In the case that 
a student with a visual impairment wishes to vote, the student may vote via an 
assistant who must sign the waiver provided. That waiver must be submitted to a 
polling station attendant to be kept on file until the ballots are destroyed. 
 
 
Scrutinisers 
Candidates for the Board are entitled to have scrutinisers representing them 
present during voting hours and during the counting of the ballots. The Society 
has a right to appoint a scrutiniser for each KPIRG election. 
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Results and Posting of Results 
The EO, Board, and candidates shall all see the full voting results in order to 
ensure that the ballots have been properly counted. Any candidate may call for 
one recount before the announcement of the results. The EO and/or KPIRG can 
request for up to two (2) people to oversee the ballot counting. The EO shall 
announce the results of the election in prominent places within 2 weeks after the 
closing of the polls. Results shall be posted on the KPIRG website and outside of 
the KPIRG office. 
 
 
Appeals 
If need arises, an appeal board must be struck within three days after the close 
of polling. An appeal may contest the eligibility of nominees, the discretion of the 
EO, and/or the electoral results. The members of the incumbent board who have 
not been nominated in the election shall constitute an appeal board for the 
decisions of the EO as to the eligibility of nominees.  If there are no incumbent 
board members, then the EO shall form a committee of three KPIRG volunteers 
or previous board members who will constitute an appeal board. Any member 
who calls for a recount must do so through an appeal process. The appeal must 
outline the nature of the complaint, be substantiated by relevant evidence, and be 
signed by the member; it is then presented to a member of the appeal board. A 
member of the appeal board must file an appeal signed by the member seeking 
the appeal and outlining the nature of the complaint. The appeal board shall 
review the appeal and evaluate the validity of the claim. If the claim is accepted, 
the appeal board will undertake an investigation to determine the decision that 
will be taken. The appeal board may order a new election to be held or to make 
such other order as it deems necessary. After a formal appeals hearing, the 
appeal board’s decision shall be final. The appeal board is empowered to 
overturn elections results. If a new election is called, it shall take the form of an 
SGM and it must follow the process put forward in the KPIRG bylaws. All 
decisions of the appeal board shall be presented in written report to be uploaded 
to the KPIRG website and shall happen within two (2) weeks of when the appeal 
was initially submitted. If more time is required, the appeal board shall make a 
public statement notifying the membership of the new timeframe and the 
reasoning behind it.       
 
 
Removal of Director 
A member of the board of directors may be removed from office upon a special 
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resolution passed at a general meeting. 
 

Removal proceedings may be initiated by: 1) a two-thirds (2/3rds) majority vote of 
the board of directors convening a general meeting to consider the issue of 
whether to remove a director; or 2) a petition signed by not less than five percent 
(5 %) or two-hundred (200) of the members of the Society, whichever is less,  
presented to the board of directors requisitioning the convening of a general 
meeting to consider the issue of whether to remove a director. 
 
 
Transfer of Power 
The incumbent Board shall call a meeting of the Board within two (2) weeks of 
the date of election, at which meeting power shall be transferred to the Board-
elect. The board-elect shall see to the appointment of directors and setting of 
Board terms at this meeting.  
 

Appraisals Checklist and Forms  
 
A complete checklist of procedures and timelines, and all of the relevant 
electoral forms can be found with the guidance of the Administrative Coordinator 
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Kwantlen Public Interest Research Group (KPIRG) 
Administrative Policies and Procedures 

 

Electoral Officer (EO) Compensation Policy 

Resolution Passed June 27, 2014 

(Updated December 11, 2014) 

 

Policy Description  

The Electoral Officer (EO) will carry out all duties required in the Elections Act 
for Referendums, General Elections and By-Elections on campus. This policy 
states the financial remuneration for the EO.   

       Procedure 

The Electoral Officer shall be paid the following after election results have 
become official. This remuneration is contingent on the EO performing the 
duties required of him/her during elections, by-elections and referendum:  

1. A $200 honorarium will be given for the overseeing of all electoral 
logistics for the Society’s General Election.  

2. An additional $300 honorarium will be given to the EO for the Society’s 
General Election, if necessary. 

3. A $150 honorarium will be given for a Society’s Referendum or 
Plebiscite.  

4. Financial remuneration will be negotiated for any activities not noted 
above between the EO and the Board of Directors.  
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Writing Cheques 

Resolution Passed May 2, 2014 

(Updated May 6, 2015) 

 

Anyone requiring payment, for advanced funds or reimbursments, must fill in a 
cheque requisition form and submit it to the Administrative Coordinator along 
with a supporting document. A supporting document is an invoice, a receipt, a 
letter requesting funding, or any document that clearly explains what the 
expense is and who the payment is going to.  For advanced funds, one must fill in 
a cheque request form and provide a mandatory expense report with official 
receipts; for reimbursements, a mandatory expense form must be filled out and 
submitted with official receipts and any property remaining.  The receipts must 
have a breakdown of detailed charges. 

Cheques will be issued in a timley manner. 

The Administrative Coordinator is responsible for making sure the cheques are 
written. It is preferable to have four (4) people who are authorized to sign 
cheques.  Two (2) Directors, the Director of Finance shall be the primary signing 
authority of the Society, however all efforts will be made to enroll all seven (7) 
directors of the society as signing authorities. All cheques over $1000.00 will 
require three (3) signing authorites.  All cheques under $1000.00 will require two 
(2) signing authorites. It is optimal that at least one signature on all cheques 
should be that of board members, whenever possible.  People may not sign 
cheques made out to themselves. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Credit Card Policy 

Resolution Passed December 23, 2016 

 
  

This credit card policy is critical for KPIRG’s fiscal responsibility to its 
membership 
 
Eligibility.  
KPIRG’s credit card will be issued to the Administrative Coordinator for the 
purposes of credit card only expense and other expenses as approved by the 
Board of Directors. 
The Administrative coordinator will have oversight on incurred regular business 
expenses credit card use, however any expense outside of regular business 
expense use must have reference to a motion of approval  or written approval.  
Written approval can be made via email (with the Director of Finance and the 
Administrative Coordinator cc’d) 
Authorized credit card use will be limited to permanent and temporary staff. 
 
Prohibited uses.  
Credit cards may not be used for personal expenses. Credit Card purchases must 
be consistent with KPIRG’s mission, values, Policies and Procedures, Bylaws, 
and any other legal parameters of the society.  
 
Capital purchases must go through the established approval processes. 
Reimbursement for returns of goods or services must be credited directly to the 
card account. KPIRG employees should receive no cash or refunds directly. 
 



 

 

75 

75 

Spending limits.  
Written approval can be made via email and for expenses under $1000.00 from at 
least 2 board of directors; and for expenses at or over $1000.00 from at least 3 
board of directors, prior to obtaining a credit card. 
 
All spending must ensure consultation with the Director of Finance and the 
Administrative Coordinator to ensure fiscal responsibility.  
 
Unauthorized charges.  
Unauthorized credit card purchases and charges without appropriate 
documentation are the responsibility of employee card user, including any 
related late fees or interest.  The Board of Directors will take appropriate action 
with any unauthorized credit card use. 
 
Documentation.  
Employees must provide documentation via the Credit Card Request Form 
available in the KPIRG Drive → KPIRG Forms → KPIRG Public Forms Folders.  In 
addition,  the original itemized receipt(s) with a legible photocopy of the said 
receipt(s) will be submitted to support all charges.  
 
For meal purchases, require employees to provide the names of everyone in 
attendance and a description of the meal’s business purpose to comply with 
Reimbursement Policy. 
 
Credit Card possession will be tracked via the Credit Card Sign Out Sheet 
administered by the Administrative Coordinator.  Card users must sign out card 
when taking the Credit Card and subsequently sign in the card after use within a 
reasonable time frame. 
 
Loss or Theft of Credit Card.  
Loss or theft of the Credit Card must be reported to the Board of Directors, the 
Director of Finance, and The Administrative Coordinator immediately.  Authorized 
personnel will contact the Credit Card provider immediately after receipt of 
report to cancel the card and report activity.  This will subsequently be reported 
back to the Board via email immediately. 
 
Statement reconciliation.  
The Bookkeeper will ensure reconciliation of Credit card charges to the monthly 
credit card statement on a monthly basis and report to the Director of Finance 
and the Administrative coordinator. All original receipts, receipt photocopies and 
the completed Credit Card Request Form to be submitted to the Bookkeeper in 
an organized manner. Directors will indicate their review and approval of the 
charges by a signature and date on the receipt or on the Credit Card Request 
Form. 
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Enforcement.  
Violations of this policy will result in disciplinary action, according to the 
Collective Agreement, up to and including termination of employment and, where 
appropriate, criminal prosecution. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

77 

77 

 

 

 

Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

 

Budget 

Resolution Passed May 2, 2014 

(Updated July 25, 2014) 

 

Budget Purpose  
 
The KPIRG financial year goes from January to December (e.g. January 1st, 2014 
to December 31st, 2014). A budget must be developed to ensure that 
overspending on certain line items does not occur so that the organization runs 
out of money to pay for others. The budget should reflect the current goals and 
priorities of KPIRG, as well as be in accordance with our philosophy and values. 
However, budget numbers are not fixed and can be adjusted throughout the year 
accordingly; if one area is overspent in the current year, the following year’s 
budget should be adjusted accordingly.  
 

Budget Process  
 

A Finance Committee will be struck in order to work on creating the budget and a 
process through which to get input.  

Budget/Finance Committee  
The Budget/Finance Committee shall include outgoing and incoming student 
appointments, as well as permanent staff: 
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i. The Board Organizer (For Budget consultation) 
ii. The current Director of Finance (Chair of the Committee) 

iii. Incoming Director of Finance (If Applicable) 
iv. Administrative Coordinator (ex-officio, non-voting) 
v. Finance Officer (Accountant/Bookeeper) of the Society (ex-officio, 

non-voting) 
 
The Finance Committee, in conjunction with the treasurer and Administrative 
Coordinator (who will also sit on the committee), will come up with initial 
proposals. These proposals will be based on last year’s spending, last year’s 
budget, and agreed changes in priority for the new year and general input and 
feedback. The budget process will include all board and staff, and as many 
volunteers as possible except for the HR budget.  The HR budget will be 
submitted to the committee with a net figure, unless requested by the Director of 
Finance, where details will be disclosed ONLY to the Director of Finance, NOT 
other volunteers or staff members.  Feedback and recommendations will be 
solicited from committees and groups affected by different elements of the 
budget. (For example, the resource committee would give input and 
recommendations for the resource section of the budget). The KPIRG Board of 
Directors must pass the final budget. Upon completion, the proposed budget 
must be sent out to all Board members for review.  An Emergency Meeting of the 
Board must be called to give members the opportunity to offer recommendations 
and vote on the proposed budget.  If the Board rejects the proposed budget, the 
Budget/Finance Committee must reconvene to review the Board’s 
recommendations.  A second Emergency meeting of the Board must be held if 
the Board rejects the budget as presented.  In the event of further rejection, the 
committee will once again reconvene and the budget will be up for approval at 
the last regularly scheduled Board meeting. Budgets shall be prepared in detail 
for the Society as well as all ancillary operations. 

The final budget should be passed no later than the end of September of the year 
the budget is for. The budget should also be reviewed at the end of the Fall and 
Spring semesters, and adjusted as necessary. 

 

Financial Sustainability  
 
In order to ensure the long-term financial stability and sustainability of KPIRG, 
2% of the annual membership fees should be placed into an emergency savings 
account. This account should only be accessed in the event of unforeseen, 
emergency circumstances. Furthermore, the Finance Committee shall strive to 
create a budget with an operating reserve of 0.5% of the annual membership 
fees. This is to allow for flexibility in the budget as a safety net of liquid funds in 
the event of catastrophic circumstances, without having to access the emergency 
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savings account.  
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Kwantlen Public Interest Research Group (KPIRG) 
Administrative Policies and Procedures 

 

Purchasing Policy 

Resolution Passed on June 27, 2014 

(Updated July 25, 2014) 

 

Policy Description  

This policy is to ensure that all purchasing within the Society through external 
sources is done according to budget. 

Procedure 

1. Approval of purchasing, within the budget limit, shall be centralized 
through the Director of Finance and the Administrative Coordinator to 
ensure accountability and the proper maintenance of records. 

2. Purchases, whenever possible, should be accompanied by an Expense 
Report and/or Cheque Request Form bearing the signature of the Director 
of Finance or other signing authorities. This process is in accordance with 
Generally Accepted Accounting Principles. 

3. Capital purchases or any items to be depreciated over a given period shall 
require approval of the KPIRG Board and must fall within the approved 
budgets. 
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Kwantlen Public Interest Research Group (KPIRG) 
Administrative Policies and Procedures 

 

 

Reimbursement Policy 

Resolution Passed on June 27, 2014 

(Updated May 6, 2014) 

 

1. All staff and elected officials of the Society may incur and be reimbursed for 
reasonable and justifiable expenses that have been pre-approved prior to the 
activity, and budgeted for and are incurred while acting on behalf of the 
Society.  

2. The Administrative Coordinator at her discretion shall implement procedures 
for reimbursement, consistent with this section. 

3. Subject to the Budget, reimbursement may be made for the following 
expenses incurred by staff and elected officials of the Society while on 
Society-related business: 
3.1. Travel: Staff required to attend meetings off campus, or otherwise work 

away from their usual workplace, shall receive compensation to cover 
travel expenses incurred through ferry, air, and/or rail costs, road and 
bridge tolls, parking and other expenses related to travel. 

3.1.1. At the economy rate or below as approved by the KPIRG Board prior 
to the travel occurring. Reimbursement requests submitted after the 
travel occurs may be approved by the Administrative Coordinator, in 
consultation with the Board of Directors, on a case-by-case basis. 

3.1.2. When travel opportunities arise, staff should seek approval from 
the KPIRG Board. All travel must be approved within budget. Director 
travel shall be approved at Board meetings within budget constraints.  

3.1.3. All expenses incurred will only be reimbursed with proof of 
purchase. If KPIRG credit cards are used, receipts must also be 
submitted.  
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3.1.4. The KPIRG Board will reimburse employees expenses incurred 
while travelling when away on business. 

3.1.5. On each day of travel, the employee’s meal allowance (including 
gratuities) will be in accordance with article 3.3 of this policy 

3.1.6. Meal allowances are only in effect when meals are not provided 
within conferences or meetings. No alcohol is to be expensed to the 
KPIRG.  

3.1.7. An employee may claim expenses incurred for commercial 
accommodations. No luxury accommodations are permitted. 
Employees are instructed to request the corporate rate when staying 
in hotels. 

3.1.8. Travel by air, bus, rental car and rail are reimbursed at direct cost. 
Employees are encouraged to and may be instructed to take the 
combination of transportation that is both timely and financially 
sound.  

3.1.9. If travelling in a vehicle leased or owned by the KPIRG or in a rental 
vehicle, all gas receipts must be provided. 

3.1.10. Employees will be instructed to book transportation and 
accommodations directly through the KPIRG. 

3.1.11. If an employee chooses or has to take their own personal vehicle 
they must complete and submit an Expense Claims Report to the 
Director of Finance. 

3.1.12. If travelling in a personal vehicle all gas receipts must be provided. 
Reimbursement will be $0.55/km (refer to section(s) 3.2.1.1 and 3.2.1.2 
respectivly).  

3.1.13. It is at the discretion of the Director of Finance to set a restriction 
to the reasonable amount of allowable kilometres. 

3.1.14. All travel advances are subject to the approval of the Director of 
Finance, in accordance with the budget. 

3.2. Parking: 
3.2.1. KPIRG will cover the cost of parking for all sudent and temporary 

employees for all parking away from their ususal workplace. 
3.2.2. KPIRG will purchase an annual reserved parking pass for each 

Permanent Staff Person/Employee. 
3.3. Local Transportation: automobile, public transit, or taxi, etc. Local travel 

for which a staff member or elected official requests reimbursement 
prior to the travel occurring, in accordance with the following provisions: 

3.3.1.  For Automobiles: 
3.3.1.1.  The reimbursement for use of a privately-owned vehicle 

shall be at a rate of forty cents ($0.55) per kilometre, up to a 
maximum of forty dollars ($40.00) per trip; 

3.3.1.2.  Flat rate reimbursements for common trips may be 
requested and approved by the Administrative Coordinator prior 
to the travel occurring; 
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3.3.2.  For Public Transit: 
3.3.2.1.  The costs for travel via public transit while on Society-

related business shall be fully reimbursed upon approval by the 
Director of Fianance;  

3.3.3. For taxi use and other premium transportation media: 
3.3.3.1. The reimbursement for these modes of transportation is 

discouraged due to the high cost, but may be approved by the 
Director of Finance on a case-by-case basis; 

3.3.3.2. The reimbursement for these modes of transportation may 
be considered on a case-by-case basis only if the individual 
applying for reimbursement could not reasonably have been 
expected to travel by public transit, an air porter, carpool, or 
some other less expensive means; 

3.3.3.3. Rules for allowing managers under the supervision of the 
Administrative Coordinator to approve local transportation 
requests may be made by the Administrative Coordinator and 
placed within the Personnel Handbook of the Society; however, 
requests made after travel occurs must still be approved by the 
Administrative Coordinator in consultation with the Board of 
Directors on a case-by-case basis; and  

3.3.3.4. The Administrative Coordinator shall seek the approval of 
the Board of Directors for the approval of travel and local 
transportation expenditures related to her portfolio. 

3.4. Meals and Food: Daily allowances of up to fifty dollars ($50.00) per day 
shall be provided for receipted meal expenses; however, in instances 
when meals are provided (e.g., professional conferences or meetings), 
the per diem allowance shall be reduced accordingly. Individuals shall 
make every effort to obtain meals at reasonable prices. Meal allowances 
shall be for food and non-alcoholic beverages. Meal receipts considered 
excessive may be deemed inappropriate by the Administrative 
Coordinator, in consultation with the Board of Directors, and therefore 
not covered under business expense. 

3.4.1. Meal expenses shall be provided to all employees engaged in the 
following activities: Field trips/travel appoved by the Board of 
Directors, and other off-site conferences, training terms, and 
meetings where required by the Board of Directors. 

3.5. Accommodation: All employees who are requested to work out of town by 
the Board of Directors shall be provided with standard unionized hotel 
accommodation at the Board of Directors expense in close proximity to 
the work at hand.  Billeting may be an option by mutual agreement 

3.6. Incidental Expenses (parking fees, office supplies, programming supplies 
etc.): Receipts shall be kept for all incidentals to ensure that individuals 
are fully reimbursed for all expenses. For out of town travel, a modest 
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number of personal telephone calls for a reasonable duration shall be 
acceptable (e.g., an occasional five-minute telephone call). 

3.7. Cell Phones: 
3.7.1. For Staff  

3.7.1.1. Staff may submit the monthly cost of their cell phone plan 
for reimbursement at a rate of no greater than fifty percent 
(50%) or sixty dollars ($50.00), which is the lesser, per month, 
provided that documentation can be provided illustrating that the 
cell phone has been primarily used for Society business. 

3.7.1.2. Cell phone reimbursement for staff members shall be 
governed by the Administrative Coordinator and may be laid out 
in individual staff contracts as well as the Employee Manual. 

4. Receipts, invoices, charge slips or other appropriate evidentiary documents 
are required for all reimbursements. The Administrative Coordinator shall 
determine what is appropriate in any given circumstance. 

5. No reimbursement shall be approved by the Administrative Coordinator that 
exceeds the appropriate line item within the Budget. Staff and elected 
officials are responsible for being aware of the available funds prior to acting 
on any expense, and risk being liable for that expense if it is not within the 
scope of the Budget allotment. If in doubt, an individual staff member or 
elected official may seek to have the Administrative Coordinator approve, in 
writing, the expense prior to the transaction. 

6. Any items or objects for which a staff member or elected official of the Society 
has been reimbursed the purchase cost, other than purely personal items or 
objects of negligible value, shall become wholly owned by the Society and 
must be surrendered to the Administrative Coordinator at her discretion. 

7. Expenses shall be reported to the Director of Finance within fourteen (14) 
days for reimbursement to occur. Expenses reported after fourteen (14) days 
may be approved by the Administrative Coordinator, in consultation with the 
Board of Directors, on a case-by-case basis. 

8. Receipts, invoices, charge slips or other appropriate evidentiary documents 
for cash advances shall delivered to the Administrative Coordinator and/or 
the Director of Finance within fourteen (14) days of the advance being issued.  
After fourteen (14) days, the Director of Finance, in consultation with the 
Administrative Coordinator shall take the steps necessary to obtain said 
documentation or to recover the advanced funds.  

9. Alcoholic beverages shall not be reimbursed.  
10. Notwithstanding this article, the Administrative Coordinator may make 

additional provisions concerning the staff of the Society and reasonable 
reimbursement. If she has done so, those provisions shall override the ones 
presented here, provided such other rules are placed within the Employee 
Handbook of the Society, and provided that the Board has received a copy of 
such rules. 
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Kwantlen Public Interest Research Group (KPIRG) 
Policies and Procedures 

 

Carrying Over Staff and Board Training Budget 

Resolution Passed May 2, 2014 

(Updated July 25, 2014) 

 
The individual allocation of the training budgets for staff and board members 
may be amended using reserves from the previous fiscal year for a maximum of 
one fiscal year.  
 
 
Petty Cash 

The Administration Coordinator will maintain petty cash. All money taken from 
petty cash requires a receipt. A float of at least $40 must be maintained. Under 
no circumstances can money be borrowed from petty cash. No revenue should 
be put into petty cash. Petty cash must be kept in a locked location.  
 
 
Events 

Large events require a budget in advance. This must be presented to the board. A 
copy of the approved budget will be given to the Administration Coordinator. This 
is in order for the Administration Coordinator to be clear about what spending 
has been authorized (i.e. what cheques can be written). 
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Fee Refund Policy 

Resolution Passed March 21, 2014 

(Updated July 25, 2014) 

 
KPU students who do not wish to be members of KPIRG can receive a 
membership fee refund. Students who receive this refund will no longer be 
members of KPIRG and will not be able to access the resources available.  
 
The fee refund date should be within thirty (30) days of the start of a semester 
where ordinary members shall be entitled to a refund of his/her membership fee 
paid for that semester.  Fee refunds will run for 4 consecutive business days, 
from noon – 4pm, after the 30 day period at the beginning of the semester. An 
advertisement announcing the fee refund period should be posted in a minimum 
of three (3) conspicuous areas of KPU campuses. Notification shall also be 
placed on the door of KPIRG two (2) weeks in advance.  
 
Representatives of KPIRG giving out membership fee refunds should:  

 Explain that the student receiving the refund will no longer be a member 
of the organization. 

 Explain that students will have to collect a fee refund every semester. 
 Have them fill out their name, student number and signature on the fee 

refund chart. 
 
Refund amounts will be calculated based credit registration per semester. 
 
In order to receive a refund, students must come by in person and provide the 
following:  

1) Receipt of fee payment  
2) Registration form indicating total tuition credits paid (the detailed 
breakdown of tuition and fees from the KPU/myKwantlen website 
“Concise Student Schedule") 
3) Valid Student I.D. card  

 
Students cannot collect a fee refund on another student’s behalf. 

 

 

Yearend 
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The Administration Coordinator will liase with the Director of Finance and the 
Accountant/Bookkeeper in order to supply the documentation required to finish 
off the financial year-end and for the production of annual financial statements. 

 

 

Other Financial Matters 

Resolution Passed May 2, 2014 

(Updated July 25, 2014) 

Payroll 

Staff are paid bi-weekly. Refer to the pay period schedule available from the 
Director of Finance, 
 

Bank Reconciliations 

The Bank Statement must be reconciled every month, after the statement is 
received.  
 
Semesterly financial statements (budget update) will be presented at board 
meetings by the Director of Finance or Administrative Coordinator. 

 

 

 

 

 

 

 

 


