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POLICY HANDBOOK




The BC Association of Student Activity Advisors has developed these policies to ensure the continuity of the day-to-day operation of our Association.

PROCESS:

1.
A motion to create a policy is passed by the Board of Directors and referred to the Policy Committee for development. 

2.
The Policy Committee creates a draft of the policy for review by the Board of Directors.

3.
The finalized policy is then approved by the Board of Directors for inclusion in the Policy Handbook.

4.
The up-dated Policy Handbook will be made available to the members at the next Annual General Meeting.

5.
Additions and amendments to the Policy Handbook will be made on an on-going basis.

INDEX

1. Code of Conduct

2. Directors' Duties

3. Election Process

4. Honourary Life Membership

5. Leadership Cup

6. Monetary 

7. Partnerships

8. Scholarships

9. Student Conference Guidelines

10. Trademark

11. Conference Refunds

CODE OF CONDUCT POLICY

BCASAA. supports the development of a professional and independent organization of student activity advisors.  The following Code of Conduct outlines the responsibilities and commitments of BCASAA advisors who work with the youth of B.C.

As educational leaders and advocates for Student Leadership development in the province of British Columbia, we will:

· act as resource people ready to guide and develop student leadership potential within the school and the community at large

· recognize and respect students' rights, responsibilities and individual differences

· strive to excellence based upon realistic goals reflecting the students' current growth and developmental levels

· lead by example.  Teach and model positive attitudes, co-operation, self-discipline, respect for others in your group and society in general

· be flexible and willing to continually learn and develop

· give honest and consistent feedback to student leaders

· teach and model communication skills necessary to interact with students, school officials, teachers, parents, business partners, members of the community, and the media

· develop and model life-long goal setting habits in students and advisors

· nurture the working relationship between the schools' leadership programs, the British Columbia Association of Student Activity Advisors (BCASAA) and the Canadian Student Leadership Association (CSLA).
DIRECTORS DUTIES POLICY
BCASAA’s Board is comprised of eight elected directors (the management sub-committee), as well as four appointed directors.  In addition to descriptions and terms of office as outlined in bylaws, all directors are expected to actively support the Association's purposes.

ALL DIRECTORS:

1.
attend all major board meetings (annual June retreat, January Advisor conference and fall B.C.S.L.C. if feasible.
2.
serve as a member of at least one working sub-committee.

3.
participate in Board communication links.

4.
complete all commitments in a timely manner.

MANAGEMENT SUB-COMMITTEE:

In addition to the above duties:

1.
serve on the Advisors' Conference organizing committee.

2.
attend planning meetings as requested.

3.
provide leadership on at least one sub-committee or major project.

PRESIDENT / PRESIDENT-ELECT

In addition to the above duties:

1. monitor and facilitate the equitable distribution of tasks amongst all directors.

2. manage daily operations in conjunction with the Past President and Secretary/Treasurer.

ELECTION POLICY
BCASAA. annually conducts elections for the Board of Directors.  The following election procedures have been developed to provide a consistent and fair opportunity for all members of the Association to participate.

Board positions are outlined in the bylaws.
NOMINATION PROCESS

1. Secretary calls for interested candidates for up-coming election in the fall BCASAA. newsletter, on the website, on the Advisor Conference registration form, and at the B.C.S.L.C. 

2. Candidates submit completed application form to the Secretary no later than December 15th.

3. Candidates provide Secretary with an 8 1/2 x 11-inch display board with photo and bio during registration at the Advisors' Conference

4. Candidates will be provided with a special nametag and will be introduced by the President during the opening ceremonies.  No formal speeches will be entertained.

ELECTION PROCESS

1. All out-going Directors will be recognized for their service to BCASAA just prior to the elections at the A.G.M.

2. Scrutineers will be appointed before the A.G.M. by the Board of Directors.

3. Ballots will be distributed to all members present at the A.G.M. and candidates will be re-introduced prior to the voting process.

4. Scrutineers will collect and count completed ballots during the business portion of the A.G.M.  The results of the vote will be made known to the candidates before announcing the results to the full membership.

5. Successful candidates will be expected to attend the Board Meeting directly following the conclusion of the conference.

Name (PLEASE PRINT): 





(first)
(surname)

Phone  (W):  

 Phone (H)

Fax: 


School/Business:  

E-MAIL:



I have read the BCASAA constitution, bylaws and policy handbook (available on the website).

I am committed to supporting BCASAA and I am not involved in any other organization that may cause me a conflict of interest while serving on the Board of Directors.

When e-mailed to the Secretary, Kathy Chmelyk (kchmelyk@sd91.bc.ca), this document will be considered as signed by the applicant.

POINT FORM SHOULD BE USED AND INFORMATION LIMITED TO ONE PAGE

1.
Number of years involved in student activities: 

2.
Student Activities you presently advise:


(
Students' Council
(
Student Leadership Course


(
Counter Attack
(
Rec / P.E.  Leadership Course


(
Peer Helping
(
Graduation Committee


Other:





2.
Examples of student initiatives / projects you have advised in the past year:

3.
What do you hope to achieve as a member of the Board?  

4.
What leadership skills can you offer to the Association?  
5.
Other relevant experiences?


HONOURARY LIFE MEMBERSHIP POLICY
BCASAA grants honourary life membership to recognize selected individuals who have made significant contributions to student leadership in British Columbia through fulfillment of the Association's goals as outlined in the Constitution.



PROCESS

1.
Confidential nominations for Honorary Life Membership may be submitted to the President at any time of the year and will not be specifically solicited.  

2.
The President will establish a three-member selection committee to consider nominations and to bring forward recommendations to the Board in advance of the Annual General Meeting.

CRITERIA

The following criteria also apply:

1.
the individual must have ceased to hold a position on the board of directors of BCASAA.
2.
the individual must have made a significant contribution to the system, not primarily to an individual institution

3.
the individual must have contributed at least ten years service to student leadership.

RECOGNITION

Honourary life members will be recognized by a formal presentation at either the annual student or the advisors' conference and will be acknowledged in the Association's publications and web site.

Honourary life members will be invited to attend the formal banquet of the annual student leadership conference, and will receive membership benefits free of charge.

LEADERSHIP CUP POLICY
BCASAA  supports the recognition of superior student leadership programs and the contributions thereby made to school and community life.  

DESCRIPTION
The BCASAA Leadership Cup, a rosewood-based crystal bowl, will be awarded to a school leadership program that has made a significant contribution to its school and community.  It will be presented annually at the B.C.S.L.C. or at the Advisors’ Conference.

PROCESS

1.  
Secretary advertises the Leadership Cup award in BCASAA newsletters, e-mails and on the website.

2.  
Completed application packages must be received by the Secretary by September 15th of any given year.

3.  
The President will establish a selection committee to consider applications and bring forward recommendations to the Board.

4. 
If there are no applications, nominations for the Leadership Cup can be taken by any member of the Association.

5.  
The chosen recipient will be recognized at the BC Student Leadership Conference. 
CRITERIA
Applicants must:

1. 
be a member in good standing of BCASAA.

2. 
have established a leadership development program for at least 5 years

3. 
have made a significant contribution to their school and the wider community

RECOGNITION

Award winners will be recognized by a formal presentation at the annual student or advisors’ conference and will be acknowledged in the Association’s publications and website.

BCASAA LEADERSHIP CUP
Documentation
Applicants must submit:
· completed application form

Applicants must include at least one of:
· a description of the school’s student leadership development program over the past five years

· a list of student leadership opportunities available at the school and the number of students involved in each activity annually (grad council, leadership club, student council, Student Voice, coaching/officiating)
· one or more letters from at least one leadership advisor outlining the rationale for recognizing the leadership program 
Process
Completed application packages must be received by the Secretary no later than September15th.  

The Board of Directors will present the Leadership Cup at the annual student conference (BCSLC).

BCASAA reserves the right to publish the name of the winners in its newsletter, web page and affiliated publications.

LEADERSHIP CUP APPLICATION FORM


Date: 


School Name:   

District: 


Address: 



City:    

Postal Code: 


School Phone:   (     )

Fax:  (     )



Population:


Grades: 



Leadership Program Advisor: 



Home Phone: (     ) 

E-mail:  


Checklist of Attachments:
(
Leadership program description

(
List of leadership opportunities and numbers involved annually

(
Advisor letter

Completed applications must be received by September 15th.

NOTE:  Incomplete application packages will NOT be considered.
Mail to:
BCASAA Leadership Cup Committee


Box 249



Hope, BC 



VOX 1L0

MONETARY POLICY
BCASAA  supports the development a professional independent organization of student activity advisors.  The Board of Directors has developed a monetary policy to ensure and maintain financial viability.

The financial rights and responsibilities of the Board of Director are outlined in the bylaws.

PRINCIPLES

The financial records of the Association are open to all members.  To facilitate informed decision-making, a written report will be published and distributed at the Annual General Meeting.

The Board of Directors will seek sponsorship and secure other funding to help cover the day-to-day expenses of the Association and to continue support of student leadership initiatives.

PRACTICES

1. The Treasurer and at least two additional Directors will be given signing authority for the Association's bank accounts.

2. The Association fiscal year will be August 1st to July 31st of any given year.

3. A full financial statement must be presented at the A.G.M.

4. The Treasurer will prepare an estimate of annual expenses to be presented at the June meeting of the Board of Directors.

5. The Treasurer will present a proposed annual budget at the A.G.M. to include both estimated income and expenses.

6. $10,000 is to be held in a term deposit as a conference contingency fund.

Incomes:

· The annual membership fee will be proposed by the Board of Directors and approved at the Annual General Meeting.  The membership fee is currently set at $40.00 and is reviewed annually.

· Bank interest will be used for the day-to-day operating expenses of the Association.

· Any surplus revenues from the annual student leadership conference will be apportioned 60% to BCASAA and 40% the conference organizing committee, to support student leadership initiatives.

· Any funds generated as a result of a partnership will be dispersed according to the partnership agreement as outlined in the Partnership Policy.

Expenses:

· The Treasurer will reimburse approved expenses incurred during the completion of Association business.  Receipts must accompany a completed expense voucher before a cheque will be issued.

· The Treasurer, in consultation with the President, must approve any expense over $100.00.  

· Funding for major leadership initiatives must be presented to the Board of Directors for approval.

PARTNERSHIP POLICY
BCASAA partners with other individuals and groups in support of student leadership development in British Columbia. All potential partners must share a commitment to the beliefs outlined in BCASAA's Code of Conduct.

DEFINITION

The term "partnerships" to refers to collaborative activities between BCASAA and levels of government, business/industry, unions, community groups, not-for profit or other external organizations or individuals. 

Although each partnership is unique, they typically share common characteristics:

· the partners work together towards shared goals or objectives;

· each partner contributes time, money, expertise, and/or other resources

Categories include:

Major Partnerships:

Major goals are aligned and a significant funding commitment is made by the partner.


Sponsorships:

Goals are aligned in leadership areas and funding and/or contra at various levels is committed by the sponsor.


Links:



Organizations or individuals with common interests, mutually support and share student leadership projects, initiatives and resources.

CRITERIA
Proposed partnerships must:

1. address an identifiable educational or operational need consistent with BCASAA goals and objectives. 

2. be provincial or regional in scope.  BCASAA may consider smaller projects if they provide a model or pilot for potential regional or province-wide application.  Otherwise, smaller projects should be considered at the school or district level.

3. be assessed for potential risk, e.g., product technical risk, potential for liability, conflict of interest, political risk.

4. be approved by the BCASAA Board of Directors. 

PROCESS

1. Potential partners make contact with a member of the Board of Directors. 

2. A motion to investigate a potential partnership is passed by the Board of Directors and referred to the Partnership Committee.

3. Preliminary information will be exchanged and a meeting arranged to discuss the category, mutual benefits and feasibility of a partnership. 

4. A summary of this meeting will be distributed to the Board of Directors for review and approval in principle.

5. The Partnership Committee will confer with the potential partner to develop a formal agreement.  This may include details of:

· partnership structure, including respective contributions, length of agreement, roles and responsibilities, and expected benefits flowing from the partnership, such as various types of access to members, copyright, and funding.

· the product or service, the educational or operational need the product or service will address and how the product or service relates to the goals and objectives of B.C.A.S.A.A.

· how the partners' contributions will be acknowledged.

6. The finalized agreement will be signed by all parties and communicated to the Board of Directors.

7. The Partnership Committee will monitor all partnerships during the life of the agreement and if a concern arises, will communicate directly with all parties.  

8. Partnership agreements will be re-evaluated by the Board of Directors before entering into a further agreement.

9. If funding is involved in any partnership, regular financial reports will be issued to all parties.

SCHOLARSHIP POLICY
BCASAA supports the awarding of scholarships to students who have made significant contributions to leadership in British Columbia schools.

PROCESS

1.
Application forms are available on the web site.

2.
Completed application packages must be received by the Vice-President by March 15th of any given year.

3.
The board will meet to consider applications. 
4.
The BCASAA board will advise successful candidates by June 30th.

5.
A cheque will be provided upon receipt of proof of attendance at an accredited Canadian post-secondary institution.

CRITERIA

Applicants must:

1.
be enrolled in grade twelve in a B.C. school.

2.
plan to attend an accredited Canadian post-secondary institution.

3.
have made a significant contribution to student leadership at the school level during their grade 11 and 12 years.

RECOGNITION
Scholarship recipients will be recognized on the BCASAA website and Facebook page.
LEADERSHIP SCHOLARSHIP 

Description

A $500 scholarship will be awarded to a student who has made a significant contribution to leadership in a B.C. school.
Criteria

Applicants must:

· be enrolled in grade 12

· plan to attend an accredited Canadian post-secondary institution

· have made a significant contribution to student leadership at the school level during their grade 11 and 12 years

Documentation

Applicants must submit:

· completed application form

· resume

· list of leadership activities 

· transcript of marks for grade 11 and grade 12 (to date)

· essay on the relevance of student leadership to their present and future activities (500 words)

· letter of reference their leadership advisor verifying criteria above

· proof of application to post-secondary institution

Process

Completed application packages must be received by the Vice-President no later than March 15th.  The board will advise the successful candidate by June 30th.  A cheque will be provided upon receipt of proof of attendance at an accredited Canadian post-secondary institution.

BCASAA. reserves the right to publish the name of the winner in its newsletter, webpage and affiliated publications.

Leadership Scholarship Application Form




Date: 


Student Name: 




   
(FIRST)
(LAST)

Address:  


City:  

                     Postal Code: 

Home Phone:  

E-Mail:  


School: 

  District:  


Name of Advisor: 


Check List of Attachments:

(
Resume

(
List of Leadership Activities

(
Transcript of Marks

(
Essay

(
Advisor Reference Letter(s)

(
Proof of Post-Secondary Application

Completed applications must be received by March 15th.

NOTE:  Incomplete application packages will NOT be considered.

Email completed application to:
bcasaaleader@gmail.com
STUDENT CONFERENCE POLICY 

BCASAA annually sponsors a provincial student leadership conference, in fulfillment of the Association's goals as outlined in the Constitution.

1.0
METHOD OF APPLICATION
1.1
When a school indicates interest in hosting the annual Provincial Student Leadership Conference of the BCASAA., the Secretary will provide an information package including application forms.

1.2  
Completed application forms must be signed by the BCASAA. members chairing the Conference Organizing Committee, a student representative from the Conference Organizing Committee, the hosting school principal, and the hosting district’s superintendent.

1.3 
The Board of Directors will review all applications and advise applicants of the resulting decisions.

1.4  
A Director assigned as conference liaison will confer with representatives of the Conference Organizing Committee to develop a formal partnership agreement.

1.5
Upon receipt of signed partnership agreement the Board will officially announce the conference host.

2.0
ORGANIZATIONAL OVERVIEW
2.1
The B.C. Student Leadership Conference is a partnership between the BCASAA. and the local Conference Organizing Committee.  BCASAA is represented by the Board of Directors, and the President will assign at least one Director of the Board as liaison to the Committee.

2.2 BCASAA. welcomes the efforts of the local Committee in the planning and overall organization of the conference program and will provide as much assistance as possible, including a detailed conference organizing manual.  Every conference situation is different; however, every Conference Organizing Committee can benefit from the accumulated conference experience of the BCASAA Board.

2.3
BCASAA and the local Committee are responsible for program planning and execution of all general sessions, educational sessions and workshops, as well as budget preparation.  

2.3.1 
The conference budget is jointly developed by the local Committee and BCASAA. BCASAA supports local committees in seeking local donations and/or sponsorships from appropriate corporations and charitable organizations.   There also exist strong working relationships and multi-year partnership arrangements with corporations and charitable organizations at the provincial level, all of which contribute to the success of this conference.

2.3.2
Advisors contributing workshops at this conference will not be compensated beyond workshop expenses.

2.3.3
The program for the Conference reflects the philosophy of BCASAA and is developed jointly through input from the local Committee and BCASAA.
2.4
The local Committee is also responsible for logistical support, facility arrangements, accommodation, transportation and security.

2.5
The chair of the local Committee is responsible for coordinating all facets of the conference at the local level, and for communicating to the assigned liaison Director on a regular basis.  The Chair may also be required to meet with the Board on an ad hoc basis in the year prior to the conference.

2.6
Supervision is an important responsibility of the local Committee.  Attending advisors are ultimately responsible for their own students, but depending on the location and the community, security should be considered during all phases of the conference.  The security team needs to anticipate the possibility of problems in any area (buses, entertainment, general sessions, hotels) and plan accordingly.  

3.0
WORKING COMMITTEES
3.1
While adults may chair each working committee, students should be involved in leadership roles as much as possible.

3.2
Separate committees should be organized to deal with 

	· registration

· accommodation 

· meals

· facilities

· program

· public relations


	· major speakers/events

· workshops

· student leader selection & training

· community/corporate sponsorships

· security




3.3
At least some members of these committees should have attended a similar major conference prior to their involvement in planning this conference.

4.0
CONDENSED OUTLINE OF ORGANIZATIONAL RESPONSIBILITIES

Please refer to the Conference Manual for full details of hosting a conference.

Joint BCASAA & Conference Organizing Committee Responsibilities:

· budget development

· develop a financial accounting system to address G.S.T. and insurance issues

· program / workshops development including theme

On-going Conference Organizing Committee Responsibilities:

· maintain a viable financial record

· communicate with assigned liaison BCASAA Director

· meet with Board on an ad hoc basis 

· have regular planning meetings

· up-date committee members on planning progress (minutes, budget, program)

· make additions to conference organizing manual

· prepare final report including evaluation, financial

Specific Responsibilities:

	BCASAA BOARD OF DIRECTORS
	LOCAL CONFERENCE ORGANIZING COMMITTEE

	· provide the conference organizing manual
	· accommodation / venue / meals

	· provide liaison director
	· keynote speakers / workshops / local exhibitors 

	· final approval of budget 
	· student leaders selection and training

	· on-going partnership funding (speakers, resources)
	· registration / pack-ups / t-shirts 

	· advertising by e-mail, newsletters, and web page
	· publicity including logo and/or motto

	· approve local sponsorships over $1,000
	· local transportation / security

	· table exhibitor displays & viewing
	· arrange local donations up to $1,000

	· final approval of program outline
	· seek local donations over $1,000

	
	· evaluations


TRADEMARK POLICY
BCASAA Board of Directors has developed and approved a logo and motto to represent and promote the Association.

The BCASAA logo and motto will appear on all official correspondence, newsletters, web site and documents of the Association.

Partnering organizations may request permission from the Board of Directors to use the logo and motto during development of their partnership agreement.

It is the exclusive right of the Board of Directors to approve any use of the logo and motto.

CONFERENCE REFUNDS
BCSLC

Schools can cancel their registration up to and including the Friday of the second week of school in September if notification is received in writing (fax or e-mail included). Schools will receive a full refund minus a cancellation fee of $50.00 per person to cover administrative costs or costs incurred (food, speakers, accommodation, clothing, etc.). The $40.00 BCASAA membership fee is non-refundable. Following the Friday of the second week of school in September, no refunds will be issued. Schools may recoup their losses by providing suitable replacements for each delegate (ie. same numbers, same sex). 
Advisors’ Conference

Delegates may cancel registration if notification is received in writing 7 days before the start date of the conference. A full refund will be issued minus a $50.00 processing fee. No refund will be given if withdrawal is within 7 days of the conference (except at the discretion of the conference committee). The $40.00 BCASAA membership fee is non-refundable.
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