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Introduction and Use of Manual 
 
 
This manual is intended for the use of Directors of Thrive Counselling.   
 
The policies contained herein provide guidelines to ensure the Board of Directors can 
effectively perform its roles of stewardship, oversight and leadership in a manner that 
is accountable and transparent.   
 
 
Review of these policies 
All policies have been approved by the Board of Directors.   
 
All policies shall be reviewed on a regular basis, not less than every three (3) years or 
as required based on agency need, changing legislation, and emerging best practice in 
not-for-profit governance.   
 
Organization of the Manual 
The governance policies are organized in 3 broad categories: 
 

 Board Structures and Processes 
 Executive Leadership 
 Financial Policies 
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Section 1 Board Structures and Processes 
 
Policy Name and Number 
 

1.1  Vision, Mission, Values 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
The work of Thrive Counselling is guided by its Vision, Mission and Values statements.   
 
Policy 
The Board shall regularly review the Vision, Mission and Values statements to ensure 
they accurately reflect the agency’s culture, commitment and priorities, and that they 
align with the agency’s corporate objects.   
 
Procedure 
Effective as of February, 2016 our current statements are as follows: 
 
Our Vision 
Strong people 
Strong families 
Strong communities 
 
Our Mission 
We partner with you to manage life’s challenges 
 
Our Values 
Care and compassion 
Respect and dignity 
Professionalism and Quality 
Inclusion and Safety 
 
  



THRIVE Counselling 
Governance Manual 

5 

Policy Name and Number 
 

1.2  Strategic Planning 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
A Strategic Plan is intended to articulate priorities for the organization that guide the 
Board and staff to achieve the stated vision.    
 
Policy 
The Board will develop and monitor a 3 – 5 year Strategic Plan to guide the 
organization in delivering on its mission. 
 
Procedure 
The Board will consider and oversee a strategic planning process. 
 
The Board may use external facilitation of consultation as necessary, subject to agency 
procurement policies. 
 
The Board shall regularly monitor agency progress against the priorities and goals of 
the Strategic Plan.   
 
Reference 
Strategic Plan 2016- 2019 
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Policy Name and Number 
 

1.3  Corporate Objects 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
Corporate objects, which define the purpose for which an organization is created, are 
found in the Articles of Incorporation.  They cannot be changed without approval from 
the Canada Revenue Agency.   
 
At the time of the merger between Access Counselling & Family Services (ACFS) and 
Halton Family Services (HFS), the new entity assumed the corporate objects of HFS., 
now under Thrive.  
 
Policy 
Thrive’s corporate objects are: 

a) To help individuals and families make socially satisfying and constructive 
adjustments within the community setting which will help them work through 
their problems, whether material psychological or spiritual; 

b) To stimulate, to help promote and to participate in desirable and constructive 
community programs which have as an objective the welfare of the individual 
and the family; and 

c) To encourage and promote education and training in these fields and to 
develop opportunities for service by volunteers; 

d) To provide debt counseling, both remedial and preventive, assistance in debt 
consolidation where appropriate and education in the uses and abuses of the 
credit facility; 

e) To provide advice on budgeting matters and generally to assist persons and 
families with their financial problems and to cooperate with public and private 
agencies, organizations and associations; 

f) To promote budgeting, thrift and the protection of individuals and families 
facing embarrassment and difficulties in financial matters, with particular 
emphasis upon situations arising out of the use of consumer credit; and 

g) To act as an intermediary between debtors and creditors in working out 
satisfactory arrangements for the orderly payment of debts and as incidental 
thereto and the other objects herein, to act as a trustee for the distribution of 
payments to creditors or in any other fiduciary capacity without fees for such 
services. 
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Policy Name and Number 
 

1.4  Corporate Bylaw 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
Preamble 
The corporate Bylaw articulates how and by whom decisions are made and business 
is transacted.  The Bylaw should be reviewed regularly (every 2 – 3 years).  The most 
recent Bylaw was created at the time of the merger between ACFS and HFS (2015) 
and is known as “Bylaw No. 1” 
Thrive has  proposed amendments to the Bylaw November 2016 
 
Policy 
The Board shall conduct its governance and operations according to provisions of the 
approved Bylaw.   
 
Reference 
Bylaw #1 (September 2015) 
Bylaw #1 (November 2016) 
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Policy Name and Number 
 

1.5  Changes to the Corporate Bylaw 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
The corporate Bylaw can be changed from time to time to reflect new or best practices 
in governance, to change the size of the Board, to amend decision-making authority, or 
to otherwise revise the existing provisions.  There are specific requirements for 
amending a Bylaw that must be met in order for the change to be legal.   
 
Policy 
The Board may revise the corporate Bylaw from time to time according to the 
provisions of the Bylaw and in accordance with current legal requirements. 
 
Procedure 
The Board may change the Bylaw using the following steps: 
 

1. The Board determines the changes necessary to the Bylaw 
2. The Board approves a motion to revise the Bylaw.  The motion must pass by a 

2/3 majority of directors present.   
3. At the next Annual General Meeting, or at a Special General Meeting of the 

corporation’s members, the members must approve a motion to accept 
proposed revisions to the Bylaw.   

4. This motion must be reflected in the minutes of the General Meeting.   
5. Following approval by the members’ meeting the bylaw is amended. 

 
 
 
Reference 
Bylaw #1 clause 62 
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Policy Name and Number 
 

1.6  Board list 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
The Bylaw contains provisions for the election of Board members every year at the 
Annual General Meeting, as well as for the appointment of Board members 
 
Policy 
For the year 2016-2017, the HFS Board members and terms of office are: 
 
Chair    Al Albano 
Vice-Chair   Sue Biggs 
Secretary/Treasurer  Carmen Harvey 
Members at Large  Loraine Fedurco 
    Kate Graham 
                                                       Loraine Fedurco 
                                                       Celso Mata 
                                                        Hans Reitknecht 
                                                        Chris Jasiewicz 
                                                        Tanya Hall 
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Policy Name and Number 
 

1.7  Corporate Members 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
  
Preamble 
Corporate members are the “shareholders” of the corporation.  Their role is to oversee 
the performance of the Board of Directors.   
 
At Thrive Counselling, the members of the corporation are also the directors.  This is 
considered to be a “closed membership”.   
 
Policy 
The Board recognizes all directors as members of the corporation, as per Bylaw 
Clause 40.   
 
The members shall be responsible to: 

(a) elect or appoint the Corporation’s directors and officers;  
(b) receive the auditor’s report and audited financial statements for the 

immediately preceding fiscal year and vote upon the approval of such 
report and financial statements; 

(c) appoint the Corporation’s auditor for the following fiscal year; 
(d) consider such other matters as may be properly brought before the 

membership or the board. 
 
 
 
 
 
Reference 
Bylaw #1 
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Policy Name and Number 
 

1.8  Board roles and responsibilities 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
  
Preamble 
This policy confirms the specific role and responsibilities of the Board of Directors in 
providing leadership to Thrive Counselling and oversight of management and 
operations. 
 
Policy 
The Board is ultimately responsible for the strategic direction of  Thrive and for 
ensuring that the organization meets its program, service and funding obligations in a 
responsible manner.  One of the board’s most important roles is to recruit, support 
and evaluate a competent Executive Director.  Specifically, the Board is responsible 
for: 
 

 Strategic Planning, including the establishment of Strategic Directions 
 Establishing and monitoring policies which provide the framework for the 

management and operation of the corporation 
 Measuring the performance of the corporation’s Executive Director 
 Ensuring service quality and excellence 
 Ensuring financial viability 
 Ensuring effectiveness in governance (establishing effective governance 

structures and processes including committees and/or advisory bodies).  
On an annual basis, establishing Board goals and objectives (separate from 
the Corporate goals and objectives) 

 Achieving a common understanding of roles, responsibilities and 
accountabilities for Board and management staff who report to the Board 

 Engaging in succession planning for Board members 
 Developing a succession plan for the Executive Direction 
 Ensuring timely and effective conflict resolution 
 Building relationships with stakeholders 
 Identifying, monitoring and managing risk 
 Approving expenditures of the Corporation for amounts in excess of 

$10,000 as per the Executive Limitations policy 
 Ensuring that all professional staff are appropriately credentialed 

 
Reference 
Bylaw #1 
Executive Limitations policy 
 
 
 



THRIVE Counselling 
Governance Manual 

12 

Policy Name and Number 
 

1.9  Board member job description 

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
 
Preamble 
Board members have a legal obligation to oversee and monitor the organization’s 
activities.  It is important that board members understand their obligations and 
perform their role effectively.   
 
Policy 
As per the Bylaw, Thrive  Board members are responsible to: 

(a) establish and review on a regular basis the mission, objectives and strategic 
plan of the Corporation in relation to the provision, within available 
resources, of appropriate programs and services in order to meet the needs 
of the community; 
 

(b) establish, on an annual basis, board goals and objectives (separate from the 
corporate goals and objectives) to ensure the effective and efficient 
governance of the Corporation; 
 

(c) establish a policy outlining eligibility criteria and the nomination process 
for election as a Director;  
 

(d) establish procedures for monitoring compliance with these By-laws and 
applicable laws; 
 

(e) establish policies that will provide the framework for the management and 
operation of the Corporation; 
 

(f) as and when required, establish the selection process for the engagement of 
an Executive Director and to hire the Executive Director in accordance with 
such process; 
 

(g) annually to conduct the Executive Director’s formal performance 
evaluation, review and approve his or her compensation as and when 
required, and to set the Executive Director’s goals and objectives for the 
coming year, all of which shall be subject to the employment contract of the 
Executive Director in force and effect from time to time; 
 

(h) delegate responsibility and associated authority to the Executive Director 
for the management and operation of the Corporation, subject to the 
employment contract of the Executive Director in force and effect from time 
to time; 
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(i) ensure that the Corporation has properly qualified staff and appropriate 

facilities of the purposes of the provision of its services; 
 

(j) ensure mechanisms and policies are in place to provide a high quality of 
care for clients; 
 

(k) ensure that quality assurance, risk management and utilization review 
methods are established for the regular evaluation of the quality of care of 
clients receiving services from the Corporation; 
 

(l) perform finance, audit and investment duties, meet with the external 
auditor at least once a year to approve the annual budget for the 
Corporation and to report to the Members the finance, audit and 
investment activities of the board during each reporting period; and 
 

(m) establish an investment policy and monitor the control and 
management of the Corporation’s investments. 

 
 
Reference 
Bylaw #1  
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Policy Name and Number 
 

1.10  Conflict of Interest  

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble 
Directors must at all times ensure that they are acting in the best interest of the 
Corporation.  This policy provides guidelines for Directors.   
 
Policy 
Members of the Board of Directors will not participate in discussions or decisions 
about any matters in which they or anyone with whom they have a close personal 
relationship could directly or indirectly benefit. 
 
Procedure 

1. At the start of each Board meeting the Chair shall ask for declaration of any 
conflict of interest relating to any of the agenda items. 

2. If a Board member declares a conflict of interest the declaration shall be 
recorded in the minutes. 

3. Any Board member with a conflict of interest shall remove him/herself from 
the room for discussion of the agenda item.  The Board member shall not 
discuss nor vote on the issue.  The Board member shall not discuss the issue 
with any other Board member at the time of the meeting or subsequently. 

4. If a Board member is not certain he/she is in a conflict of interest position, the 
matter may be brought before the  Chair for advice or guidance. 

5. If there is any question or doubt about the existence of a real or perceived 
conflict, the Board will determine, by vote, if a conflict exists. The person 
potentially in conflict shall be absent from the discussion and vote. Votes and 
the procedures followed will be recorded in the minutes. 

6. It is the responsibility of other Board members who are aware of a real, 
potential or perceived conflict of interest on the part of a fellow Board member 
to raise the issue for clarification, first with the board member and, if still 
unresolved, with the Board Chair. 

7. Conflict of Interests will be noted in the Board minutes. 
The Board member must abstain from participation in any discussion on the matter, 
shall not attempt to personally influence the outcome, shall refrain from voting on the 
matter and, unless otherwise decided by the Board, leave the meeting room for the 
duration of any such discussion or vote.   
 
Reference   
Bylaw #1 Clause 38 
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Policy Name and Number 
 

1.11  Confidentiality  

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble   
Staff and board members of Thrive Counselling may have access to sensitive and 
confidential information about clients and/or the organization.  Thrive Board 
members are ultimately responsible for ensuring that confidential information is not 
disclosed as per our obligations under the law and our commitment to professional, 
ethical behaviour.   
 
 
Policy 
Thrive requires that all staff, board members and volunteers read and sign a 
confidentiality agreement on joining the organization and routinely thereafter 
(yearly)  
 
Contravention of confidentiality may lead to corrective action which can range from a 
warning to dismissal from the board/staff.   
 
Reference 
 
Pledge of Confidentiality 
Privacy & Confidentiality Policy 
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Policy Name and Number 
 

1.12  Code of Conduct  

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble 
The Board expects of itself and its members ethical, businesslike and lawful conduct.  
This commitment includes proper use of authority and appropriate decorum in group 
and individual behaviour when acting as directors. 
 
Policy 
Board members will conduct themselves in a manner that is lawful and ethical, using 
the following guidelines: 
 

1. Directors, when acting as directors, are expected to consider that they 
represent the interests of the organization and its community as a whole in 
preference to any other interests which that director may also have or 
represent. 

2. Directors must avoid conflict of interest with respect to their fiduciary 
responsibility (refer to Policy 1.10 Conflict of Interest) 

3. Directors may not attempt to exercise individual authority over the 
organization except as explicitly set forth in policies. 

a. Directors’ interaction with the Executive Director or with staff must 
recognize the lack of authority in any individual director or group of 
directors except as noted above. 

b. Directors’ interaction with the public, press or other entities must 
recognize the inability of any board member(s) to speak for the Board 
unless otherwise authorized to do so by the Board. 

c. Directors will make no judgments of the Executive Director or staff 
performance except as that performance is assessed against explicit 
Board policies by the official process. 

4. Directors must not disclose or misuse any privileged and confidential 
information specific to the organization.  This obligation of confidence shall 
continue while serving as a director and indefinitely thereafter.  A Pledge of 
Confidentiality will be signed annually and kept on file.   

5. In keeping with the Agency’s Bylaw, Directors must certify that they 
a. Are not less than eighteen (18) years of age; 
b. Do not have the status of a bankrupt. 
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Policy Name and Number 
 

1.13  Board Recruitment and 
Nominations to the Board  

Policy Type Board Structures and Processes 
Approval Date November 8, 2016 
Review Date  
 
Preamble 
Leading governance practice recommends the use of a skills-based Board to ensure 
the necessary knowledge, skills and expertise to oversee and guide the organization.  
This policy defines the procedure for recruiting and selecting Director positions for 
the Board to promote effective governance through the right mixture of skills, 
experience, personal qualities and diversity among the members of the Board. 
 
Policy 
Through the nomination and election process, the Board will select directors 
according to their skill, experience and personal qualities. 
 
The Board will seek a balance within the Board of skills and experience of directors, 
while considering any unique or special requirements of the corporation at the 
current or future time. 
 
The Board will ensure all directors possess the personal qualities necessary to 
perform their role as Board members.  The Board will respect the diversity of the 
community served including demographic, linguistic, cultural, economic, geographic, 
gender, ethnic and social characteristics of the communities serviced by the 
corporation. 
 
The skills, experience and personal qualities that the Board will use to select potential 
directors are reviewed annually and approved by the Board.   
 
Procedure 
The Board will appoint a Nominating Committee/Task Group to provide leadership to 
the recruitment of Directors to be elected at the Annual General Meeting to fill any 
vacant positions on the Board, or to be appointed as per the provisions of the Bylaw to 
fill vacancies that arise between Annual General Meetings. 
 
The Board of Directors will provide each prospective Board member with the 
following information on the organization: 

 Vision, Mission, Values 
 Strategic Plan 
 Overview of the programs and services of the organization 
 Role of Board members and expectations 

 
Elected new members of the Board of Directors will receive an orientation to the 
agency in order to assist them to undertake their responsibilities. 
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Policy Name and Number 
 

1.14  Board Meeting Schedule/Structure 

Policy Type Board Structures and Processes 
Approval Date  
Review Date May 2017 
 
Preamble 
It is important that the Board meet on a regular basis.  Ideally meetings will be face-
to-face, though the Bylaw allows for participation by telephone and for electronic 
votes if necessary.  The Bylaw requires a minimum of 6 Board meetings per year.    
 
Policy 
The Board shall meet on a regular basis, no fewer than 9 times per year.  A board 
meeting schedule shall be set in advance. 
 
Directors are expected to attend 75% of meetings as per the Board Member 
Agreement. (See Appendix A) 
 
The Board will consider a time-limited leave of absence from the Board under 
extenuating circumstances of up to a year upon request to the Board or the Board 
Chair. 
 
Board Meetings our closed to the public aside from the Annual General meeting. 
 
In an effort to be responsive to the community stakeholders, the Board may hear from 
an individual or group on matters related to the mission, mandate, strategic directions 
and/or governance policy.  Requests must be received in writing and be approved by 
the Board.  Guests at a Board meeting must comply with the meeting  guidelines 
established by the Board including timeframes for presentations. 
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Policy Name and Number 
 

1.15  Risk Management and Quality 
Assurance 

Policy Type Board Structures and Processes 
Approval Date  
Review Date May 2017 
 
Preamble 
An important role of the Board is to ensure that plans are in place to manage potential 
risk to the agency.  Risk may arise from a number of areas including business 
practices, clinical practices, communications and the environment.  It is incumbent on 
the Board to establish a process to monitor all potential risk factors and to develop 
strategies to mitigate risk.   
 
 
Policy 
The Board of Directors shall be responsible for overseeing and monitoring internal 
and external risk factors that may impact operations and performance of Thrive 
Counselling. 
 
PROCEDURE: 
The Board shall ensure that the following processes are in place to monitor risk and to 
assure the provision of quality programs: 
 
Risk Identification and Assessment – Agency management should undertake annual 
reviews of potential risk and should report these to the Board.  This review should 
also include consideration of risk mitigation strategies and contingency plans. 
 
Communication Plan- The E.D. acts as the official spokesperson for the organization.  
In the event of an incident  which would create risk to the organization, the E.D. 
informs the Board Chair who will determine the necessity of a Board meeting or other 
plan as well as the need for the Board Chair to speak on behalf of the agency. 
 
Insurance – Management shall ensure that the organization, Board Members, and its 
employees/volunteers/students  have adequate insurance coverage and should 
report on such to the Board annually . 
 
Effective Financial and Capital Planning – management shall be responsible for 
undertaking regular budget reviews and should report budget results to the Board on 
at least a quarterly basis.  Management should monitor cash flow requirements and 
report potential shortages to the Board.  The Board shall ensure that internal financial 
controls are adequate (e.g., cheque signing authorities, contractual obligations, 
compliance with financial controls) 
 
Quality Management – management must ensure that there are policies, procedures 
and processes in place to monitor the quality of services provided to Thrive clients. 
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Contingency Planning – contingency plans should be prepared to respond to 
identified and non-identified risks (e.g., emergency preparedness, pandemic planning, 
threats to staff and/or clients). 
 
Board Behaviour – the Board must ensure that all of its members have the 
knowledge, ability and commitment to their role as Board members to effectively 
meet the standards of care imposed by legislation.   
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Policy Name and Number 
 

1.16  Board Meeting Minutes and In 
Camera Minutes 

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble 
Minutes provide a record of discussions and decisions of the Board of Directors.  It is 
important to maintain a complete and accurate record of the Board’s deliberations 
and decisions.  In camera sessions of the Board are conducted where the discussion 
relates to 

 sensitive issues of a personal or financial nature in respect of a member or 
prospective member of the board, staff, or a client/family; 

 advice that is subject to attorney/client privilege, including communications 
necessary for that purpose.   

 performance management and ED appraisal material,  
 sensitive Collective Bargaining material. 
 S ensitive complaints 

 
 
Policy 
Minutes shall be taken and kept for all meetings of the Board, the members (Annual 
and Special Meetings) and Board committees.  Such minutes form part of the 
permanent records of Thrive  and should be kept indefinitely.   
 
In camera minutes are kept separately from regular minutes. By the secretary and 
shall not be distributed.   
 
All minutes, including in camera minutes, shall be formally approved by the Board at a 
subsequent meeting, as evidence of the proceedings.  Approval of the minutes reduces 
the risk of subsequent challenge to the minutes. 
 
PROCEDURE: 
The Board secretary (or designate) shall be responsible for recording, preparing and 
distributing the minutes.   
 
Minutes shall contain: 

 Date, time and place of meeting 
 Name of chair and secretary 
 Names of directors present 
 Names of invited guests present.   
 Standing agenda – declaration of conflict of interest 
 Summary of agenda item discussions including 

o Rulings by the Chair 
o Motions 
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o Summary of matters discussed (an overview of the scope of discussion 
and relevant questions and issues) 

o Results of votes taken 
o Record of “no” votes or abstentions when requested by directors to do 

so 
o Notation when directors arrive or leave during the meeting 
o List of background documents that accompanied the agenda (attach 

copies to the minutes) 
 
In camera minutes shall be provided to board members for approval and shall be 
collected following review and approval.  All copies shall be destroyed with the 
exception of the Secretary’s copy, which shall be kept in a confidential file.   
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Policy Name and Number 
 

1.17  Board Committees  

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble 
Under the provisions of the corporate Bylaw, the Board is required to have two (2) 
Standing Committees, and may establish additional committees to help carry out its 
responsibilities.   
 
The required standing committees are Governance and Finance and Audit.   
 
To preserve the role of the Board and to respect the time of Board members, 
committees should be used intentionally and so as never to interfere with delegation 
from the Board to the Executive Director.   
 
Policy 
The Board shall establish Committees as required to support the work of the Board.  
In establishing committees, the Board shall respect the following principles: 
 

1. All Board committees shall be governed by agreed-upon Terms of Reference. 
2. Board Committees do not speak or act for the Board except when formally 

given such authority for specific and time limited purposes.  Such authority will 
be carefully stated in order not to conflict with authority delegated to the 
Executive Director. 

3. Board committees are to help the Board do its job, not to help the staff do their 
jobs.  Committees ordinarily will assist the Board by preparing policy 
alternatives and implications for Board deliberation. 

4. Board committees do not exercise authority over staff.  In keeping with the 
Board’s broader focus, Board committees will normally not have direct 
dealings with current staff operations.   

5. Board committees must be chaired by a current Board member, include other 
board members and may include volunteers from the community whose skills, 
expertise and connections contribute to the work of the Committee. 

6. This policy applies only to committees which are formed by the Board to 
contribute to the Board’s mandate.  It does not apply to committees formed 
under the authority of the Executive Director (typically referred to as 
“management” committees or “staff” committees).   

 
Reference 
Bylaw #1 Clauses 11 & 12  
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Policy Name and Number 
 

1.18  Board/Staff Relationship 

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
 
Preamble 
For effective governance it is important to distinguish the roles of Board and staff.  In 
broad terms, the Board is responsible for leadership, oversight, and stewardship.  The 
Executive Director (and by extension staff) is responsible for management and for the 
implementation of policy. 
 
Policy 
The Board shall be responsible for recruiting the Executive Director and for executing 
annual reviews of his/her performance.  The Executive Director, who reports directly 
to the Board, is responsible for the recruitment and management of all agency staff.   
The Board shall not have a direct relationship with staff, other than through the 
Executive Director.  This is not intended to discourage a positive relationship between 
Board members and staff; it does, however, formalize a process for Board/staff 
discussions and work (refer to Policy 1.19, Board/Staff Communication).   
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Policy Name and Number 
 

1.19  Board/Staff Communication 

Policy Type Board Structures and Processes 
Approval Date December 2016 
Review Date  
  
  
Preamble 
In general, staff interact with the Board only through the Executive Director.  This 
policy is not intended to discourage a positive working relationship between Board 
members and staff; it does, however, formalize a process for Board/staff discussions 
and work to provide clarity and understanding around roles and responsibilities.  This 
policy provides a guideline for how staff and Board members shall interact on routine 
or emergency matters. 
 
Policy 
The Board of Directors values the opinions of Thrive staff and invites participation in 
discussion in accordance with the following procedures. 
 
Procedure 
Staff communication to the Board is through the Executive Director.  The ED consults 
with the Chair of the Board in setting the agenda for Board meetings. 
 
Staff requests to speak at a Board meeting shall be made in writing through the ED or 
the Board Chair at least 48 hours in advance of the meeting in order to have this 
added to the agenda as applicable.  The Board Chair and ED will consult on the request 
prior to adding it to the agenda as per the Policy statement above. 
 
Where a staff member requests to speak to the Board about an unresolved issue in the 
areas of Human Resources, Occupational Health and Safety, client safety, and/or risk 
management, or any other issue considered to be operational in nature, the ED shall 
first ensure that all policies and procedures for considering the issue have been 
followed prior to it being raised at the Board. 
 
The Board Chair may waive this requirement if, in his or her opinion, the issue is of 
sufficient importance that it warrants a discussion by the Board. 
 
From time to time staff may be invited to attend Board meetings to participate in 
specific discussions requiring their expertise, to make presentations and to provide 
information on programs and services, or to otherwise provide input to the Board.   
 
From time to time and under the direction of the Executive Director, Board and staff 
members may interact directly on such things as ad hoc committees and task forces, 
specific tasks requiring Board/staff collaboration, or otherwise as requested by the 
Board. 
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Board members shall not participate in or direct the work of staff without the express 
approval of the Executive Director.   
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Policy Name and Number 
 

1.20  Board Evaluation 

Policy Type Board Structures and Processes 
Approval Date January 2017 
Review Date  
 
Preamble 
Leading practice in governance recommends that Boards undertake an annual review 
of their own performance as a way of ensuring and improving effectiveness.  There 
are a variety of assessment tools available to Boards. 
 
Policy 
Thrive Counselling shall undertake regular self-evaluation in an effort to ensure it is 
providing the organization with effective leadership and governance 
 
Procedure 
On an annual basis the Board shall undertake an assessment of its performance. 
 
Areas for assessment may include the following: 

 Fulfillment of strategic directions in a manner consistent with the 
organization’s mission, vision and values 

 Oversight and management performance 
 Quality of operations and services 
 Financial conditions 
 External relations 
 Other areas such as 

o Board composition and structure 
o Board systems and processes 
o Board meeting effectiveness 
o Self-peer assessment of individual Directors’ performance 

 
Evaluation results should be documented and developed into a plan/format for the 
ensuing year(s) as a mechanism for continuous quality improvement and effective 
risk management.   
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Policy Name and Number 
 

1.21  Vulnerable Sector Checks  

Policy Type Board Structures and Processes 
Approval Date January 2017 
Review Date  
 
 
Preamble 
Thrive Counselling deals with highly confidential information, often from vulnerable 
sectors of the population.  It is incumbent on the Board to ensure that its members, as 
well as all Committee members (who are not Board members) and all agency staff, 
present no risk to the organization, its reputation, staff and/or clients.   
 
Policy 
All candidates for the Board or for Committee roles shall be required to obtain a 
Criminal Reference Check for the vulnerable sector.  (Note:  a Criminal Reference 
Check policy for staff is included in the agency’s Operational Policies and Procedures).   
 
Procedure 
All candidates for the Board or for Committee roles shall provide the Chair of the 
Nominating Committee with proof of application for a Vulnerable Sector Check and 
subsequently, with the results of the Vulnerable Sector Check. Vulnerable Sector 
Checks must be renewed every three years. 
 
In the case that the Vulnerable Sector Check indicates that there could be a legitimate 
impediment to the selection of a candidate, the Committee Chair will make a decision 
regarding the candidate and the candidate will be informed.   
 
The Committee Chair may choose to discuss the individual application and Vulnerable 
Sector Check status with the Board Chair before making a decision.  The Board Chair 
may choose to discuss the issue with the full Board, in camera, before making a 
decision. 
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Policy Name and Number 
 

1.22  Anti-Racism, Anti-Discrimination 

Policy Type Board Structures and Processes 
Approval Date January 2017 
Review Date  
 
Preamble 
At Thrive Counselling we recognize that many of our clients may come from 
experiences that reflect oppression, racism, violence and other forms of 
marginalization.  Our approach to programs and services is based in an anti-racist, 
anti-discrimination framework.   Our expectation is that all board members and all 
staff understand and operate from this framework.   
 
 
Policy 
Thrive Counselling is committed to identifying and eliminating individual and 
systemic racism, discrimination and harassment in the agency by ensuring respect 
and dignity for people we serve, for volunteers and for staff.   
 
Our service is based on the following beliefs: 

 That all individuals are treated with dignity and respect; 
 That all staff, volunteers and people we serve have a right to expect freedom 

from discrimination and harassment; 
 That the entire community has access to our services; 
 That all Board members, staff and volunteers have a role in creating an agency 

that is free of racism, discrimination and harassment. 
 
Procedure 
We will achieve our policy goal using the following steps: 

 Barriers which inhibit the participation of clients due to ethnic, cultural or 
religious background or beliefs will be identified and removed; 

 Measures will be taken to recruit volunteers and staff with specific linguistic 
skills to enable us to effectively serve the diverse communities in Halton 
Region; 

 All manuals, newsletters, policies and program information will use language 
that is inclusive and barrier free; 

 Staff and volunteers shall receive ongoing training to ensure that the agency is 
free of racism, discrimination and harassment. 
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Policy Name and Number  

Whistleblower Policy 

Policy Type Board Structures and Processes 
Approval Date  
Review Date   May 2017 

 

PREAMBLE: 

The Board is committed to supporting an ethical workplace where legitimate 

concerns can be raised without fear of reprisal. 

POLICY: 

Thrive Counselling requires directors, management and all staff to observe high 

standards of business and personal ethics in the conduct of their duties and 

responsibilities. As employees and representatives of Thrive, we commit to practice 

honesty and integrity in fulfilling our responsibilities and comply with all applicable 

laws and regulations. 

 

Reporting Responsibility 

This Whistleblower Policy is intended to encourage and enable employees and others 

to raise serious concerns internally so that Thrive can address and correct 

inappropriate conduct and actions. It is the responsibility of all board members, 

employees and volunteers to report concerns about violations of Thrive’s code of 

ethics or suspected violations of law or regulations that govern Thrive’s operations. 

 

PROCEDURE: 

No Retaliation 

It is contrary to the values of Thrive for anyone to retaliate against any board 

member, employee or volunteer who in good faith reports an ethics violation, or a 

suspected violation of law, such as a complaint of discrimination, or suspected fraud, 

or suspected violation of any regulation governing the operations of Thrive. An 

employee who retaliates against someone who has reported a violation in good faith 

is subject to discipline up to and including termination of employment. 

 

Reporting Procedure 

Thrive has an open door policy and suggests that employees share their questions, 

concerns, suggestions or complaints with their supervisor. If you are not comfortable 

speaking with your supervisor or you are not satisfied with your supervisor’s 

response, you are encouraged to speak with the Executive Director. Supervisors and 
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managers are required to report complaints or concerns about suspected ethical and 

legal violations in writing to the Thrive’s Compliance Officer, who is the Executive 

Director, and has the responsibility to investigate all reported complaints. Employees 

with concerns or complaints may also submit their concerns in writing directly to 

their supervisor or the Executive Director. 

Compliance Officer  

Thrive’s Compliance Officer is responsible for ensuring that all complaints about 

unethical or illegal conduct are investigated and resolved. The Compliance Officer 

will advise the Board of Directors of all complaints and their resolution and will 

report at least annually to the Audit/Finance Committee on compliance activity 

relating to accounting or alleged financial improprieties. 

 

Accounting and Auditing Matters 

Thrive’s Compliance Officer shall immediately notify the Audit/Finance Committee of 

any concerns or complaint regarding corporate accounting practices, internal controls 

or auditing and work with the committee until the matter is resolved. 

 

Acting in Good Faith 

Anyone filing a written complaint concerning a violation or suspected violation must 

be acting in good faith and have reasonable grounds for believing the information 

disclosed indicates a violation. Any allegations that prove not to be substantiated and 

which prove to have been made maliciously or knowingly to be false will be viewed as 

a serious disciplinary offense. 

 

Confidentiality 

Violations or suspected violations may be submitted on a confidential basis by 

the complainant. Reports of violations or suspected violations will be kept 

confidential to the extent possible, consistent with the need to conduct an 

adequate investigation. 

 

Handling of Reported Violations 

Thrive’s Compliance Officer will notify the person who submitted a complaint and 

acknowledge receipt of the reported violation or suspected violation. All reports will 

be promptly investigated and appropriate corrective action will be taken if 

warranted by the investigation. 
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Policy Name and Number 
 

1.24  Board Succession Planning 

Policy Type Board Structures and Processes 
Approval Date January 2017 
Review Date  
 
 
 
Preamble 
It is important that there be continuity of directors on the board, as well as new 
directors who will bring needed skills, experience and perspective.  All board 
members should have the opportunity to apply their skills, and to develop and learn 
how to be effective directors.  Board members should be encouraged to actively 
participate in Board roles and to assume positions of leadership if and as appropriate.   
 
 
Policy 
The Board shall proactively plan for the succession of directors by implementing 
strategies that encourage leadership development and acquisition of knowledge.  Such 
strategies may include 
 

 Regular board training sessions 
 Rotation of officer positions (if appropriate) 
 Leadership of ad hoc committees and task forces 
 Active recruitment of new board members who can be developed to assume 

leadership roles 
 Regular Board and director self-evaluation to improve the functioning of the 

Board 
 Ensuring a full Board complement. 
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APPENDIX A  
BOARD MEMBER AGREEMENT 

 

 

I, ______________________, understand that as a member of the Board of Directors of Thrive 

Counselling, I have a legal and moral responsibility to ensure that the organization does the best work 

possible in pursuit of its goals.  I believe in the purpose and the mission of the organization, and I will 

act responsibly and prudently as its steward. 

 

As part of my responsibilities as a board member: 

 

1. I will interpret the organization’s work and values to the community, represent the organization, 

and act as a spokesperson. 

  

2. I will attend at least 75% of board meetings, committee meetings and special events. 

  

3. I understand that it is important to: 

 Make a personal financial contribution to the agency at a level that is meaningful to me 

 actively participate in one or more of the organization’s fundraising activities 

 financially support the United Way,  a main agency funder, during their main fund raising 

campaign, again, at a level that is meaningful to me. 

 

4. I will act in the best interests of the organization, and excuse myself from discussions and votes 

where I have a conflict of interest. 

  

5. I will stay informed about what’s going on in the organization. I will ask questions and request 

information. I will participate in and take responsibility for making decisions on issues, policies 

and other board matters. 

  

6. I will work in good faith with staff and other board members as partners towards achievement of 

our goals. 
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Section 3: Executive Leadership 
 
Policy Name and Number 
 

2.1  Executive Limitations 

Policy Type Executive Leadership 
Approval Date January 2016 
Review Date January 2017 
 
Preamble 
It is important that the Board delegate authority to its Executive Director and allow 
the Executive Director to exercise that authority within established limits.  This policy 
supports the Board and Executive Director to understand and exercise their 
respective roles and responsibilities.   
 
Policy 
This policy articulates the delegation of decision making and operating authority 
between the Board of Directors and management at Thrive Counselling .  
 
Procedure 
 
Matters requiring the approval of the Board 
Governance: 

 The setting of strategic direction and the establishment of corporate 
performance objectives; 

 The approval of Board  policies regarding the governance of the 
organization and minimum operating parameters;  

 Any decision that will result in a material deviation from Board approved 
strategic, business or operational plans or policies;  

 The establishment of effective procedures for monitoring corporate 
performance; 

 The establishment of effective procedures for reviewing the performance 
and compensation of the Executive Director; 

 The development of effective Board governance processes and procedures, 
including the establishment of any Standing Committees of the Board; 

 Any matter that requires the review and approval of any Standing 
Committee of the Board of Directors under the terms of the respective 
Committee mandates, as may be amended from time-to-time by the board;  

 The enactment, amendment, restatement or repeal of any By-laws;  
 The approval of polices governing related party transactions;  
 Approval of Thrive’s Code of Conduct 
 Any decisions required to be made by the Board of Directors under the 

terms of applicable legislation and regulations governing matters which may 
involve personal legal liability of individual directors; and 

 Any other matter that in the opinion of the Executive Director and/or the 
Chair of the Board should be determined by the Board of Directors. 
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Finance and Operations: 

 The approval of any multi-year or annual business, capital or operating 
plans or budgets of the organization, or any amendment thereto; 

 Any material deviation from the approved business, capital or operating 
plans or budgets; 

 Any expenditure that is over and above management’s delegated 
expenditure limits set by the Board; 

 Any material change in accounting policies or practices of the organization; 
 The approval of annual financial statements of the  organization; 
 Any purchase, commitment, lease or expenditure which, if completed, would 

raise the total of capital expenditures of the organization in any fiscal year to 
more than the dollar amount authorized pursuant to an approved business 
plan for any fiscal year; 

 Any material contracts out of the ordinary course of business; and 
 Any matter that presents a real or perceived material risk to the financial 

position of the organization. 
 
Delegation to Committees of Directors (Board Committees) 

 The Board may establish committees of directors (‘Board Committees’) and 
delegate some of the Board’s power and authority to these committees 
either on a standing or ad-hoc basis. 

 The establishment of a Board Committee and the delegation of the Board’s 
power and authority to a Board Committee must be implemented by Board 
resolution. 

 The Board has established three standing Committees: the Audit and 
Finance Committee ,the Governance Committee, and the Nominating and 
Human Resource Committee as detailed in the respective committee 
mandates. The Board has delegated some of its power and authority to these 
committees as set out in their respective Terms of Reference 

 Board committees are required to report to the Board on their use of any 
delegated authority. 

 In the event that a Board Committee is disestablished, the delegation of the 
power and authority automatically reverts to the Board. 

 
Delegation to the Chairman 

The Board delegates the following powers and authority to the Chairman: 

 Act as spokesperson for, and representative of the Board. 
 Review and respond to correspondence addressed to the Board or to the 

Chairman (in consultation with directors as the Chairman deems 
appropriate). 

 
Delegation to Individual Directors 

Individual directors have no individual authority to participate in the day-to-
day management of Thrive except where the Board explicitly delegates an 
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authority to a director individually. All such delegations must be implemented 
by Board resolution. 

Delegation of ad-hoc power and authority 
In addition to the delegations of the Board’s power and limits of authority 
detailed in this Policy, the Board may delegate, via Board Resolution, the 
exercise of its power and authority on an individual basis for a particular 
purpose. The limits and/or restrictions of the delegations referred to in this 
Policy may be superseded by more specific and/or individual delegations. 

Delegation to the Executive Director 
The Executive Director is delegated the authority to manage and supervise the 
day to day operations of Thrive, subject to the direction of the Board of 
Directors and the execution limitations established by the Board. This 
delegation shall include the authority to make all decisions on behalf of Thrive 
that do not require Member approval, or that have not been reserved by the 
Board of Directors to itself 

All Board authority delegated to management is delegated through the 
Executive Director, so that all authority and accountability of management, 
unless otherwise stated in this Delegation of Authority, is considered to be the 
authority and accountability of the Executive Director. This shall not be 
interpreted as precluding interaction between the members of the Board and 
senior management, provided that it is understood that such interaction does 
not supersede, directly or indirectly, the authority of the Executive Director to 
manage the affairs of the organization as laid out in this Delegation.  

Delegation by the Executive Director to Staff 
The Executive Director shall have the authority to sub-delegate operational 
decision making as he or she may determine as necessary and appropriate for 
the effective operation of the organization subject to the limitations set out in 
Appendix I 

In exercising a delegated authority the Executive Director must ensure that: 

 The financial transactions of Thrive are executed within the limitations set 
out in Appendix I, 

 Thrive’s systems of internal controls adequately manage and monitor the 
implementation and operation of the delegated authorities, 

 The delegations of authority achieve the objectives of authority delegation 
and proper financial control and 

 The limits of authority detailed in this Policy remain appropriate as 
Thrive’s circumstances change. 
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Appendix 1: Financial Limits of Delegated Authority 
1. These financial limits of aggregate expenditures are subject to review and 

revision through the appropriate resolution passed by the Board. 

2. The financial limits listed below prevail in the event of any inconsistency with 

delegation (and limits of authority) in other Thrive policies and/or employee 

position descriptions. 

 

Category Amount Approval Authority 

Debt Instruments All Board of Directors by Resolution 

Contractual 

commitments for the 

provision of goods 

and/or services from a 

third party (eg: Leases, 

IT support agreements; 

office equipment, 

marketing services) 

 >$10,000 Board of Directors by Resolution 

>5000 but <=$9999 Executive Director and Chair 

>$1000but <= $5000 Executive Director  

<=$1000 
Employees delegated by ED and their direct 

manager 

Cheque Signing Limits 

 >$10,000 Board of Directors by Resolution 

>$5,000 but 

<=$9999 
Executive Director and Chair 

>$1001 but  

<= $5,000 

Executive Director and ED’s direct reports as 

delegated 

<=$1000 
Employees delegated by ED and their direct 

manager 

Offers of Employment 

Executive Director Board of Directors by Resolution 

ED’s Direct Reports Executive Director  

Other Employees Executive Director 

Tax Returns  Executive Director and Chair 

 
Splitting of Transactions: The splitting of transactions to allow a lower financial 

limit to be used is expressly prohibited. Approval must 
always be sought for the aggregate expenditure. If the 
aggregate expenditure exceeds or may exceed a delegate’s 
authority limits, approval at a higher authority level must 
be obtained. 

Aggregate Expenditure The aggregate expenditure of a financial obligation is the 
greater of: (i) the minimum contractual financial 
obligation for the entire period of an agreement; or (ii) 
the expected contractual financial obligation for the entire 
period of an agreement. 
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Policy Name and Number 
 

3.2  Executive Director Job Description 

Policy Type Executive Leadership 
Approval Date January 2016 
Review Date  
January 2017 
 

EXECUTIVE DIRECTOR  
 

Core Competencies  
 

 Strategic leadership 
 Program expertise and strategy 
 Not-for-profit management (finance, human resources, partnerships, fund raising, 

community relations, funder relations, government relations) 
 Governance expertise and Board relations 
 Communications expertise (internal; external; marketing and public relations) 
 Community awareness 

 
 

Job Description  
 
. 
 
Accountability 

The ED is accountable to the Board of Directors for the effective and efficient management of 

the day-to-day operations and the delivery of services.  The ED works under the direction of 

the Board of Directors in implementing the Board’s decisions and manages daily operations in 

addition to seeking, planning and coordinating resources for sustainability.  The ED networks 

within the community to further develop relationships and opportunities for delivery and 

awareness of services.   

 

 

Supervision 

The ED will have supervisory responsibilities for all staff of the organization.  
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MAIN RESPONSIBILITIES 
Strategic Leadership 
 Helps to develop and holds a clear vision of the organization, which is shared by the 

board, staff and community 
 Demonstrates the ability to lead the organization and community towards a shared vision. 
 Assists the Board in developing and implementing strategic plans that fulfills the mission 

and mandate of the organization and guides the development of services and positions the 
organization for the future. 

 Demonstrates the ability to translate strategy into realistic and achievable 
implementation plans and reports on achievements to the board. 

 Is able to clearly discern and articulate the relevant operational issues to the Board and 
provide the required background to support their decision-making; similarly, is able to 
communicate the impact of Board activity and decisions to employees to facilitate internal 
alignment. 

 Is able to critically evaluate information and data to inform program development by 
developing the relevant metrics (key performance indicators) and reports (“scorecards”) 
to track progress on the strategic plan, and reports results quarterly to the Board. 

 Demonstrates flexibility and decisiveness. 
 Creates a new team culture that energizes employees around the agency's mission. 

Programs And Services Development 
 Creates a shared understanding of organizational values, goals and unique role within the 

Halton social service system. 
 Develops plans to continuously improve programs and enhance range of services within 

Halton. 
 Ensures that appropriate quality assurance systems are in place to measure and monitor 

the quality of the agency’s activities, including client satisfaction and compliance with 
standards.  

 Ensures that programs are responsive to the needs of the Halton community while 
complying with service standards, ethical standards and funder requirements. 

 Identifies and seeks funding opportunities which maintain, expand or enhance services 
and seeks professional staff with the knowledge and skills needed to grow the 
organization within the Halton community. 

 
Community Relationships 
 Builds collaborative working relationships with stakeholders, including all current 

funders and potential funders, community agencies and other counselling organizations.  
These include the Ministry of Community and Social Services, Ministry of Children and 
Youth, Ministry of the Attorney General, United Way organizations, Family Service 
Ontario, Family Service Canada, local government and provincial agencies. 

 Represents the agency on various committees and networks at the local, regional, and 
provincial levels to address evolving program and sector issues.  

 Identifies and creates opportunities for new partnerships in the public and private sector 
that benefit the agency and its clients. 

 Develops, implements and maintains an effective communication and public relations 
strategy to provide information and promote services and the positive value of the agency. 
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Not-for-Profit Management 
1. Human Resources 
 Determines the organizational structure (number and type of roles) and the staff 

complement required to provide services and remain within the available funding. 
 Establishes a constructive and effective working relationship with the union. 
 Develops, implements and maintains effective strategies and programs for staff 

recruitment, retention, performance management, development and training, and 
succession planning to ensure maximum productivity and service continuity. 

 Determines training and development needs of staff based on current and emerging 
competency requirements, and allocates resources appropriately (including coaching and 
mentorship programs). 

 Conducts performance reviews and provides on-going performance feedback and 
coaching to direct reports.  

 Reviews and recommends changes to compensation packages for all positions annually, 
based on financial analysis of cost effectiveness. 

2. Financial Management 
 Ensures the development and implementation of a sound financial management plan, 

which balances service delivery and funding requirements.  This will include preparation 
of the business plan and annual budget, the control of expenditures within the approved 
budget, provision of financial reports and other statements to the Board of Directors and 
the Ministry of Community and Social Service, and compliance with audit recommended 
actions. 

 Develops, implements and maintains an effective process for facilities management, 
purchasing and information management systems. 

 Develops, implements and maintains effective internal control and due diligence 
processes to manage risk. (e.g., business continuity planning, insurance, regulatory 
obligations, etc.) 

 Seeks additional sources of funding and helps with fund raising initiatives. 
 

 
COMPETENCY PROFILE 

 

Operational Excellence 

 Establishes priorities and manages time appropriately to achieve the best outcomes. 

 Establishes, monitors and enforces high quality standards to maintain a highly 

professional results-oriented organization. 

 Demonstrates a sound knowledge of the policies, legislation and practices that govern 

the operation of the agency (e.g., Ministry priorities), including funder priorities. 

 Demonstrates a solid understanding of employers’ obligations, and fundamental 

knowledge of all aspects of Human Resources (e.g., employment legislation); is able to 

make tough decisions (e.g., hours of work, termination) based on a sound rationale, 

and consistent philosophy. 

 Demonstrates an understanding of how to develop and interpret budgets, and exercise 

fiscal responsibility in the allocation of budget. 

 Demonstrates a working knowledge of the counselling environment, including the 

different “players” (e.g. community providers), their intersections, and decision 
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models, and the political environment 

 Demonstrates general current knowledge of best practice and emerging trends in the 

sector. 

 Reviews and approves all short-term and long-term IT infrastructure plan and 

improvements for the agency related to capital investments and operational needs 

(e.g. Website, client databases.)  Secure Board approval as required. 
 
Ethics 

 Demonstrates honesty, integrity, accountability and appropriate transparency in all 

situations. 

 Is thorough and diligent in pursuing and selecting partners (both internal and external) 

that reflect the values of the agency. 

 Conducts oneself in a manner that upholds the values and reputation of the agency  

 Is uncompromising in holding the line on policies and procedures, not “bending rules” that 

have the potential to undermine the community’s confidence in the agency. 

 Holds others to a consistently high standard; communicates and reinforces key 

expectations. 

 Demonstrates sensitivity to diversity in the workplace; values and embraces all 

backgrounds. 
 
Relationship Skills 

 Actively networks to develop and maintain relationships and partnerships that support 

and advance the work of the agency. 

 Researches, and strives to understand the unique needs and interests of community 

partners; is able to find the common ground on which to build win-win outcomes. 

 Demonstrates political acuity and sensitivity in communication and negotiation; is able to 

alter style to fit and resonate with different audiences (e.g., Board, employees, Ministry). 

 Builds trust and goodwill by generously sharing information, the agency’s resources, and 

advice among community partners. 

 
EDUCATION, EXPERIENCE AND SKILLS  
 A Masters of Social Work degree or academic equivalent (e.g. A graduate degree in 

business or community service related discipline) with a minimum of five years' senior 
management expertise in a field related to family services.  

 If relevant as per above, registration in good standing in a regulatory professional college 
(e.g. College of Social Workers) 

 A degree or certification in not-for-profit business management or a minimum of three (to 
five) years of management experience in the not-for-profit sector 

 A successful track record of five (5) or more years at the senior management level in 
community services or public administration. 

 Experience working directly with a Board of Directors. 
 Exceptional interpersonal, liaison and communication skills.  
 Proven abilities in  

o policy and program development delivery; 
o strategic planning;  
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o finance and human resources management; 
o exceptional change management and organizational development skills 

 Proven ability to lead, encourage and motivate staff in a team environment. 
 Exceptional client service skills and client focus. 
 Strong technology skills. Proficiency in computer applications: Windows, Microsoft Office 

programs, Email and Internet Research. 
 Strong awareness of Halton community 
 Demonstrated commitment to continual learning. 
 
 
JOB REQUIREMENTS 
 Must be able to travel and hold a valid driver’s license. 
 Must be able to work outside regular business hours. 
 Must be able to adhere to all agency policies and procedures. 
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Policy Name and Number 
 

2.3  Executive Director Report to the 
Board 

Policy Type Executive Leadership 
Approval Date January 2017 
Review Date  
 
Preamble 
The Executive Director reports to the Board and has a responsibility to keep the Board 
informed of activities and progress toward strategic goals and objectives.  The 
Executive Director must also alert the Board to risks or potential risks that may 
impact the agency. 
 
Policy 
As a means of monitoring compliance with the executive limitations policy, the Board 
shall require that the Executive Director provide a report at each Board meeting that 
includes, but is not limited to 
 

 Financial report(s), including any expenditures requiring Board approval 
and/or any unusual expenditure or revenue items 

 Serious incidents or occurrences 
 Compliance with all statutory obligations 
 Significant legal or financial matters 
 Other matters impacting the agency’s financial, reputational or risk status 
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Policy Name and Number 
 

2.4  Performance Review 

Policy Type Executive Leadership 
Approval Date January 2017 
Review Date  
 
Preamble 
One of the Board’s most important roles is to regularly assess the performance of its 
key employee, the Executive Director.   
 
Policy 
The Board will complete a performance review of the Executive Director on an annual 
basis, to assess his/her ability to lead the organization to reach the established 
performance objectives for the agency.   
 
Procedure 

1. The Board Chair will appoint a sub-Committee to undertake the performance 
review.  If there is a Human Resources Committee of the Board, that Committee 
will undertake this task. 

2. The sub-committee will determine the form of evaluation.  Choices include a 
360 review (which gathers performance feedback from the Board, from peers, 
and from subordinates), a self-evaluation, an open-ended assessment, a rating 
scale, among others.   

3. A full evaluation report will be compiled and shared with the Executive 
Director and the Board. 

4. The assessment shall include, but not be limited to 
a. An overall assessment of performance against job requirements as per 

the job description 
b. As assessment of performance against previous year’s goals and 

objectives 
c. Affirmation of strengths and achievements 
d. Discussion of any gaps in performance and suggestions for future 

development  
5. Performance goals for the upcoming year shall be determined and agreed 

upon. 
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Policy Name and Number 
 

2.5  Succession Planning 

Policy Type Executive Leadership 
Approval Date January 2017 
Review Date  
 
Preamble 
The purpose of this policy is to ensure that the agency can continue to operate 
effectively in the event of an unplanned absence of the Executive Director.  Unplanned 
absence refers to a temporary leave of more than several weeks duration, or a sudden 
departure.   
 
Policy 
The Board of Directors will ensure that a comprehensive emergency succession plan 
for the Executive Director is in place in order to guarantee continuous coverage of the 
executive duties critical to the ongoing operations of the agency.  Priority functions to 
be covered include:   

 Oversight of general operations of the agency 
 Support to the Board of Directors 
 Participation in the recruitment, selection, supervision and evaluation process 

for directly supervised staff and other key executive level positions. 
 
The Board shall ensure that there is a current job description for the Executive 
Director. 
 
Procedure 
In the event of an unplanned temporary absence of the Executive Director the Board 
shall proceed expeditiously to: 
 

1. Authorize or constitute a Committee of the Board to assume responsibility for 
executing the succession plan; 

2. Assess the circumstances and recommend to the Board an appropriate course 
of action.  Options for consideration may include 

a. Appointment of a senior staff person to the role in a temporary capacity 
b. Recruitment of an interim Executive Director from outside the 

organization 
c. Assumption of key responsibilities by several of the existing staff 
d. Other strategies (e.g., temporary retention of a neighbouring executive 

to oversee the agency) 
 
In the event of an unplanned permanent absence of the Executive Director the Board 
shall proceed expeditiously to: 

1. Authorize or constitute a Committee of the Board to assume responsibility for 
executing the succession plan; 
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2. Assess and recommend to the Board an appropriate course of action for 
recruitment.  This may include 

a. Immediate recruitment 
b. Appointment of an interim ED while the position requirements are 

assessed 
c. Pursuit of other strategic options (e.g., temporary or permanent sharing 

of executive level duties with another similar agency) 
 
The Board shall ensure that it has access to 

 The current Executive Director job description 
 A list of potential consultants and recruitment firms 
 A prepared job ad 

 
As soon as possible, the Board shall communicate with staff to provide details of the 
plan for the assumption of Executive Director duties, and to confirm responsibilities, 
authority and reporting lines.   
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Section 3 Financial Policies 
 
Policy Name and Number 
 

3.1  Fund Raising 

Policy Type Finance 
Approval Date January 2017 
Review Date  
 
 
Preamble   
It is common that not-for-profit organizations need to raise funds in support of the 
organization’s mission beyond those funds received directly from Ministries in 
accordance with service agreements.  This policy provides guidance on the types of 
activities and approaches that Thrive Counselling may use to raise additional funds in 
an ethical, focused way.   
 
Policy 
Thrive Counselling may from time to time generate additional funds in support of the 
organization’s mission, provided that such revenue generating activities shall 

 Comply with the law 
 Not conflict with funding agreements with other funders 
 Not conflict with the agency’s charitable objects or charitable status 
 Be in keeping with the organization’s mission, vision and values 
 Be in accordance with the Strategic and Operational Plans, and 
 Be conducted ethically and with transparency. 

 
Procedure 
The agency may raise funds through a variety of means including, but not limited to, 

 Partnerships with United Way and other funding bodies (service clubs, 
foundations, community organizations);  

 Direct solicitation of business organizations (subject to restrictions from other 
funders including United Way) 

 Raffles and lotteries 
 Special events 
 Mail and personal solicitation (e.g. Christmas campaigns, planned giving 

campaigns, capital campaigns). 
 
Fund raising will not include: 

 Telephone solicitation of the general public 
 The sale of donor lists or information 
 Partnerships with any group or organization not approved by the Board of 

Directors. 
 
Thrive’s fund raising approaches will be guided by the following principles: 
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 Members of the Board and Fund Raising Committee (if one exists), its partners 
and representatives shall always act with fairness, honesty, integrity and 
openness 

 Fund raising activities will comply with the Agency’s principles, practices, and 
applicable laws and regulations 

 Without limiting the generality of the above, fund raising activities will not and 
will not be perceived to  

o Condone or promote the abuse of any substance including illegal drugs, 
prescription drugs and alcohol 

o Condone or promote acts of violence 
o Condone or promote the exploitation of victims or children 
o Condone or encourage any activities that lead to the types of social or 

personal problems that bring people to our agency requesting service.  
For example, while the Agency might choose to serve alcohol at an 
event, it will not sell wine and alcohol as a main fund raiser 

 Fund raising activities will not demean or discriminate against any person or 
group by virtue of their race, ancestry, place of origin, colour, ethnic origin, 
citizenship, creed, sex, sexual orientation age, marital status, gender identity, 
gender expression, family status or disability.   

 Members of the Committee/Board, its partners and representatives shall not 
exploit their position for personal gain. 

 Donors have the right to obtain complete and timely information on how their 
funds are used. 

 All funds raised will be used for the purpose for which they were raised, and 
within a reasonable timeframe. 

 Fund raising costs shall at all times be held to a percentage of revenue which is 
generally acceptable within the fund raising profession and by the public.  
There shall be a proper balance between costs, revenue and quality. 

 A recognized accounting method shall be used to track and control donations.  
Accurate and timely reports shall be available to the public including the 
amounts raised, how it was spent, and the net proportion used for the purpose 
or cause.   
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Policy Name and Number 
 

3.2  Investments 

Policy Type Finance 
Approval Date January 2017 
Review Date  
 
Preamble: 
This policy establishes guidelines for management of the Agency’s assets. 
 
 
Policy 
Thrive Counselling will maintain and abide by the investment/banking policies 
prescribed in its agreement with the Ministry of Community and Social Services 
and/or with any other funding body.   
 
 
Procedure 
The Executive Director shall be responsible for ensuring that funds received from 
funders are invested as prescribed by the terms of any agreements with those 
funders. 
 
Funds received shall be invested in an interest bearing account in the name of the 
Agency in a Canadian financial institution. 
 
Any interest earned on funds provided by the Ministry as part of a Ministry-agency 
funding agreement shall belong to the Ministry and shall be reported as required. 
 
Subject to approval by the Board of Directors, cash not required to meet immediate 
obligations may be invested in conservative, government-backed investment vehicles 
including Treasury Bills, bonds and Term Notes provided that such investments are 
short-term in nature (ie. Not greater than one year) and provide a guaranteed return 
not less than what could be achieved in a comparable savings/chequing account.   
 
At no time shall the Agency’s assets be invested in equities, mutual funds or high risk 
investment vehicles. 
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Policy Name and Number 
 

3.3  Contingency Reserve Fund 

Policy Type Finance 
Approval Date January 2017 
Review Date  
 
Preamble 
The purpose of the Contingency Reserve Fund is to cover unexpected budget 
shortfalls, emergency expenses, cash flow problems and other expenses deemed 
necessary by the Board of Directors. 
 
Policy 
The Board of Directors shall endeavor to build and maintain a Contingency Reserve 
Fund amounting to approximately 6 months of regular operating expenses.  The Board 
will replenish this reserve, as necessary, while complying with all legally binding 
contracts with funders.   
 
Any funds in excess of the amount required, above, shall be invested according to the 
terms of the Investment Policy (see Policy 4.2).   


