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SCOUTS CANADA
Seventh Draft
POLICIESAND PROCEDURESMANUAL

SECTION | —=SCOUTS CANADA STRUCTURE

(i) Organization Structure

(@)

Preamble - The dructure of Scouts Canada will maximize the effective deployment of

volunteers and employees to ensure the program is delivered with a synergistic teamwork approach
across Canada, including appropriate support services and completed in the most cost efficient manner.

(b) Management — under the terms of By-law #2, Article IV (d)(v) the Executive Commissoner
& Chief Executive Officer (CEO) reports to the Board of Governors through the Chief
Commissioner and is responsible for dl activities of the Corporation in accordance with the
generd policies of the Board of Governors.

(© Structure — Scouts Canada has a single line of accountability reporting to the Chief
Commissioner who will dso serve as the Chair of the Board. The Executive Commissioner &
Chief Executive Officer (CEO) will focus in two main aress - Program and Operations and is
accountable to the Board of Governors through the Chief Commissioner.

(d) Adult Volunteers — gppointments, pogtions, roles, accountability and responghbility shdl have
the meanings ascribed to them in the Scouts Canada Policies and Procedures Manua, Section (
) — Appointments.

(e Employees — Shal have the meanings ascribed to them in the Scouts Canada Policies and
Procedures Manua, Section () and the Scouts Canada Personnd Policy.

)] Program - Progran management activities ae generdly managed by volunteers
(Commissoners and thair volunteer staff) and are resourced by Scouts Canada employees.
Program management activities include:

0; program quality;
() program delivery;
@)  volunteer recruitment;
(iv)  volunteer development;
v) youth involvement;
(W) specid events;
(vi)  membership (retention and growth through program);
(viii)  internationd relations and outreach; and
(iX)  recognition (Honours & Awards).
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(9)

)

0)

Operations - The Executive Commissioner & Chief Executive Officer (CEO) has overdl
management respongibility. Operationa management activities are generally managed by Scouts
Canada employees (Executive Directors, with their professona and support staff) and, when
necessary, volunteer advisory groups can be crested. Operations management activities include:
0] genera adminigration;
(i) financid adminidration and contral;
(i) revenue development;
(iv)  human resource management (employees);
v) risk management;
(vi)  insurance and claims managemernt;
(vii)  information managemen;
(viii)  retail services/scout shops,
(iX)  property/facility management;
) legd matters,
()  membership (new Charter Groups);
(xii)  membership management system/member regigtration, and chartering of groups,
(xiii)  membership termination procedures
(xiv)  marketing; and
(xv)  communications.
Organizational levels:
0] Divison
(ii) Coundil
(i) Service Area
(iv)  Charter Group
v) Section
Divisions - Operations Divison, Program Divison located at the corporate office and Field
Divisons. The prime focus of Fdd Divisons will be operationd activities and overal
supervison of the Councils within the Divisions.
Council — A Coundils prime focus will be program activities, including recruitment of youth,
starting new Charter Groups and program support. Councils are created based on membership
and ability to service. Councils can only be created, deleted and changed with the approva of
the Executive Commissioner & Chief Executive Officer (CEO):
West Divison three (3) Councilsin BC-Y ukon
- two (2) Councilsin AlbertalNWT
- Coundil in Saskatchewan
- Council in Manitoba
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(k)

()

(m)

(i)

(@)

(0) ()

(©

Centra Divison eght (8) Councilsin Ontario/Nunavut
- Council in Quebec
Eadt Divison - Council in Nova Scotia
- Council in Newfoundland & Labrador
- Council in New Brunswick/Prince Edward Idand

Service Area - A Council may designate any areaunder itsjurisdiction asa Service Area. The

prime focus of a Service Area will be membership development and support of Scouts

Canadd s programs.

Charter Group - is chartered by Scouts Canada to operate one or more program sections

which are referred to as Colony, Pack, Troop, Company and Crew, as well as specidty

sections such as ScoutsAbout and Extreme Adventure which may be added to achieve the

Scouts Canada Mission. (reference to Section () Program, Policies and Procedures Manual)

Section - is a subdivison of a Charter Group based on a program of Scouts Canada.

Members in Beavers are formed into Colonies, Wolf Cubs into Packs, Scouts into Troops,

Venturers into Companies and Rovers into Crews. A grouping of members in a ScoutsAbout

or Extreme Adventure program are also referred to as Sections. (reference to section ()

Program, Policies and Procedures Manua).

OPERATIONS ADVISORY COMMITTEE

Purpose - The Operations Advisory Committee will advise, consult, make recommendations,

implement and provide feedback to the Executive Commissoner & Chief Executive Officer

(CEO) on dl matters pertaining to policy and day to day management including program

management activities, Section 1(i)(f)) and operations management activities (Section 1(1)(g).
Membership - The Executive Commissoner & Chief Executive Officer (CEO) will
serve as char.  The members will include (reference to Section () Appointments,
Policies and Procedures Manud): the Internationd Commissioner; Divisond
Commissioner - Program Divison; Divisond Commissoner - Youth; Divisond
Executive Director - Operations Divison; Divisond Executive Director - Program
Divison; Divisond Commissoners, Divisond Executive Directors, Assstant Divisond
Commissioners- Y outh; and the Corporate Comptroller.

(i) Temporary Membership - The Committee may, from time to time, and with the
goprova of the Executive Commissoner & Chief Executive Officer (CEO), kecruit
additional members on a temporary bass to assst with a specific event or task and,
when necessary, to provide a specidized skill .

General Duties. Advises, conaults, provides feedback and makes recommendations regarding

the fallowing:
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(ii)
i)

)
(vi)

(vii)

(viii)

(ix)

()

(xd)

(i)

(xiii)

continuous improvement of our youth programs and the quality and effectiveness of their
ddivery;

effective procedures to achieve sgnificant incluson and development of youth members
in leadership roles throughout the organization;

an effective and efficient centraized membership management system;

a corporate controlled financid management system designed to be cost efficient while
providing the gppropriate financia controls and reporting;

preparation and implementation of al specid events and activities,

preparation and implementation of effective business, financia and risk management

plans,

effective rdationships with dl levels of government, the private and not-for- profit sector
and, in particular, those organizations focused on youth;

relations with the World Scout Bureau and other nationa scout organizations as well as
support for and participation in internationa scouting events, projects and activities,

a cost-effective and reasonable gpplication of Canada s bilingual character as it relates
to publications of Scouts Canada;

effective reationships with current and potentid sponsors, including dl aborigind and
cultura communities, while being sendtive to and respecting the needs of the culturd
roots of Canada;

preparation and maintenance of position descriptions for key volunteers and staff in

Divisond and Council roles,

the Divison, Council and Charter Group levels ensuring compliance with the By-law,
Policies and Procedures of Scouts Canada; and

an effective communications rategy.

(i) ORGANIZATIONAL LEVELS
@ Divisions:

(i)

Operations Division

1. Purpose - To be responsible for the delivery of the operations management
activities of Scouts Canada as defined in Section | (i)(g)(i)- (xiii).

2. Structure and Staffing - The Divison will consgt of the following service
components, saffed by full time employees of Scouts Canada; Finance, Human
Resources, Retall Services, Information Management, Revenue Development,
Central Regidry (records management, mailings and reception) and
Adminigration (legd, insurance risk management), as wel as generd
adminidgration support. The Divison will be the responghility of the Divisond
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(i)

Executive Director - Operations who is accountable to the Executive

Commissoner & Chief Executive Officer (CEO).

Volunteer Support - The Divisond Executive Director - Operations at hisher

discretion or as directed by the Executive Commissioner & Chief Executive

Officer (CEO) will put in place avolunteer advisory group or task group to

provide a specidized skill set or level of experience to address a particular

need.

General Duties:

A. To develop and implement the appropriate procedures, business plans
and support mechanisms to ensure the operations management activities
(Section | (1)(g)(i)- xiii) are achieved in an effective and efficient manner
based on the palicies and direction of the Board of Governors.

B. To provide guidance to the Board of Governors and the Operations
Advisory Committee on operationd matters, through the Executive
Commissioner & Chief Executive Officer (CEO).

C. To ensure compliance

Program Divison

1.

Purpose - To be respongble for the ddivery of the program management
activities of Scouts Canada as defined in Section | (i)(f)(i)-(ix) and (g) (Xiv)-
(xv).

Structure and Staffing - The Divison will consst of thefollowing Committees
and Services, Program, Communications, Internationad Reations, Youth and
Honours and Awards to provide support in the achievement of the program
management activities as defined in Section | (i)(f)(i)-(ix) and (g) (Xiv)-(xv).

The Divison services will be the responghility of the Divisond Executive
Director - Program who is accountable to the Executive Commissoner & Chief
Executive Officer (CEO).

The Program Committee will be responsible to the Divisond Commissoner -
Program who is accountable to the Executive Commissoner & Chief Executive
Officer (CEO).

The Internationd Relations Committee will be responsble to the Internationa
Commissoner who is accountable to the Executive Commissoner & Chief
Executive Officer (CEO).

The Y outh Committee will be responsible to the Divisond Y outh Commissioner
who will chair the Committee and is accountable to the Executive Commissioner
& Chief Executive Officer (CEO).
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(iii)

The Honours and Awards Committee will be responsible to a volunteer chair

gppointed by the Divisona Commissioner - Program.

Additional Volunteer Support - The Executive Commissoner & Chief

Executive Officer (CEO) and/or the Divisona Executive Director - Program

may put in place a volunteer advisory group or task group to provide a

speciaized kill set or level of expertise to address a particular need.

General Duties:

A. To develop and implement the gppropriate procedures, business plans
and support mechanisms to ensure the program management activities
(Section I (1)()(i)-(ix) and (g)(xiv)-(xv)) are achieved in an effective and
efficient manner based on the policies and directions of the Board of
Governors.

B. To provide guidance to the Board of Governors and the Corporate
Management Advisory Committee on program matters through the
Executive Commissoner & Chief Executive Officer (CEO) .

C. To ensure compliance.

Fied Divisons

1.

Purpose - To be responsble for the program and operaions management
activities of Scouts Canada as defined in Section | (f) and (g) within the
geographic boundaries of the Divison, ensuring that adminigtrative duties and
operations management activities are centrdized at the Divison levd, while
ensuring that program management activities are decentraized as close to the
Charter Group-section level as possible.

Structure and Staffing — Volunteers and full time employees of Scouts
Canada will provide the appropriate administrative support asit pertainsto both
program and operations management activities and be responsble to the
Divisond Executive Director who is accountable to the Executive
Commissoner & Chief Executive Officer (CEO) (reference to Section ()
Appointments and Section () Executive/Support Staff, Policies and Procedures
Manud.

The Divisond Commissioner will provide program management activities,
supervison and support to the Councils within the Divison in consultation with
the Assgant Divisonal Commissioner - Youth, supported by the Divisond
Executive Director, and is accountable to the Executive Commissoner & Chief
Executive Officer (CEO) .
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The Assgant Divisond Commissoner — Youth will assst and advise in the
provison of program management activities, supervison and support to
Councils within the Divison in consultation with the Divisond Commissioner,
supported by the Divisonad Executive Director, and is accountable to the
Divisond Commissoner.

The Divisond Executive Director will provide saff support to the Divison with

a primary focus on day-to-day management, adminidration and personnd

issues and is responsible to the Divisonal Commissioner and accountable to the

Executive Commissoner & Chief Executive Officer (CEO)

Membership - Membership of a Fidd Divison shdl conss of a Divisond

Commissoner, an Assstant Divisond Commissoner — Youth and a Divisond

Executive Director.(reference to section () ‘Appointments and section ()

‘ Executive/Support Staff’)

General Duties- A Divison gdl:

A. represent the interest of the Councils and Charter Groups within the
Divison at the Operation Advisory Committee;

B. promote and further the Misson of Scouts Canada within its assgned
areg,

C. aoply the Principles, Policies and Procedures of Scouts Canada within
itsassigned area;

D. be responsible for management and control of dl financid assets and
obligations within its assigned area including inventory management and
compliance with regulatory authorities (taxes and charitable receipts);

E arrange for dl property, real and/or persona, acquired for the use of
Scouts Canada within the Divison at any leve to be held in the name of
Scouts Canada by a company which is owned or completely controlled
by Scouts Canada, the management of which is delegated to the
Divison and is incorporated for the sole purpose of holding Scouts

Canada property;
F. promote cooperation with other organizations having asimilar purpose;
G. promote and administer the Honours and Awards program of Scouts
Canada;

H. administer and be responsible for Scout Shops;
l. manage revenue development within the Divison;
J. adminigter the Scouts Canada Membership Management System;
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K. furnishing to the Board of Governors, through the Executive
Commissoner & Chief Executive Officer (CEO), an annual audited
financid statement and compliance certificates required by the Executive
Commissioner & Chief Executive Officer (CEO) ; and

L. cary out such other duties as may be assgned by Executive
Commissioner & Chief Executive Officer (CEO) .

5. Management Operating Procedures:

A. A Fdd Divison shdl deveop a set of Management Operdting
Procedures consstent with Scouts Canadas Misson, Principles,
Policies and Procedures for:

M the management of the Divison;
(1)  supervison of Councils and
(1) application of the Policies and Procedures of Scouts Canada.

(b) Councils

(i)

(i)

(iii)

(iv)

Purpose - To work together as a team of full time employees and volunteers to
effectively and efficiently coordinate plans, identify problems, provide service and
support while focused on the key program management activities (Article XV1 (d).
Structure and Staffing — Volunteers and full time employees will provide the
necessary adminigrative support required a a Council level and be directly involved in
membership development.  Full time employees will be responsble to the Council
Commissoner for Program matters and accounteble to the Divisond Executive
Director in dl matters. A Council Commissioner and Assstant Council Commissioner -
Youth, with an appropriate volunteer team, will manage, supervise and monitor the
program management activities within their Council, supported by the Council Executive
Director and accountable to the Divisona Commissioner. (reference to Section ()
‘ Appointments’)
Member ship - of aCouncil shdl consgst of a Council Commissioner, Assstant Council
Commissioner - Youth, Council Executive Director and such other postions and
members as may be set out in the Management Operating Procedures of the Council.
General Duties:
1. Supervise, nonitor and manage the program management activities within the
Coundil.
2. Express the interests of the sarvice aeas, Chater Groups and
Sponsorsg/Partners of the Council at the Divison levd.
3. Create Service Areas based on the ability to service and support, defined in
terms of geography or membership. A Service Area, except in an exceptiona
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v)

(vi)

(© Service Areas

10.

11.

gtuation, would normally not exceed 20 Charter Groups and travel time to any
one Charter Group would not exceed 90 minutes in any direction.

Attend Divisona meetings.

Apply and ensure compliance with the Principles, Policies and Procedures of
Scouts Canada.

Promote cooperation with other youth serving organization.

Create such advisory committees and task groups deemed necessary by the
Council to achieve its purpose.

Establish Management Operating Procedures and have them approved by the
Divison.

Provide to Divison a detailed annua report dong with appropriate compliance
certificates

Interpret  the needs of the Charter Groups to Divison and make
recommendations based on those needs.

Perform such other duties that may from time to time be assgned by Divison.

Council Management Advisory Committee - The Advisory Committee, chaired by
the Council Commissioner, consisting of employees and volunteers as st forth nthe
Management Operating Procedures of the Council, will advise, provide feedback and
meake recommendations to the Council Commissioner, Assstant Council Commissioner
- Youth and Council Executive Director.
Management Operating Procedures:

1.

A Council shall develop a set of Management Operating Procedures consstent

with Scouts Canada s Mission, Principles, Policies and Procedures:

A. the management of the Coundil;

B. make up of Service Aress,

C. membership of the management advisory committee ensuring
appropriate representation from Service Area; and

D. gpplication of the Policies and Procedures of Scouts Canada.

Management Operating Procedures of a Council or any amendment or reped

thereof shdl require the approva of the Divisona Executive Director and

Divisond Commissoner.

0] Purpose - To ensure that safe qudity programs are ddivered to our youth through the
provision, orientation, training, support and servicing to section leaders through Group
Scouter and identifying membership development opportunities in exiging Charter
Groups and the potentia for new Charter Groups.
May 6, 2002 C:\Documents and Settings\rvc\L ocal Settings\Temporary Internet Files\OL K 1B\Regulations 9

7th draft.doc



321
322
323
324
325
326
327
328
329

331

FHEHBBEEESEL S8 L8R E88888 888

(i) Structure and Staffing - The area Service Team (Volunteers) is comprised of the
Area Commissioner, Assistant Area Commissoner — Youth, Service Scouters and
Group Scouters who will provide an essentid link between Charter Groups and their
Council. They will be the conduit for rgpid communication and response. The area
Service Team will provide direct servicing and a direct avenue for the passing of
information both ways. The Area Commissoner is accountable to the Council
Commissioner.

@ii)  Membership - An Area Commissoner, Assstant Area Commissioner — Y outh, Group
Scouters and ateam of volunteers known as Service Scouters.

(iv)  General Duties:

1.

10.

11.

Communicate the needs of the Charter Groups within the service area a the
Coundil leve.

Monitor section program standards and safety through Charter Group and
section Scouters.

Provide support to membership development initiatives.

Monitor and support the screening process of adult volunteers.

Ensure the orientation of new section leaders and members of Charter Group
committees.

Promote and ensure that al leaders and adult volunteers receive appropriate
training in atimely fashion.

Ensure timely and appropriate recognition of adult volunteers taking full
advantage of the Honours and Awards program of Scouts Canada.
Coordination of area events that directly support the programs of Scouts
Canada.

Ensure the Group Scouter and Charter Group Committees have the appropriate
resources.

Initiate timely meetings of Charter Group section Scouters as appropriate to
communicate information and seek feedback on issues related to program
quality and delivery.

Develop a Service Area plan in collaboration with the Council. This plan will
include membership gods, retention goas, program performance standards and
volunteer development.

d) Charter Groups/Sponsor §/Partners:.
0] Charter Group - One or more program sections - Colony, Pack, Troop, Company or
Crew and may include goecidty sections such as ScoutsAbout and Extreme Adventure
- operating under the same group charter.
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(i)

(iii)

(iv)

v)

Charter - for the operation of one or more of Scouting's programs is granted by

Scouts Canada through the corporate office to the approved Charter Group. Charters

must be renewed annudly, may be cancdled for cause a any time and shal remain the

property of Scouts Canada. A charter isissued once the application is approved by an

Area Commissioner on behaf of Scouts Canada

Group Scouter - Appointed by the Area Commissioner, the Group Scouter will

facilitate communications between the Charter Group, Area Commissoner and

Sponsor/Partner on dl program matters ensuring good two-way communication. The

Group Scouter will be a member of the Area Service Team, act as Group Committee

Chair and is accountable to the Area Commissioner.

Sponsor/Partner - A sponsor/partner is an association, inditution, organization or

group which agrees to use one or more of Scouting's programs. Membership in a

Charter Group may be redtricted to those who are members of, or who are otherwise

identified with, the sponsor/partner.

Scouting Responsibilities of Sponsor g/Partners:

1. To assgt in providing resources to enable the Charter Group to promote the
gods and idedls of the sponsor and training for leaders in the gods and idedls of
the sponsor/partner, in keeping with Scouts Canada's Misson, Principles,
Policies and Procedures.

2. To st the palicy in relation to membership in the Charter Group, ie closed or
open group. If achurch sponsor/partner: to establish the palicy for the Charter
Group with respect to religious exercises and/or ingruction as a program
element in the Charter Group. To ensure that this policy is made known to
gpplicants and/or their parents or guardians, aswell as making the provisonsto
excuse members on parentd or guardians request if membership is open to
children and youth of other than the denomination of the church concerned.

3. To advise the Charter Group committee and, when necessary, rule on
fundraisng methods if these come in conflict with the gods, ideds or policies of
the sponsor/partner or of Scouts Canada.

4, To assg in providing resources, both personnd and other, for the
encouragement of the Reigion in Life Award program and provide for
gppropriate recognition of recipients of the award.

5. To ensure adequate mesting facilities are provided for the Charter Group.

6. To edablish any additiond criteria unique to the gponsor gpartner’s
requirements regarding the recruitment and appointment of Scouters, Scouters-
in-Training and activity leaders.
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v)

(vi)

7. To ensure good relationships and information flow between sponsor/partner and
Charter Group and Charter Group and sponsor/partner.

8. To appoint or provide annually a sponsor/partner representative as amember of
the Charter Group Committee.

0. To receive annudly, through the Charter Group Committee, the report of the
Charter Group's activities including audited financiad statements.

Charter Group Committee - is a group of parents, Section Scouters, a

sponsor/partner representative and a Group Scouter responsible for the operation of the

Charter Group and accountable, through the Group Scouter, to Scouts Canada. The

Charter Group Committee shall be responsible for the Charter Group and shall work

with the Section Scouters in the operation of each section. The Scouter in charge of

each section, or in the case of a Colony, a leader designated by its leadership team,

automaticaly becomes a member of the Charter Group Committee. The Section

Scouter’ srole as amember of the Charter Group Committee isto represent the section,

and the Section Scouter cannot serve in any other position on the Group Committee..

Responsibilities of the Charter Group Committee:

1. Through the Group Scouter:

A.

I

Ensure the ddivery of Scouts Canada's programs are in accordance
with Scouts Canada s Mission, Principles, Policies and Procedures and
in keeping with the goals and ideds of the partner/sponsor.

Ensure al adult members of the Charter Group are current regarding
item A.

Ensure that due emphagisis given to the spiritual aspects of Scouting in
the conduct and life of the Charter Group/section.

Recruit Scouters (section leaders and Charter Group committee
members) and ensure they are fully screened as per the Scouts Canada
screening policy before they have contact with youth members.

Ensure that Scouters (section leaders and Charter Group committee
members) are acceptable to Scouts Canada and the partner/sponsor
before confirming appointment.

Ensure Scouters receive gppropriate training to fulfil their rolein atimey
faghion.

Maintain a program of membership growth and development.

Ensure dl policies and procedures pertaining to risk management and
the safety of members are strictly adhered to.
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Ensure program resources and externd personnd are avalable as
required: examples - indructors in fird ad, badge examiners and
facilities such asfire gations or westher dations.

When necessary, assist Scouters in the operation of a section.

Provide support in the preparation of camps or specid events.

When necessary, assume direction of a section.

Provide for an annua review of Section Scouters and take full
advantage of the Scouts Canada Honours and Awards program to
ensure Scouters are appropriately recognized for their contribution.

N. If, as a result of a complaint or observed behaviour, a Scouter should
be suspended for cause pending an invedigation, the Area
Commissioner must be advised as soon as possible. In this situation,
Adminigrative procedure #3 must be followed.

2. Adminigtration/Charter Group Committee:

A. Provide for the continuous operation of the Charter Group.

B. Adminiger the Scouts Canada Membership Management System
including the updating of Charter Group data as well as the annud
member registration process.

C. Secure adequate meeting facilities for the sections within the Charter
Group.

D. Provide the financid management function for the Charter Group

including an annud financid audit.
Prepare and submit to the Area Commissioner and the partner/sponsor
an annud report covering the activities of the Charter Group/section.
This report shdl include an inventory of Charter Group assets and an
audited financid statement.

J. Assume responghility for al Charter Group assets induding the
gppropriate insurance coverage againg 10ss, fire, theft and vandalism.

K. Raise funds as necessary in accordance with the policy on finance of
Scouts Canada and those of the partner/sponsor.

=< B N
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