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(i) Glossary of Terms  

 
“Board” means Board of Directors of Halifax Dance Association 
 
“Board member” means a director of the Board of Directors of Halifax Dance Association who 
has been elected in accordance with the By-laws 
 
“By-laws” means the by-laws of Halifax Dance Association in accordance with the Societies Act, 
revised November, 2012 
 
“Director of ITP” means the position of the Director of the Intensive Training Program of Halifax 
Dance Association or equivalent 
 
“Director of Recreation and Engagement” means the position of the Director of Recreation 
program and community engagement at Halifax Dance Association or equivalent 
 
“Ex Officio” means by virtue of one’s position or status 
  
“Executive” comprises the President; Vice-President; Treasurer; and Secretary  
 
“Executive Director” means the position of Executive Director at Halifax Dance Association 
 
“Halifax Dance” means Halifax Dance Association in its everyday usage 
 
“The Society” means Halifax Dance Association as a legal entity 
 
 

___ 
 
The components of this manual consist of the following, with numbering provided as a sample: 

Part 1.0 
Section 1.1 
Clause 1.1.1 
Sub-clause 1.1.1.1 
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1.0  Introduction 
 
1.1 Brief History of Halifax Dance  

Halifax Dance was founded by a collective of talented instructors who were eager to share their dance 
expertise with their home community. These courageous artists of the Halifax Dance “Co-op” created its 
first project during the Christmas season of 1972. The Halifax Dance Association was established as a not 
for profit society in 1973, and has been an integral part of our region's artistic life, educating dancers of 
all ages, abilities and communities, for the over 40 years that have since passed. 

As a non-profit charitable organization, Halifax Dance (HD) serves a broad societal purpose: the 
development of dance, for all ages and abilities, through high quality instruction and outstanding 
performances for the benefit of HD membership and the broader community.  This commitment  
involves providing the best education and performance opportunities possible within the resources of 
the organization. While financial sustainability is key to long term organizational strength, success is also 
measured by the quality of the programming and the positive impact on our community. Our 
community includes our students, their parents, and the wider community of dance professionals, 
artists and those who appreciate and engage with the arts.  

Halifax Dance is a member-driven organization. Each student and company in residence pays an annual 
membership fee which entitles a vote at the annual general meeting and membership benefits such as 
discounts at local stores. Halifax Dance currently (2016) has over 750 members. 

Along with core recreational programs for children, adults and teens, Halifax Dance offers a highly 
recognized pre-professional Intensive Training Program, and an Inclusive Movement program for 
children and youth with special training needs. Instructors are highly qualified and educated 
professionals whose teaching foundation stems from accomplished dance careers and extensive 
training. The artistic faculty is devoted to their art form, imparting their knowledge with enthusiasm, 
discipline and passion to provide students with the tools necessary for success.  

In 1988, Halifax Dance formed the YOung COmpany (YOCO) to provide valuable performance 
opportunities for serious young dancers in our Intensive Training Program (ITP). Our upper level ITP 
students audition each year, and 15 to 20 are selected each year to join the performance group. This 
provides a unique opportunity for dancers to apply their technique and skills to a variety of high quality 
performance opportunities, from the annual Nutcracker with Symphony Nova Scotia to a season-ending 
show.  The Youth Dance Ensemble (TYDE), established in the 2013/14 season, provides performance 
opportunities for ITP levels 4 through 6. Members of TYDE are also considered outreach ambassadors 
for the school through a variety of community performances.  
 
Many graduates of Halifax Dance’s Intensive Training Program and former Young Company members 
have attended some of the most notable post-secondary dance programs in Canada, the US and 
beyond. Many have had viable dance careers with such companies as O Vertigo, David Parsons, Martha 
Graham Dance Company, and Les Grandes Ballets Canadiens. Some have chosen to stay and develop the 
dance community in Halifax, including many of the current and past principal dancers with Mocean 
Dance, the first dance creation company east of Montreal to be awarded ongoing funding from the 
Canada Council. Halifax Dance had a record number of students (18) accepted into pre-professional 
summer programs in 2015. In 2015 four HD ITP dancers accepted invitations to join ballet schools across 
the country, and two more joined them in 2016.  Ballet schools with Halifax Dance alumni include 
National Ballet School of Canada, the Royal Winnipeg Ballet, the School of Alberta Ballet and l’École 
Supérieure de Ballet du Québec. 
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2.0 Vision, Mission, Mandate & Values – UNDER REVIEW* 

 
Our Vision  

A diverse, vibrant dance community where everyone can experience and appreciate the joy of the art 
form. 

 

Our Mission 

Halifax Dance is dedicated to the development of dance, for all ages and abilities, through high quality 
training and outstanding performances. 

 
Mandate 

In order to fulfill the mission, Halifax Dance is mandated to undertake the following 
activities: 

• Program a variety of recreational dance classes for children, teens and adults 

• Offer an Intensive Training Program for serious young dancers  

• Hold a season-ending performance featuring child and teen students 

• Be an active producing partner with  Symphony Nova Scotia on the annual 

Nutcracker ballet 

• Offer the Young Company for selected ITP dancers that includes the opportunity 

to dance to professionally choreographed work 

• Offer an artist/company in residence studio rental program to professional 

dancers and the wider dance community to support rehearsal and creation 

activities 

• Engage in community activities and events to enhance profile and visibility 

Value Statements 

We value the following, which guide the work, relationships and activities at Halifax Dance: 

• Professionalism and respect in the instruction we give, the opportunities we provide to our 
students and in our interactions with everyone in the Halifax Dance community 

• The well-being of our students, families, and colleagues, respecting whole body/mind health 
and individual needs and concerns 

• Excellence and integrity in our approach to programming, instruction and administrative work, 

leading to the long term health and sustainability of the organization. 

*This Part of the Governance Manual is under review pending strategic planning in 2017 
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3.0   By-laws: Halifax Dance Association (revised Nov 2012) 

 
 

1. In these by-laws unless there be something in the subject or context inconsistent therewith 
 

(a) “Society” means Halifax Dance Association; 
 
(b) “Registrar” means the Registrar of Joint Stock Companies appointed under the Companies Act 

(Nova Scotia). 
 

2. “Special Resolution” means a resolution passed by not less than three-fourths of such members 
entitled to vote as are present in person or by proxy, where proxies are allowed, at a general 
meeting of which notice specifying the intention to propose the resolution as a special resolution 
has been duly given. 

 
MEMBERSHIP 

 

3. Membership - The subscribers to the Memorandum of Association and such other persons as shall 
be admitted to membership in accordance to these By-laws, and none others, shall be members of 
the Society, and their names shall be entered in the Register of Members accordingly. 

 
4. Membership Rights - Every member of the Society shall be entitled to attend any meeting of the 

Society and to vote at any meeting of the Society. 
 
5. Membership Non-Transferable - Membership in the Society shall not be transferable. 
 
6. Qualifying for Admission - The following shall be admitted to membership in the Society:   
 

(a) any individual who upholds the objects of the Society and pays the annual membership fee to 
the Society; 

(b) any current staff member of the Society (membership fees waived pursuant to section 9); 
(c) any parent or guardian of a current minor member qualifying under s.6(a) (membership fees 

waived pursuant to section 9); 
 
7. Admission - No formal admission to membership shall be required and the entry in the Register of 

Members by the Secretary of the name and address of any organization or individual shall constitute 
an admission to membership in the Society. 
 

8. Membership Period and Fee - The membership year is September 1st to August 31st.  The annual 
membership fee must be paid on or before September 1st, in an amount to be determined by the 
Board from time to time.  

 
9. Waiver of Membership Fee - Membership fees will be waived for the following individuals: 

(a) current staff members of the Society; 
(b) parents and/or guardians of a minor member qualifying under s.6(a); and 
(c) such other class of members as the Board determines. 
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10. Termination of Membership - Membership in the Society shall cease upon the death of a member, 
or if, by notice in writing to the Society, he/she resigns his/her membership, or if he/she ceases to 
qualify for membership with these By-laws. 

 
11. No funds payable to Member - No funds of the Society shall be paid or be available for the personal 

benefit of any member.  
 

FISCAL YEAR 

 

12. Fiscal Year - The fiscal year of the Society shall be the period from September 1st, in any year, to 
August 31st, of the year next following. 

 
MEETINGS OF MEMBERS 

 

13. General or Special Meeting - A general or special meeting of the members may be held at any time 
and shall be called if requested by the President, or if requested by a majority of the directors, or if 
requested in writing by five percent (5%) of the members. 
 

14. Notice for General or Special Meeting - Notice to members is required for general or special 
meetings.  The notice must: 
(a) specify the date, place and time of the meeting; 
(b) be given to the members seven (7) days prior to the meeting; 
(c) be given to the members by newsletters, newspapers, television, radio, email, telephone, fax or 

other electronic means; 
(d) specify the nature of the business, such as the intention to propose special resolution; and 
(e) the non-receipt of notice by any member shall not invalidate the proceedings. 

 
15. Ordinary or Annual General Meeting - The ordinary or annual general meeting of the Society shall 

be held within three months after the end of each fiscal year of the Society.  Notice to members is 
required for ordinary or annual general meeting.  The notice must:  
(a) specify the date, place and time of the meeting; 
(b) be given to the members fourteen (14) days prior to the meeting; 
(c) be given to the members by newsletters, newspapers, television, radio, email, telephone, fax or 

other electronic means; 
(d) specify the nature of the business, such as the intention to propose special resolution; and 
(e) the non-receipt of notice by any member shall not invalidate the proceedings. 

 
16. Ordinary Business - At each ordinary or annual general meeting of the Society, the following items 

of business shall be dealt with and shall be deemed to be ordinary business: 
(a) Minutes of preceding general meeting; 
(b) Consideration of the annual report of the directors; 
(c) Consideration of the financial statements, including balance sheet and operating statement and 

the report of the auditors thereon; 
(d) Election of the directors for the ensuing year; 
(e) Election of officers; 
(f) Appointment of Auditors. 
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All other business transacted at an ordinary or annual general meeting shall be deemed to be special 
business and all business shall be deemed special that is transacted at an extraordinary general 
meeting of the Society. 

 
17. Quorum - No business shall be transacted at any meeting of the Society unless a quorum of 

members is present at the commencement of such business and such quorum shall consist of ten 
(10) members in person or represented by proxy. 

 
18. Teleconference or videoconference- If all of the members consent thereto generally or in respect of 

a particular meeting, one (1) or more members may participate in a meeting of members by means 
of such conference telephone, video-conference, or other communication facility as to permit all 
members participating in the meeting to communicate with each other simultaneously and 
instantaneously, and a member participating in such meeting by such means is deemed to be 
present at the meetings.  Votes shall be taken by recording the verbal assent or dissent of the 
members.  The establishment of quorum at meetings held pursuant to this section and appropriate 
security with respect to such meetings shall be achieved as follows:  either the conference 
telephone or other communication facility will be a facility operated by a third party supplier of such 
facilities, which supplier will be notified of the quorum and the need for security related to the 
meeting and will be requested to achieve the establishment of quorum and a reasonable level of 
security; or the notice calling the relevant meeting will provide a password without which the 
relevant participant will not be able to participate in the meeting for the purposes of quorum and in 
order to maintain appropriate security. 

 
19. Quorum Not Present - If within one-half hour from the time appointed for the meeting, a quorum of 

members is not present, the meeting, if convened upon the requisition of the members, shall be 
dissolved.  In any other case, it shall stand adjourned to such time and place as a majority of the 
members then present shall direct and if at such adjourned meeting a quorum of members is not 
present, it shall be adjourned sine die. 

 
20. Presiding as President - The President of the Society, or in his/her absence, the Vice President, or in 

the absence of both of them, any member appointed from among the members present, shall 
preside as President at every general meeting of the Society. 

 
21. Casting Vote - The President shall have no vote except in the case of an equality of votes.  In the 

case of an equality of votes, he/she shall have a casting vote. 
 
22. Adjournment - The President may, with the consent of the meeting, adjourn any meeting from time 

to time and from place to place, but no business shall be transacted at any adjourned meeting, 
other than the business left unfinished at the meeting from which the adjournment took place, 
unless notice of such new business is given to the members. 

 
23. Proof of Resolution Carried - At any general meeting, unless a poll is demanded by at least three 

members, a declaration by the President that a resolution has been carried and an entry to that 
effect in the book of the proceedings of the Society shall be sufficient evidence of the fact, without 
proof of the number or proportion of the members recorded in favour of or against such resolution. 

 
24. Poll - If a poll is demanded in manner aforesaid, the same shall be taken in such manner as the 

President may prescribe and the result of such poll shall be deemed to be the resolution of the 
Society in a general meeting. 
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VOTES OF MEMBERS  

 

25. Number of Votes - Every member shall have one vote and no more. 
 

26. Proxy Permitted - A member may, by means of a written proxy, appoint a proxy-holder to attend 
and act at a specific meeting of members, in the manner and to the extent authorized by the proxy.  
A proxy-holder must be a member of the Society. 

 
27. Proxy Procedure – Any proxy shall be filed with the Secretary not later than immediately prior to the 

meeting at which the proxy is to be voted.  When the Secretary has confirmed that the proxy filed is 
from a Member in good standing, the proxy shall be recorded in a proxy register indicating the 
Member’s name, the date of filing, the meeting to which the proxy applies and the name of the 
appointed proxy-holder, who also must be a Member in good standing. 

 
DIRECTORS 

 

28. Number of Directors - Unless otherwise determined by general meeting, the number of directors 
shall not be less than five or more than fifteen.  The subscribers to the Memorandum of Association 
of the Society shall be the first directors of the Society. 

 
29. Director Eligibility - Any member of the Society, qualifying as a member in good standing under 

section 6(a), shall be eligible to be elected a director of the Society. 
 
30. Election of Directors - Directors shall be elected by the members at each ordinary or annual general 

meeting of the Society for a term to be determined by the Board. 
 
31. Election Procedure - At the first ordinary or annual general meeting of the Society and at every 

succeeding ordinary or annual general meeting, all the directors shall retire from office but shall 
hold office until the dissolution of the meeting at which their successors are elected and retiring 
directors shall be eligible for re-election. 

 
32. Vacancy - If a director resigns his/her office or ceases to be a member of the Society, whereupon 

his/her office as director shall ipso facto be vacated, the vacancy thereby created may be filled for 
the unexpired portion of the term by the Board of Directors from among the members of the 
Society. 

 
33. Removal of Director - The Society may, by special resolution, remove any director before the 

expiration of the period of office and appoint another person in his/her stead.  The person so 
appointed shall hold office during such time only as the director in whose place he/she is appointed 
would have held office if he/she had not been removed. 

 
34. Frequency and Calling of Meetings - Meetings of the Board of Directors shall be held no less than 

four (4) times each year and as often as the business of the Society may require and shall be called 
by the President.  The President may delegate the duty to provide notice to an appropriate staff 
member, the Secretary, or another member of the Board of Directors.  A meeting of directors may 
be held at the close of every ordinary or annual general meeting of the Society without notice. 
Notice of all other meetings is required and must: 
(a) specify the date, place and time of the meeting,  
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(b) be given to the directors seven (7) days prior to the meeting, 
(c) be given to the director by newsletters, radio, public bulletin Boards, e-mail, telephone fax or 

other electronic means, 
(d) the non-receipt of notice by any director shall not invalidate the proceedings. 
(e) Notice can be waived for Board meetings with the unanimous approval of the Board.   

  
35. Quorum - No business shall be transacted at any meeting of the Board of Directors at least one-third 

(1/3) in number of the directors is present at the commencement of the meeting. 
 
36. President at Meetings - The President of the Society, or in his/her absence, the Vice President, or in 

the absence of both of them, any member appointed from among the members present, shall 
preside as President at meetings of the Board. 

 
37. Casting Vote - The President shall be entitled to vote as a director and, in the case of an equality of 

votes, he/she shall have a casting vote in addition to the vote to which he/she is entitled as a 
director. 

 
38. Teleconference or Videoconference - If all of the directors consent thereto generally or in respect of 

a particular meeting, one (1) or more directors may participate in a meeting of the Board of 
Directors by means of such conference telephone, video-conference, or other communication 
facility as to permit all directors participating in the meeting to communicate with each other 
simultaneously and instantaneously, and a director participating in such meeting by such means is 
deemed to be present at the meetings.  Votes shall be taken by recording the verbal assent or 
dissent of the director.  The establishment of quorum at meetings held pursuant to this section and 
appropriate security with respect to such meetings shall be achieved as follows:  either the 
conference telephone or other communication facility will be a facility operated by a third party 
supplier of such facilities, which supplier will be notified of the quorum and the need for security 
related to the meeting and will be requested to achieve the establishment of quorum and a 
reasonable level of security; or the notice calling the relevant meeting will provide a password 
without which the relevant participant will not be able to participate in the meeting for the 
purposes of quorum and in order to maintain appropriate security. 

 
 

POWERS OF DIRECTORS 

 

39. General Powers - The management of the activities of the Society shall be vested in the directors 
who, in addition to the powers and authorities by these By-laws or otherwise expressly conferred 
upon them, may exercise all such powers and do all such acts and things as may be exercised or 
done by the Society and are not hereby or by Statute expressly directed or required to be exercised 
or done by the Society in general meeting.   
 

40. Hiring Management - The directors shall have power and responsibility to engage a General 
Manager and/or Principal and/or other similar artistic or administrative manager(s), to determine 
his/her/their duties and responsibilities and his/her/their remuneration and to terminate such 
employment.   
 

41. Appointment of Committees - The directors must appoint an executive committee consisting of the 
officers and such other persons as the directors decide, a nominating committee consisting of 
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directors and such persons as the directors decide and may appoint other committees as they see 
fit. 

 

CONFLICT OF INTEREST 

 
42. Duty to Declare Conflict - Directors who have, or could reasonably be seen to have, a conflict of 

interest have a duty to declare this interest.  The declaration should be made to the members 
 

(a) upon nomination, and 
(b) if serving as a director, when the possibility of a conflict is realized. 

 
43. Withdrawal - A conflict of interest does not prevent a member from serving as a director provided 

that he/she withdraws from the decision making on matters pertaining to that interest.  The 
withdrawal should be recorded in the minutes. 

 
 

OFFICERS 

 

44. Officers - The officers of the Society shall be a President, a Vice-President, a Treasurer and a 
Secretary.  The offices of Treasurer and Secretary may be combined. 

 
45. Duties of President - The directors shall elect one of their number to be President of the Society.  

The President shall be responsible for the effectiveness of the Board of Directors and shall perform 
such duties as may be assigned by the Board of Directors from time to time. 

 
46. Duties of Vice-President - The directors may also elect from their number a Vice-President.  The 

Vice-President shall, at the request of the Board and subject to its directions, perform the duties of 
the President during the absence, illness or incapacity of the President, or during such period as the 
President may request to do so, and shall have other duties as assigned by the Board of Directors. 

 
47. Duties of Secretary - The directors shall appoint a Secretary of the Society who shall:  
 

(a) have responsibility for the preparation and custody of all books and records including, 
the minutes of members meetings, the minutes of directors meetings, the register of 
members, and filing the annual requirements with the office of the Registrar; and 

(b) have custody of the Seal, if any, which may be affixed to any document upon resolution 
of the Board of Directors; and 

(c) file with the Registrar: 
a. within fourteen (14) days of their election or appointment, a list of directors 

with their addresses, occupations, and dates of appointment or election; and 
b. a copy of every special resolution within fourteen (14) days after the resolution 

is passed, and 
(d) have other duties as assigned by the Board of Directors. 

 
48. Duties of Treasurer - The directors shall appoint a Treasurer of the Society who shall have the 

responsibility for the custody of all financial books and records of the Society, and carry out all other 
duties as assigned by the Board of Directors.   
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49. Option of Temporary and/or Recording Secretary - The directors may appoint a temporary 
substitute for the Secretary who shall, for the purpose of these By-laws, be deemed to be the 
Secretary.  The directors may appoint a Recording Secretary who is not required to be a director, for 
the purpose of the taking of minutes at meetings. 

 
AUDIT OF ACCOUNTS 

 

50. Appointment of Auditor - An auditor of the Society shall be appointed annually by the members of 
the Society at the ordinary or annual general meeting and, on failure of the members to appoint an 
auditor, the directors may do so. 

 
51. Report to Members - The Society annually shall make a written report to the members as to the 

financial position of the Society and the report shall contain a balance sheet and statement of 
income and expenditure in the preceding fiscal year.   

 
52. Signed Financial Report - A copy of the financial report shall be signed by the auditor and by two 

directors. 
 
53. Filing of Report - A signed copy of the financial report shall be filed with the Registrar within 

fourteen (14) days after the annual meeting in each year, as required by law. 
 
54. Auditor Rights and Powers - In conducting their audit, the auditors shall have all the rights, powers 

and immunities conferred upon auditors by the Companies Act. 
 

 

 

 

REPEAL AND AMENDMENT OF BY-LAWS 

 

55. Repeal and Amendment of Bylaw - The Society has power to repeal or amend any of these By-laws 
by a special resolution passed in the manner prescribed by law. 

 
MISCELLANEOUS 

 

56. Annual Filings - The Society shall file with the Registrar with its Annual Statement a list of its 
directors with their addresses, occupations and dates of appointment or election, and within 
fourteen (14) days of a change of directors, notify the Registrar of the change. 

 
57. Filing of Special Resolutions - The Society shall file with the Registrar a copy in duplicate of every 

special resolution within fourteen (14) days after the resolution is passed. 
 
58. Seal - The seal of the Society shall be in the custody of the Secretary and may be affixed to any 

document upon resolution of the Board of Directors. 
 
59. Maintenance of Books and Records - Preparation of minutes, custody of the books and records, and 

custody of the minutes of all the meetings of the Society and of the Board of Directors shall be the 
responsibility of the Secretary. 
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60. Inspection of Books and Records - The books and records of the Society may be inspected by any 
member at any reasonable time within two (2) days prior to the annual general meeting at the 
registered office of the Society. 

 
61. Execution of Documents - Contracts, deeds, bills of exchange and other instruments and documents 

may be executed on behalf of the Society by the President or Vice-President and the Secretary, or 
otherwise as prescribed by resolution of the Board of Directors. 

 
62. Borrowing Powers - The borrowing powers of the Society may be exercised by resolution of the 

Board of Directors, except for matters requiring a special resolution of the members in accordance 
with the Act (such as the issue of debentures, or mortgage of real property to secure the payment of 
money borrowed). 

 
63. Reasonable Expenses of Directors - Directors and officers shall serve without remuneration and 

shall not receive any profit from their positions.  However, a director or officer may be paid 
reasonable expenses incurred in the performance of his/her duties. 

 
64. Loans to Director - The Society shall not make loans, guarantee loans or advance funds to any 

director. 
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4.0 General Governance Policies 
 

4.1 Accountability, Expectations and Responsibilities 
 
4.1.1 Board members endorse the vision, mission, mandate and values of Halifax Dance.  

 
4.1.2 Board members act as advocates for the organization in order to promote a broad awareness of 

and appreciation for Halifax Dance. 
 
4.1.3 The Board governs in a prudent and ethical manner, continually improving its process and 

capabilities. 
 
4.1.4 The Board is accountable for the prudent usage of all public and private monies gifted or 

granted to the organization and is responsible to report on this prudent usage as requested by 
public and private stakeholders, with the assistance and guidance of the Executive Director and 
the Finance Committee. 

 
4.1.5 Board members are expected to be knowledgeable about the history, By-laws, policies, and 

plans of Halifax Dance.  
 

4.1.6 Board members are expected to respond to emails and other communications from fellow 
Board members (including ex officio members, like the Executive Director) as promptly as 
possible. 
 

4.1.7 Board members are expected to prepare for meetings and to participate productively in 
discussion at meetings, exercising the degree of skill and diligence that can be reasonably 
expected given their knowledge and experience. 

 
4.1.8 When absence is unavoidable, Board members will be expected to have studied the minutes 

and other relevant documents, raise questions, and make their views known on issues discussed 
at meetings. 

 
4.1.9 Board members are expected to attend all meetings, whether held in person or by conference 

call. Where a member misses two consecutive meetings without a reasonable excuse (to be 
determined by the executive with input from the Board), the member may be asked to vacate 
their position pursuant to By-law 32 or may be removed pursuant to By-law 33. 
 

4.1.10 Board members are expected to be reasonably available for special meetings (e.g. where a vote 
is required before the next regularly scheduled Board meeting, in which case a special meeting 
may be held in person or via conference call). 
 

4.1.11 Board members are expected to take on committee and other responsibilities where possible. 

 

4.2 Governance Style and Values 
 
4.2.1 The Board will govern with a style that balances the need for direct management of the 

organization’s operations and resources with outward vision, long-range planning, and strategic 
leadership. 
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4.2.2 The Board values different opinions, respects diversity of thought, expertise, and background, 

and encourages the free exchange of ideas and seeks to reach consensus on all decisions. 

 

4.3 Conflict of Interest 
 
4.3.1 Board members will be familiar with By-law 42 (Duty to Declare Conflict) and By-law 43 

(Withdrawal).  
 

See Bylaw 42: Directors who have, or could reasonably be seen to have, a conflict of interest 
have a duty to declare this interest. The declaration should be made to Members upon 
nomination, and if serving as a Director, when the possibility of a conflict is realized. 
 
See Bylaw 43: A conflict of interest does not prevent a Member from serving as a Director 
provided that he/she withdraws from the discussion and decision making on matters pertaining 
to that interest. The withdrawal shall be recorded in the minutes. 

 
4.3.2 Board members will be familiar with the legal duties of directors of not-for-profit organizations.  

(Please see Appendix A for more information on this point.) 
 
4.3.3  Board members will perform their duties in a manner such that public trust in the integrity, 

objectivity, and impartiality of Halifax Dance is preserved and enhanced. 
  
4.3.5 A conflict of interest can arise in innumerable situations and includes, but is not limited to, any 

situation in which a Board member, their dependent, or another person(s) directly related to or 
associated with that member, or other organizations, attempts to promote a private or personal 
interest which results or appears to result in an improper personal gain or advantage by virtue 
of their position on the Board or an interference with the objective exercise of their duties to 
the Board and Halifax Dance. 

 
4.3.6  Board members shall not have a financial or other interest that could conflict with their duties 

as directors. Involvement or employment outside of the Board, or financial or other interests 
which reduce, or could appear to reduce, the ability to give the Board impartial or disinterested 
service will be avoided. 

 
4.3.7 Board members will arrange their private affairs in a manner that will prevent real, potential, or 

reasonably apparent conflicts of interest from arising. If a conflict does arise between the 
private interests of a member and their official duties and responsibilities, the conflict will be 
resolved in favour of the public interest. 

 
4.3.8 Board members, for purposes of private or personal interests, will not take advantage of, or 

benefit from, information that is obtained in the course of their official duties and 
responsibilities as Board members and that is not generally available to the public. 

 
4.3.9  For further clarification, it is not in and of itself a conflict of interest for a contracted employee 

of Halifax Dance Association to be a Board member. 
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4.4 Confidentiality 
 

4.4.1 The Board is committed to an open and transparent decision-making process to the greatest 
extent possible, subject to the Clauses in this Section. 
 

4.4.2 The Executive Director and the Secretary to the Board will maintain electronic copies of the 
minutes for the previous two years. 
 

4.4.3 The minutes of Board meetings from the previous two years will be made available to interested 
members of the public in electronic form and can be reviewed upon a request made in writing 
or via email to the Executive Director.  
 

4.4.4 Discussion and votes related to the following agenda items at Board meetings can be held in 

camera, on a motion in accordance with Clause 4.4.6: 
 

4.4.4.1 Legal advice eligible for solicitor-client privilege; 
4.4.4.2 Litigation or potential litigation; 
4.4.4.3 Matters relating to human resources, including hiring; discipline; and salary of Halifax 

Dance staff and instructors; 
4.4.4.4 Matters involving the purchase or lease of real property; 
4.4.4.5 A matter that is the subject of a confidentiality order imposed by a Canadian court;  
4.4.4.6 A matter that is the subject of a non-disclosure agreement between Halifax Dance and a 

third party; and 
4.4.4.7 Fundraising and / or financial matters, where the deleterious consequences of public 

disclosure of the information outweigh the benefits of openness; 
4.4.4.8 Any other matter, where the deleterious consequences of public disclosure of the 

information outweigh the benefits of openness. 
 

4.4.5 Ex officio members of the Board and Senior Staff Members are permitted to participate in 
discussion of in camera agenda items that do not relate to their performance or compensation, 
with the consent of a majority of the Board members present at the meeting. 
 

4.4.6 A motion to discuss a matter in camera must be made by a Board member; seconded by 
another Board member; and then voted on. If a majority of the Board members who are present 
at the meeting vote in favour of the motion, the matter will be discussed and voted on in 

camera. 
 

4.4.7 The publicly available minutes should reference the general subject-matter of the in camera 
discussion, insofar as reference can be made without breaching confidentiality. 
 

4.4.8 Any members of the public in attendance at a meeting will be asked to leave the room during 

discussion of and voting on in camera agenda items. 

 

4.4.9 Separate minutes will be kept of discussions and votes held in camera. The Executive Director 

and the Secretary to the Board will maintain electronic copies of these minutes for the previous 

two years. These minutes can only be viewed by members of the current Board and, if they 

were present during the discussion, by the Executive Director; Director of ITP; and / or Director 

of Recreation and Engagement. 
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4.4.10 A resolution passed by the Board during an in camera session must be formally adopted by the 

Board when the public meeting resumes. The publicly available minutes should reference the 

general subject-matter of the vote, insofar as reference can be made without breaching 

confidentiality. 

 

4.4.11 Board members (including ex officio and staff members) will not disclose confidential matters, 
including but not limited to matters discussed and / or voted on during an in camera session. 

 
4.4.12 Any breach of confidence is considered a serious matter and will be dealt with by the President 

as appropriate.  
 

 

4.5 Term Limits 

4.5.1  Board members will serve for 2 years from the date of the AGM when they were elected (or the 
AGM closest in time to the date they joined the Board). Terms may be renewed twice, up to a 
maximum of 6 years. 

  
4.5.2 The maximum of 6 years may be extended where a member is elected as President. 

  
4.5.3  The President and Vice-President will serve for 1 year with 3 options to renew, up to a maximum 

of 4 years. 
  
4.5.4 The most recent former President may serve in an advisory non-voting role as Past President for 

the year immediately following their term as President, at the discretion of the Board. 
 
 

4.6 Procedures for Voting at Meetings of the Board 

 

4.6.1 The Chair at meetings will be as set out in by-law 36: "The President of the Society, or in his/her 

absence, the Vice President, or in the absence of both of them, any member appointed from 

among the members present, shall preside as Chair at meetings of the Board." 

4.6.2 The Chair will call on the Board member or Executive Director, as the case may be, to introduce 

any resolution that requires a vote of the Board. 

4.6.3 The resolution will be introduced and then discussed by the Board. 

4.6.4 After a reasonable period of discussion, a Board member will make a motion for the resolution 

to pass. 

4.6.5 The motion must be seconded by another member of the Board. 

4.6.6 The Chair will then call for a vote. 

4.6.7 The resolution will come into effect if a majority of Board members present at a properly 

constituted meeting of the Board vote in favour of it. 

4.6.8 The outcome of a vote will be recorded in the minutes for that meeting. 

4.6.9 In accordance with by-law 37, the Chair of a Board meeting is entitled to vote as a director and, 

in case of a tie, she/he can cast an additional vote. 
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4.6.10 An ex officio member of the Board is not entitled to vote. 

 

4.7 Planning and Policy Development 

 

4.7.1 The Board can pass a resolution requiring substantive amendments to be made to this 

Governance Manual. 

4.7.2 Housekeeping and typographical revisions of the Governance Manual can be made by the 

Executive Director and/or Governance Chair at any time. 

4.7.3 The Manual should be reviewed each year before the AGM for currency and for consistency 

with the practices and obligations of the Board. 

4.7.4 The Board will engage in the development, monitoring and evaluation of long range (3-5 year) 

strategic planning as appropriate.  

 

 
 

  

Comment [O1]: Not sure we need this 
now? The only ex-officio is the Past 

President and it is stated as an advisory 

non-voting role. 
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5.0    Officer and Committee Terms of Reference 
 

5.1 President Terms of Reference (see by-law 45) 

 
5.1.1  The President of the Board of Directors provides leadership to the Board, regularly liaises with 

senior staff, acts a spokesperson for the Board, Presidents meetings, encourages and monitors 
Board member work, and sits ex-officio on all committees and attends committee meetings if 
required. 

 
5.1.2 Specific responsibilities of the President of the Board of Directors include: 
 

• ensure the Board adheres to its Memorandum of Association, By-laws and Strategic Plan 
• advocate for the organization, promoting the organization’s purpose to the community and the 

media 

• build relationships with partners and supporters 

• provides ongoing support for senior staff 

• act as a signing officer for cheques, and other documents such as contracts and grant 
applications 

• play a leading role in fundraising and networking activities 

• prepare Board meeting agendas with input from committee Presidents and staff 

• Presidents meetings of the Board and keeps meetings on track by summarizing key issues and 
managing discussion and keeping focus on the key activities 

• ensure appropriate preparation for annual and special general meetings 

• President the Executive Committee 

• encourage and monitor Board member work 

• ensure evaluation of Board activity 

• ensure Board development training if required 

• make sure committees are well staffed 

• cultivate the Vice-President to assume future President duties and orient the new President 

 

5.2 Vice- President Terms of Reference (see by-law 46) 

 
5.2.1  The Vice-President works closely with the President as an advisor and consultant, acts in the 

absence of the President, and prepares to serve a future term as President of the Board. 
 
5.2.2 Specific responsibilities include: 
 

• Learn the key duties of the President and keep informed on key issues 

• Be involved in at least one major committee 

• Act as a signing officer for cheques and other documents 

• Orient the new Vice-President 
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5.3 Treasurer Terms of Reference (see by-law 48) 

 
5.3.1  The Treasurer develops the Board’s understanding of financial management, provides assurance 

that financial accountability goals are achieved, and, in conjunction with senior staff, reports 
financial results to the Board. 

 
5.3.2 Specific responsibilities include: 
 

• Serve on the Executive Committee 

• Chair the Finance Committee 

• Ensure financial accountability and monitoring 

• Ensure clear, accurate, and effective reporting to the Board 
• Ensure accurate reporting to Canada Revenue Agency 

• Ensure the adherence to established policies and procedures for the management of financial 
resources 

• Ensure the development of budgets and financial strategies 

• Ensure compliance to government regulations and the Board’s vision and criteria 

• Ensure communication with donors and receipting as necessary  

 

5.4 Secretary Terms of Reference (see by-law 47) 

 
5.4.1 The Secretary updates and safeguards important documents and records on behalf of the 
organization, ensures that bylaw amendments and changes to Board membership are filed with the 
Registry of Joint Stocks, and oversees the effective establishment and official recording of Board 
meetings. 
 
5.4.2 Specific responsibilities include: 
 

• Serve on the Executive Committee 

• Keep electronic copies of the organization’s governing documents and policies 
• Keep records of the officers, Board members, and general members 

• In the absence of a recording secretary, ensure that minutes and attendance are recorded, and 
that all motions, decisions and actions are clearly stated, and ensure that any corrections to the 
minutes are made 

• In the absence of support staff, notify members of meetings, ensure that minutes are circulated 
and that minutes and  governing documents are available at meetings 

• Make sure that requirements for quorum are met at Board meetings 

• Ensure that the membership are notified of Annual and Special General meetings 

• Keep records of Board correspondence, and ensure that correspondence is appropriately 
directed for response 

• Sigs official documents as required 

• Ensure that the annual return, amendments to by-laws, and other documents are filed with the 
Registry of Joint Stock Companies, as required 

• Orient the new Secretary 
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5.5       Executive Committee (September 2013) 
 
5.5.1 The Executive Committee has been established to assist the Board of Directors with respect to 

overseeing the direction and management of Halifax Dance. The Executive Committee is a 
permanent committee of the Board of Directors, and has been given the authority, 
responsibility, and specific duties as described below. The Executive Committee is constituted 
pursuant to By-Law 41. 
 

5.5.2. The Executive Committee provides a mechanism for Board leaders to engage, within the limits 
set by Board policy and the By-Laws, in decision-making, oversight, and communication on 
important organizational matters. 
 

5.5.3. The Executive Committee is composed of the Board President, Vice President, Secretary, and 
Treasurer. Members shall normally be appointed for a term of two (2) years, renewable. 

 
5.5.4. The Executive Committee will meet as needed at the request of the President or a member of 

the Executive Committee. Quorum shall be a majority of its members present at the meeting, in 
person or by telephone. 
 

5.5.5. The Executive Committee will act on behalf of the Board of Directors between regularly 
scheduled meetings for matters that cannot wait until the next scheduled Board meeting. In 
doing so, it shall exercise all or any of the powers vested in the Board of Directors, save and 
except any powers to appoint any directors of the Association and do such other acts as must be 
performed by the Board as a whole, under the law.  
 

5.5.6. The Executive Committee shall not pass any resolutions that would cause the Association to 
commit funds beyond the spending limits that have been approved by the Board. 
 

5.5.7. The Executive Committee shall serve as a sounding Board for management on emerging issues, 
problems, and initiatives.  
 

5.5.8. The President of the Executive Committee will report at each meeting of the Board of Directors 
on all of its proceedings, if any, since the last meeting of the Board of Directors.  

 
5.5.9. Minutes of meeting will be available for the Board of Directors to review. 

 

5.6        Finance Committee ( September 2013) 
 
5.6.1 The Finance Committee is responsible for overseeing, reviewing and developing 

recommendations to the Board of Directors on issues related to finance, business planning, 
internal controls, risk management, and banking. 
 

5.6.2 Membership consists of the current Treasurer as Committee President, the Halifax Dance 
Executive Director, and a minimum of one other individual with experience in financial matters. 
Committee members should be approved by the Board. Committee members should serve for a 
term of two years and can be re-appointed by the Board for one additional term. 
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5.6.3 The finance committee will be responsible for the following areas: 
 

5.6.3.1 Budget planning and oversight: 

• Ensure there is a process in place for the development of an annual operating budget 

(who prepares, format used, financial assumptions, etc.) 

• Review and recommend to the Board the annual operating budget 

• Review quarterly financial performance and compare against budget 

• Review and recommend to the Board plans developed by management to address 

variance between budget and actual performance, revenues, and forecast 

• Monitor the implementation of plans to address variances and report to the Board 

5.6.3.2 Long-term planning: 

• Review and recommend to the Board long-term financial goals and long-term revenue 

and expense projection 

5.6.3.3 Internal controls and risk management: (see by-laws 50-54) 

• Oversee, review, and provide recommendations to the Board regarding the quality of 

management’s internal controls and processes in place  

• Identification of risks and review of management plans to address unanticipated risks 

• Oversee insurance coverage (directors’ liability and facility) 

• Oversee selection and performance of auditor  

• Review and implement recommendations provided by auditor(s) in their annual report 

5.6.3.4  Financial and banking transactions: 

• Review and make recommendations to the Board concerning banking and financial 

transactions, lending facilities, facility and equipment leases 

 

5.6.4 The committee will meet no less than quarterly. 

5.6.5  The Chair of the Finance Committee will report to the Board as a whole. Details of each meeting 
will be provided in the Finance Committee report distributed before the next regular Board 
meeting. 
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5.7 Governance and Nominating Committee (September 2013) 
 
5.7.1  The Governance Committee will be responsible for developing and maintaining governance 

policy to ensure the efficient and effective functioning of the Board of Directors and its various 

committees. 

 

5.7.2  Membership consists of  

• A current Board member as Committee Chair 

• Executive Director as ex officio member 

• Up to two additional board members 

 

5.7.3  Committee members should serve for a term of two years and can be re-appointed by the Board 
for one additional term. 

 

5.7.4   The Committee will be responsible for developing and maintaining governance policy on the 

following items: 

5.7.4.1  Board Meetings and Materials  

• Setting the frequency, time, and location of Board meetings, in consultation with the 

Board 

• Establishing a tentative list of meetings for the year 

• Ensuring Board information packages are made available to Board members in advance 

of Board meetings 

• Determining the contents of Board information packages 

• Assist the President with finalizing and circulating the Agenda for Board meetings 

• Ensuring meeting minutes are made available to the President and the rest of the Board 

shortly after the previous meeting and well in advance of the next meeting 

5.7.4.2  Responsibilities of Board Members  

• Establishing list of responsibilities of Board members, e.g.: 

o Attending meetings 

o Being prepared for meetings and participating  

o Responding to emails from other Board members as promptly as possible 

o Believing in the vision, mission, and dream of Halifax Dance 

o Speaking positively of Halifax Dance and promoting the organization’s activities 

whenever possible 

o Taking on committee and other responsibilities where possible/as required 

o Updating list as necessary 

5.7.4.3 Annual General Meeting  

• Assisting the general manager and the executive committee with planning and 

conducting the AGM 

5.7.4.4 Nominations, Terms and Elections  

• Implementing a process for nominating new members to the Board, in consultation 

with the Board 



  

21 

 
3037977 v1 

• Taking a holistic approach to nominations that considers skill-sets of current and 

potential Board members and the diversity of the Board 

• Filling urgent recruitment needs in the event of a Board member’s resignation and the 

urgent need to fill the vacancy 

• Orienting new Board members 

5.7.4.5  Board Development/ Ongoing Education 

5.7.4.6  Committees of the Board  

• Identifying standing committees; adding new committees as necessary in accordance 

with the By-laws 

• Recording and reviewing mandates of standing committees 

• Keeping track of standing committee membership and contact information 

5.7.4.7 Review of By-laws  

• Identifying possible changes to by-Laws 

• Proposing changes at AGM 

• Shepherding changes  

 

5.7.5 The Governance Committee will meet as needed at the request of the President or a member of 

the Executive Committee. Quorum shall be a majority of its members present at the meeting, in 

person or by telephone. 

 

5.7.6 The Chair of the Governance Committee will report to the Board as a whole, and will provide 

any necessary reports and updates prior to the monthly Board meeting for members’ review. 

 

5.7.7 If no Governance Committee is constituted (for whatever reason), the responsibilities in this 

Section fall to the Executive and can be delegated by the Executive if and as appropriate. 

 

5.8 Human Resources Committee (September 2013) 

5.8.1  The Human Resources committee shall oversee all human resources activities and functions of 
the organization. 

 

5.8.2  The Committee shall be comprised of the members of the Executive Committee, one of whom 
shall serve as the Chair of the Committee, as determined by the Board.  

 
5.8.3 The purpose of the Committee is to assist the Board of Directors (the “Board”) in fulfilling its 

oversight role with respect to (a) establishing the Society’s compensation structure and 
satisfying itself that compensation structure and programs are consistent with the Society’s 
dream, mission, and vision statements, and with the Society’s strategic planning; and (b) 
overseeing the hiring, promotion, performance, compensation and dismissal in accordance with 
contractual obligations and employment law of the Society’s staff members. 

  
5.8.4 In order for the Committee to transact business, a majority of the Committee must be present. 

The Committee shall meet on an as-needed basis and shall schedule a sufficient number of 
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meetings (whether in person or by teleconference) to carry out its mandate. Any member of the 
Committee may call a meeting. The Chair shall preside at each meeting of the Committee. 

 
5.8.5 The Committee shall provide a report after each meeting to the Board with respect to its 

activities with such recommendations as are deemed desirable in the circumstances. 

 

5.8.6 If no Human Resources Committee is constituted (for whatever reason), the responsibilities in 

this Section fall to the Executive and can be delegated by the Executive if and as appropriate. 

6.0     Executive Staff and Board-Staff Relationship Policies 
 

6.1 Executive Director-Board Relationship 
 
6.1.1 The Board of Directors is ultimately accountable for confirming the organization’s mission and 

mandate, setting policy and goals for the organization, and for ensuring that goals are met.    
The Board of Directors also recognizes its responsibility to provide policies and guidance that 
support executive staff in achieving the goals of the organization within acceptable boundaries 
of prudence and ethics. 

 
6.1.2 Executive staff (hereby known as the Executive Director) will be responsible for the practical 

operation and administration of the activities of the Halifax Dance Association within the 
framework of policies outlined in this Governance Manual and other policies as determined by 
the Board of Directors. 

 
6.1.3 While the Board is ultimately accountable for legal and reporting requirements, the Executive 

Director will acknowledge that responsibility for practical compliance with all such requirements 
is delegated to him/her. 

 
6.1.4 Individual members of the Board of Directors do not have authority over the Executive Director. 

Only the Board of Directors as a whole, by majority vote, has authority over the Executive 
Director. However, the President of the Board may work closely with the Executive Director and 
communicate direction, which is in compliance with stated policies, to the Executive Director on 
behalf of the entire Board. 

 

6.2 General Executive Director Policies 
 
6.2.1 The Executive Director will read, understand and fully comply with all policies established by the 

Board and keep the Board informed of any matter of substance related to the Board’s policies 
and external obligations.  

 
6.2.2 The Executive Director shall act in a manner that is prudent, lawful, ethical, and in accordance 

with Federal, Provincial and Municipal laws and regulations governing the activity and reporting 
requirements of this organization, and will neither cause nor allow staff or any person under 
his/her supervision to act except in like manner, regarding the activity, decision, practice, 
directive or communication on behalf of Halifax Dance. 
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6.2.3 The Executive Director will uphold the integrity and reputation of the organization.  The 
Executive Director will ensure all staff deal with the public in a fair, courteous, and welcoming 
manner.  

 
6.2.4 The Executive Director will ensure working conditions that are fair, appropriate and staff are 

treated with fairness and respect. 
 

6.3 Executive Director Monitoring and Evaluation Policies 
 
6.3.1 The Executive Director will provide a written report at every regular Board of Directors meeting.  

The report will include activities and the achievement of goals. The process of receiving, 
responding to, and accepting these reports will be considered part of the ongoing monitoring of 
the Executive Director’s performance.  

 
6.3.2 The Board will evaluate the Executive Director’s performance at least once per year through a 

planned assessment process that involves the participation of the Executive Director and a 
designated committee of Board members. The Board of Directors will evaluate the Executive 
Director based on the responsibilities outlined in 6.4.  

 

6.4 Executive Director Responsibilities 
 
6.4.1 Reporting to the Board of Directors, the Executive Director will provide strategic and operational 

advice in all aspects of Halifax Dance operations and will be responsible for implementing the 
operational and programmatic direction of Halifax Dance. 

 
6.4.2 The Executive Director will play a key role in establishing Halifax Dance’s presence and profile in 

the community; however, the President acts as the spokesperson for the organization unless 
this role is delegated to the Executive Director on specific occasions by the President.   

 
6.4.3 While the Executive Director will play an important role in the fundraising efforts of the Centre, 

the primary responsibility for fundraising is held by the Board of Directors of Halifax Dance. 
 
6.4.4 The Executive Director, under the direction of the Finance Committee, is responsible for 

managing all aspects of the organization’s finances including ensuring financial books and 
records are accurate and complete, maintaining the approved budget, and reporting financial 
results accurately and on a timely basis. 

 
6.4.5 The Executive Director will provide staff with clear job descriptions, reporting requirement 

expectations, and established human resources policies in consultation with the Human 
Resources Committee.   

 

6.4.6  Specific duties and responsibilities for the Executive Director include: 
 

• Developing and executing strategic initiatives and plans as directed by the Board of 
Directors 

• Overseeing all finance and bookkeeping functions including budget development, general 
financial management, development of sound accounting processes and providing detailed 
and clear financial reporting 
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• Overseeing all revenue generation efforts including program delivery (in conjunction with 
Program Directors), fundraising, and public funding requests.   

• Ensuring the design and execution of a marketing plan that will support earned revenue 
generation 

• Managing the facility including ensuring the effective operation of studios, maintaining the 

studios and offices in good repair, communicating effectively with building management 

and the landlord, and ensuring the health and safety of staff, students and all patrons 

• Liaising with and report to the Board of Directors 

• Representing the operations of Halifax Dance with government agencies, media outlets, 
and other community partners 

• Networking with other not-for-profit organizations to proactively find opportunities to 
promote Halifax Dance and partner when beneficial 

• Developing partnerships within the dance and broader arts community and ensuring 
outreach efforts are executed; in particular, maintaining a strong connection to Symphony 
Nova Scotia and Mermaid Theatre  

• Managing all aspects of human resources as per policies approved by the Board of Directors 

• Keeping the Board of Directors fully informed of the state of the organization and factors 
that can influence it 

• Managing all other related contracts.  
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7.0 FINANCE POLICIES 

 

7.1 General Policy 

 
7.1.1 Halifax Dance Association recognizes its responsibility to ensure that the organization and its 

activities are well funded and properly managed and that its assets are suitably cared for. 

 

7.2 Budgeting, Monitoring and Planning 

 
7.2.1 The Executive Director will prepare an annual budget for review by the Board. In the absence of 

executive staff, the preparation and presentation of an annual budget becomes the 
responsibility of the Treasurer. The annual budget should be approved by the Board in March 
preceding the fiscal year to which the budget relates. This provides staff with time to prepare 
marketing materials in April prior to early registration in May. 

 
7.2.2 Budgets and the assumptions upon which estimates are based must be credible, informed and 

defensible. In addition: 

• Budgets must not be presented with too little detail or too much detail to enable 

reasonably accurate projections of current and future revenues, expenses and net income;  

• Major operational items, such as significant sources of revenue and planned expenditures 

must be clearly identified; 

• Capital and operating items must be segregated and presented separately; 

• The budget format must remain consistent unless changes are made to aid clarity of 

presentation and the prior year’s results must be presented for comparative purposes. 

Deviations in revenue and expense projections from prior years must be fully explained. 

7.2.3 Budgets must not project a deficit on operations unless there is sufficient accumulated surplus 
in the organization to offset the deficit for that fiscal year. Should a budget be presented with a 
deficit, the Board must pass a motion approving the usage of accumulated surpluses in the 
current year. 

 
7.2.4 Throughout the operating year, executive staff will be prepared to report on current balances 

and cash projections at each Board meeting. 
 
7.2.5 Executive staff directly overseeing expenditures will not deviate substantially from plans and 

budgets approved by the Board as a whole and will not unnecessarily or imprudently put the 
organization’s assets at risk. 

 
7.2.6 Executive staff must not fail to report to the Board at the earliest opportunity when and if it can 

be anticipated that: 

• Deviations from cash flow projections will result in a drop below a stated acceptable cash 

balance threshold. The acceptable threshold will be redefined annually but is anticipated to 

be $10,000; 

• Expense or revenue projections will deviate from budgeted amounts by a material amount. 

The acceptable threshold will be redefined annually but is anticipated to be $5000; 

• Debt balances may exceed the limits established by the Board. 



  

26 

 
3037977 v1 

In the absence of Executive staff, these responsibilities fall to the Treasurer.  
 

7.2.7 Executive staff will present a long-term budget every three to five years and report on the 
variance between budget and actual on an annual basis. 

 

7.3 Audit and Reporting Requirements 

 
7.3.1 The books and records of Halifax Dance Association shall be audited each year and the 

appointment of auditors made at each Annual General Meeting. (see by-law 16 and by-laws 50-

54). 

 

7.3.2 Audited financial statements must be presented at each Annual General Meeting (see by-law 16 

and by-laws 50-54). 

 

7.4 Risk Management 

 
7.4.1 One individual may not have complete authority over a financial transaction. Cheques drawn on 

the operating accounts of the organization will require the signature of two persons as 
designated in banking documents. In general, authorized signing officers will be comprised of 
executive Board members and executive staff. 

 
7.4.2 Executive staff may not incur any debt other than that in conjunction with normal trade 

payables and payroll consistent with the budget. Executive staff or individual Board members 
directly involved in financial matters will not seek to establish any credit facility without policy 
direction from the Board as a whole. 

 
7.4.3 Executive staff or individual Board members directly involved in operational matters will ensure 

payment of salaries, contract fees, and settlements of debt in a timely fashion. In particular, all 
amounts owing to the Canada Revenue Agency (CRA) are priority payments and must be paid on 
a timely basis. Executive staff must produce proof of all CRA payments at each financial report 
to the Board. 

 
7.4.4 Executive staff or individual Board members may not enter into new banking arrangements or 

long term contracts (eg. leases or other rental arrangements) without prior Board approval. 
 
7.4.5 The Board will ensure that sufficient property, liability, directors’ and business insurance policies 

are in place to protect the physical assets owned by Halifax Dance.  The organization will 
maintain liability insurance to indemnify members against personal loss in amounts and at 
premium cost consistent with the insurance maintained by organizations of similar size and 
type.  

 
7.4.6 To the best of their ability, Executive staff and Board members must put in place sufficient 

safeguards to protect Halifax Dance property from abuse, misuse, loss, damage or theft. 
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Appendix A 

For information on Director duties and responsibilities, board members are encouraged to 

review the following: 

Primer for directors of not-for-profit corporations (Rights, Duties and Practices) 

Jane Burke-Robertson* 
Barrister and Solicitor 

Industry Canada, 2002 

https://www.ic.gc.ca/eic/site/cilp-pdci.nsf/eng/cl00689.html 

 


