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SECTION ONE:  GOVERNANCE DOCUMENTS  
  
  
A. CENTURY HOUSE ASSOCIATION BYLAWS – JANUARY 13, 2021  
  

1. Name:  Century House Senior Citizens’ Activity Association, also known as 
Century House Association (CHA).  
  

2. Constitution/Purpose:  The mandate of the Century House Association is to 
foster opportunities for leisure, education and social activities for members within 
a safe and welcoming environment.  
  

3. Memorandum of Understanding with the City of New Westminster:  The Century 
House Association partners with the City of New Westminster as stated in the 
current Memorandum of Understanding.  
  

4. Bylaws:  The bylaws of the Century House Association (CHA) shall not be 
altered, added to or deleted except by a majority vote at an Annual General 
Meeting after proper notice has been given of the date of that meeting and the 
changes, additions and/or deletions being proposed.  

 
5. Membership:  

a. Members must be at least 50 years of age.  
b. Membership is renewable on a yearly basis by payment of the applicable fee 

to the City of New Westminster.  
c. The amount of the applicable membership fee is set by the City of New 

Westminster.  
d. Member must observe all rules and regulations of the Association.  
e. Member must observe all rules and regulations of the City of New 

Westminster.  
f. Membership in good standing is conditional of compliance with d. and e. 

above.  
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CENTURY HOUSE ASSOCIATION BYLAWS – JANUARY 13, 2021 (Continued)  
  

6. Annual General Meeting:   
a. The Annual General Meeting will be held in January.  The Annual General 

Meeting will be chaired by the President of the Association.  
b. Notice of the date, place and time of the Annual General Meeting shall be 

given no less than three weeks prior.  
c. Quorum for the Annual General Meeting shall be 20 members in good 

standing.  
d. The Agenda of the Annual General Meeting shall include Financial and other 

Reports, the Election to the Executive and other business as determined by 
the Executive.  

e. Election of Executive Officers shall be conducted by a representative of the 
City of New Westminster. All positions other than Past President shall be 
elected yearly.  

  
7. Executive:  

a. The Executive other than the Past President shall be elected every year.  
b. The President, Vice-President and Past President may serve for a maximum 

of two consecutive years.  
c. Members-at-large may serve for a maximum two consecutive years.  
d. The Secretary and Treasurer may serve for a maximum of five consecutive 

years.  
e. The Executive shall manage all activities and internal affairs of the 

Association.  
f. The Association shall purchase Board Officers insurance for the Executive. 

  
8.  Signing Authority:  

a. Any contract or other document to be signed on behalf of the Association 
shall be signed by one or more individuals authorized by the Executive.  

b. All cheques written on behalf of the Association must be signed by two 
authorized members of the Executive. 

c.  
9. Finances:    

a. Investment of Association Funds - The Executive may make any investment 
in which a prudent investor might invest, unless policy prohibits that 
investment.  

b. Financial Statements - The Executive must present to the members at each 
Annual General meeting a financial statement for the previous year.  
Financial statements must be prepared in accordance with generally 
accepted auditing standards.  
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B. CITY OF NEW WESTMINSTER CODE OF CONDUCT – Refer to: 
https://www.newwestcity.ca/parks-and-recreation/about-parks-
andrecreation/sb_expander_articles/965.php  

 
C. CITY OF NEW WESTMINSTER HUMAN RIGHTS POLICY – Refer to:  

https://www.newwestcity.ca/database/files/library/CNW_DOCS_1206567_v1_FOI 
_2018_12___Respectful_Workplace_and_Human_Rights_Policy.PDF  

  
D. CITY OF NEW WESTMINSTER PRIVACY POLICY – Refer to: 

https://www.newwestcity.ca/privacy.php#:~:text=Information%20collected%20becomes% 
20the%20property,it%20is%20kept%20completely%20confidential.  

  
E. ROBERTS RULES OF ORDER QUICK SUMMARY – Refer to:  

https://www.boardeffect.com/blog/roberts-rules-of-order-cheat-sheet/  
  
F. CENTURY HOUSE ASSOCIATION MEMORANDUM OF UNDERSTANDING –See 

Appendix C for details. 
  



Page 4 

SECTION TWO:  CENTURY HOUSE POLICY OVERVIEW, ROLES AND  
  RESPONSIBILITIES  
  
A. INTRODUCTION  

  
1. The Century House Senior Citizens’ Activity Association (CHSCAA) is also 

known as the Century House Association (CHA).  
2. The CHA is a member-driven, unincorporated, non-profit association with 

registered charity status.  
3. Century House provides, within allocated resources, year-round opportunities 

that will help satisfy the leisure, education and social needs of adults, 50 and 
older, in New Westminster.  It also provides an environment to assist members in 
maintaining a sense of continuing relevance to the larger community as well as 
fostering positive self worth through acceptance by others, belonging, 
recognition, contribution and achievement.  

4. Century House is a partnership between the CHA and the City of New 
Westminster with administrative authority resting with the City of New 
Westminster’s Parks and Recreation Department.  That partnership is governed 
by a current Memorandum of Understanding.  

5. The City owns the building and the land, pays for the dedicated Century House 
staff as well as the maintenance, upkeep and operations of the building.  

6. The member-driven Association works with City staff and volunteers to provide 
activities, programs and services.  Century House facilities are also used for 
programs offered by the City of New Westminster which determines content, time 
and cost.  

7. CHA funding derives from a combination of grants, donations, sponsorship, 
fundraising events and activity group contributions.  

  
B. DEFINITIONS  

  
1. Bylaws are a set of rules and regulations that govern the internal operations of 

an organization.  They set the rules for making decisions regarding policies, 
procedures and protocols such as, but not limited to, holding meetings, electing 
officers, and other aspects related to running the organization.  

2. A policy is a statement of intent or a course of action that guides decision-making 
within an organization.   

3. A procedure is a specific step by step set of instructions that outlines how a 
policy should be carried out. 
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  DEFINITIONS (Continued)  
  

4. The following abbreviations shall be used in this document:  
a. CHA – Century House Association  
b. CHAE – Century House Association Executive  
c. CHAPS – Century House Association Peer Support 
d. CNW – City of New Westminster  
e. CRA – Canada Revenue Agency 

  
C. GOVERNANCE STRUCTURE  
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D. EXECUTIVE DUTIES AND RESPONSIBILITIES  
  

1. President  
a. Chairs the Executive and Chairpersons’ meetings and the Annual General 

Meeting.  
b. Coordinates and directs the affairs of the CHA. 
c. Maintains direct contact with Century House City staff.  
d. Serves as CHAE liaison to designated groups and activities.  
e. Represents the CHA on City of New Westminster and other outside 

committees or delegates a representative when required.  
f. Serves, along with one other member of the executive, as a signing 

authority for CHA bank accounts.  
 

2. Vice President  
a. Attends the Executive and Chairpersons’ monthly meetings and the Annual 

General Meetings.  
b. Acts on behalf of the President and CHA when requested.  
c. Represents the Treasurer at meetings on request.  
d. Serves as CHAE liaison to designated groups and activities.  
e. Assumes other duties as determined by the President or the CHAE 

.  
3.  Secretary  

a. Attends and reports at the Executive and Chairpersons’ meetings and the 
AGM.  

b. Prepares and distributes the agenda for the Executive, Chairpersons’ 
meetings as well as for the AGM.  

c. Books the room and/or online link for the CHAE, Chairs meetings and the 
AGM as well as overseeing all related logistics.  

d. Takes accurate minutes of all the Executive and Association meetings 
including Chairs’ Committee, AGM and Special General Meetings and 
makes them available upon request.  

e. Maintains the Motion Tracker.  
f. Provides a draft copy of the minutes to the Executive within 7 days following 

the meetings.  
g. Provides a draft copy of the minutes of the Chairs’ Committee minutes to the 

group chairs within 14 days of the Chairs’ Committee meetings.  
h. Posts a copy of the CHAE and Chairpersons’ Committee adopted minutes 

on the bulletin board near the front office and provides a copy to be posted 
on the CHA website.  

i. Handles all correspondence as directed by the CHAE.  
j. Serves as CHAE liaison to designated groups and activities.  
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EXECUTIVE DUTIES AND RESPONSIBILITIES (Continued) 

 
4. Treasurer  

a. Attends and report at the Executive and Chairpersons’ meetings as well as 
the AGM.  

b. Keeps accurate records of the CHA’s finances and makes them available 
upon request.  

c. Serves as signing authority for the CHA bank accounts.  
d. Serves as CHAE liaison to designated groups and activities.  
e. Maintains the Charitable status of the CHA.  
f. Prepares the yearly financial statement.  
g. Manages donations to the CHA.  
h. Maintains the Treasurer’s Procedures Handbook.  

   
5. Members at Large (x2)  

a. Attends Executive and Chairpersons’ meetings as well as the AGM.  
b. Serves as CHAE liaison to designated groups and activities.  
c. Assumes the CHAE meetings secretarial duties in the absence of the 

Secretary.  
d. Assumes tasks and responsibilities as requested by the President and/or the 

CHAE.  
  

6. Past President  
a. Assists the President upon request.  
b. Serves as CHAE liaison to designated groups and activities.  
c. Chairs the Nominations Committee. 
d. Assumes other duties and responsibilities as requested by the President 

and/or the CHAE.  
  

7. Executive Liaison  
a. Each Activity, Service and Support group is assigned a member of the 

Executive both to provide support to that group as well to be its contact with 
the Executive and City staff.  

b. In the case of conflict which the Chairperson cannot resolve, the Liaison will 
attempt to find a resolution. If that fails, the Liaison will take the issue to the 
Executive for further action. 
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E. EXECUTIVE COMMUNICATIONS  
 

1. Century House Association Executive shall communicate with the Century 
House Association membership on a regular basis.  

2. CHAE shall develop procedures for communication that respond to the needs of 
CHA members and update these on a regular basis.  

3. Century House shall communicate with the public as needed by various print 
and electronic means.  

4. The CHAE or delegate shall participate in advisory committees of the City of 
New Westminster.  

5. The spokesperson for the CHA shall be the president or delegate.  
6. CHA shall keep all members’ information confidential.  
  
 

F. CENTURY HOUSE MEETINGS  
  

1. Annual General Meeting  
a. The annual general meeting is held during the second week of January. 

Notice of the date, place and time of the Annual General Meeting shall be 
given no less than 3 weeks prior.   

b. Quorum for the Annual General Meeting shall be no less than 20 members 
in good standing.   

c. That meeting is chaired by the current president.   
d. The purpose of the meeting is to elect the Century House Executive for the 

upcoming year as well as to hear current Executive and Activity Committee 
reports as well as other business as determined by the Executive  

e. All Executive positions other than the Past President shall be elected yearly.  
f. Executive position nominations are accepted prior to the Annual General 

Meeting as well as from the floor during the meeting.  
g. All Century House Association members in good standing are eligible to 

vote.  
h. Any issues that cannot be resolved at the Annual General Meeting will be 

referred to the Executive for decision.   
i. The elections are conducted by a representative from the City of New 

Westminster.  
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CENTURY HOUSE MEETINGS (Continued)  
 

2. Chairpersons’ Meeting  
a. The Chairpersons’ meeting is held monthly and is chaired by the Century 

House Association Executive president.  
b. The Meeting is attended by the Century House Association Executive, the 

Chairs of each activity group as well as relevant City staff.  
c. The purpose of the meeting is to provide a forum for the Century House 

Activity groups to report out on recent activities as well as to discuss 
Century House policies, financial reports and past and future special events 
and relay this information to their individual groups.  

d. If the President, Vice-President or Past President is not available to chair the 
meeting, the Chairpersons may appoint a Chair with the person selected to 
have all the powers and responsibilities of the President.  

e. The Executive as well as the Chairpersons or delegate are eligible to vote.  
 

3. Open Chairpersons’ Meeting  
a. Both the May and November Chairpersons’ Meetings are open to any 

Century House member in good standing to offer opinions or suggestions 
under the New Business section of the agenda. 

b. Questions or concerns, where possible, should be submitted at least one 
week prior to the event to allow for adequate research and preparation. 

c. Century House Association Executive members and Activity Group 
Chairpersons only are eligible to vote.  

  
4. Special Meetings  

a. The Activity group Chairpersons may call a special Century House 
association meeting when circumstances warrant.  

  
G. MEMBERSHIP POLICIES  

  
1. Members must be at least 50 years of age.  
2. Membership is renewable on a yearly basis by payment of the applicable fee to 

the City of New Westminster.  
3. The amount of the applicable fee is set by the City of New Westminster.  
4. Members must observe all rules and regulations of the Association.  
5. Members must observe all rules and regulations of the City of New Westminster.  
6. Membership is good standing is conditional on compliance with the 4th and 5th 

bullets above.  
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H. MEMBERSHIP PARTICIPATION IN CHA PROGRAMS  
  

1. CHA membership is open to persons 50+ through payment of the annual fee set 
by the CNW.  

2. Membership is a requirement for participation in CHA member led Activity, 
Support and Service groups.  

3. Any new CHA group must be approved by the CHAE.  
4. CHA groups are self governing within the expectations of the CHA and the 

CNW.  
5. A CHAE Liaison is assigned to each group.  

  
I. CHA GROUPS, POLICIES AND PROCEDURES  

  
1. Activity Groups  

a. CHA members may form an Activity Group based on common interests.  
b. An Activity Group must have a Group Purpose that describes what the 

group does.  
c. If the Group exists to play a game or sport, the rules of that game or sport 

must be included in the Purpose.  
d. If the Group is affiliated with an organization(s) outside of the CHA that 

information must be included in the Purpose.  
e. An Activity Group may assess a fee to support an Activity. Fees must be 

approved annually by the group members.  
f. An Activity Group must have a Leader elected at a meeting of Group 

members.  
g. An Activity Group that deals with money must elect a Treasurer annually. 
h. An Activity Group may elect additional officers as required. 
i. An Activity Group will communicate with the CHAE through its Liaison. 
 

2. Support Groups  
a. CHA members may form a Support Group to provide specific support to 

other members of the CHA.  
b. A Support group must have a Purpose that describes the recipients and the 

support required. If the Group is affiliated with any organization(s) outside of 
the CHA that information must be included in the purpose.  

c. A Support Group must have a Leader elected on a yearly basis at an annual 
general meeting.  

d. A Support Group that deals with money must elect a Treasurer annually.  
e. A Support Group may elect additional officers as required.  
f. A Support Group will communicate with the CHAE through its Liaison.  
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CHA GROUPS, POLICIES AND PROCEDURES (Continued) 
 

3. Service Groups  
a. CHA members may provide services to other members of the CHA and to 

the CNW through Service Groups.  
b. A Service Group must have a Purpose that describes the services provided.  
c. A Service group must have a Leader elected on a yearly basis at an annual 

general meeting.  
d. A Service Group that deals with money must elect a Treasurer annually.  
e. A Service Group may elect additional officers as needed.  
f. A Service Group will communicate with the CHAE through its Liaison.  
g. CHA members may provide social, education or technology-based services 

to other members of the CHA and to the CNW through Service Groups.  
  
J. FINANCES  

 
1. To ensure accuracy of information with external standards the accounting 

policies and procedures used by Century House Association (CHA) shall 
conform with Canadian Accounting Standards for Not-For-Profits (CASNFP), 
Canada Revenue Agency (CRA) requirements for Operating a Registered 
Charity and laws outlined in the Personal Information Protection Act (PIPA).  
 

2. See Appendix A for details.  
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CHA GROUPS, POLICIES AND PROCEDURES (Continued) 
 

K. COMMITTEES 
1. Ad Hoc Committees 

a. The CHAE may create Ad Hoc Committees to carry out duties on behalf of 
the CHA. 

b. An Ad Hoc Committee will have a defined purpose and specific term of 
operation. 

c. An Ad Hoc Committee will report to the CHAE. 
d. The CHAE will name members to an Ad Hoc Committee. 
e. The CHAE may allocate a budget to an Ad Hoc Committee. 
f. The CHAE will name an Executive Liaison to an Ad Hoc Committee. 

 
2. Standing Committees 

a. The CHA Annual General Meeting may create Standing Committees to carry 
out duties on behalf of the CHA. 

b. A Standing Committee with have a defined purpose. 
c. A Standing Committee will report to the CHAE and the Annual General 

Meeting. 
d. The CHAE will name members to a Standing Committee annually. 
e. The CHAE may allocate an annual budget to a Standing Committee. 
f. The CHAE will name an Executive Liaison to a Standing Committee. 
g. The Standing Committees of CHA shall be: 

i. Governance Standing Committee 
ii. Communications Standing Committee 
iii. Bursary Standing Committee. 
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SECTION THREE:  CITY OF NEW WESTMINSTER ROLES AND RESPONSIBILITIES 
 
A. CITY STAFF DUTIES AND RESPONSIBILITIES  

 
1.  Director, Parks and Recreation  

  
2. Senior Manager, Recreation Services Facilities  

  
3. Manager, Recreation Services and Facilities-Seniors and Youth Services  

a. Provides leadership and support to Century House/Youth Services City Staff 
in facility management, customer service, program development and 
delivery to meet the needs of both membership and the larger community.  

b. Works collaboratively with community advisory groups, youth/seniors 
organizations and leaders, other City Departments and the general public.   

c. Overall, supervises and manages the Century House/Youth Centre Facility 
and staff.  

 
4. Recreation Supervisor Senior Services  

a. Reports to the Manager and assists in providing leadership and support to 
Century House City Staff in facility management, customer service, program 
development and delivery to meet the needs of both membership and the 
larger community.  

b. Works collaboratively with the Century House Executive and Activity, 
Support and Service groups.  

c. Supports the Century House Association Bylaws and ensures that City 
Policy is observed throughout the facility, programs and activities.  

  
5. Program Coordinator Senior Services  

a. Manages facility booking and registered programs as well as supports 
projects, committees, special events, bus trips and provides working support 
to Century House Association initiatives.  

b. Edits and coordinates the production of The Clarion.  
  

6. Recreation Leader Attendant - Volunteer Services  
a. Under development. 

  
7. Recreation Facilities Clerk Supervisor Senior Services  

a. Manages the Century House front office staff.  
b. Assists with providing customer service to Century House members and the 

general public.  
c. Provides administrative support to the Century House Association 

Executive, City staff and CH Food Services.   
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  CITY STAFF DUTIES AND RESPONSIBILITIES(Continued) 
 

8. Recreation Facilities Clerk  
a. Reports to the Recreation Facilities Clerk Supervisor and performs frontline 

customer service, cashier, client registration, and reception duties.   
b. Is also responsible for a variety of clerical duties, including electronic 

document management and point-of-sale balancing.   
c. Provides administrative support to the Century House Association 

Executive, City staff and CH Food Services.  
  

9. Food Services Coordinator  
a. Coordinates Food Services Program Connections Café. 
b. Supervises volunteers and City Food Services workers. 

 
10. Building Service Worker  

a. Does day-to-day maintenance of the facility. 
b. Performs set-ups and take-downs for programs and activities. 
c. Performs seasonal maintenance preventative work. 
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SECTION FOUR:  APPENDIX  
  
A. FINANCES   

  
1. Basis of Accounting Policy  

CHA uses a cash basis accounting method. 
  

2. Journal Entry Policy  
A journal entry shall be recorded to reconcile statements and errors/corrections 
by the 15th day of the following month.  
 

3. Bank Reconciliation Policy  
CHA and Century House Association Peer Support (CHAPS) bank statements 
shall be reviewed, reconciled and approved by two of the three signing officers 
within 15 days of the close of the month.  
 

4. Monthly Close/Internal Report Policy  
a. Monthly financial statements shall include a Statement of Financial Income 

and Expense and a Statement of Financial Position.  
b. The treasurer shall prepare the above statements no later than 15 days after 

the close of the previous month.  
c. The CHAE shall provide final approval.  

 
5. Record Keeping Policy  

a. General ledgers, financial statements, source documents and copies of 
T3010 returns shall be kept for six years from the end of the last tax year to 
which they relate or, if the charity is revoked, for two years after the date of 
revocation.  

b. All documentation shall allow CRA to verify that all revenue and resources 
are spent on charitable programs and that CHA purposes and activities 
continue to be charitable.  
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B. FINANCE INTERNAL CONTROL POLICIES  

  
1. Lines of Authority Policy  

a. Financial policies shall be reviewed annually to ensure compliance with all 
external requirements including CASNFT, CRA and BCPIPA.  

b. Financial policies shall be approved by CHAE.  
c. The annual budget shall be prepared by the treasurer, reviewed by CHAE 

and presented to members for approval at the Chairpersons Meeting directly 
following the AGM.  

d. Unbudgeted expenses over $1,000.00 (one thousand dollars) shall be 
approved at a Chairpersons’ Meeting.  

    
2. Conflict of Interest Policy  

  It is the policy of CHA that no member of CHAE shall derive any personal profit 
or gain, directly or indirectly, by reason of his or her service to CHA.  

  
3. Physical Security Policy  

  All key financial documents including books and records shall be kept in a 
secure place.  

  
4. Budget Policy  

   The CHA treasurer shall develop a budget for the following fiscal year.  
  

5. Audit Policy  
     Financial statements shall be audited every five years by an independent body.  

 
  

C. MEMORANDUM OF UNDERSTANDING – refer to following page  
  



 
  



 
  



 
  



 
  



 
  



 
 


