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SECTION 1 - INTRODUCTION 
 
 
1.1 Aim 
 
 The aim of this manual is to provide GCG Members, Directors, Officers, 

Committees and Staff with a clear understanding of the lines of 
communication, areas of responsibility, limitations of authority, and 
financial controls within the Federation. 

 
1.2 Interpretation 
 
 All questions of interpretation of the policy, regulations or guidelines 

contained in this manual must be directed to the President, as Chief 
Executive Officer of the Federation, for action by the Board of Directors. 
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SECTION 2 - AUTHORITY AND RESPONSIBILITY  
 

 
2.1 Annual General Meeting 
 
 The AGM provides the ultimate authority of the Federation.  Those 

attending are: 
 
 a. The Board of Directors 
 
 b. The Presidents of the Provincial and Territorial bodies recognized by 

the Federation; or, 
 
 c. Delegates appointed by a Provincial and/or Territorial body to attend 

the meeting 
 
 d. Professional staff (ex-officio) 
 
 Voting rights will be in accordance with the Article V-18 of the By-Laws. 
 
 All delegates to a General Meeting must be at least 18 years of age and 

members in good standing of the Federation. 
 
 The AGM is responsible for the General Policy and direction of the 

Federation.  All matters of a General Policy nature at variance with the By-
Laws of the Federation must be brought before, and voted upon, at the 
Annual General Meeting or at a Special General Meeting. 

 
2.2 Board of Directors 
 
 The Board is accountable to the AGM and the membership at large, and 

shall; 
 
 a. as a whole, and only as a whole, clearly establish organizational 

priorities relating to the mission of the Federation; 
 
 b. recruit and hire the President/CEO; 
 
 c. as a whole, and only as a whole, clearly establish limitations on the 

authority of the President/CEO in the areas of ethics and prudence, 
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finance, risk management, personnel and fundamental management 
principles; 

 
 d. as a whole, or by a duly assigned sub-committee, establish the 

performance criteria of the President/CEO and evaluate same; 
 
 e. be the forum for appeal of any decision made by the President/CEO; 
 
 f. ensure that no individual Board member interferes with the 

management activities of the President/CEO unless directed by the 
Board as a whole to act on the Board's behalf; 

 
 g. individuals exercise their authority over the Federationôs affairs at 

duly constituted meetings of the Board and shall have the authority 
to act or speak on behalf of the Board only when so directed by the 
Board as a whole; 

 
 h. ensure that the direction and supervision of any staff member's 

activities, other than that of the President/CEO, is only done at the 
express direction of the President/CEO; 

 
 i. as a whole, and only as a whole, suspend or sanction regular 

members for disciplinary reasons; 
 
 j. be bound by the decisions and/or actions of the Board and Board 

solidarity shall be respected by each individual Board member; 
 
 k. disclosure of confidential information will be handled by appropriate 

disciplinary action; 
 
 l. as individuals, be fully committed to attending every meeting of the 

Board and any Committees of which they are a member; 
 
 m. as individuals, review all reports and other submissions circulated to 

them and take any necessary action within agreed upon or specified 
timelines; 

 
 n. Subject to Bylaw 14 (b), the membership fee shall be set by the 

Board of Directors and Regular Members shall be advised of a 
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proposed fee increase 90 days prior to Board approval of the 
membership fee and shall be due on the date (s) set by the Board. 

 
 
2.3 President/CEO 
 
 The President/CEO shall: 
 
 a. have full operational authority and responsibility for the conduct of 

the affairs of the Federation unless explicitly and specifically limited 
by the Board.  The Presidentôs duties concerning the financial 
management of the Federation are more particularly set out in 
Annex A. 

 
 b. ensure that the affairs of the Federation are conducted in 

accordance with; 
 
  1. the By-Laws and Policy and Procedure Manual of the 

Federation. 
  2. applicable Federal and Provincial laws. 

3. ethical and prudent behavior. 
 

 c. act as the Federation's primary contact and representative in all 
dealings with national and international sports organizations, the 
government and other funding agencies; 

 
 d. supervise the preparation of the Federation's annual budget in a 

manner consistent with the mandate of the Federation and any 
developmental or operational priorities established from time to time 
by the Board; 

 
 e. ensure that a comprehensive program of risk management is in 

place which adequately addresses all key operational aspects of the 
Federation and is regularly monitored, reviewed and updated, as 
more particularly set out in Annex A. 

 f. have the authority in extreme situations involving an athlete or 
coach to override the provisions of the Operational Policy & 
Procedures Manual or the Technical Regulations of the GCG where 
such policy, procedure, or technical regulations is contradictory or 
fails to adequately address a circumstance or would create a result 
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which through no fault of a person would wrongfully hurt the person.  
In the event of such exercise of authority pursuant to this policy, the 
President shall file a written report with the Board of Directors and 
the exercise of the authority and the report will be reviewed at the 
next meeting of the Board of Directors.  Any member of the GCG 
will have the right to appeal under Section 2.2(e) a decision of the 
President made pursuant to this Policy. 

 
 
2.4 Standing Committees 
 
 Standing committees are established by and responsible to the Board and 

are the permanent, ongoing functional committees of the Federation.  
They are: 

 
 a. Internal Audit Committee 
 b. Nominating Committee 
 c. Personnel Committee 
 c Awards Committee 
 
 
2.5 Program Committees 
 
 a. Women's Program Committee 
 b. Men's Program Committee 
 c. Trampoline and Tumbling Program Committee 
 d. National Development/Education Program Committee 
 e. Rhythmic Program Committee 
 
 The Program Committees shall have authority subject to policies 

established by the President to make and act upon all matters affecting 
only their respective program. 

 
 
2.6 Other Committees 
 
 Other committees e.g.. Appeal, may be struck from time to time at the 

direction of the President to accommodate short-term projects, events, 
studies, etc. 
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 The terms of reference and limitations of authority of these committees will 
vary and will be determined by the President. 

2.7 Observers at Meetings 
 
 Except for Standing Committees, all Committee Meetings shall be 

generally open to observers unless the Chairperson, in his/her discretion, 
feels that an agenda item(s) to be discussed is of a private or confidential 
nature, in which case, the Chairperson may declare that portion of the 
meeting closed. 
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SECTION 2 - ANNEX A 
 

FINANCIAL MANAGEMENT AND RISK MANAGEMENT 
 
Financial Management 
 
The President/CEO shall ensure that each of the following criteria are strictly 
complied with relative to the Federationôs financial management: 
 
1. Sufficient funds shall be maintained in the Federationôs bank account(s) to 

permit all payables to be remitted on a timely basis. 
 
2. Any temporary or long term surplus of funds shall be deposited in a fully 

secured, interest bearing investment fund such as a term deposit or 
mutual fund. 

 
3. Any single deviation from budget that will negatively affect the approved 

annual budget by more than one and a half per cent (1.5%) shall be 
immediately reported to the Board. 

 
4. Any cumulative deviation from budget that will negatively affect the 

approved annual budget by more than three per cent (3.0%) shall  
immediately reported to the Board. 

 
5. The Board shall be notified immediately of any unique circumstances that 

may place an unanticipated burden on the Federationôs finances. 
 
6. The format of the budget shall be such that the members of the Board will 

be readily able to determine the actual and relative revenues and 
expenditures for key programs and operational components. 

 
7. Any and all financial records shall be made available to the Secretary to 

enable him to perform the duties assigned to him by the Board. 
 
 
Risk Management 
 
The President/CEO shall, with respect to the GCG program of risk 
management, ensure that the following shall be complied with: 
 
1. Members of the Board and paid staff shall be protected from personal 

liability for any actions they take in the legal and ethical conduct of their 
duties on behalf of the Federation. 
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2. Adequate insurance policies and related coverage shall be maintained 
which limit the Federationôs liability in several areas including but not 
restricted to the following: 

 

¶ injury to participants 

¶ injury to third parties 

¶ damage to office contents 

¶ allegations of wrongdoing 
 
3. No insurance coverage shall be terminated without having replacement 

coverage which offers equal or greater protection immediately in effect 
upon such termination unless such termination has been prudently 
considered by the Directors and approved. 

 
4. An annual Risk Management report shall be presented to the Board 

during the fourth quarter of each fiscal year which will include the current 
status of insurance coverage, any recommendations for modifying the 
coverage and the implications of any such modifications. 
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SECTION 2 - ANNEX B 
 

INTERNAL AUDIT COMMITTEE  
 
1. Composition 

 
a. Chair of the Committee 
b. One additional member 
c. The President/CEO 

  
 All members shall be Board Members.  However, at the discretion of the 

Chair and with the approval of the President, a member other than a 
Director may be appointed to the Committee. 

 
 
2. Responsibilities 
 
 a. Review all financial statements and reports published for the 

approval of the Board of Directors. 
 
 b. Review the external auditors audit plan for fiscal year under audit. 
 
 c. Review the Annual Audited Statements together with the auditor's 

report and recommend acceptance or action to the Board of 
Directors prior to signature and presentation to the membership. 

 
 d. Obtain reasonable assurance from discussions with management 

and external auditors, that GCG's accounting systems are reliable 
and that prescribed internal controls and checks exist and are 
operating effectively. 

 
 e. Review changing accounting policies and procedures. 
 
 f. Ensure compliance to statutory requirements. 
 
 g. Review external auditor's management letter together with 

management's responses and ascertain that action is taken where 
deemed necessary. 

 
h. Recommend the appointment of the external auditors to the Board of 

Directors, for approval by the AGM. 
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SECTION 2 - ANNEX C 
 

NOMINATING COMMITTEE 
 
 
1. Composition 
 
 a. Chair. 
 b. Two to three additional members. 
 
 The Chair is responsible for recruiting the two to three members for the 

Nominating Committee and presenting their names to the President for 
ratification. 

 
2. Responsibilities 
 
 a. To solicit nominations for the Board from the membership. 
 
 b. To screen nominees. 
 
 c. To ensure a full list of nominees are provided to the membership. 
 
 d. To chair the election portion of the Annual General Meeting. 
 
3. Membership 
 
 a. The composition of the Nominating Committee should, if at all 

possible, be representative of the various regions of the country. 
 
 b. The members should have a solid background in gymnastics and be 

familiar with the requirements to be an officer of the Federation or a 
member of the Board of Directors. 

 
 c. There is no requirement for the Committee to hold formal meetings, 

however monthly contact should be maintained until it is confirmed 
that their responsibility to ensure a full slate has been achieved. 
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SECTION 2 - ANNEX D 
 

HUMAN RESOURCES COMMITTEE 
 
1. Composition 
 
 a. Chair (Vice-Chair of the Board) 
 b. President  
 c. Director at Large 
 d. Chair of the Board (ex officio) 
 e. Other members as required 
 
2. Scope 
 
 The Human Resources Committeeôs mandate pertains to employees of 

GCG 
 
3. Meetings 
 
 The Human Resources Committee shall meet at the Board of Directorôs 

meetings, and at such other dates, times, and locations as may be 
required.  Meetings may be held by conference call. 

 
4. Responsibilities 
 
 a. to assist the President/CEO in ensuring that the GCG Human 

Resources Plan is aligned with the organizationôs strategic 
directions. 

 
 b. To review the Human Resources Policy at least every two years and 

recommend any amendments to the Board for approval. 
 
 c. To review the position profile of the President/CEO as required. 
 
 d. To evaluate the performance of the President/CEO, and determine 

the appropriate total compensation and rewards package. 
 
 e. to support and provide guidance to the President/CEO in resolving 

human resource related matters or issues as required. 
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SECTION 2 - ANNEX E 
 

FINANCE COMMITTEE 
 
 1. Composition: 
 
  a. President/CEO 
  b. Two Members of the Board of Directors 
  c. One Volunteer 
 
  The two Directors and one Volunteer shall be appointed by the 

Chairman from recommendations presented by the Board. 
 
 2. Meetings: 
 
  The Finance Committee shall meet at the request of the 

President/CEO.  Meetings may be held by conference call. 
 
 3. Function: 
 
  a. To assist the President/CEO in preparation of the Federationôs 

annual budget and assist and/or advise on other financial 
matters at the request of the President/CEO. 

 
  b. To review the Federationôs annual budget with the 

President/CEO prior to presentation to the Board for approval. 
 
 4. Purpose: 
 
  The purpose of the Finance Committee is to assist an incoming 

President/CEO in the preparation of an annual budget and advise 
on other financial matters.  The Finance Committee does not serve 
to replace or override the responsibilities of the President/CEO 
under subsection 2.3 (a) and 2.3 (d).  Once the President/CEO feels 
he/she is familiar enough with the budget process and operation of 
the Federation, this Committee may be dissolved or serve only the 
function described in 3 (b) above. 
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SECTION 3 - ELECTIONS 
 
 
3.1 Nominating Committee : 
 
 Six (6) months prior to the AGM, the President//CEO shall appoint a 

Nominating Committee Chair. His/Her role is to facilitate the nomination 
process as detailed at Annex C to Section 2. 

 
 The Chair of the Nominating Committee or his/her delegate from within 

the Nominating Committee will chair the election portion of the AGM. 
 
 
3.2 Notification to Annual General Meeting : 
 
 At least ninety (90) days in advance of the AGM the Nominating 

Committee Chair shall forward a request for nominations to the Regular 
Members. 

 
 Regular Members shall forward their nominations to the Chair of the 

Nominating Committee forty-five (45) days in advance of the AGM. 
 

The list of nominees is to be circulated to the Regular Members of the 
Federation a minimum of thirty (30) days in advance of the Annual 
General Meeting (AGM). 

 
 
3.3 Nominations : 

 
Nominations will normally NOT be accepted from the floor at the time of 
the AGM.  However, provided that two-thirds (2/3) of the votes cast at the 
AGM agree, nominations can be opened at the AGM.  

 
 

A vote to open nominations, and voting for each office will occur 
independently.  As nominations from the floor will be the exception, an 
individual willing to accept more than one position should be nominated 
for those positions (e.g. both Vice Chair and Director at Large) 
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3.4 Voting   
 

All voting, except voting for the Chair, Vice Chair and Directors at Large 
will be by a show of hands unless closed ballot is called for by a single 
delegate at the Annual General Meeting.  A closed ballot will be held for 
the offices of Chair, Vice Chair and Directors at Large. 

 
The procedure for the election of the Chair  and Vice Chair  shall be as 
follows: 

 
 1. Each Regular Member will be given one ballot for each round. 
 
 2. On each ballot the number of votes for the Chair or Vice Chair as 

the case may be, will be from 0 to the maximum votes allowed to the 
Regular Member as indicated on the ballot. 

 
 3. A candidate must receive a majority of the votes cast to be elected 

(e.g. 125 out of maximum of 249). 
 
 4. In the event a candidate does not receive a majority of the votes 

cast, the candidate receiving the lowest number of votes will be 
dropped from the ballot on the subsequent round and a new vote 
will be held.  This process will be repeated until a candidate receives 
a majority of the votes cast. 

 
 
 The Procedure for the election of the Directors at Large  shall be as 

follows: 
 
 1. Each Regular Member will be given one ballot for each round. 
 
 2. On each ballot the Regular Member will be voting for up to five 

Director candidates and the number of votes for each of these five 
candidates will be from 0 to the maximum votes allowed to the 
Regular Members as indicated on the ballot. 

 
 3. A candidate receiving a majority of the votes cast shall be elected. 
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 4. In the event that no candidate receives a majority of the votes cast, 
the candidate receiving the lowest number of votes will be dropped 
from the ballot on the subsequent round and another vote will be 
held for the remainder of the Directors to be elected. 

 
 5. This process will be repeated until all positions are filled, or no 

candidates remain, which will result in a vacancy being appointed by 
the Board. 

 
 
3.5 Appointments  
 
 The Secretary and one Director-at-Large shall be appointed by the Board. 
 
 
3.6 Term of Offic e 
 
 The term of office for the elected positions on the Board shall be two 

years.  The appointed positions shall serve at the pleasure of the Board 
but in no case shall their confirmed appointment exceed two years 

 
 
3.7 Election of Director - Athlete Representative   

(Amended November 2003) 
 
 a) At least 90 days in advance of the AGM the Nominating Committee 

Chair shall forward a request for nominations to all members of the 
Senior National Teams. 

 
 b) The Members of the Senior National Teams shall forward their 

nominations together with a brief biography of their nominee to the 
Chair of the Nominating Committee 45 days in advance of the AGM. 

 
 c) The list of the nominees, together with their biographies and one 

ballot, shall be circulated to the members of the Senior National 
Team a minimum of 30 days in advance of the AGM.  The memberôs 
address to be used for mailing shall be the address recorded for 
each Senior National Team member at GCG. 
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 d) Nominations for Director (Athlete Representative) will not be 
accepted from the floor at the time of the AGM. 

 
 e) No later than seven days from the beginning of the AGM all ballots 

for the election of the Director (Athlete Representative) shall be 
received at the office of the GCG. 

 
 f) After the opening of the AGM but before the election of the Officers 

and Directors of the GCG, the ballots for the election of the Director 
(Athlete Representative) shall be counted, and the result of this 
election announced to the AGM. 

 
 g) In the event of an equality of votes for the Director (Athlete 

Representative), the Chair of the Nominating Committee shall call 
for a second election, and within 15 days of the AGM shall circulate 
a second set of ballots to the National Team members, which ballots 
must be returned to the office of GCG no later than 30 days from the 
date of the AGM.  On the thirtieth day the Chair of the Nominating 
Committee shall count the ballots and announce the name of the 
successful candidate.  In the event of a further equality of votes, 
additional elections shall be held until such time as there is a winner 
of the said election. 

 
 h) Prior to the holding of the elections for Officers and Directors of 

GCG, the Chair of the Nominating Committee shall report to the 
AGM concerning the election of the Director (Athlete 
Representative), and upon being satisfied that the said election has 
been duly held in accordance with the By-Laws, Policies and 
Procedures of the GCG, the election of the Director (Athlete 
Representative) shall be ratified by the membership at the AGM.  In 
the event of an equality of votes for the Director (Athlete 
Representative) upon the completion of the election of this Director, 
the Chair of the Nominating Committee shall advise the Presidents 
of the Provincial and Territorial bodies as well as the National Team 
Members of the name of the elected Director (Athlete 
Representative). 

 
Votes for Director (Athlete Representative): 
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 i) i. The Senior Menôs Artistic Gymnastic National Team members 
shall have 12 votes - one vote for each of the top ranked 12 
members of the Team.  If there are not 12 members of the 
Team, then the balance of the 12 votes will be allocated one 
vote per person to the top ranked members of the Junior 
Menôs Artistic Gymnastic National Team. 

 
  ii. The Senior Womenôs Artistic Gymnastic National Team 

members shall have 12 votes - one for each of the top ranked 
12 members of the Team.  If there are not 12 members of the 
Team, then the balance of the 12 votes will be allocated one 
vote per person to the top ranked members of the Junior 
Womenôs Artistic Gymnastic National Team. 

 
 iii) Trampoline, Tumbling, Double Mini Trampoline and Rhythmic 

Gymnastics: 
 
  - 3 votes for Senior Menôs Trampoline National Team members and 

3 votes for Senior Womenôs Trampoline National Team members 
based on their National ranking. 

 
  - 3 votes for Senior Menôs Tumbling National Team members and 3 

votes for Senior Womenôs Tumbling National Team members 
based on their National ranking  

 
  - 3 votes for Senior Menôs Double Mini Trampoline National Team 

members and 3 votes for Senior Womenôs Double Mini Trampoline 
National Team members based on their National ranking 

 
  - 6 votes for Senior Rhythmic Gymnastics Team members based on 

their National ranking. 
 
 The Senior Team members entitled to vote shall be on their National 

Team at the time of the election. 
 
 j) A Director (Athlete Representative) must be at least 18 years of age 

and either an active member of a GCG Senior National Team or 
have been a GCG Senior National Team member for a minimum 
period of two years. 
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SECTION 4 - MEETINGS  
 
 
4.1 Number of Meetings: 
 
 The Number of Meetings shall be: 
 
 a. AGM - annually; 
 
 b. Board of Directors - as required; 
 
 c. Committees - as designated by the respective Chair according to 

their functions, responsibilities and available funding. 
 
4.2 Attendance: 

 
All Regular Members should attempt to attend AGM meetings, however, 
as funding is limited, provision is made for proxy votes (See Article V 
Meetings - Item 18 D, GCG By-Laws) 

 
 Members of the Board of Directors are expected to attend all Board 

Meetings. 
 
4.3 Notice of Meetings: 
 
 The Annual General Meeting of the Federation shall be held within four 

months following the end of the fiscal year, on a date and at a location 
determined by the Board.  For the AGM, a notice of the meeting must be 
sent to the Provincial and Territorial bodies twenty-eight (28) days in 
advance of the meeting.   

 
 A Special General Meeting shall be called at the request of two-thirds of 

the regular members of the Federation.  Notice of such a meeting must be 
given by the Board to the Provincial and Territorial bodies and to the 
officers of the Federation at least fifteen (15) days in advance.  Such 
notice must include the purpose and the objectives, as well as the date, 
time and location of the Special Meeting.  In addition, the list of delegates 
from the Provincial and Territorial bodies must reach the head office of the 
Federation at least seven (7) days before the meeting.  In the case of all 
other meetings of the Federation, fifteen (15) days notice is required. 
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4.4 Agendas: 
 
Agendas and documentation for all meetings are to be circulated ten (10) 
days in advance of the meeting.  Exceptions to this may be granted at the 
Committee level if noted in their minute book.  Agendas for Board of 
Directors Meetings shall be forwarded to all Provincial Presidents. 

 
4.5 Minutes: 

 
All minutes of each body are to be kept in the Minute Book of that body.  A 
copy is always to be kept on file in the GCG National Office. 

 
4.6 Quorum: 
 
 Quorums for meetings are established as follows: 
 
 a. AGM - a quorum shall consist of a majority of the regular members 

having the right to vote at the meeting and representing at least six 
(6) Provincial/Territorial bodies; 

 
 b. Board - a majority of voting members constitute a quorum; 
 
 c. All other committees will employ the simple majority ruling unless 

otherwise stated in the Minute Book. 
 
 
4.7 Proxies: 

 
Proxy votes are allowable only at the AGM.  Regular members are 
allowed to carry only one proxy vote (i.e. only one Province/Territory may 
carry the vote(s) for only one other Province/Territory) and any such 
proxies must be in writing and delivered to the secretary by e-mail, fax or 
by hand prior to the commencement of the meeting. 

 
Proxy votes will not be allowed at Technical Assemblies. 

 
 
4.8 Voting: 
 
 When voting the following criteria must be applied: 
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 a. Amendments of By-Laws 
 
  The By-Laws of the Federation may be amended by a vote of two-

thirds of the votes cast at the Annual General Meeting or at a 
Special General Meeting, provided that any amendment of By-Laws 
not enacted in Letters Patent or Supplementary Letters Patent shall 
not be enforced or acted upon until the approval of the Minister has 
been obtained.  Motions must also have been received (30) days 
prior to circulation; 

 
 b. All motions and/or issues except those listed above will be passed 

by a simple majority of the votes cast at the Annual General Meeting 
or at a Special General Meeting. 

 
 c. All voting will be done by a show of the votes to which each 

delegate is entitled unless one delegate requests a closed ballot; 
and  

 
 d. All abstentions are lost votes. 
 
4.9 Authority: 

 
The rules contained in the current edition of Robert's Rules of Order 
Newly Revised shall govern the Federation in all cases to which they are 
applicable and in which they are not inconsistent with the By-Laws and 
any special rules of order the Federation may adopt. 
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VOTING - GCG ANNUAL GENERAL MEETING  
 
 

P R O X Y   F O R M 

 
 
 
 
 
 
The ________________________________ ____________   

(Name of Provincial/Territorial Association) 
 
 
 
authorizes _____________________________________ to vote 
(Name of Individual & Province) 
 
 
as its delegate at the Annual General Meeting to be held at: 
 
 
 _______________________ on  ________________________  
  (Location)     (Date) 
 
 
 
 
  _______________________  
 (Name) 
 
 PRESIDENT 
 Provincial/Territorial Association 
 
 
 
Received: _____________ ____________ ___________ 
 (Date) (Time) (Initials) 
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SECTION 5.0 - VOLUNTEER AND PAID STAFF HUMAN RESOURCE 
POLICY 

 
 

5.1 GCG VALUES AND BELIEFS STATEMENT: 
 
 
a. We believe in ñintegrity through action.ò  Integrity means we value: 
 

¶ equity and access 

¶ the quality of the gymnastics experience 

¶ honesty, trust, respect, and fairplay 

¶ achievement and excellence 
 
b. Integrity is demonstrated by: 
 

¶ commitment 

¶ consistency 

¶ co-operation 
 
5.2 THE GCG HUMAN RESOURCE TEAM WAY OF WORKING. 
 
a.  We believe in a TEAM approach! 
 
b. We believe in a governance model (please see Section 2) that delegates 

responsibility and accountability for performance results (goals) and 
leaves volunteer and paid staff free to utilize the means they believe best 
so long as those means are within the operating values and policies of the 
GCG.  

 
c. We value diversity and dialogue within a TEAM framework!  This involves 

a commitment to a consultative approach, free-flowing dialogue, decision-
making by the responsible individual(s), and working together to 
implement decisions. 

 
d. We expect all team members to show leadership in their respective areas 

of expertise. 
 
e. We believe in working in partnership with our members. 
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f. We value learning and believe we should always be trying to learn and to 
develop our abilities. 

 
g. While we strive to respond quickly to our membersô needs, we prefer to 

anticipate their needs and plan to meet those needs so weôre ready for 
action when they call upon us. 

 
h. We believe in delegation of responsibilities and have confidence in our 

teammates to carry out those responsibilities without constantly having to 
check upon them.  But with responsibility and authority, also comes 
accountability to the delegator, who also has a responsibility to monitor 
performance against the approved performance goals. 

 
i. We believe in a dual operating approach: first, an open-craziness and 

then a bottom-lined-goal focus.  Open-craziness refers to exploring and 
dialoguing all the possibilities and seeming im/possibilities.  Bottom-lined-
goal focus refers to deciding upon the appropriate strategic approach to 
the goalsô achievement in the short and long term and then implementing 
that approach as a disciplined team to achieve the approved goals. 

 
j. We believe the successful pursuit of our goals involves creative tension.  

We do not shy away from challenging each otherôs ideas respectfully.  We 
welcome well-thought-out challenges to ideas.  It is through this 
interaction that we, as a team, will find the best answers for GCG.  
Naturally, this interaction is expected to take place within a framework of 
respect for the individuals involved.  We challenge ideas, not individuals! 

 
k. We believe mistakes are a natural part of success as long as we 

acknowledge our mistakes, learn from them, and adjust our actions 
accordingly. 

 
l. We are sensitive to the images our GCG human resource TEAM presents 

and act accordingly, because people may judge us on more than just our 
performance. 

 
m. We believe we can always do things better, and so constantly search for 

better ways of performing. 
 
n. We are fundamentally engaged in helping people realize their potential, 

and therefore strive to be a nurturing organization of realized potential! 
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5.3 MUTUAL EXPECTATIONS OF VOLUNTEERS/PAID STAFF AND GCG: 
 
a. Our working standard is the same as that for our athletes striving to 

achieve excellence in international gymnastics. 
 
b. We expect GCG, our volunteers, and paid staff to work within the GCG 

values and policies and procedures framework with a focus on and 
commitment to the achievement of the GCG mission, vision, and 
approved goals. 

 
c. We welcome the contributions of both volunteers and paid staff, but in 

agreeing to serve in their respective capacity we expect a firm 
commitment to performing the responsibilities accepted and achieving the 
approved goals.  Volunteers and paid staff can expect the GCG to: 

 

¶ provide clear and concise outlines of responsibilities, goal expectations 
and authority limitations; 

¶ allow them to define the most efficient and effective means of achieving 
the approved goals so long as those means are within the GCG values 
and policies and procedures framework; 

¶ monitor and provide feedback on their performance and progress 
towards the approved goals; 

¶ consult on matters that may affect their responsibilities and their 
progress towards the achievement of the approved goals; 

¶ recognize and reward their performance on the basis of their 
achievement of the approved goals. 

 
d. We expect volunteers and paid staff to operate within a team framework 

that is consultative, respects diverse expertise and input, nurtures a 
dialogue of exploring im/possibilities, respects the goal-focused decisions 
that are made, and works with commitment to achieve the approved goals 
(regardless of oneôs personal point of view if one was able to participate in 
the decision making process). 

 
e. The GCG commits to its volunteers and paid staff to strive to be a place of 

ñrealized potentialò that allows volunteers and paid staff to enjoy a positive 
stimulating working environment that enables their skills to be fully utilized 
and developed to their personal potential within the framework of 
achieving the GCGôs mission, vision, and approved goals. 
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f. The GCG is a mixed volunteer-paid staff organization that values the 
contributions of both volunteers and paid staff equally, but recognizes that 
the contribution of each is based upon different motivational foundations.  
The volunteer contribution is one that is freely given in the interest of the 
sport and personal satisfaction.  The paid staff contribution is one that is 
given in exchange for payment and career satisfaction, although this does 
not preclude a love for the sport and personal satisfaction.  While the 
contributions are equally valued, the expectations of each are equitably 
assigned. 

 
g. The GCG believes in assigning the best person possible for the 

responsibility involved, taking into consideration the needs of the 
assignment and the expertise and skill required.  Whether the individual is 
a volunteer or paid staff is not relevant, generally speaking.  What is 
relevant is the needs of the responsibility and the expertise and skill 
required to meet those needs within the operational framework of GCG. 

 
 
5.4 PAID STAFF TERMS OF EMPLOYMENT: 
 
a)  Realizing Performance Potential: 
 

¶ The GCG is a high performance focused organization and so expects 
high performance from its employees and is committed to nurturing the 
performance potential of its employees.  This nurturing involves the 
following key steps: 

 

¶ Annual Orientation:  The start of each performance year begins with 
an annual review of the past yearôs performance, strengths, areas for 
development, systemic adjustments to be addressed, job description 
revision (as required), the major performance goals for each job 
responsibility and area of personal development for the year ahead, 
how those goals fit into the organizationôs key goals for the year ahead, 
and the key changes in the year ahead with respect to GCGôs 
strategies and cultural values or special cultural orientation in the year 
ahead.  This annual meeting with the individualôs coach (supervisor) 
shall result in an up-to-date job description and a one page 
performance goals agreement signed by both parties and the CEO. 

¶ On-Going Feedback:  Immediate on-going nurturing feedback is 
expected to be provided by the coach to each employee, and an on-
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going dialogue should be maintained by both parties to ensure an 
environment that nurtures maximum performance. 

 

¶ Annual Performance Reflection: Each year, the employee and the 
coach will together reflect on the employeeôs performance against the 
goals identified for the year and file an Annual Performance Reflection 
Report with the CEO.  This process will begin with the employee 
reviewing her/his quarterly feedback reviews and then writing an 
annual self-reflection report in terms of the goal objectives.  This self-
reflection will then be shared with the coach and will be the focus of a 
meeting to discuss the self-reflection, to identify the employeeôs 
strengths, areas of development, systemic barriers that possibly inhibit 
maximum performance, and possible job description adjustments for 
the year ahead.  After the meeting, the employee will prepare a final 
report for signature by the coach and for filing with the CEO. 

 
b) Compensation: 
 
  Fulltime GCG employees are eligible for the following compensation: 
 

¶ a salary paid on a bi-weekly basis through direct deposit or by the issue 
of a payroll cheque. 

 

¶ a benefits package that includes a basic life insurance (100% paid by 
GCG), accidental death and disability insurance (100%), long-term 
disability insurance (100%), dental insurance (60%), major medical and 
hospital insurance (100%), short-term indemnity insurance (100%), and 
travel accident insurance (100%) is provided for GCG employees who 
travel in a work-related capacity (100%).  Employees are eligible for 
this benefits package after 3 months continuous employment with 
GCG. 

 

¶ a group registered retirement savings plan is available through GCG in 
which the GCG matches the employee contribution to the maximum of 
the percentages of the employeeôs annual salary specified below.  A 
GCG employee becomes eligible for this plan on the first of the month 
following 12 months of continuous employment with GCG.  Enrollment 
in this plan is not compulsory.  Employees participating in the plan are 
required to contribute the following minimum amount: 2nd to 5th year of 
employment = 4% of salary earned, 6th to 10th year of employment = 
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5% of salary earned, 11th year to retirement = 6% of salary earned.  
The GCG also pays the annual administration fee for each employee.  
An employee will no longer be a member of the plan if s/he voluntarily 
terminates participation in the plan or does not contribute the minimum 
amount required (reinstatement into the plan will only be possible after 
a one year period) or the employee is on the disability plan or leave 
without pay (reinstatement resumes on the first day of return to work) 
or employment is terminated. 

 
¶ paid vacations are provided GCG employees on the following basis:  all 
GCG employees receive 11 paid statutory holidays (New Yearôs Day, 
Good Friday, Easter Monday, Victoria Day, Canada Day, 1st Monday in 
August, Labour Day, Thanksgiving Day, Remembrance Day, Christmas 
Day, and Boxing Day).  Management employees earn paid vacation at 
the rate of 1.25 days per month during the first year of employment (15 
days) and 1.83 days per month during each year of employment 
thereafter (22 days).  All other GCG employees earn paid vacation at 
the rate of 0.833 days per month during the first year of employment 
(10 days) and 1.25 days per month during the second through 9th year 
of employment (15 days), and 1.66 days per month thereafter (20 
days).  Earned vacation leave may be requested at any time after six 
months of employment.  Employees are strongly encouraged to utilize 
their earned vacations days during the current fiscal year.  Employees 
wishing to accumulate their earned leave beyond the fiscal year in 
which they are earned are required to formally request such exemption 
from the President by December 31st of the fiscal year. 

 
¶ personal leave at a rate of 0.5 days per month (6 days/year) is also 

available to GCG employees if they are sick, or a member of their 
immediate family is sick/injured, or a loss of life in their immediate 
family occurs, or jury duty is required, or an emergency in their 
immediate family occurs.  Absences from work beyond those six 
personal leave days in a given fiscal year will be considered leave 
without pay.  These paid personal leave days are intended to ease the 
financial impact of illness or emergencies upon GCG employees.  They 
are not intended to be six additional paid vacation days.  Personal 
leave days therefore cannot be accumulated and carried over beyond 
the fiscal year-end, nor are they earned days. 

 

¶ the GCG believes exceptional performances by its employees should 
be recognized by the payment of appropriate bonuses when the 
financial health of the organization permits. 
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e.  Employment Conditions: 
 

¶ The GCG Board of Directors hires the President/CEO and s/he is 
accountable to the Board. 

 

¶ All other GCG employees are hired by the President/CEO and are 
accountable to the President/CEO. 

 

¶ The Human Resource Records of each employee are maintained 
confidentially and updated on an annual basis. 

 

¶ The national officeôs hours of work are generally 8:30 to 16:30.  GCG 
employees are however expected to be sensitive to the fact that the 
work of the GCG involves volunteers and provincial offices that operate 
across four time zones, and that they therefore may have to adjust their 
hours of work from time to time to meet the needs of these parties. 

 

¶ The GCG however is also sensitive to the needs of its employees and 
therefore strives to structure the general work load such that its staff 
can experience as normal a lifestyle as possible under these special 
work conditions. 

 

¶ The GCGôs aim is to generally provide each staff member with at least 
48 consecutive free hours each week. 

 

¶ A normal work week for management staff includes time spent on 
planning, preparation, travel, direct service, and attendance at 
meetings.  Total working hours for management employees should not 
regularly exceed 40 hours per week.  Full-day time-in-lieu shall be 
earned for week-end work for required week-end meetings. Generally 
speaking, GCG wishes its employees to utilize those lieu days the 
following week to ensure the employees do not become overtired.  Lieu 
days may not be carried over into the next fiscal year.  Unused lieu 
days for the fiscal year ended March 31st are forfeited, unless prior 
consent has been given, by the President/CEO by December 31st of 
the fiscal year, to carry over a number of lieu days for special reasons. 

 

¶ For support staff, the normal work week shall consist of 35 hours, from 
8:30 to 16:30 on Mondays to Fridays, with one hour for lunch and 
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refreshment breaks.  Preauthorized work beyond the regular 35 hours 
shall earn the employee lieu time that must be used within the current 
fiscal year.  Unused lieu time is forfeited at the end of the fiscal year, 
unless prior consent has been given by the President/CEO by 
December 31st to carry over the lieu time for special reasons. 

 

¶ All GCG female employees are entitled to pregnancy leave without pay, 
in accordance with the Employment Standards Act, provided they have 
been employed by the GCG for at least 13 weeks.  Pregnancy leave 
may be taken for a period of seventeen weeks beginning around the 
expected date of confinement. 

 

¶ Unpaid parental leave for employees who have worked for GCG for at 
least 13 weeks may be taken, in accordance with the Employment 
Standards Act, for a period of seventeen weeks to care for a newborn 
or newly adopted child.  

 

¶ Out-of-pocket expenses are paid for GCG assignments, whether in-
town or out-of-town in accordance with the scale established from time 
to time. 

 

¶ Employees of GCG cannot accept payment from others for services 
rendered in the course of their duties as employees of GCG, except 
with the approval of the President/CEO. 

 

¶ Unless preauthorized by the President/CEO, a GCG fulltime employee 
shall not engage in any outside employment. 

 

¶ Working for the GCG will give GCG employees access to and involve 
them in the development of confidential information which has not been 
made public by the GCG to its various ñpublicsò.  Employees are 
expected to keep such information confidential. 

 
¶ All materials relating to the business and affairs of GCG including all 

manuals, documents, reports, equipment, and working materials 
prepared by the GCG and its volunteers and employees are for the 
benefit of the GCG and will remain the property of the GCG.  Any 
ideas, inventions, intellectual property, discoveries, patents, copyrights 
on work authored or designed by GCG employees and volunteers for 
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the GCG shall be the property of the GCG, unless otherwise permitted 
by a preauthorized written agreement with GCG. 

¶ A conflict of interest form must be signed by all GCG employees. 
 
¶ Although the GCG encourages day-to-day problem solving and open, 

honest interaction between its employees, and has implemented a 
participative, on-going performance review process to facilitate 
employee performance in a positive work environment, specific cases 
may arise where an employeeôs performance or conduct fails to meet 
expectations, and a corrective intervention will need to be initiated.  
This corrective intervention consists of the following key steps: 

 
  (1) the concern should initially be raised by and with the 

 individuals concerned to resolve the matter; 
 
  (2) if the concern is not resolved, the matter is raised with the 

appropriate coach and the matter is discussed with the 
employee concerned, and if necessary an oral reprimand is 
given by the coach to the employee concerned, with a time 
frame for making the correction, and a clear articulation of the 
consequences of not making the correction within that 
timeframe; 

 
  (3) if the problem continues beyond the timeframe, a written 

warning is issued to the employee, with a further timeframe to 
make the corrective adjustment, and a warning that 
termination shall follow if the correction is not made within the 
timeframe identified, and 

 
  (4) if, unfortunately, the corrective behaviour is not forthcoming 

within the defined timeframe, the employee will be terminated 
for cause. 

 
d. Resignation:  The GCG requires that its management and support staff 

provide the GCG with a minimum of four weeks and two weeks notice, 
respectively of their intention to discontinue their employment with the 
GCG. 

 
 
5.5 Screening Policy: (November 2003) 
 
a. Application 
 

This Policy applies in high risk situations to employees of Gymnastics 
Canada Gymnastique (GCG) and any volunteers that GCG appoints 
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including coaches, judges, delegation support staff and persons 
handling finance 
 

b. Definitions 
 
For the purposes of this Policy, the term ñrelevant offenseò refers to a 
criminal conviction for fraud and theft related offences, assault, sexual 
assault, sexual interference, sexual exploitation, invitation to sexual 
touching or criminal harassment. 
 
For the purposes of this Policy, the terms, ñstaffò and ñstaff personò refers 
to both employees and independent contractors. 

 
c. Purpose 

 
The purpose of screening is to identify potential or current staff and 
volunteers who pose a risk to children or youth, as well as the assets of 
GCG.  Sport organizations have a legal responsibility to protect minors, as 
well as other members, from foreseeable harm and may be held 
responsible for failing to take reasonable measures in the area of 
screening staff and volunteers who will be working directly with minors.   

 
d. Screening of Staff and Volunteers 

 
GCG endorses the concept of screening staff and volunteers 
(coaches/judges/delegation support staff) in situations where the age of 
participants, the setting, the nature of the activity and the degree of 
supervision are such as to potentially give rise to a risk of harm.  
Screening also applies to situations where the management and handling 
of finances is involved. 
 
As a result, screening shall occur for all staff and volunteer positions 
relating to GCG programs and events that can be categorized as ñhigh 
riskò (whether organized by GCG directly or by another organization of 
behalf of GCG). 

 
e. Assessment of High Risk Situations 

 
ñHigh riskò situations are those involving interactions between a staff 
person or volunteer and a minor, where such interactions may at times be:  
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¶ one-on-one (2 adults should be present whenever and 
wherever possible); 

 

¶ in settings which may be private; 
 

¶ in situations where there is little regular supervision of the 
activity by persons in positions of authority; or 

 

¶ the handling of finances. 
 

The responsibility for assessing high risk situations which require 
screening procedures rests with the President/CEO of GCG or, where 
another organization is managing an activity on behalf of the GCG with 
the chief organizer of that activity. 

 
f. Minimum Screening Procedures 

 
For the appointment of staff or volunteers to positions deemed to 
represent a high risk, the following minimum screening activities will occur: 
 

¶ The position shall have a written job description that will set 
out clear guidelines about appropriate behavior and conduct. 

 

¶ The staff person or volunteer shall be provided with a copy of 
GCGôs Code of Ethics and Rules of Conduct. 

 

¶ The recruitment/selection process for the position shall 
involve: 

 
1. Requiring the candidate to complete an application form 

for the position; 
2. Interviewing the candidate for the position; or 
3. Checking a minimum of two references for each 

candidate being selected. 
 

¶ Each staff person and volunteer shall be provided with 
information or an orientation session that shall explain 
performance (job) expectations.  As well, each staff person 
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and volunteer shall have the training necessary for satisfactory 
performance in the position. 

 

¶ In the case of volunteers, for the duration of the volunteerôs 
appointment, there shall be a designated person in a position 
of authority with GCG who shall regularly monitor the 
volunteerôs work, provide feedback where appropriate and 
report any concerns to the leadership of GCG. 

 

¶ Each staff person or volunteer shall either authorize GCG to 
conduct a criminal record check, or shall provide GCG with an 
official criminal record check obtained no more than 1 year 
previously. 

 

¶ Should a staff person or volunteer once appointed by GCG, 
subsequently receive a conviction for, or be found guilty of, a 
relevant offense, he or she shall report this circumstance 
immediately to GCG. 

 

¶ Where the screening procedures described above are being 
conducted for an activity which is managed by an organization 
on behalf of GCG, that organization shall take the place of 
GCG in implementing the above procedures. 

 
g. Follow-up Screening 
 

¶ As a result of screening procedures or a criminal record check, 
GCG (or the organization managing an activity on behalf of 
GCG) shall have the authority: 

 

¶ Where a criminal record check indicates a previous criminal 
conviction, to request further information from the staff person 
or volunteer about the nature and circumstances of the 
conviction in order to determine whether the conviction relates 
to a relevant offense. 

 

¶ To not hire a staff person or not appoint a volunteer who does 
not cooperate in providing further information pertaining to the 
nature and circumstances of a criminal conviction. 
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¶ To not hire any staff person or not appoint a volunteer who 
has a conviction for, or has been found guilty of, a relevant 
offense. 

 

¶ To reassign the duties and responsibilities of any staff person 
or volunteer as a result of a criminal conviction for a relevant 
offense. 

 

¶ To dismiss a staff person or volunteer who does not cooperate 
in providing further information pertaining to the nature and 
circumstances of a criminal conviction. 

 

¶ To dismiss any staff person or volunteer who has or receives a 
conviction for, or is found guilty of, a relevant offense. 

 
h. Confidentiality 
 

GCG shall keep the results of criminal record checks confidential and shall 
not disclose these results to any person unless such disclosure is required 
by law, is necessary for a disciplinary proceeding, or is in the best interest 
of the public 
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SECTION 6 - COST SHARING 
 
 
 6.1 Definition 
 
  Cost sharing shall be defined as:   
 
  All travel costs are to be divided equally among all official program 

participants in attendance for that given activity. 
 
 6.2 Application 
 
 Application of the cost sharing to any program activity can only be 

made by a 2/3 majority of the votes at the Annual General Meeting. 
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SECTION 7 - CORRESPONDENCE 
 
 
7.1 Annual General Meeting: 
 
 The members, listed in section 2.1 b and c, are to be named by their 

province at least two (2) weeks prior to the AGM.  This information (name 
and address) is to be communicated to the National Office by the 
respective Province.  All agendas, minutes, and correspondence 
pertaining to or affecting the decisions of the AGM will be sent to the 
individual named. 

 
7.2 Board of Directors: 

 
All agendas, minutes, correspondence pertaining to or affecting the 
decisions of the Board will be sent to each member of the Board as well 
as the respective full-time staff of the GCG. 

 
 All members of the Board of Directors are expected to forward copies of 

all correspondence and documentation processed by them while acting in 
their positions to the National Office and to the President of the 
Federation. 

 
7.3 Standing and Special Project Committees: 

 
All Program Chair of the respective committees are to forward copies of all 
pertinent material, including the minutes of all meetings to the Board and a 
copy for filing to the National Office. 

 
 All committee members are to ensure that the Chair of their respective 

committee and the National Office receive copies of all information and 
correspondence produced by them while acting in their capacity as a 
committee member. 

 
7.4 Reports: 

 
All reports for the AGM both of a Provincial and a National nature are to 
be circulated to all AGM members a minimum of thirty (30) days in 
advance of the meeting. 

 
 Committees shall report to the President\CEO for their activities as 

requested by the President\CEO. 
 
All members of the Board of Directors shall be expected to report in writing on 
the activities of their respective responsibility area at each meeting of the Board. 



GCG Operational Policy & Procedures  52 



GCG Operational Policy & Procedures  53 

SECTION 8 - BUDGET PROCEDURES 
 
 
8.1 Budgeting: 

 
The President\CEO shall ensure that appropriate guidelines are 
established to allow the Standing, Program and Special Project 
Committees to prepare and submit their budgets in a timely fashion. 

 
 The President shall present a consolidated Federation budget to the 

Board for its approval. 
 
8.2 Emergency Powers: 
 
 The President is empowered to suspend any or all program activities if 

anticipated revenues are not forthcoming or cannot be guaranteed in 
advance of project/program implementation. 

 
8.3 Financial Controls: 
 
 The Board exercises the ultimate financial control by virtue of the powers 

of budget approval vested in the Board. 
 
8.4 Signing Officers: 
 
 The Board of Directors shall, at its first meeting after election to office, 

appoint by resolution three (3) persons, to include the President/CEO, the 
Accountant and one Director to sign cheques and other banking 
documents of the Federation. 

 
 The signatures of any two (2) signing officers shall be necessary on every 

document.  However, one of two required signatures may be a stamped 
signature. 

 
8.5 Contracts: 

 
In keeping with By-Laws of the Federation, all contracts must be approved 
and signed by the President/CEO of the Federation. 
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8.6 Payments (Expenses, Honoraria and Salaries): 
 
 Any payment is governed by the following: 
 
 a. Officers, Board of Directors and Committee Members - Travelling 

expenses of the Directors in attending the AGM or Board meetings 
or traveling expenses of any committee or committee member in 
attending a meeting when such expenses are authorized by the 
President\CEO MAY be paid by the Federation.  No expenses will 
be considered for any meeting or function that have not been 
properly called by the President or Chair.  Directors and Committee 
members will be specifically advised in advance of all meetings as 
to expense status; 

 
 b. Federation Staff - Federation staff traveling on Federation business 

within approved budget constraints and in accordance with the rates 
in effect shall be paid with the approval of the President\CEO. 

 
8.7 Budget Reallocation: 
 

GCG presently works under a system of responsibility budgeting, whereby 
the individuals responsible for the expense of funds are also responsible 
for ensuring that the year's expenses do not exceed the amount 
budgeted. 

 
 GCG is divided into six (6) areas of responsibility, delineated by program, 

those being: 
 

Men's Artistic 
Women's Artistic 

Trampoline and Tumbling 
Rhythmic Gymnastics 

National Development/Education Program 
Administration 

 
 Each of these program areas has a full-time manager who is responsible 

(with the input of their respective committees) for budget maintenance. 
 
 The budgets for the six (6) areas are developed at the committee level, 

based upon the Policy and Procedures of the Federation, and brought to 
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the Boards of Directors for approval.  Once the Board has approved the 
program budgets, there should be no  interference  in the program 
budgets by the Board of Directors (except under extreme circumstances).  
This dictum is based upon the Management principle that states, "when 
agreement is reached, the budget becomes a commitment between the 
Board and the program committee.  The committee is to accomplish the 
planned objectives within the spending limits specified in the budget, and 
the Board is committed to regarding such an accomplishment as 
representing a satisfactory performance". 

 
 The only instance where a responsible Board should interfere with the 

administration of a program budget would be if the committee were not 
adhering to the Policy and Procedures of the Federation. 

 
 Nevertheless, under any circumstance, the Audit Committee must be 

notified of any internal reallocation of funds (i.e. within any program 
budget). 

 
8.8 Signature Stamps 
 
 The Person controlling and applying a signature stamp must be 

independent of the person approving expenses for payment, preparing 
cheques for payment or any accounting functions. 

 
 The signature stamp must be properly safeguarded to prevent 

unauthorized use. 
 
 The signature stamp should be used only when a second signature is not 

available and the payment requires immediate attention. 
 
 The person controlling and applying a signature stamp shall send an 

electronic message (fax or e-mail) outlining the nature of the transaction to 
the signatory before the fact.  The signatory shall confirm electronically 
(fax or e-mail) his/her agreement or refusal of his/her stamp. 
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SECTION 9 - TRAVEL 
 
 
9.1 Guidelines and Procedures: 
 
 a. ALL  Travel arrangements related to GCG regulated National or 

International competitions, meetings and programs will be made by 
the GCG National Office. 

 
 b. ALL  Gymnasts, Coaches, Judges and Officials who are part of a 

delegation/group to an event which is part of a GCG regulated 
program, must be prepared to meet the commitment of traveling to 
the event together if possible, but certainly on the same day in 
keeping with the schedule which has been predetermined for the 
project.  ALL  members of a delegation must also be prepared and 
committed to attend the event at least to the conclusion of the entire 
program which has been arranged by the host organization 
(including any post-event social program). 

 
 c. Notwithstanding the suggested arrival date contained in any 

invitation, all members of the delegation must be prepared to 
commit to a departure date which provides for a proper adjustment 
period between the time and date of arrival and the actual 
competition date. 

 
These minimum norms will be: 
 
 - In North America - arrive 24 hours ahead of the day of competition 
 
 - In Europe or elsewhere Overseas - arrive 48 hours ahead of the day 

of competition 
 
 - Across a Date Line - arrive 72 hours ahead of the day of competition 
 
Where the suggested arrival date contained in our invitation precludes the 
application of the above, a letter will be sent to the Organizing Committee over 
the President's signature requesting that an earlier arrival is desired and GCG is 
prepared to pick up the additional expense.  (In many cases it is necessary to 
add one or two days to the length of the invited stay in order to qualify for 
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reduced fares. These economies are considerable and, in fact, essential in 
order to balance our travel budget). 
 
 d. The names of all Athletes, Coaches, Judges and Officials and 

alternates for all positions, should be provided to Gymnastics 
Canada at least 35 days in advance of scheduled departure for 
Overseas events and at least 21 days in advance of scheduled 
departure for North American events.  (This is vitally necessary with 
ever diminishing flight schedules and escalating costs to ensure that 
the purchasing power of our limited financial resources can continue 
to cope with the requirements of our programs and in particular our 
National Team Program). 

 
 e. If any person(s) additional to the number of persons contained in an 

invitation to an event are required to accompany a delegation, a 
written request will go from the President & CEO, formally asking for 
the accommodation to be granted by the Organizing Committee and 
stating that the GCG will be responsible for payment of the 
additional costs.  This should be done upon receipt of an invitation, 
but in any case at least 60 days prior to the event. 

 
 f. The use of reduced fares, as well as operating as a "Team Unit" 

can, from time to time, cause some inconvenience to an individual.  
While the staff of the GCG National Office does everything possible 
to minimize these inconveniences, circumstances are sometimes 
such that some degree of inconvenience is going to be the lot of one 
individual or another.  Participants in GCG Programs must be 
prepared and be committed to accept such conditions.  It is difficult 
to please all of the individuals all of the time, even under near ideal 
conditions. 

 
i) Adjustments will be made from time to time to comply with any 

changes in Sport Canada policies and limitations. 
 
9.2 Expense Limitations: 
 
 Expense Limitations when approved in advance by the GCG budget are 

processed as follows: 
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 a. Air Travel - may cover up to  100% of actual return costs by the 
most economical means . 

 
 b. Train & Bus Travel - may cover up to  100% of actual return costs by 

the transportation including sleeping accommodation provided that it 
does not exceed the most economical Air Travel. 

 
 c. Private Motor Vehicles - may cover up to 35 cents per kilometre but  

the most economical use of the private vehicle must be made 
through appropriate passenger utilization (more than  one or two 
persons  per car where possible) .  At no time will mileage 
allowance be paid in excess of the lowest Air Fare available for the 
same journey. 

 
 d. Ground Transportation   
 
  i) In Canada, the cost of private car, in-city taxi or limousine 

service to and from airports etc. will not  be paid, unless pre-
approved by the National Office. 

 
  ii) Outside Canada the actual costs of ground transportation may  

be reimbursed subject to the provision of receipts. 
 
 e. Meals & Accommodation  
 

i) Within Canada, accommodation and meal arrangements will 
be made by GCG unless pre-approved by the National Office.  
A daily maximum of up to $35 will be allowable for meals: 
breakfast $7, lunch $12, dinner $16.  Up to $15 per day per 
person may be provided for accommodation when staying with 
friends.  Accommodation & meals for individuals residing 
within the 160 km (100 miles) round trip radius - where 
officially authorized in advance, GCG will provide $15 per day 
plus accommodation or $25 per day without accommodation 
to local volunteers to assist in defraying mileage and meal 
expenses. 

 
  ii) Outside Canada, accommodation & meal arrangements will be 

made by GCG. 
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 f. Miscellaneous expenses such as telephone, postage, gifts, etc., will 
not  be reimbursed by the GCG unless pre-approved by the National 
Office. 

 
  (Official gifts, pennants, and trader pins are provided by the National 

Office for all International Events) 
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SECTION 10 - PURCHASING 
 
 
10.1 Guidelines: 

 
The Federation has developed the following policy guidelines to govern all 
purchasing activities: 

 
 a. The Federation will give preference to suppliers who are competitive 

and whose products carry a high Canadian content.  To this end the 
Federation will: 
 

 i) provide fair opportunity for qualified suppliers to tender on 
requirements; 

 ii) review tender specifications to ensure they do not unfairly 
preclude qualified Canadian suppliers or inhibit the 
development of potential regional or local suppliers. 

 
 b. Consultants and contractors will be selected competitively to ensure 

the greatest benefits to Canada.  Consistent with cost, quality and 
schedule considerations, the Federation selection will be governed 
by the following criteria: 
 

  i) the resources, management skills and technology available 
within the firm to achieve satisfactory and timely completion of 
the project; 

  ii) immediate and long-term benefits to Canada. 
 
 c. The Federation will endeavor to purchase from a broad range of 

domestic suppliers across Canada, including small, medium and 
large firms, to foster development of a comprehensive and 
competitive domestic supply capability. 

 
 d. Manufacturers and suppliers who submit proposals will be required 

to quote Canadian content levels for the full range of goods and 
services being offered, based on the criteria of "value added" in 
Canada. 

 
 e. To administer and monitor purchasing policies and programs 

effectively, and to coordinate Federation activities the company will: 
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  i) maintain a reliable system for gathering, analyzing and 

disseminating appropriate information; 
 
  ii) ensure that all Federation Volunteers and employees 

authorized to purchase materials and services are familiar with 
and adhere to Federation purchasing policies and procedures; 

 
  iii) monitor Federation operations, to ensure that purchasing 

policies and objectives are being met. 
 
 f. When major contracts are given to foreign-based firms, the 

Federation is prepared to discuss the reasons for the award on a 
confidential basis with the appropriate government authorities and 
review GCG's efforts to develop competitive sources in Canada. 

 
 g. The Federation will hold confidential all tender information, except 

as required to be disclosed to appropriate Federal authorities. 
 
10.2 Procedures: 
 
 a. The Federation shall conduct a process of competitive pricing or 

tendering for goods and services related to all purchases.  The 
attached form will be used and suppliers will be asked to complete 
the form along with details on their bid for goods or services.  In the 
evaluation of tenders, the Federation shall select the goods and/or 
services which represent the best value wherever possible. 

 
  i) the policy shall be applied to purchase of goods over  
    $6,000.00 in value; 
  ii) the policy shall be applied to purchase of services over 

$6,000.00 in value; 
  iii) a minimum of three quotes shall be solicited; and, 
  iv) exception to the tendering process should be documented and 

retained on file. 
 
 b. The bids will then be reviewed by the President or such other 

committees as may be appropriate.  The winning bid will then be 
contacted and a purchase order issued to cover the details of the 
agreement to purchase goods and/or services.  The remaining two 
suppliers will then be sent a letter by registered mail, informing them 
of the decision made by the Board of Directors. 

 
 



GCG Operational Policy & Procedures  63 

SECTION 11 - SPONSORSHIP 
 
11.1 Guidelines: 

 
Any National sponsorships originating from a Province/Territory, excluding 
GCG event sponsorships, will enable them to receive from the GCG a fee 
of 20% of the monies accruing to the GCG each year for the duration of 
the contract. 

 
11.2 Corporate Sponsorship Recognition Apparel 
 
 Given our responsibility to support our National and Provincial Sponsors, 

and given our responsibility to adhere to F.I.G, National and Provincial 
regulations, a level of sanction has been prepared concerning sponsor 
identification on apparel.  All competitive clubs and coaches are requested 
to be aware of, and to follow, this guideline. 

 
LEVEL OF SANCTION  

 
 

ITEMS 
 

FIG EVENTS & 
NATIONAL TEAM 
INTERNATIONAL 
COMPETITIONS  

 
GCG EVENTS 

 

 
SIZE 

 

 
LOCATION 

 

     
1.  Leotard only National 

Sponsors 
National and Provincial 

Sponsors with GCG 
Agreement 

  

   AS PER AS PER 
2.  Singlet only National 

Sponsors 
National and Provincial 

Sponsors with GCG 
Agreement 

  

   FIG FIG 
3.  Shorts/Pants only National 

Sponsors 
National and Provincial 

Sponsors with GCG 
Agreement 

  

 
4.  Track Suite 

 
 

5.  T-Shirt 
 
 

6.  Bag 
 

 
only National 

Sponsors 
 

only National 
Sponsors 

 
only National 

Sponsors 
 

 
National and Provincial 

Sponsors with GCG 
Agreement 

 
National and Provincial 

Sponsors with GCG 
Agreement 

 
National and Provincial 

Sponsors with GCG 
Agreement 

RULES  FOR 
ADVERTISING 

AND 
PUBLICITY 

 
 

RULES  FOR 
ADVERTISING 

AND 
PUBLICITY 
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* NO SPONSOR RECOGNITION AT MULTI-SPORT GAMES (OLYMPIC, 
COMMONWEALTH GAMES ETC.) 
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SECTION 12 - LETTERHEAD 
 
 
12.1 Guidelines:   
 
1. External communication of the GCG President should be on GCG 

letterhead and copied for the Chair of the Board. 
 
2. GCG staff shall have the authority to use letterhead for external 

correspondence under the direction of the President. 
 
3. Contact with the media using letterhead should be done by GCG staff. 
 
4. Basic thank you notes may be and are encouraged to be sent on 

letterhead provided the note is only a thank you and also that the 
President is immediately sent a copy of the correspondence. 

 
5. All other uses of GCG letterhead must be discussed with either the 

President or Chair of the Board prior to being sent.  It is recognized that 
other legitimate uses of letterhead will develop. 
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SECTION 13 - EDITORIALS 
 
13.1 Guidelines 
 
As a function of its mandate, Gymnastics Canada Gymnastique produces and 
distributes a number of publications to its membership.  The purpose of this 
policy is to establish guidelines for the content of the various publications.  It 
should be stated at the outset that it is not the purpose of this policy to 
discourage controversial viewpoints or views which are in opposition to those of 
Gymnastics Canada Gymnastique. 
 
 a. General Policy:  
 
  Gymnastics Canada Gymnastique shall refuse to publish any 

submission deemed in its intent, content or ramifications to be: 
 
  i) libelous, sexist or racist; or 
  ii) knowingly in violation of the Canadian Charter of Rights and 

Freedoms; or 
  iii) knowingly in violation of any aspect of the Criminal Code of 

Canada; or 
  iv) demonstratively injurious to the general welfare of Gymnastics 

Canada Gymnastique. 
 
 b. Disclaimer: 
 
  Each GCG publication will prominently display the following 

disclaimer: 
 
  "Unless stated otherwise, the views expressed in this publication are 

those of the author and not necessarily those of Gymnastics 
Canada Gymnastique." 

 
 c. Authority: 
 
  The following individuals have the responsibility and the authority to 

implement this policy: 
 
  i) Men's Artistic publications:  Men's Program Director 
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  ii) Women's Artistic publications: Women's Program Director 
 
 iii) NCCP related publications:  Coaching Development 
    Coordinator 
 
  iv) All other publications:   President 
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SECTION 14 - AUDIO/VISUAL MATERIAL  
 
14.1 General 
 
 GCG produces audio and/or visual material of both national and 

international events to ensure a wide distribution of this material across 
Canada and also to generate discretionary funds for program activities. 

 
14.2 Guidelines 
 
 Individual members of the Federation who, in whole or in part are 

subsidized by GCG, shall not produce audio/visual material for resale 
without the express written permission of the Federation. 
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SECTION 15 - ATHLETE TRUST FUND POLICY  
 
 
15.1 The Role of Gymnastics Canada Gymnastique: 
 
 The role of Gymnastics Canada Gymnastique is: 
 
 - To provide advice and guidance in assisting athletes maintain 

eligibility for Canadian, FIG and Olympic competition. 
 
 - To act to protect the future marketability of gymnasts by approving 

in advance agreements and contracts entered into by gymnasts for 
the purpose of receiving compensation. 

 
 - To establish and administer trusts for the protection of athletes. 
 
15.2 Principles for Guideline Development: 
 
 The principles used as a guideline are: 
 
 - To assist in the protection of the athleteôs eligibility. 
 
 - To ensure compliance with Canadian Law and the Canada Customs 

and Revenue Agency Regulations. 
 
 - To ensure compliance with Canadian, FIG and Olympic regulations. 
 
 - To ensure equitable rules and fair application. 
 
 - To provide approval or consent with reasonable consideration. 
 
 - To acknowledge that trust funds are the sole property of the athlete. 
 
 - To set reasonable and fair administrative procedures and fees. 
 
15.3 Sponsorship Agreements 
 
 Athletes may only engage in endorsements, sponsorships activities, 

commercial contracts and advertising, if written contracts or agreements 
are in place.  The GCG must be a signatory to such agreements along 
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with the athlete (or parental guardian) and the sponsoring corporation or 
group.  GCG may offer advise to the athlete concerning the terms of the 
agreement. 

 
 The GCG must be a signatory to any written agreement between an 

athlete and an agent and may offer advice to the athlete concerning the 
agreement.  The GCG is not responsible for non-performance by the 
athlete to the other party of the agreement.  All funds derived from such 
contracts must be directed to the athleteôs trust account. 

 Where a P/TO office wishes to use a standard contract previously 
approved by the GCG, copies of the completed agreements must be 
forwarded to the GCG office, but advance approval of the individual 
contracts is not required. 

 
 Where GCG acts as an agent and secures a marketing opportunity for the 

athlete, the GCG can retain an amount to recover the direct expenses 
relating to the marketing opportunity received towards the athlete with 
their approval. 

 
15.4 Performance/Appearance Fees 
 
 Athletes may accept appearance/performance fees, provided that GCG 

has given approval in writing in advance.  Financial reimbursement is 
allowed for special personal appearances and does not include expenses 
directly incurred such as travel, meals and accommodation.  All such 
remuneration must be deposited into the athleteôs trust account. 

 
15.5 Competition Prize Money 
 
 Athletes are eligible to win prize money at sanctioned competitions.  All 

competition prize money, earned by FIG rules, can only be directed to the 
athlete through the GCG.  All such funds must be deposited into trust 
accounts and are disbursed in the same manner as all other trust funds. 

 
 Where an athlete earns merchandise or other benefits, the GCG will 

assign a value of the benefit.  All such benefits should not exceed $1,000.  
Unless a value solution is found by GCG, athletes may be required to 
forego the benefit of any items above the $1,000. 
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15.6 Donations 
 
 A donation is defined as a gift of money, service or product in kind for 

which no business or advertising value is expected.  If the donation is 
directed to a specific person, it may be accepted as a gift but no charitable 
donation receipt can be issued. 

 
15.7 Gifts, Grants, Bursaries and Awards 
 
 Grants, bursaries and awards from GCG, Provincial Federations, 

sponsors, family members or governments are not considered 
compensation and therefore may be accepted directly by the athlete.  
Special presentations or gifts (not valued at more than $1,000) made 
available by national or provincial federations or event sponsors at 
competitions are not considered as compensation and may be accepted 
directly by the athlete. 

 
 
15.8 Procedure for Trust Funds: 
 
 Athletes (and parent or guardian) complete a trust application and trust 

fund agreement. 
 
 Compensation directed to the trust account must be in the form of cash, 

cheque, money order, bank draft or electronic fund transfer. 
 
 Athletes will be taxed on amounts distributed from the trust fund in the 

year of receipt.  GCG will issue annually a T3 Supplementary Slip 
summarizing income to be reported for the calendar year.  Athletes are 
expected to report this income on their T1 Income Tax Return and file with 
Canada Customs and Revenue Agency by the due date.  Athletes may 
deduct certain expenses incurred for the purpose of earning the income. 

 
 Once an Athlete officially retires (does not compete in International 

Competitions or is no longer a member of the National Team), they have 
up to (8) eight years to withdraw the money from the trust fund.  In the 
eighth year, there will be a deemed disposition of the remaining funds in 
the trust fund that will be included in the income of the Athlete. 
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15.9 Administration of Trust Funds: 
 
 An athlete trust fund need not be a formal trust defined by the Income Tax 

Act (Canada).  The GCG can administer a separate bank account for very 
small trust funds. 

 
 GCG will advise the registered owner on the Trust Fund management 

system carried out by Nesbitt Burns on behalf of the GCG according to the 
rules established.  The registered owner will make decisions with Nesbitt 
Burns directly. 

 
 The GCG is responsible to provide to the registered owner such 

applicable materials as policies and procedures and any annex prepared 
to be attached to Athlete Agreements. 

 
 If separate trust is established, the registered owner will pay an annual 

administration fee to GCG as set out on the GCG fee schedule. 
 
 Interest and investment income earned in individual trust fund will be 

credited to the registered owner.  The GCG accepts no liability for any 
investments. 

 
 Written instructions for withdrawal of funds must be made and signed by 

the registered owner. 
 
 Athletes are permitted to withdraw up to $1000 per month from the trust 

fund without receipts to cover basic living and training expenses.  
Amounts in excess of this amount must be approved by GCG in advance. 
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SECTION 16 - FUND RAISING  
 
 
16.1 The Canadian Gymnastics Federation/Fédération de Gymnastique du 

Canadienne (GCG is recognized by the Canada Customs and Revenue 
Agency as a Registered Canadian Amateur Athletic Association (RCAAA) 
and has therefore been granted the ability to issue official receipts for 
income tax purposes for gifts it receives.  (The definition of a gift is a 
voluntary transfer of property without consideration).) 

 
a) This RCAAA status has been granted to GCG in part under Section 

248(1) of the Income Tax Act because it has ñas its primary purpose 
and its primary function, the promotion of amateur athletics in 
Canada on a nation-wide basis.ò 

 
b) Section 168(1)(f) indicates that if an RCAAA issues a tax receipt for 

ña gift or donation the granting of which was expressly or impliedly 
conditional on the association making a gift or donation to another 
person, club, society or association, the Minister may, by registered 
mail, give notice ... that the Minister proposes to revoke its 
registration.ò 

 
c) GCG is committed to abiding by the rules and regulations of the 

Income Tax Act under which it was granted registered status.  
Therefore, only those gifts or donations freely given without 
condition to GCG will be issued official income tax receipts.  GCG 
may use the donation or gift as it deems in the best interest of 
promoting gymnastics in Canada on a nation-wide basis. 

 
d) The GCG welcomes donors to indicate to which program areas they 

would prefer to see their donations applied, but only on the clear 
understanding that the disbursement of the donations will be at the 
sole discretion of the GCG. 

 
16.2 The GCG welcomes the support of its Provincial/Territorial members and 

GCG Registered Clubs in coordinating and implementing GCG approved 
fund raising campaigns.  GCG may usually and legitimately fund its 
member groups without limitation in order for it to achieve its national 
mandate, but it may not issue official donation receipts for donations made 
to these groups directly, or made through GCG with the condition 
expressed or implied that the funds go to the member groups. 
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a) GCG Provincial/Territorial members and GCG Registered Clubs 
may apply to be GCG Fund Raising Representatives by completing 
Appendix 16-A and forwarding it to the national office. 

 
16.3 All GCG fund raising campaigns coordinated by its Fund Raising 

Representatives must first be approved by the GCG to ensure the 
designated purpose of the campaign is consistent with the GCGôs purpose 
of promoting gymnastics on a nation-wide basis and the GCGôs program 
priorities.  The GCG program priorities are: 

 
a) Womenôs Artistic National Team - to support the training, 

preparation, and competitive performances of the national team. 
b) Menôs Artistic National Team - to support the training, preparation, 

and competitive performances of the national team. 
c) Trampoline & Tumbling National Team - to support the training, 

preparation, and competitive performances of our national team.  
d) National High Performance Clubs - to support the clubsô training, 

preparation, and competitive opportunities for athletes to compete 
on a national and international basis. 

e) National Events - to support the development and conduct of 
competitive events which are part of the GCG national competitive 
event schedule. 

f) National Gymnastics Development - to support the development of a 
national gymnastics infrastructure to provide all Canadians the 
opportunity to participate in gymnastics activities. 

 
16.4 Local and regional GCG fund raising representatives may recommend 

fund raising campaigns for GCG approval by completing and forwarding to 
the national office Appendix 16-A. 

 
16.5 All donations to the GCG shall be made to the Canadian Gymnastics 

Federation/Fédération de Gymnastique du Canadienne, the legal name 
registered with the Canada Customs and Revenue Agency.  Because of 
the priority of the national teams, a portion of all donations shall be 
allocated to the three national team programs.  If feasible, GCG will apply 
the remainder of the donation to the program area indicated by the donor. 

 
16.6 The allocation of funds from the GCG Fund Raising Program will be 

determined on the basis of such factors as: 
 

a)  the GCGôs financial capabilities; 
b)  the GCGôs program priorities; 
c)  the region from which donations are received; 
d)  the fund raising efforts of GCG personnel in the regions. 

 
16.7 GCG Provincial/Territorial members and GCG Registered Clubs may 

apply for financial assistance from GCG by forwarding Appendix 16-B. 
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Appendix 16 -A 
 

GCG FUND RAISING REPRESENTATIVE APPLICATION  
 
Provincial/Territorial Memberõs Name: __________________________________________ 
or  
GCG Registered Clubõs Name: _________________________________________________ 
 
Address: __________________________________________________________________ 
 
Telephone Number: ____________________  Fax Number: _________________________ 
 
Name of Authorized Signing Officer: _________________________________________  
 
 
We have read the GCG Fund Raising Policy and agree to abide by that policy, 
including the following key principles:  
 
1. soliciting tax receiptable donat ions for the GCG National Team Program Fund 

consistent with the GCG Fund Raising Policy, the laws of Canada, and specific 
GCG approved fund raising campaign;  

 
2. informing donors that the funds will be used by the GCG at its sole discretion, 

and that no fu nds may be accepted that have any conditions attached to them, 
although GCG will strive to honor donor preferences as indicated on the donor 
card and the GCG pre -approved fund raising campaign purpose;  

 
3. informing donors that the GCG strives to use those  funds in the region from 

which they are donated and that our organization is eligible to apply to the GCG 
National Team Program Fund for financial assistance.  

 
4. using only GCG approved donor cards and fund raising literature.  
 
5. collecting and forwardi ng donation cheques made payable to the Canadian 

Gymnastics Federation, with cheques of a minimum value of $25 or more only 
being eligible for tax receipting.  

 
Signed: __________________________________  Dated: __________________________ 
 
Witnessed: _______________________________ 
 
Application Fee: $25.00  
 
Please forward this application with a $25 cheque to the President & CEO, 
Gymnastics Canada Gymnastique National Office
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Appendix 16 -B 
 
APPLICATION FOR GCG NATIONAL TEAM PROGRAM FUND FINANCIAL 
ASSISTANCE  
 
Provincial/Territorial Memberõs Name: __________________________________________ 
or  
GCG Registered Clubõs Name: _________________________________________________ 
 
Address: __________________________________________________________________ 
 
Telephone Number : ____________________  Fax Number: _________________________ 
 
Name of Authorized Signing Authority: _________________________________________ 
 
We wish to apply to the GCG National Team Program Fund under which of the 
following program area  {please check] : 
 
a) Womenõs Artistic National Team d) National High Performance Clubs  
b)  Menõs Artistic National Team e) National Events  
c)  Trampoline & Tumbling National Team  f) National Gymnastics Development  
 
We wish to apply for a grant of $_________ to be used for the purpo ses of:  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
[please use the back of this page if needed]  
 
Please attach a budget for this initiative to outline how the GCG National Team 
Program Fundõs financial assistance will be used. 
 
Signed: __________________________________  Dated: __________________________ 
 
Witnessed: _______________________________ 
[Please forward this application to the President, Gymnastics Canada Gymnastique 
National Office]  
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Gymnastics Canada Gymnastique  
NATIONAL PROGRAMS FUND RAISING  

 
 
Yes, I would lik e to dontate $    to the GCG NATIONAL PROGRAMS 
FUND RAISING CAMPAIGN.  I donate this money recognizing that the 
GCG is free to use it as it deems in the best interest of achieving it 
national mandate.  If possible, however, I would prefer my donation to be 
used to support the following program(s):  
 
 Womenõs Artistic Team ___Menõs Artistic Team  
 Trampoline & Tumbling Team  
 
 High Performance   National Events Program   
 National Gymnastics Development  
 
 
Signature:    Name:    
 
 
Address:       
  street  town  provinc e
 postal code  
 
 
Telephone:    Fax:   
 
 
Please attach your cheque (made payable to òCGFó Canadian 
Gymnastics Federation ) to this card and mail it to Gymnastics Canada 
Gymnastique, Suite 203, 5510 Canotek Road, Gloucester, Ontario, K1J 
9J4.  Thank you very m uch for your support.  A tax receipt will be sent to 
you at the above address.  Thank you again!  
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SECTION 20 - EQUITY AND ACCESS 
 
20.1 The Gymnastics Canada Gymnastique By-Laws clearly state that ñWe 

believe in ñIntegrity through Actionò and that ñIntegrity means we value 
equity and access.ò  The purpose of this Equity and Access Policy is to 
outline the GCG principles on Equity and Access. 

 
20.2 The GCG is committed to an athlete centered approach that emphasizes 

the design and implementation of programs based upon the athletesô 
needs and the involvement of athletes in determining the programsô 
design and implementation.  This approach shall include, but not be 
limited to, such practices as: 

 
 a. representation on the GCG Board of Directors; 
 b. representation on the three major high performance program 

committees; 
 c. representation on working groups or task forces affecting high 

performance athletes directly; 
 d. an annual senior national team athletesô survey regarding the high 

performance programsô services, which shall be used in the program 
review and planning processes; and 

 e. provision of an independent arbitration mechanism for the 
settlement of disputes which have exhausted the GCGôs Appeal 
Policies & Procedures. 

 
20.3 The GCG is committed to serving its membership in both Canadaôs official 

languages, including, but not limited to, the following practices: 
 
 a. provision of the key operating documents of the organization (e.g. 

By-Laws, Policies & Procedures, Technical Regulations, Athletesô 
Agreements, Selection Criteria, National Surveys, Appeals and 
Hearings, etc.); 

 b. the national office will be able to receive, respond, or redirect 
inquiries in both Canadaôs official languages; 

 c. the website will contain information in both Canadaôs official 
languages; 

 d. GCG national events will provide information in both Canadaôs 
official languages (e.g. invitations, registrations, on-site signs and 
information, media releases, announcing, etc.); and  
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 e. GCG encourages AGM delegates to speak in either of Canadaôs 
official languages and meeting invitations, registration, and on-site 
information will be available in both Canadaôs official languages. 

 
20.4 The GCG is committed to providing its membership with safe, harassment 

free operating environment in which all individuals are treated with respect 
and dignity, free of harassment on the basis of race, national or ethnic 
origin, colour, religion, sex, sexual orientation, martial status, family status 
or disability.  The GCG will ensure an harassment-free environment is 
promoted by means of, but not limited to, the following practices: 

 
 a. the development and maintenance of a national harassment 

prevention program; 
 b. the maintenance of an harassment policy to address any 

harassment complaints or concerns that may be identified; 
 c. ongoing promotion of harassment-free environment standards, and 
 d. ongoing education. 
 
20.5 The GCG is committed to equity and access for women in gymnastics as 

athletes, coaches, officials, administrators, volunteers, and leaders, as 
well as to nurturing a gender equitable operating environment.  The GCG 
will  promote such equity and access for women by means of, but not 
limited to, such practices as: 

 
 a. use of gender-inclusive language and images; 
 b. maintenance of an annual ñgender snap-shotò, and 
 c. identification of gender-based disparities and development of 

strategies to address such gender-based disparities. 
 
20.6 The GCG is committed to monitoring the accessibility of gymnastics to 

various population segments (aboriginals, visible minorities, athletes with 
a disability, etc.) to determine if there is a demand for gymnastics that is 
not being met due to barriers within the gymnastics community and to 
removing such barriers to full participation where the demand and 
circumstances permit. 
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PART TWO       -      TECHNICAL 
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SECTION 21 - TEAM MANAGERS  
 
 
21.1 Eligibility: 

 
The following are eligible for selection as Team Managers/Chefs de 
Mission: 

 
 a. GCG members in good standing; and, 
 b. Any GCG Staff member 
 
 Individuals selected must have been actively involved in gymnastics/sport 

during the current year, must have resided in Canada for a minimum of 
three (3) years and have been involved in some phase of national 
programming and/or administration. 

 
21.2 Identification: 
 
 The President/CEO will solicit names from: 
 
 a. Provincial/Territorial Associations 
 b. Program Assemblies 
 c. GCG Program Staff 
 
 The President/CEO shall review the submitted names and add any he/she 

considers qualified and suitable.  All individuals will then be assessed 
using the "Criteria for Selection of Team Managers" from the GCG 
Handbook for Chef de Mission/Team Manager. (See Annex C) 

 
21.3 Selection: 

 
The President/CEO will name from the list, managers for those meets 
requiring them in that competitive year. 

 
 Managers for major Games (e.g. Olympics) shall be selected a minimum 

of one (1) year in advance, if possible.  Managers for other events shall be 
selected six (6) months in advance where possible. 

 
21.4 Conduct: 
 
All details relating to the conduct of Team Managers/Chefs de Mission appear in 
the GCG Manager's Handbook. 
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SECTION 22 - EVENT SANCTIONS AND ELIGIBILITY  
 

Preamble  
 
Article 35.2 of the FIG Statutes states:  ñFederations may organize among 
themselves in accordance with the Statutes and Regulations of the FIG.  It 
is, however, forbidden for gymnasts or judges of a federation to 
participate in competitions or demonstrations in the sphere of activity of 
another federation without the prior consent of the federations involved 
and that of the federation organizing the event.  
 
Likewise, the participation of gymnasts or judges of a federation in an 
event organized by a body other than a federation must be subject to the 
prior consent of any federations involved.  Federations are als o 
responsible to FIG for the behaviour of their gymnasts, coaches, judges 
and other officials and they act as guarantors to the FIG in respect of 
those responsibilities.ò 
 
The intent of this policy is to:  
 

¶ enable GCG to perform its international FIG obliga tions;  

¶ facilitate the development of a national major events schedule;  

¶ develop a national events data base for use for media promotion, 
marketing, and event organizers;  

¶ ensure the harmonization of national team programs and major events 
schedule;  

¶ protect t he amateur status of our athletes and the image of gymnastics.  
 
22.1 The President/CEO of the Federation is responsible to FIG for all events 

hosted in Canada with any international content and for all Canadian 
contingents traveling to gymnastics events outside of Canada. 

 
 The GCG is responsible for monitoring eligibility as it pertains to 

membership in the Federation and FIG. 
 
22.2 A Sanction is an approval by the GCG of a gymnastic event in Canada or 

participation in a gymnastic event outside of Canada.  There are four (4) 
types of Sanctions: 
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 a) Sanction to hold a Demonstration or Exhibition involving national 
team members and/or international gymnasts - Exhibition Sanction; 

 
 b) Sanction to hold a competition involving national team members, 

interprovincial representatives, and/or international gymnasts - 
Competition Sanction; 

 
 c) Sanction to cover TV and radio appearances - Media Sanction; 
 
 d) Sanction to participate in an event outside Canada - Competitor 

Sanction. 
 
 Requests for Sanctions should be forwarded to the President/CEO with 

the appropriate support materials.  The requests will not be unreasonably 
withheld and will be dealt with expeditiously. 

 
22.3 Events Requiring Sanction:  The following require a GCG Sanction: 
 
 a) Any International Nations Competition, which is a competition 

between representatives of the National Federations of various 
countries; 

 
 b) Any International Competition, which is a competition involving 

athletes from various countries; 
 
 c) Any international Clubs Competition, which is a competition between 

clubs from various countries; 
 
 d) Any National Competition, which is a competition involving 

Canadian gymnasts competing as national team members or as 
interprovincial representatives; 

 
 e) Any Canadians who wish to participate in events outside of Canada; 
 
 f) The Federation reserves the right to require a Sanction for an event 

regardless of the foregoing when, in its opinion, such action is 
necessary to protect amateur status. 

 
22.4 Time Limit:  All Sanctions are valid for a specific performance or event 

only. 
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22.5 Cancellation:  The Federation reserves the right to cancel any Sanction at 
any time for what it considers just cause.  The cancellation will not take 
place until the parties concerned have been granted a hearing.  When a 
Sanction is refused or canceled, the fee paid (if any) shall be refunded to 
the person, club, group, or affiliate who made the application. 

 
22.6 Penalties:  Any Provincial/Territorial Association, club or individual failing 

to obtain a Sanction or having obtained a Sanction failing to abide by  the 
Sanction rules, will be subject to disciplinary action by the Federation 
which may include loss of membership, and hence eligibility in the 
Federation.  Any individual gymnast failing to abide by the rules will be 
subject to disciplinary action by the Federation. 

 
22.7 Eligibility:  To be eligible to participate in a sanctioned gymnastic event 

inside or outside of Canada the participant must be a member in good 
standing of a FIG recognized Federation. 

 
 In addition, the following applies to members of GCG Team delegations: 
 
 a) All participating athletes must be Canadian citizens or landed 

immigrants; 
 
 b) All officials and judges must be Canadian citizens or have Landed 

Immigrant Status.  If Landed Immigrants, they must apply for 
Canadian citizenship within the minimum time; 

 
 c) Normally, all coaches should comply with the provisions of 

paragraph b) above, however, this requirement may be waived by 
the President/CEO. 

 
22.8 Notification:  Provincial/Territorial Associations, clubs, and/or individuals 

are required to: 
 

a) notify the GCG in advance, as specifically identified further in this 
Section, of all events for which Sanction is being requested; and, 

b) following the event to forward a report together with the results to 
the National Office. 

 
22.9 Fees: 
 



GCG Operational Policy & Procedures  90 

a) Sanction fees for major international events are set by FIG and are 
the responsibility of the host organization, and must be paid in 
advance upon Sanctioning. 

 
 b) In addition, the GCG may levy Sanction fees for all Sanctions it 

issues on a percentage basis or flat fee basis.  These fees will be 
negotiable with the President/CEO or as set from time to time by the 
Board of Directors, and once established are the responsibility of the 
host organization and must be paid in advance upon Sanctioning. 

 
22.10 International Nations Competition:  This type of competition falls under the 

sole jurisdiction of GCG who shall issue the official invitations and 
organize the event.  All communications with a foreign Federation are 
carried out by the GCG. 

 
 For an International Nations Competition, the athletes are assigned by 

their national federations and compete under the name of the country.  
There may also be country rankings.  i.e. 

 
 Team Rankings Individual Rankings 
 
 1. Canada   1. Yvonne Tousek, Canada 
 2. China   2. Ludivine Furnon, France 
 3. France   3. Mo Huilon, China 
 
22.11 International Competitions and International Clubs Competitions:  This 

type of competition may be organized by any GCG Provincial/Territorial 
Association and/or member clubs and/or individual members upon 
approval of a Sanction by the GCG.  The request for Sanction must be 
made by a deadline established by the GCG in the year preceding the 
year in which the event is to take place.  The Request for Sanction must 
include the following: 

 a) a letter from the GCG National Team(s) Program Directors 
supporting the request for Sanction (no Sanction Request will be 
considered without such a letter confirming the event supports the 
national competition program and the national team development 
program, and/or does not conflict with either); 

 

 b) a letter from the P/TO supporting the Request for Sanction; 
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 c) title, date, venue of the event, as well as gender, age groups, types 
of competitions, format of the competitions, and competition rules; 

 
 d) organization(s) assuming responsibility for the event; 
 
 e) brief profile of the organization(s)ô past experience in successfully 

organizing such an event; 
 
 f) contact list of the members of the Event Organizing Committee; 
   
 g) proposed budget for the event; 
 
 h) registration fee for participants and anticipated number of 

participants; 
 
 i) spectator fees for the event and anticipated number of spectators; 
 
 j) event program including date of arrival and departure of 

competitors, awards and prize money (if any), workshops, seminars, 
camps, etc associated with the event; 

 
 k) list of foreign athletes and their countries to whom invitations will be 

required; 
 
 l) payment of the Sanction fees (if any), which will be returned if the 

Sanction is not approved. 
 
 The GCGôs intent in requiring this documentation is to facilitate the 

successful organization of Sanctioned events in a manner that is in 
harmony with the national team and/or the national competitive program 
and allows the GCG to fulfill its international obligations while also 
enhancing the image of gymnastics in Canada. 

 
 Upon approval of the Sanction, the final list of invitees will be forwarded by 

the GCG to the international federations in the calendar year preceding 
the competition year.  All international contact must be through the GCG 
office, unless otherwise authorized by the GCG. 

 
 Sanctioning of these competitions does not permit the Organizing 

Committee to include a country in the team rankings, UNLESS the 
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countryôs federation has given written permission for the athletes invited to 
compete as a team under the name of the country.  If no such permission 
is granted, no national team ranking is permitted. 

 
 A Sanction is granted only on the clear understanding that the event 

organizers are obligated to abide by all applicable FIG/GCG policies, 
rules, and regulations. 

 
 Upon completion of the event, the Organizing Committee shall file a report 

with the GCG President/CEO which outlines the participant list, the 
results, the presentation format, the paying spectators numbers, the 
media coverage, the sponsorship achieved, and the financial statements.  
Further Sanctions may be withheld if such a report is not filed within 90 
days of the completion of the event. 

 
22.12 Inter-Regional and National Competitions:  This type of competition may 

be organized by any GCG member Provincial/Territorial Association 
and/or member clubs and/or individual members upon approval of a 
Sanction by the GCG.  The Request for Sanction must include the 
following: 

 
a) a letter from the GCG National Team(s) Program Director(s) 

supporting the Request for Sanction; 
 
 b) a letter from the P/TO supporting the Request for Sanction; 
 
 c) title, date, venue of the event, as well as gender, age groups, type of 

competition, and competition rules; 
 d) organization(s) assuming responsibility for the event. 
 
22.13 Competitor Sanction for Events Outside Canada:  Athletes or clubs 

wishing to compete at events outside Canada must obtain a Sanction from 
the GCG.  The Request for Sanction must include: 

 
 a) a letter from the P/TO supporting the Request for Sanction; 
 
 b) the name of the event, date, location, and country; 
 
 c) the type of competition; 
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 d) the Sanction Fee (if any). 
 
 The Request for Sanction must be received at the National Office at least 

40 days before the date of departure from Canada.  Except for the club 
invitations within the USA, the GCG will take into consideration the 
level/profile of the competition and the level/caliber of the interested 
Canadian club/athletes before granting the Sanction.  The Sanction will 
not be unreasonably withheld. 

 
 A club or athletes and coaches are not authorized to represent CANADA, 

compete under the name CANADA, and be included in team rankings as 
CANADA at any international competition unless explicitly authorized by 
the GCG to do so in the Sanction.  Such authorization must be requested 
in the Request for Sanction. 

 
 GCG will notify each national federation concerned that Canadian 

clubs/athletes are planning to attend a club competition in their country 
and request consent for their participation. 

 
 A written report must be provided no later than 7 days after returning to 

Canada by the Head Coach if any athlete, coach, or judge is involved in 
any incident likely to affect the relationship between the GCG and another 
national federation. 

 
 A copy of the complete results must be mailed to the national office upon 

return to Canada. 
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SECTION 23 - HOSTING NATIONAL AND INTERNATIONAL EVENTS  
 
 
23.1 Goals for GCG Events: 
 
 a) to showcase our national athletes in a manner that attracts the 

public interest; 
 
 b) to serve as a celebration of the GCG gymnastics community; 
 
 c) to provide the GCG with a vehicle for meeting the needs of 

corporate sponsors and suppliers; 
 
 d) to generate financial revenues for the host organization and the 

GCG; 
 
 e) to enhance the value of these capital assets with each hosting; and 
 
 f) to share the hosting of annual GCG Events with the different regions 

of the country over a five year period (Atlantic Canada, Quebec, 
Ontario, Western Canada twice). 

 
 
23.2 GCG Events conceptual and Presentation Framework: 
 
 a) the conceptual and presentation frameworks of the different GCG 

Events will be established by the GCG to ensure each event can be 
hosted in a financially profitable manner, while also achieving the 
above goals; 

 
 b) the frameworks will be identified by GCG as part of the requests for 

hosting bids; 
 
 c) a general preference for separate rather than consolidated events. 
 
 
23.3 GCG Events Organizational Partnership Framework:  
 (amended November 2003) 
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 a) GCG Events will be hosted in partnership with the 
Provincial/Territorial Members and their Local Organizing 
Committees (LOCs); 

 b) one budget including all expenses and revenues will be developed 
jointly by GCG and the PTO/LOC.  The net profit/loss for the event 
will be equally shared between GCG and the PTO/LOC.  The GCG 
judging expenses (travel, meals and accommodation) will be 
included and negotiated based on the projected 
sponsorship/marketing revenue; 

 
 c) GCG to ensure the appropriate registration/accommodation fee level 

to ensure the event can be financially viable, to provide one set of 
required competitive equipment, to provide the key judges, and to 
provide the conceptual and presentation framework; 

 
 d) the P/TO / GCG partnership approach will involve the GCG directing 

the conceptual and presentation framework and the P/TO directing 
the staging of the event within the framework.  The P/TO, in 
consultation with GCG, will structure a LOC to be responsible for the 
hosting of the event within the conceptual and presentation 
framework, for the promotion of the event regionally, and for the 
operations within the approved budget framework aimed at 
achieving a net financial profit.  The P/TO / GCG will work in a 
consultative, co-operative fashion with respect to the marketing, 
promotion, television broadcast, and sponsorship of the event; 

 
 e) if television production needs to be purchased, the partners will 

analyze the cost-benefit of the production, and if appropriate will 
cost-share the production costs and television rights to the event;  

 
 
23.4 Selection of GCG Event Partners: 
 
 a) a call for bids to host the regular annual GCG Events during each 

quadrennial shall be made to P/TO Members during the second 
year of the current quadrennial; 

 
 b) the call for bids to host special GCG Events (Team Matches, Trials, 

Major International Events, etc.) shall, if possible, be made to P/TO 
Members two years in advance of the Event; 



GCG Operational Policy & Procedures  97 

 c) the call for bids shall include the Conceptual and Presentation 
Framework for the Event and Letter of Agreement to ensure a clarity 
of expectations; 

 
 d) all bids must include a completed bidding package, letters of 

committed financial arrangements/support, and a signed Letter of 
Agreement, pending selection; 

 e) the bids will be reviewed by the national office, which will make 
recommendations to the National Board of Directors based upon the 
value of the bid, demonstrated ability to achieve the goals 
articulated for the event, the most appropriate balancing of host 
selections across all five regions within a five year period, and 
maximum financial return to the GCG; 

 
 f) the Board will make the final selections; 
 
 g) where no bids are received for a GCG Event, the national office will 

be free to make the best arrangements possible to ensure hosting 
requirements are met; and 

 
 h) the hosting terms and conditions shall be established by the 

President & CEO for the next quadrennial. 
 
23.5 Symposium Procedures: 
 
Introd uction  
 
General: Federation sponsored symposiums are designed to provide for the 

dissemination of professional knowledge throughout the gymnastic 
community.  Symposiums may be organized as part of specific 
events or as separate events on their own and can be used to 
provide in-depth knowledge of one area or to cover a wide range of 
technical and professional matters of interest. 

 
Theme The Board will determine the theme for any symposium and invite 

bids for hosting the same from the members of the Federation. 
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Procedures  
 
Notice: The Board will advise the membership of the proposed theme and 

dated of a major symposium (re: National or International in scope) 
approximately 24 months in advance.  Notification of minor 
symposiums (local or regional) will be provided in sufficient time to 
allow for suitable preparation. 

 
Bids:  Proposals for hosting a symposium are to be forwarded to the 

Federation, approximately 18 months before the symposium.  
Proposals shall include the following: 

 
  a. Name of the organizations(s) or association(s) responsible 

with a letter of support from the group(s) involved; 
  b. The local chairperson(s) named; 
  c. Proposed dates for the symposium; and, 
  d. A brief description of the accommodation, meal and facility 

venues. 
 
Recommendation: The Director of Technical Programs will review such bids 

as they are received and recommend to the Board the 
symposium city. 

 
Selection:  The Board shall select the site 17 months prior to the 

symposium at the AGM bearing in mind potential attendance, 
location and accessibility problems.  Upon acceptance of a 
bid, the host organization will create a Symposium Steering 
Committee and nominate an on-site GCG contact person.  
The Program Coordinators will counsel with and serve as ex-
officio members of the Symposium Steering Committee. 

 
Finances:  
 
 
General: The GCG may provide advance monies to the hosting 

organization(s).  Those funds will be provided only if they are 
essential for the Steering Committee to commence operation.  
Application for these funds are to be made to the Board. 
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  Any funds provided are provided as an interest free loan and are to 
be repaid in full to the Federation.  They are not part of the gross 
profit. 

 
Profit: Any net profit received shall be disbursed as 
 follows: 
 
 a. 25% to the hosting organization(s); and  
   b. 75% to the Federation 
 
Budget: A tentative budget and recommended fee structure is to be officially 

approved by the Board twelve (12) months in advance.  Final budget 
approval is to be obtained 6-8 months in advance. 

 
 
Honorariums: 
 
  Honorariums for keynote speakers, their per diem and travel 

expenses, will be established by the Federation. 
 
 
Financial Statement: 
 
  It is mandatory that the Steering Committee present a complete, 

audited financial statement of revenue and expenditures to the 
Board three(3) months after the concluding day of the symposium. 

 
 
Program and Protocol:  
 
Program:  
 
 The Director of Technical Programs of Gymnastics Canada Gymnastique 

will name one individual from their bodies who will have the responsibility 
of: 

 
  a. Outlining the Program in detail; 
  b. Determining, inviting and corresponding with all speakers; 

and,  
  c. Establishing the timetable and format for the symposium. 
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 This information will be submitted to the Steering Committee upon 
acceptance of the bid and will include: 

 
  a. Approximate room needs;  
 
  b. Audio-visual requirements; and, 
 
  c. Approximate number of attendees 
 
 Twelve months prior to the date of the symposium a confirmed Program 

will be provided to the Steering Committee and six months prior, a 
detailed Program description with speakers' names, etc., will be provided 
for Program/publicity information. 
 

Protocol: It is the responsibility of the Steering Committee to provide the 
following: 

 
  a. General Assembly Meeting; and, 
 
  b. Social Functions 
 
 When government officials and/or renowned guests are present, the 

President of the Federation and the representative of the Technical 
Committee(s) are to be included in the official welcoming party. 

 
Head table guests for any organized luncheon or banquet should be: 

 
  a. Chair of the Board and guest 
 
  b. GCG President and guest 
 
  c. Honour Awards Chairperson and guest (if awards are being 

presented); 
 
  d. GCG Technical representative; 
 
  e. Symposium Chairperson; and, 
 
  f. If a luncheon or banquet is sponsored, an official delegate and 

spouse will be expected to sit at the head table and bring 
greetings from the sponsoring agency. 
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SECTION 24 ï AWARDS POLICY  
 

 
INTRODUCTION: 
 
GCG and its Board of Directors values the contributions made by all persons to 
the development and the advancement of Gymnastics in Canada and 
internationally. In recognition of these outstanding contributions GCG has an 
established Awards System, which recognizes the worthy contributions of 
persons in the various disciplines and the administration of Gymnastics in 
Canada.  
 
An Awards Committee will be established by the Board of Directors to carry out 
this policy. The functions of the Awards Committee are to develop and maintain 
the GCG Awards system. The Awards Committee is a standing committee of 
the Board of Directors of GCG. The committee is composed of various 
members who have a wide range of knowledge of the different disciplines and 
the involvement of people in the activities of GCG.  
 
24.1 COMPOSITION: 
 
  Committee members (up to 9 members) are:  
 
 a) The chair is a member of the Board of Directors who is appointed for 

a two-year term (renewable) by the Board of Directors  
 

b) Five members from the various disciplines, which are: 
 

i. Gymnastics for All 
ii. Menôs Artistic Gymnastics 
iii. Rhythmic Gymnastics 
iv. Trampoline Gymnastics 
v. Womenôs Artistic Gymnastics 

 
  And three additional members as follows: 
 

vi. Member at Large 
vii. Secretary of Records 
viii. Staff Member 
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 c) These members are appointed to the Committee by the Board of 

Directors with recommendations from the President & CEO for their 
knowledge of the people involved in GCG and are not appointed to 
represent their respective disciplines. 

 
 d) The staff member will be the person responsible for the 

administration of the Awards System in the national office. 
 

This person has the following responsibilities: 
 

i)  act as a liaison with the Awards Committee 
ii) circulate the call for nominations and forward the same to 

the Chair and committee members 
iii) ensure that the Awards ceremony time is included in the 

AGM schedule 
iv) ensure that award plaques, pins, etc. are available for 

the ceremony and be actively involved in the preparation 
of the awards ceremony 

v) ensure that other awards, not awarded at the AGM 
Banquet, are presented at the appropriate functions 

 
 e) The Secretary of Records is responsible for maintaining a detailed 

record system of the contributions of people on various GCG 
committees and in other functions and participation roles. 

 
24.2 COMMITTEE RESPONSIBILITIES: 
 

a) To periodically review and recommend to the Board of Directors any 
changes to the awards policy. 

 
b) To call for nominations for the various GCG Awards and act in an 

advisory capacity for other Canadian Sports Awards as per their 
criteria. 

 
c) To recognize and communicate the accomplishments of GCG 

members. 
 

d) To be responsible for ensuring that nominations are received for the 
following: 
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i. Honorary Membership 
ii. Life Membership  
iii. Malcolm Hogarth Leadership Award 
iv. Jay Goold Memorial Award 
v. Ed Brougham Club Awards 

 
Nominations for the above categories may be submitted by any GCG member in good 

standing, through the GCG office to the Awards Committee.  
 

In the category of Life Memberships up to two nominations will be 
accepted in any given year. 

 
e) To review and evaluate nominations as per the criteria and to: 

 
i. rank nominees in the situation where more than one 

nomination is received for a specific award; 
ii. recommend a priority in the situation where one person is 

nominated for more than one award; 
iii. if no nomination has been received for a specific 

award, ensure that worthy candidates have not been 
overlooked; 

iv. under the guidance of the chair, review previous 
candidates whose nominations had not been accepted in 
previous years, because of multiple candidates, or because of 
criteria almost but not-quite-completely met (Note: Unselected 
nominations for the major awards will be kept active for a 
period of three (3) years within the selection process. The 
nominators will be contacted annually to confirm the nominees 
and to provide updated information); 

v. identify possible presenters. 
 

f) To actively promote the GCG Awards and to solicit nominations from 
the Gymnastics community. Individual members and the Provincial 
Gymnastics Organizations are strongly encouraged to submit 
nominations for the various awards.  

 
Note: In the event that there are no nominations received for the above categories, 

the Board, at its discretion, may nominate persons to any or all of the above awards. 
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24.3 GCG MAJOR AWARDS  
 
 24.3.1 Honourary Membership : 
 

 These shall be awarded in any given year to those worthy persons as 
nominated by the President and/or Board of Directors and in all cases 
approved by the Board of Directors. They shall be presented at an 
appropriate time and place as determined by the Board. 

 
 24.3.2 Life Members : 
 

Persons who have provided long-term service to the Federation shall be 
eligible for consideration for Life Membership.  Gymnastics in Canada 
should have benefited from the special contribution made by this 
individual.  Up to two (2) Life Members a year may be selected by the 
Board of Directors.  The Board of Directors will recommend the 
appropriate site for presentation of Life Membership(s). Forms and 
Criteria attached at Annex óAô 

 
 Specific Selection Criteria Shall Include: 

 
 - years of service - minimum 15 years 
 - level of involvement: International, National, Provincial, Regional & 

Club 
 - variety of roles:  Coach, Judge, Athlete, Manager, Event Organizer, 

GCG Representative (FIG, PAGU, COA etc.) 
 - Committee/Board of Director Member - Role, Function, Number of 

Years, Special Initiatives.  
 
 
 24.3.3 Malcolm Hogarth Leadership Award  
 
 To be presented to a member for long time exceptional service for the 

development and advancement of gymnastics at the International level 
(FIG/PAGU etc.) and/or at the National Level through other multi-sport 
organizations (COC/CGC etc.). The award  will be presented at the AGM 
Achievement Gala.  Forms and Criteria attached at Annex óBô. 
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 24.3.4 Jay Goold Memorial Award : 
 
 To be presented to an individual for long time exceptional volunteer non-

technical administrative leadership to Gymnastics Canada Gymnastique.  
The Jay Goold Memorial Award will be presented at the AGM 
Achievement Gala when applicable. Forms and Criteria attached at 
Annex óCô 

 
 24.3.5 Ed Brougham Club Award  
 
 To be presented to Canadian gymnastic clubs (up to 3 annually) that 

have demonstrated exceptional services and have provided an 
outstanding contribution to the development and promotion of the sport 
of gymnastics at the National & Provincial/Territorial level. The awards 
will be presented at the AGM Achievement Gala or the Canadian 
Championships when applicable.  

 
Forms and Criteria attached at Annex óDô 

 
 Clubs are eligible to be selected as the recipient of the Ed Brougham 

Club Award once every five (5) years regardless of the category 
 

 24.3.6 National  Volunteer Service Awards : 
 

 The criteria for these  Awards are: 
 
 A volunteer who has served gymnastics at the National Level for a 

twenty-five (25), fifteen (15), ten (10), or five (5) year period will be 
awarded a quality diamond, gold, silver or bronze GCG pin respectively.  
A special invitation will be sent to the Diamond and Gold award 
recipients to be presented at the AGM Achievements Gala.  The Silver 
and Bronze awards will be presented at an appropriate time during the 
AGM, if the recipients are attending the AGM.  If not, their awards will be 
sent to the recipients with a letter of congratulations or given to their 
Provincial President for presentation to the recipient at a suitable time 
and place.  One year of service will be granted for volunteers in any one 
or combination of the following areas (only one year of service for any 
one calendar year): 
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 a. Authors of N.D.P. and N.C.C.P. Manuals* 
  b. Coach of Carded Athlete (if carding process did not exist in a 

particular discipline or year, then coaches of the athletes 
representing Canada at the highest World-level meet will count).  

 c. GCG Board Member 
  d. MAG Judge (National II to Brevet) 
  e. Organizing Committee Member of a National or International 
  Competition 
  f. Master Course Conductors of N.C.C.P., and Judging* 
  g. Manager at World Championships or Major International Games 
  h. RG judge (National Brevet) 
  i. TR (Senior Judge in Canada) 
  j. Technical Committee Member 
  k. WAG Judge (National II to Brevet) 
 *  If not sufficiently remunerated. 
 
 Note :  i) Active years only are counted (e.g. if a judge did not judge 

nationally or for Canada in 1978/79, that year does not count) 
  ii) GCG salaried persons are not eligible 
  iii) This appreciation award program is not intended to 

impact/replace the Life Membership award program 
 

A record is kept by the Secretary of Records  for all GCG Members 
who meet the above criteria.  This information is provided to the 
GCG Staff person who will ensure that letters are sent out advising 
the person of their achievement and invites them to attend the AGM 
to be presented with their pins.  If they are not able to attend, the 
President of their respective Province will accept the pin an d 
present it at a time suitable to the individual.  

 
 24.3.7 Retired Athlete Recognition Awards : 
 
 Recognition shall be given to retired National Team athletes who have 

made a significant contribution to gymnastics over a period of years.  A 
gymnast who accumulates 30 points during his/her competitive years 
(Junior and Senior only) will be awarded gold recognition.  A gymnast 
accumulating 20 points will be awarded silver recognition and bronze 
recognition will be awarded for 10 points. 
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These awards will be presented at the AGM Achievement Gala.  The 
GCG staff member on the Awards Committee will be responsible for the 
production of the awards and will also be responsible for maintaining a 
plaque in the National office listing the gold, silver and bronze level 
gymnasts. 

 
A record is kept by the Secretary of Records  for all GCG Members 
who meet the above criteria.  This information is provided to the 
GCG Staff person who will ensure that letters are sent out advising 
the person of their achievement and invite t hem to attend the AGM 
to be presented with their pins.  If they are not able to attend, the 
President of their respective Province will accept the pin and 
present it at a time suitable to the individual.  

 
 

 POINT SYSTEM  
 
 1. Carded Athletes 1 point 

 
2. Canadian Champion (Junior and Senior): 

  Senior 4 points 
  Junior 3 points 
  Second (both) 2 points 
  Third (both) 1 point 
 
 3. Member of Canadian Teams: 
  Olympics 4 points 

Worlds 4 points 
Commonwealth 3 points 
F.I.S.U. 3 points 
World Cup Participant 3 points 
Senior Pan Am 2 points 
Senior Pacific Championships 2 points 
 

4. Member of team representing Canada at GCG  
 a sponsored competition (3 country minimum)  1 point 
 

 Participation and years of competition are of more importance than 
medal winning.  A gymnast capable of winning medals would qualify 
through his/her participation in events and by his/her long-time service 
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in the sport.  Medals won at International events should be recognized 
during the active years of the gymnast. 

 
 

 24.3.8  International Suc cesses : 
 

Athletes who have won medals at International competitions during the 
year shall be recognized for these achievements at the Canadian 
Championships. 

 
 24.3.9 Athlete of the Year : 
 
 Winners will be selected by each discipline based upon their 

established point system.  The Athlete of the Year for each discipline 
will be awarded at the Canadian Championships. 

 
 
 24.3.10 Coach of the Year Award : 
 
 Winners will be selected by each discipline based upon their 

established point system.  The Coach of the Year for each discipline will 
be awarded at the Canadian Championships. 

 
 
 Coach of the Year Award will be presented annually at the Canadian 

Championships. 
 
 
 24.3.11 Program Service Awards : 
 
 - MAG ï Eugene Oryszczyn Award 

- RG ï Evelyn Koop Award 
- TG ï Still to be named 
- WAG ï Fay Weiler Award 

 
 The selection of the recipients of these awards is the responsibility of the 

various Program Committees, each of which is to be presented to a 
volunteer/staff that is/has been a judge, coach or official: 

 

¶ has been involved for an extensive period of time 

¶ is/was considered as a builder/developer of our sport 

¶ is making/has made exceptional contributions to the Program Area 
at the National level 
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 These awards will be presented at the AGM Achievement Gala, when 

applicable. 
 
Note: Procedures for Program Award Submissions:  
 

The Technical Committees and staff are responsible to facilitate the 
presentation of the following awards: 
 

*  a) Athlete of the Year Awards 
*  b) Coach of the Year Awards 
*  c) International Successes 
**d) Program Service Awards 
*  To be presented at Canadian Championships 
** To be presented at AGM Achievement Gala 

 
 
 24.3.12 Awards Granted By Outside Agencies : 
 
 The Awards Committee shall assist in identifying and soliciting 

nominations from the Gymnastics community for awards granted by 
outside agencies. This does not exclude other GCG committees from 
advancing nominations / recommendations to the national office for 
consideration. 

 
The Board of Directors of the GCG is to ratify and where appropriate, 
initiate any GCG nominations for Canadian Sport Awards and any 
others that may be available from time to time. These awards include, 
but are not limited to the following: 
 

a) Canadian Amateur Sport Hall of Fame 
b) Canadian Sport Awards 
c) COC Awards 
d) Petro Canada Coaching Awards 
e) Canadian Association for Advancement of Women in Sport 

Awards (CAAWS) 
 
24.4 AWARD PROCEDURES 
 
 24.4.1 The GCG staff is responsible for the following : 
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 a) Ensuring that the required notices of nominations are sent to 

Program Committees, Board of Directors, Provincial Offices, and 
GCG Staff in time to respond to ensure that all deadlines can be 
met. 
 

b) Copy the Awards Committee with all nominations/selections 
received by the deadline, so that the Awards Committee may review 
and make their recommendations in time to meet the final deadlines. 
 

c) Once the names have been ratified by the Board of Directors, a 
letter shall be sent to the nominees advising them of their 
nomination. 

d) In cooperation with the Awards Committee, ensure that any 
necessary awards are obtained by the required presentation time. 

 
The person/persons/committee making the nomination will be responsible for also 
preparing the nomination (résumé) in addition to supplying the necessary attachments 
(photos, newspaper articles, etc.). 

 
 
 24.4.2  Procedures for Award Presentation : 
 

 This procedure applies to the notifying and to the presenting of award 
winners. 

 
 The following steps should be helpful in dealing with areas that will need 

to be addressed: 
 
 a) Notify Recipient:  
 
  A letter of congratulations from the President of GCG should be sent 

indicating: 
 
  i) the name of award 
  ii) where the award will be presented 
  iii) when the award will be presented 
  iv) the name of the person who will be notifying them regarding 

details (e.g. travel/accommodation) 
  v) request confirmation in writing from recipient 
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 Task:  Award Committee member or designated person  
 
  The type of award should be determined (plaque/trophy/pin) by the 

following criteria: 
 
  i) funds available for purchasing award 
  ii) arrangements made to purchase award 
  iii) appropriate engraving on plaque 
  iv) pick up award when ready 
  v) ensure award is at function for presentation 
 
 
 Task:  GCG staff or designated person from  
    WPC/MPC/TTPC/PRESIDENT should determine w hat 
    funding is available for presentation of Awards.  
 
 

b) Presentation & Script Guidelines:  
 

  Given that the major awards (Life Membership, Malcolm Hogarth 
Leadership Award, Jay Goold Memorial Award, Ed Brougham Club 
Award, Athlete of the Year) are amongst the most prestigious, it is 
extremely important that they be presented in a manner befitting 
their stature. 

 
  They are to be bestowed in a climate and venue where they will 

receive the utmost exposure (to volunteers, athletes, officials, the 
public, media, sponsors, etc.) 

 
  e.g. Athlete of the Year at Canadian Championships (Opening 

Ceremonies, at an appropriate point in the competition 
schedule or Banquet) and presented by the 
Chairperson/Senior member of the respective program area. 

 
  Life Membership, Malcolm Hogarth Leadership Award, Jay Goold 

Memorial Award, and the Ed Brougham Club Awards should be 
presented at the Annual Achievement Gala and presented by a 
person who has worked closely with the recipient (e.g. presented to 
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a judge by a fellow judge). The nominator should be consulted for 
suggestions in selecting the presenter of the award.  

 
  The actual script should cover: 
 
  _ A description of the award including criteria for the 

selection/approval 
  _ A brief history of the recipients background, plus major 

contributions, highlights, accomplishments and/or 
performances.  A short list of previous recipients (to heighten 
audience awareness.) 

 
  The name of the recipient should then be announced, and he/she 

should be called forward.  The GCG President or delegate should 
also be called forward to make the actual presentation, and, where 
appropriate, make a brief comment.  The recipient should be 
permitted to say a few words. 

 
 TASK:  It is the Awards Committee's responsibility to ensure that all 

participants are aware of their respective involvement, and 
that they are immediately available. GCG/Individual 
Committees will have to indicate their preference as to who 
they would like to present the award.  

 
 
 24.4.3  Funding: GCG on site presentation wh ere possible (limited 

funding)  
 

  a) Travel/Accommodation:  
 
  If recipient requires arrangements to be made for travel and 

accommodation, he/she should be notified as to what date and time 
would be convenient. 

 
   i) confirmation of travel arrangements with GCG 
   ii) confirmation of hotel reservation 
   iii) Recipient notified as to where accommodation will be 
   iv) ticket sent to recipient, if applicable 
   v) phone call to ensure ticket was received by recipient 
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vi) if recipient is travelling by car he/she may require an 
 expense claim form to submit to GCG 

 
  b) Hosting:  

 
A designated host for Award recipients will be required.  The Host responsibilities will be:  

 
   i) co-ordinate travel arrangements if required 
   ii) meet party upon arrival 
   iii) transportation to accommodation site and check-in 
     arrangements made 
   iv) accompany recipient to and from function 
   v) determine seating arrangements while at the 

presentation 
   vi) check-out and transportation back to airport 

vii) ensure recipient has the host/hostess phone number 
while 
  visiting 
viii) ensure host is provided with some background 
information  
 on recipient 

 
 Task:  Appropriate committee to identify host.  

   Funding for all awards will be determined prior to any 
arrangements being made.  

 
 

 24.4.4 Press Release : 
 
 To be sent by GCG to local media in recipients home town/city or 

send to Provincial office for circulation to media 
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AWARDS POLICY - ANNEX ñAò 

 
NOMINATION FORM FOR LIFE MEMBERSHIP  

ANANN
EX A 

The GCG Life Membership  is a special award w hich honours and recognizes 

individuals who have provided long time service to the Federation.  
(GCG Policy Section 24.2 re Life Members attached) 

 
Guidelines for submission of nominations for GCG Life Membership:  

¶ All applications must be submitted to Gymnastics Canada Gymnastique, 1900 City Park Drive, 
Suite 120, Ottawa, Ontario, K1J 1A3, by February of the year of the award . 

¶ All information must be included in the three pages of this nomination form.  Do not attach press 
clippings, photos or other documents 

¶ Refer to the sample provided for additional information on completing the form. 
 
This Nomination Form is in three parts:  

¶ Part 1  provides a brief overview of the nomineeôs contribution to Canadian Gymnastics and should 
outline the levels of involvement using one or two sentences. 

¶ Part 2  describes the specific nature of the nomineeôs involvement, as well as the overall impact the 
nominee has had on the Canadian gymnastics community.  If you are able to outline the areas and 
estimate the number of people who have benefited from the nomineeôs contribution, please do so 
in the space provided. 

¶ Part 3  provides other supporting details of the nomineeôs contribution.  This could include (but is 
not restricted to) a list of publications/manuals written, other awards received, athlete results, etc. 

 

 
NAME OF NOMINEE:           
 
ADDRESS OF NOMINEE:          

        Postal Code :    
 
NAME OF PERSON SUBMITTING THIS NOMINATION :     

  

Tel: (        )   Fax: (         )    Email :    
 

 
PART 1:  OVERVIEW OF NOMINEEôS CONTRIBUTION - LIFE MEMBERSHIP 
Nomineeôs primary area of contribution to Canadian Gymnastics:   
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Secondary Area:             
              
 
 

PART 2:  DESCRIPTION OF INVOLVEMENT - LIFE MEMBERSHIP 

AREA  ROLE LEVEL  # YEARS COMMENTS 

TECHNICAL  COACHING 
 
 
 
 
JUDGING 
 
 
 
NCCP 
LEADERSHIP 
 
 
 

   
 

VOLUNTEER  
COMMITTEE 

GCG 
BOARD OF 
DIRECTORS 
 
 
GCG 
TECHNICAL 
COMMITTEE 
 
 
OTHER 
(e.g. GCG event 
organization)  

 
 

   

INVOLVEMENT 
AS AN 
ATHLETE 
 
 

LEVEL  
 
 
 
 

   

 
IMPACT ON THE GYMNASTICS COMMUNITY:  
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PART 3:  SUPPORTING DETAILS ON THE NOMINEEôS CONTRIBUTION ï LIFE 
MEMBERSHIP 

Use this page to further describe how the nominee has contributed 
to the development of gymnastics in Canada 
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PART 2:  DESCRIPTION OF INVOLVEM ENT - SAMPLE FORM! Life Member  

AREA  ROLE LEVEL  # YEARS COMMENTS 

TECHNICAL  COACHING 
 
 
 
 
 
JUDGING 
 
 
 
 
NCCP 
LEADERSHIP 
 
 
 

provincial stream 
girls 
national open 
women 
senior HP women 
national team 
coach 
 
 
provincial level 
judge 
national level 3 
 
 
 
NCCP Course 
Conductor Level 1 
and 2 
Contributing 
author to Level 3 
technical manual 

10 yrs 
15 
15 
10 
 
10 
5 
 
 
 
4 

coached two Olympians, 
Cdn team coach to 38 
international events in 20 
years; many provincial and 
national champions 
 
Judged at 5 national 
championships - 1988-93 
 
 
 
 

VOLUNTEER  
COMMITTEE 

GCG 
BOARD OF 
DIRECTORS 
 
 
GCG 
TECHNICAL 
COMMITTEE 
 
 
OTHER 
(e.g. GCG event 
organization)  

 

 
 
 
 
 
WTC 
HPCC 

2 yrs 
 
 
 
 
5 
10 

WP rep to Board, 1985-87 
 
 
 
 
 
 
 
 
Technical Director for 1983 
Nationals 

INVOLVEME
NT 
AS AN 
ATHLETE  

LEVEL  
 
 
 
 

Canadian Senior 
team member 

3 yrs member of Canadian team 
to 1967 World Games 

IMPACT ON THE GYMNASTICS COMMUNITY:  
For example:  
HP Coach/Club head Coach 
20 yrsX 450 athletes and coaches per year through direct 
coaching, and indirectly through program development and 
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coach training 
 
NCCP Master Course Conductor (MCC) 
had potential impact on every coach and athlete in Canada 
through development and delivery of coach education programs 
during 15 years as a MCC 
 
Judging 
30 years X 10 competitions per year X 150 athletes/competition 
 
Committees/Board members 
over 15 years a member of national committees, including three 
terms on GCG Board.  Work done in this capacity has 
contributed to the growth of gymnastics in Canada, and the 
development of each member of GCG 
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AWARDS POLICY ï ANNEX óBô 
 

MALCOLM HOGARTH LEADERSHIP AWARD  
 

NOMINATION FORM 
 

Please refer to Malcolm Hogarth Leadership Award Criteria attached  
 

REMITTANCE DEADLINE: February of the year to be presented  
 

 
NAME OF NOMINEE:           
 
ADDRESS OF NOMINEE:           

        Postal Code :    
 
NAME OF PERSON SUBMITTING THIS NOMINATION :      

Tel: (        )   Fax: (         )    Email :     
 

 
GYMNASTICS 

 

Canadian  International  

Gymnastics Canada   Max 55 
 
 
 
 
 
 
 
 
 
 
 
 
 

FIG  Max 30  

 

Provincial  Max 20 
 
 
 
 
 
 
 
 

Worlds  Max 20 
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Events :              Max 35 
·  

 Pan Ams           Max 20 
 
 
 

Pacific Alliance  

 
 
 
 

Others to Be Determined 
 International Events           Max 30 

 

 
 
 
 
 

MULTI-SPORT 

Canadian  International  

Canada Games                  Max 20 
 

Pan Ams             Max 20 
 
 
 
 
 
 
 
 

Canadian Commonwealth Federation   Max 20 
 

Commonwealth Games           Max 30 
 
 
 
 
 
 
 

Canadian Olympic Committee   Max 20 Canadian Olympic Committee           Max 30 
 
 
 
IOC: 
 

 
 
 
IOA Graduate: 
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Malcolm Hogarth Leadership Award Criteria 
 

The following is a chart of the many opportunities for volunteers to serve sport within 
Canada and beyond its borders.  Malcolm Hogarth served at the club level, the regional 
level, the national level and the international level bringing honour and credibility to Canada. 
A maximum of 1 award will be presented to the individual who has earned the highest 
number of points according to the grid.  The winner must earn a minimum of 100 points and 
service must be in both the domestic (Canadian) and international areas.  Service in the 
multi-sport area is desirable but not required.  The total number of points is determined 
accumulatively not annually. 
The maximum number of points an individual can earn is 350. 
 
GYMNASTICS 

 

Canadian International 

Gymnastics Canada             Max 55 
6 x yr Chair 
5 x yr    Vice Chair  
4 x yr Board of Directors 
4 x yr Chair of Committee 
3 x yr    Vice Chair of Committee 
2 x yr Committee Member 

FIG             Max 30 

4 x yr Technical Committee 
6 x yr Executive Committee 
4 x yr Other Committees/Commissions 
 

Provincial              Max 20 
2 x yr President  
1 x yr    Vice President 
2 x yr Chef de Mission at Canadians 
1 x yr    Assistant Chef de Mission at 
Canadians 

Worlds            Max 20 
6 ea     Chef/Head of Delegation 
5 ea     Team Manager 

Events:               Max 35 
6 ea Chair/Organizing Committee 

· Canadians 
· Trials 
· Elite Canada 

 

 Pan Ams           Max 20 
4 x yr PAGU Executive/Committee 
 

Pacific Alliance  

4 x yr Executive Committee 
 

Others to be determined 
 International Events           Max 30 

6 ea     Chair/Organizing Committee 

¶ Olympic/Pan Am/ Commonwealth/ 
Worlds/Pacific Alliance 

3 ea     Chair/Organizing Committee 
¶ International Invitationals 
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MULTI-SPORT 

Canadian  International  

Canada Games                    
Max 20 

4 x yr Sport Committee 
6 ea Host Organizing Committee 
4 ea Mission Staff 
4 ea Chef/Assistant Chef 
4 ea Bid Committee 

Pan Ams              Max 20 

6 ea Chef 
4 ea       Assistant Chef 
4 ea Mission Staff 
4 x yr PASO Executive 
5 ea Team Manager/Leader 

Canadian C ommonwealth Federation     
Max 20 

6 x yr President 
5 x yr    Vice President 
4 x yr Board of Directors 
4 x yr Chair/Committee 
4 ea Mission Staff 
6 ea Chef 
4 ea       Assistant Chef 
6 ea Domestic Bid Committee 

Commonwealth Games            Max 30 

6 ea Chef 
4 ea       Assistant Chef 
4 ea Mission Staff 
6 x yr International Federation Executive 
6 ea International Bid Committee 
5 ea Team Manager/Leader 

 

Canadian Olympic Committee      
Max 20 

2 x yr B Member 
4 x yr A/B Director 
6 x yr Executive Committee 
6 x yr President 
5 x yr    Vice President 
4 x yr Academy Graduate 
6 x yr Domestic Bid Committee 
  

Canadian Olympic Committee           Max 
30 
6 ea Chef 
4 ea       Assistant Chef 
4 ea Mission Staff 
6 ea International Bid Committee 
5 ea Team Manager/Leader 
6 x yr IOC: Member 
4 x yr  Commission 

4 ea IOA Graduate  
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AWARDS POLICY - ANNEX óCô 

 
 

NOMINATION FORM FOR  
THE JAY GOOLD MEMORIAL AWARD  

  

 
The Jay Goold Memorial Award is a special award to be presented to an individual for 
long time exceptional non-technical administrative leadership to Gymnastics Canada 

Gymnastique. 
 
Guidelines for submission of nominations for the Jay Goold Memorial Award: 

¶ All applications must be submitted to Gymnastics Canada Gymnastique, 1900 city Park 
Drive, suite 120, Ottawa, Ontario, K1J 1A3  by by February of the year of the award. 

¶ All information must be included in the three pages of this nomination form.  Do not attach 
press clippings, photos or other documents 

¶ Refer to the sample provided for additional information on completing the form. 
 
This Nomination Form is in three parts: 

¶ Part 1 provides a brief overview of the nomineeôs contribution to Canadian Gymnastics 
and should outline the levels of involvement using one or two sentences. 

¶ Part 2 describes the specific nature of the nomineeôs involvement, as well as the overall 
impact the nominee has had on the Canadian gymnastics community.  If you are able to 
outline the areas and estimate the number of people who have benefited from the 
nomineeôs contribution, please do so in the space provided. 

¶ Part 3 provides other supporting details of the nomineeôs contribution.  This could include 
(but is not restricted to) a list of publications/manuals written, other awards received, 
athlete results, etc. 

 
 

 
NAME OF NOMINEE:           
 
ADDRESS OF NOMINEE:           

        Postal Code :    
 
NAME OF PERSON SUBMITTING THIS NOMINATION :      

Tel: (        )   Fax: (         )    Email :     
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PART 1: OVERVIEW OF NOMINEEôS CONTRIBUTION 

 
Nomineeôs primary area of contribution to Canadian Gymnastics:   
             
              
              
 
Secondary Area:             
              
              

 

 
 
PART 2:  DESCRIPTION OF INVOLVEMENT - Jay Goold Memorial Award  

AREA  ROLE # YEARS COMMENTS 

 
VOLUNTEER  
COMMITTEE 
(S): 
 
 
 
 
 
PROJECT(S):  
 
 
 
 
 
 
OTHER: 
(e.g. GCG event 
organization)  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

IMPACT ON THE GYMNASTICS COMMUNITY:  
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PART 3:  SUPPORTING DETAILS ON THE NOMINEEôS CONTRIBUTION -  
  Jay Goold Memorial Award  

Use this page to further describe how the nominee has contributed 
to the development of gymnastics in Canada 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

PART 2:  DESCRIPTION OF INVOLVEMENT - SAMPLE FORM! - Jay Goold  
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AREA  ROLE LEVEL  # YEARS COMMENTS 

 
VOLUNTEER  
COMMITTEE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PROJECTS:  
 
 
 
 
 
 
OTHER 
(e.g. GCG event 
organizati on):  
 

 
 

 
GCG 
BOARD OF 
DIRECTORS 
 
 
 
 
 
 
 
CHAIR 
 
 
 
 
 
 
 
 
 
FUNDRAISING 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6 years 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5 years 
 

 
Board, 1983-1989 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sponsorship Chair 
for 
 T & T Nationals 
 

IMPACT ON THE GYMNASTICS COMMUNITY:  
For example:  
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
Committees/Board Members: 
 
over 15 years as a member of national committees, including three terms on GCG 
Board.  Work done in this capacity has contributed to the growth of gymnastics in 
Canada, and the development of each member of GCG 
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AWARDS POLICY ï ANNEX óDô 
 

 
 

 
 

THE ED BROUGHAM CLUB AWARD 
 

 
Gymnastics Canada, in honour of Ed Brougham, has established The Ed Brougham 
Club Award to be presented to a Canadian gymnastic club that has demonstrated 
exceptional services and provided an outstanding contribution to the development and 
promotion of the sport of gymnastics at the National & Provincial / Territorial level. 
¶ All applications must be submitted to Gymnastics Canada Gymnastique, 1900 city Park Drive, suite 

120, Ottawa, Ontario, K1J 1A3  by February of the year of the award.  

 
Categories:  There will be three (3) categories for the Ed Brougham Club Award: 
(NEW ï 11/03) (One Award will be presented for each Category) 
 
 Club # 1: Full Criteria as listed below 
 Club # 2: National but no International Focus 
 Club # 3: Recreational Focus and/or Special Contribution 
 

 *** Clubs are eligible to be selected as the recipient of the Ed Brou gham 
Club Award once every five (5) years regardless of the category. 

 

Recognition:   Plaque presented at the Canadian Championships (with a small one 

presented to the P/T president) or at GCG Annual Banquet 
 

Selection :   By the Awards Committee for approval by Board of Directors 

 

Nomination:  By Provincial  / Territorial  Associations / Federations 

 
Principles:  What makes a great club? 
 

- Variety of excellent programs for a great number of people of all ages 
- Contribution to the community 
- Excellent / quality coaching 
- Longevity of club 
- High level of competition results 
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- High quality of operation with good business and financial practices  
-  

Criteria:   Criteria 1 & 2 valued at 20 points each and criteria 3 - 8 valued at 10 points 

each - Maximum Total Points = 100 

 
1. Number of various disciplines and programs offered (e.g. artistic men and women, 

trampoline, tumbling, general gymnastics, pre-school, special needs, etc.)  
 
2. Contribution to community (gymnastic and sport community)  

(e.g. hosting of competitions/events, P /T & GCG governance - board or committee, coaching / 
judging leadership, community involvement, etc.)  
 

3. Number of registered participants (registered members with P/T) - average of most recent 
5 years  

 
4. Number of certified coaches, level of certification of coaches and number of part time & 

full time coaches and administrators  
 
5. Number of carded athletes - average of most recent 3 years  
 
6. Number of years as a registered P/T (GCG) club  
 
7. Number of athletes qualified for Canadian Championships - average of most recent 3 

years  
 
8. Other factors not covered above - significant growth in participation, unique benefit to gymnastics, 

Canadian Champion at senior level, International excellence, etc. 

 

Please submit your nomination to the Awards Committee, using the above describe criteria, no later 

than February 27, 2006: 

 

Gymnastics Canada 

Awards Committee 

1900 City Park Drive, Suite 120 

Ottawa, ON 

K1J 1A3 
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AWARDS POLICY ï ANNEX óDô 
 
 
 
 
 

 
 
 

 
PROGRAM SERVICE AWARDS (5)  

(for information only)  
 
PROGRAM SERVICE AWARD ï WAG - ñFAY WEILER AWARDò 
 
PROGRAM SERVICE AWARD - MAG - ñEUGENE ORYSZCZYN AWARDò 
 
PROGRAM SERVICE AWARD ï TG ï ñstill to be namedò 
 
PROGRAM SERVICE AWARD ï RG ï EVELYN KOOP AWARD  
 
PROGRAM SERVICE AWARD ï GYMNASTICS FOR ALL  
 
 
 
PREMISE: Persons who have given long time extraordinary PROGRAM SERVICE to the 

sport should receive recognition. 
 
 
CRITERIA:   - Must be (or have been) a judge, coach or official 
   
  - Must have been involved for an extensive period of time 
 
  - Must be considered as a builder/developer of our sport 
 

- Must be considered as having made exceptional contributions to 
the Program area at the Provincial and/or National Level 

 
  - could be a volunteer or staff member 
 
SELECTION:   Will be made by the Program Committees and submitted to the 
   Awards Chair c/o GCG for information. 
 
BENEFITS:  Recipients will be presented at the Canadian Championships or 

Annual Awards Dinner at the AGM, with a suitable engraved 
plaque/award. 
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PART THREE      -      CONDUCT 
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SECTION 28 ï PRIVACY POLICY 

 
 
Article 1  General  
 
1.1 Purpose ï The purpose of this policy is to govern the collection, use and 

disclosure of personal information in a manner that recognizes the right of 
privacy of individuals with respect to their personal information and the 
need of Gymnastics Canada Gymnastique (GCG) to collect, use or 
disclose personal information. 

 
1.2 Definitions ï The following terms have these meanings in this Policy: 
 

a) Act ï Personal Information Protection and Electronic Documents Act 
b) Commercial Activity ï any particular transaction act or conduct that 

is of a commercial character. 
c) Organization ï Includes an association, a partnership, a person, an 

unincorporated association, a trust, a not for profit organization, a 
trade union and a corporation. 

d) Personal Information ï any information about an identifiable 
individual. 

e) Personal Health Information ï any health information about an 
identifiable individual. 

f) Representatives ï Directors, officers, employees, committees, 
members, volunteers, coaches, officials, contractors and other 
decision-makers with GCG. 

 
1.3 Application ï This Policy applies to directors, officers, employees, 

committee members, officials, volunteers, coaches, contractors, and other 
decision-makers with GCG in connection with personal information that is 
collected, used or disclosed in connection with any commercial activity. 

 
1.4 Statutory Obligations ï GCG is governed by the Personal Information 

Protection and Electronic documents Act in matters involving the 
collection, use and disclosure of personal information during commercial 
activities. 
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1.5 Additional Obligations ï In addition to fulfilling all requirements of the Act, 
GCG and its Representatives will also fulfill the additional requirements of 
this Policy.  Representatives of GCG will not: 

 
a) Disclose personal information to a third party during any business or 

transaction unless such business, transaction or other interest is 
properly consented to in accordance with this Policy; 

b) Knowingly place themselves in a position where they are under 
obligation to any person to disclose personal information; 

c) In the performance of their official duties, disclose personal 
information to family members, friends or colleagues, or to 
organizations in which their family members, friend or colleagues 
have an interest; 

d) Derive personal benefit from personal information that they have 
acquired during the course of fulfilling their official duties with GCG; 
and 

e) Accept any gift or favor that could be construed as being given in 
anticipation of, or in recognition for, the disclosure of personal 
information. 

 
1.6 Ruling on Policy ï Except as provided in the Act, the Board of Directors of 

GCG will have the authority to interpret any provision of this Policy that is 
contradictory, ambiguous, or unclear. 

 
 
Article 2  Accountability  
 
2.1 Privacy Officer ï GCG will designate an individual to oversee the 

implementation and monitoring of this Privacy Policy and the security of 
personal information. 

 
2.2 Duties ï The Privacy Officer will: 
 

a) Implement procedures to protect personal information; 
b) Establish procedures to receive and respond to complaints and 

inquiries; 
c) Train staff and communicate to staff information about GCGôs 

policies and practices; and 
d) Develop information to explain GCGôs policies and procedures to 

members and the public. 
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2.3 Staff Training ï The Privacy Officer will ensure all staff implements proper 

procedures to protect personal information. 
 
2.4 Identity ï The identity of the Privacy Officer and his/her contact 

information will be made known via GCGôs web site and will be publicly 
accessible. 

 
2.5 Inquiries ï The Privacy Officer will be responsible to respond to all 

requests and inquiries in regard to personal information. 
 
2.6 Principles ï GCG will implement policies and practices to secure all 

personal information during collection, use and disclosure. 
 
2.7 Disclosure to Third parties ï A contract will be executed with a third party 

having access to personal information held by GCG limiting collection, use 
and disclosure. 

 
2.8 Information ï Information will be made available to the public via GCGôs 

web site explaining privacy policies and procedures. 
 
2.9 Annual Review ï This Policy will be reviewed annually by the Privacy 

Officer and necessary changes will be made to ensure the protection of 
personal information and compliance with the law. 

 
Article 3  Identifying Purp oses  
 
3.1 Collection ï GCG will only collect information reasonably necessary for 

the identified purposes set out in Article 3.2 and will identify in writing the 
purposes for whish personal information is collected at or before the time 
of collection.  The purposes will be stated in a manner that an individual 
can reasonably understand how the information will be used or disclosed. 

 
3.2 Purpose ï Personal information may be collected from prospective 

members, members, athletes, participants, coaches, referees, managers, 
fans and volunteers (ñIndividualsò) and used by GCG Representatives for 
purposes that include, but are not limited to, the following: 

 
a) Name, address, postal code, phone number, cell phone number, 

first language, fax number and e-mail address for the purpose of 
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providing insurance coverage, managing insurance claims and 
receiving information from GCG and their sponsors including 
newsletters, e-mail bulletins, donation requests, invoices, notification 
of future programs, activities, and merchandise sales. 

b) Name, address and Social Insurance Number for the establishment 
and management of trust funds and distribution of honorariums. 

c) Employee information including name, address, postal code, phone 
number, e-mail address, Social Insurance Number and banking 
information for the purpose of processing payroll, source 
deductions, insurance and health plan. 

d) Credit card numbers or chequing information for the purpose of 
processing merchandise orders, registration, travel administration, 
purchasing equipment and tournament fees. 

e) Criminal records check, resume and personal reference for the 
purpose of implementing GCGôs screening program. 

f) Personal health information including provincial health card 
numbers, allergies, emergency contact and past medical history for 
the safety of the athlete and for use in the case of medical 
emergency. 

g) Coach information including names, address, telephone number, e-
mail, school year of coaching, experience, qualifications, resume, 
employment record, NCCP number, reference letters and 
performance results for media relations, coaching selection, 
determining level of certification, database entry at the Coaching 
Association of Canada and sending course results. 

h) Athlete information including height, weight, uniform size, birth date, 
citizenship, shoe size, feedback from coaches and trainers, 
performance results for the purpose of athlete registration forms, 
outfitting uniforms, media relations, monitoring eligibility and various 
components of athlete and team selection. 

i) Athlete whereabouts information including sport/discipline, training 
times and venues, training camp dates and locations, travel plans, 
competition schedule and disabilities, if applicable, for Canadian 
Centre for Ethics in Sport inquiries for the purposes of drug testing. 

j) Video footage and photographs at competitions for the purpose of 
technical monitoring, coach/club review, officials training, 
educational purposes, sport promotion, media publications and 
posting on GCGôs website, displays or posters.  In some cases, 
videos from an event will be available for purchase. 
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k) Body weight, mass and body fat index to monitor physical response 
to training and to maintain an appropriate weight for competition. 

l) Club contact personal information such as club name, web address, 
contact name, phone number and e-mail address for the purpose of 
relaying and collecting information.  Further, this information is used 
to direct the public to such club and provide easy access for club-to-
club communication. 

m) Name and contact information for the purpose of communication 
within and between committees, volunteers, Board members, etc. 

n) Marketing information including attitudinal and demographic data on 
individual members to determine membership demographic 
structure, and program wants and needs. 

o) Passport numbers and Aeroplan/frequent flyer number for travel 
purposes. 

p) Record of Disciplinary Sanctions. 
 
3.3 Purposes not Identified ï GCG will seek consent from individuals when 

personal information is used for a purpose not previously identified.  This 
consent will be documented as to when and how it was received. 

 
Article 4  Consent  
 
4.1 Consent ï GCG will obtain consent from individuals at the time of 

collection prior to the use or disclosure of this information.  If GCG does 
not have direct contact with a person, the Provincial Members and 
Territories will obtain consent on behalf of GCG for the purposes identified 
in Article 3.2. 

 
4.2 Declaration ï GCG will obtain a declaration from each club or Provincial 

member or Territory declaring that consent has been obtained on behalf of 
GCG for the specified purposes listed in Article 3.2. 

 
4.3 Lawful Means ï Consent will not be obtained by deception. 
 
4.4 Requirement ï GCG will not, as a condition of a product or service, 

require an individual to consent to the collection, use or disclosure of 
personal information beyond that required to fulfill the specified purpose of 
gymnastics. 
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4.5 Form ï consent may be written, oral or implied.  In determining the form of 
consent to use, GCG will take into account the sensitivity of the 
information, as well as the individualôs reasonable expectations.  
Individuals may consent to the collection and specified use of personal 
information in the following ways: 

 
a) By completing and signing an application form; 
b) By checking a check off box; 
c) By providing written consent either physically or electronicallyô; 
d) By consenting orally in person; or 
e) By consenting orally over the phone. 

 
4.6 Withdrawal ï An individual may withdraw consent to the collection, use or 

disclosure of personal information at any time, subject to legal or 
contractual restrictions.  GCG will inform the individual of the implications 
of such withdrawal. 

 
4.7 Legal Guardians ï consent will not be obtained from individuals who are 

minors, seriously ill, or mentally incapacitated and therefore will be 
obtained from a parent, legal guardian or person having power of attorney. 

4.8 Exceptions for Collection ï GCG is not required to obtain consent for the 
collection of personal information if: 

 
a) it is clearly in the individualôs interests and consent is not available in 

a timely way; 
b) knowledge and consent would compromise the availability or 

accuracy of the information and collection is required to investigate 
a breach of agreement or contravention of a federal or provincial 
law; 

c) the information is for journalistic, artistic or literary purposes; or 
d) the information is publicly available as specified in the Act. 

 
4.9 Exceptions for Use ï GCG may use personal information without the 

individualôs knowledge or consent only: 
 

a) if GCG has reasonable grounds to believe the information could be 
useful when investigating a contravention of a federal, provincial or 
foreign law and the information is used for that investigation; 

b) for an emergency that threatens and individualôs life, health or 
security; 
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c) for statistical or scholarly study or research (GCG must notify the 
Privacy Commissioner before using the information); 

d) if it is publicly available as specified in the Act; 
e) if the use is clearly in the individualôs interest and consent is not 

available in a timely way; or 
f) if knowledge and consent would compromise the availability or 

accuracy of the information and collection was required to 
investigate a breach of an agreement or contravention of a federal 
or provincial law. 

 
4.10 Exceptions for Disclosure ï GCG may disclose personal information 

without the individualôs knowledge or consent only: 
 

a) to a lawyer representing GCG; 
b) to collect a debt the individual owes to GCG; 
c) to comply with a subpoena, a warrant or an order made by a court 

or other body with appropriate jurisdiction; 
d) to a government institution that has requested the information, 

identified its lawful authority, and indicated that disclosure is for the 
purpose of enforcing, carrying out an investigation, or gathering 
intelligence relating to any federal, provincial or foreign law; or that 
suspects that the information relates to national security or the 
conduct of international affaires; or is for the purpose of 
administering any federal or provincial law. 

e) To an investigative body named in the Act or government institution 
on GCGôs initiative when GCG believes the information concerns a 
breach of an agreement, or a contravention of a federal, provincial, 
or foreign law, or suspects the information relates to national 
security or the conduct of international affairs; 

f) To an investigative body for the purposes related to the investigation 
of a breach of an agreement or a contravention of a federal or 
provincial law; 

g) In an emergency threatening an individualôs life, health, or security 
(GCG must inform the individual of the disclosure); 

h) For statistical, scholarly study or research (GCG must notify the 
Privacy Commissioner before disclosing the information); 

i) To an archival institution; 
j) 20 years after the individualôs death or 100 years after the record 

was created; 
k) if it is publicly available as specified in the regulations; or 
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l) if otherwise required by law. 
 
 
Article 5  Limiting Collection  
 
5.1 Limiting Collection ï GCG will not collect personal information 

indiscriminately.  Information collected will be for the purposes specified in 
Article 3.2, except with the consent of the individual or as required by law. 

 
5.2 Method of Collection ï Information will be collected by fair and lawful 

means. 
 
 
Article 6  Limiting Use, Disclosure and Retention  
 
6.1 Limiting Use ï Personal information will not be used or disclosed for 

purposes other than those for which it was collected as described in 
Article 3.2, except with the consent of the individual or as required by law. 

 
6.2 Retention Periods ï Personal information will be retained for certain 

periods of time in accordance with the following: 
 

a) Personal information including address, phone number, cell phone 
number, first language and fax number will be retained for a period 
of three years after an individual has left GCG in the event that 
individual chooses to return to GCG: 

b) Personal health information will be immediately destroyed in the 
event that the individual chooses to leave GCG; 

c) Coaching contact information will be retained for a period of three 
years after an individual has left GCG in the event that individual 
chooses to return to GCG, and in order to communicate programs 
and conference dates; 

d) Athlete information including name, hometown, school, height, 
weight, date of birth, uniform number, statistics and performance 
results will be retained indefinitely for media relations, fan 
information and historical purposes. 

e) Qualifications and certifications of coaches will be retained for a 
period of twenty years after a coach has left GCG in the event that 
the individual requires confirmation of qualification and certifications. 
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f) Employee and financial information will be retained for a period of 
seven years in accordance with Canada Customs and Revenue 
Agency requirements; 

g) Marketing information will be immediately destroyed upon 
compilation and analysis of collected information; 

h) E-mail addresses will be retained for a period of 3 years in order to 
communicate with fans, athletes and members. 

i) Credit Card information will be destroyed immediately upon 
completion of a financial transaction. 

j) Personal health information of paralympic athletes will be retained 
for a period of three years after an individual has left the program in 
the event that the individual chooses to return to the program; 

k) As otherwise may be stipulated in federal or provincial legislation. 
l) Disciplinary sanction information would be retained for a period of 

three years after an individual has left GCG, in the event that the 
individual chooses to return to GCG. 

m) As otherwise may be stipulated in Federal or Provincial Legislation. 
 
6.3 Destruction of Information ï Documents will be destroyed by way of 

shredding and electronic files will be deleted in their entirety. 
 
6.4 Exception ï Personal information that is used to make a decision about an 

individual will be maintained for a minimum of one year of time to allow the 
individual access to the information after the decision has been made. 

 
6.5 Third Parties ï Information which has been consented to be disclosed to a 

third party will be protected by a third party agreement to limit use and 
disclosure.  Third parties may include NCCP, World Championships & 
Cubs/Gymnaestradas, ADP Payroll, AON Consulting and Willôs Transfer. 

 
 
Article 7  Accuracy  
 
7.1 Accuracy ï Personal information will be accurate, complete and up to date 

as is necessary for the purposes for which it is to be used to minimize the 
possibility that inappropriate information may be used to make a decision 
about the individual. 

 



GCG Operational Policy & Procedures  144 

7.2 Update ï Personal information will only be updated if it is necessary to 
fulfill the purposes for which the information was collected unless the 
personal information is used on an ongoing basis. 

 
7.3 Third Parties ï Every effort will be made so that personal information 

disclosed to a Third Party will be as accurate as reasonably possible. 
 
 
Article 8  Safeguards  
 
8.1 Safeguards ï Personal information will be protected by security 

safeguards appropriate to the sensitivity of the information against loss or 
theft, unauthorized access, disclosure, copying, use or modification. 

 
8.2 Sensitivity ï The nature of the safeguards will be directly related to the 

level of sensitivity of the personal information collected.  The more 
sensitive the information, the higher the level of security employed. 

 
8.3 Methods of Protection ï Methods of protection and safeguards include, 

but are not limited to, locked filing cabinets, restricted access to offices, 
security clearances, need-to-know access and technological measure 
including the use of passwords, encryption, and firewalls. 

 
8.4 Employees - Employees will be made aware of the importance of 

maintaining personal information confidential and may be required to sign 
confidentiality agreements. 

 
8.5 Coaches Information ï Personal information of coaches will be secured in 

a locked filing cabinet and a password protected computer accessed only 
by GCG staff. 

 
8.6 Financial Information ï Personal information of employees will be secured 

in a locked filing cabinet and on a password protected computer accessed 
only by the President & CEO, Treasurer and Accountant of GCG. 

 
8.7 Membership Information ï Membership information will be secured in a 

locked filing cabinet and on a password protected computer accessed 
only by GCG staff. 
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8.8 Athlete Information ï Athlete information will be secured in a locked filing 
cabinet in the GCGôs office and on a password protected computer, both 
of which will only be accessed by GCG Staff. 

 
8.9 Personal Health Information ï Personal health information will be secured 

in a locked filing cabinet in GCGôs office and on a password protected 
computer, both of which will only be accessed by GCG Staff. 

 
8.10 Marketing Information ï Marketing information will be secured in a locked 

filing cabinet and on a password protected computer, both of which will 
only be accessed by GCG Staff. 

 
 
Article 9  Openness  
 
9.1 Openness ï GCG will make publicly available information about its 

policies and practices relating to the management of personal information.  
This information will be in a form that is generally understandable. 

 
9.2 Information ï The information made available will include: 
 

a) the name or title, and the address, of the person who is accountable 
for the organizationôs policies and practices and to whom complaints 
or inquiries can be forwarded; 

b) the means of gaining access to personal information held by the 
organization; 

c) a description of the type of personal information held by the 
organization, including a general account of its use; 

d) a copy of any brochures or other information that explain the 
organizationôs policies, standards, or codes; and 

e) organizations in which personal information is made available. 
 
 
Article 10  Individual Access  
 
10.1 Individual Access ï Upon written request, and assistance form GCG, an 

individual will be informed of the existence, use, and disclosure of his or 
her personal information and will be given access to that information. 
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10.2 Amendment ï An individual will be able to challenge the accuracy and 
completeness of the information and have it amended as appropriate. 

 
10.3 Denial ï An individual may be denied access to his or her personal 

information and provided a written explanation as to why if: 
 

a) the information is prohibitively costly to provide; 
b) the information contains references to other individualsô 
c) the information cannot be disclosed for legal, security, or 

commercial proprietary reasons, or 
d) the information is subject to solicitor-client or litigation privilege. 

 
10.4 Contents of Refusal ï If GCG determines that the disclosure of personal 

information should be refused, GCG must inform an individual of the 
following: 
a) the reasons for the refusal and the provisions of the Act on which 

the refusal is based; 
b) the name, position, title, business address and business telephone 

number of the Privacy Officer who can answer the applicantôs 
questions; and 

c) that the individual may ask for a review within thirty (30) days of 
being notified of the refusal 

 
10.5 Source ï Upon request, the source of personal information will be 

disclosed along with an account of third parties to whom the information 
may have been disclosed. 

 
10.6 Identity ï Sufficient information will be required to confirm an individualôs 

identity prior to providing that individual an account of the existence, use, 
and disclosure of personal information. 

 
10.7 Response ï Requested information will be disclosed within 30 days of 

receipt of the request at minimal expense for copying or no cost to the 
individual, unless there are reasonable grounds to extend the time limit.  
The requested information will be provided in a form that is generally 
understandable. 

 
10.8 Costs ï costs may only be levied if an individual is informed in writing in 

advance of the approximate cost and has agreed to proceed with the 
request. 
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10.9 Inaccuracies ï If personal information is inaccurate or incomplete, it will be 

amended as required and the amended information will be transmitted to 
third parties as soon as possible. 

 
10.10 Unresolved Complaints ï an unresolved complaint from an individual in 

regard to the accuracy of personal information will be recorded and 
transmitted to third parties having access to the information in question. 

 
 
Article 11  Challenging Compliance  
 
11.1 Challenges ï An individual will be able to challenge compliance with this 

Policy and the Act to the designated individual accountable for 
compliance. 

 
11.2 Procedures ï Upon receipt of a complaint GCG will: 
 

a) Record the date the complaint was received; 
b) Notify the Privacy Officer who will serve in a neutral, unbiased 

capacity to resolve the complaint; 
c) Acknowledge receipt of the complaint by way of telephone 

conversation and clarify the nature of the complaint within three (3) 
days of receipt of the complaint; 

d) Appoint an investigator using GCG personnel or an independent 
investigator, who will have the skills necessary to conduct a fair and 
impartial investigation and will have unfettered access to all file and 
personnel, within ten (10 days of receipt of the complaint. 

e) Upon completion of the investigation and within twenty-five (25) 
days of receipt of the complaint, the investigator will submit a written 
report to GCG. 

f) Notify the complainant the outcome of the investigation and any 
relevant steps taken to rectify the complaint, including any 
amendments to policies and procedures within thirty (30) days of 
receipt of the complaint. 

 
11.3 Personal Information and Electronic Documents Act ï If an individual is 

not satisfied with the outcome of the investigation and any relevant steps 
taken to rectify the complaint, the individual may file a complaint under the 
Personal Information Protection and Electronic Documents Act. 
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11.4 Assistance ï GCG will assist an individual in preparing a request for 

information. 
 
11.5 Whistle blowing ï GCG must not dismiss, suspend, demote, discipline, 

harass or otherwise disadvantage all directors, officers, employees, 
committee members, volunteers, coaches, contractors, and other 
decision-makers within the GCG or deny that person a benefit because 
the individual, acting in good faith and on the basis of reasonable belief: 

 
a) disclosed to the commissioner that GCG has contravened or is 

about to contravene the Act; 
b) has done or stated an intention of doing anything that is required to 

be done in order to avoid having any person contravene the Act; 
and 

c) has refused to do or stated an intention of refusing to do anything 
that is in contravention of the Act. 
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SECTION 29 - EXPULSION PROCESS 
 
 

29.1 Expulsion: 
 
 In the event that an Associate Member is charged with, or convicted of a 

criminal offense, or conduct which would bring disrepute upon the 
Federation, the President shall take appropriate action which may include 
the suspension or expulsion of the Associate Member. 

 
 The decision of the President shall be reviewed and confirmed or revised 

at the next meeting of the Board of Directors. 
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