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MISSION

The Yellow Door mission is to promote dialogue, connectedness and intergenerationality; to provide opportunities for service, and to stimulate artistic expression. The Yellow Door respects its historic relationship with McGill University, and reaches out into the broader neighbouring communities. We respond directly to the issues identified by our participants, and build our programs to meet the needs of the communities we serve. It is the essence of our mission to foster the participation of youth in the wider community.
CHARTER

Below is a copy of the original charter, dated June 2, 1904. This document is stored in the Archives of the Québec legislature.

YMCA of McGILL CHARTER

(ASSEMBLY BILL No. 87)

4 Ed.   VII  -  Chap . 101

An Act to incorporate the Young Men’s Christian Association of McGill University

WHEREAS the Right Honorable Donald A. Smith, Baron Strathcona and Mount Royal, in the Peerage of the United Kingdom of Great Britain and Ireland; John S. Archibald, one of His Majesty’s Judges of the Superior court of the Province of Québec, George Hague, gentleman; Charles James Fleet, advocate; Bernard J. Harrington, professor; George E. Armstrong, physician; Frederick J. Tees, student; Shirley O. McMurthy, student; Charles E. Brooks, student; Henry M. Lamb, student; George Irving, secretary; Chauncy A. Adams, secretary, all of the city of Montreal in the  Province of Québec ; Thomas A. Halpenny, student, of Bear Brook in the Province of Ontario; Donald McLean, student, of Campbelltown in the Province of New Brunswick; Richard P. Wallace, student, of Coaticooke in the Province of Québec, have by their petition represented to the Legislature of the Province of Québec :    

      That for many years past the Young Men’s Christian Association of McGill University has been carrying on its work at McGill University without being by law incorporated;

       That it is desirable that they together with such other persons, being members of McGill University or of the colleges affiliated thereto, as may become members thereof, being incorporated under the name of the Young Men’s Christian Association of McGill University for the promotion of morality and religion, social intercourse, and mutual improvement among the members of McGill University and the colleges affiliated thereto; and whereas it is expedient to grant the prayer of the said petition;    

      Therefore, His Majesty, with the advice and consent of the Legislative Council and the Legislative Assembly of Québec, enacts as follows:

1. The said Right Honorable Donald A. Smith, Baron Stathcona and Mount Royal, John S.   Archibald, one of His Majesty’s Judges of the Superior Court in the Province of Québec, George Hague, Charles James Fleet, Bernard J. Harrington, George E. Armstrong, Frederic J. Tees, Shirley O. McMurthy, Charles E. Brooks, Henry M. Lamb, George Irving, Chauncy A. Adams, Thomas A. Halpenny, Donald McLean, and and Richard P. Wallace, and such other persons, being members of McGill University or of colleges associated thereto, as may become members thereof, shall be and are hereby constituted a body politic and corporate  under the name of « The Young  Men’s  Christian Association of McGill University .»    

2. The corporation shall have perpetual succession, and may have a common seal, and shall have power to take, hold and acquire by way of purchase, donation, devise, bequest or otherwise, all such moveable and immoveable property as may be require for the use of the said corporation and for acquiring revenue, and the same with the consent of two-third of the members of the advisory committee hereafter referred to given at a special meeting of said committee, to sell, hypothecate or alienate in any manner whatsoever, and also, with such consent, to enter into all financial obligations and to borrow money, and to evidence such borrowing in such manner as it may deem best; provided, however, that the annual revenue of the said real estate owned by the said corporation and held for revenue purposes only shall not exceed at any one time the sum of twenty thousand dollars.

3. The objects for which the corporation is created are: the promotion of morality and religion amongst the members of McGill University and the colleges affiliated thereto, the encouragement of social intercourse between all sections of the University and the affiliated colleges, and the mutual improvement of its members. 

4. The membership shall be composed of those whose names are mentioned in section one, together with such other persons, being members of McGill University or the colleges affiliated thereto, as may be qualified and eligible for such membership in conformity with the provisions of the by-laws of the corporation from time to time in force. For the purposes of this act « the members of McGill University » shall be held to be: the Visitor,  the members of the convocation and the undergraduates and partial  students of the several faculties; and the « members of the affiliated college » shall be  held to be: the members of the faculties, the undergraduates and partial students.

5. There shall be a Board of Directors of the corporation which shall be elected in such manner, and for such term of office as may, from time to time, be provided by the by-laws. This board shall consist of not less than eight and not more than fifteen members.

6. The first Board of Directors shall consist of Frederic J. Tees, Shirly O. McMurthy, Charles E. Brooks, Henry M. Lamb, George Irving, Chauncy A. Adams, Thomas A. Halpenny, Donald McLean, and Richard P. Wallace, who shall hold office until their successors in office are appointed.

7. There shall be an advisory committee which shall consist of thirteen persons, of whom ten shall, at all times, be members of McGill University; such advisory board shall hold office for such term as may be from time to time by the by-laws fixed, and shall (with the exception of the president and general secretary) be chosen by the members of the corporation from such persons as may be from time to time nominated by the advisory board; two of such members shall be undergraduates of McGill University or of colleges affiliated thereto. The president and general secretary shall be ex-officio members of the advisory committee.

8. The first advisory committee shall be composed of the members of the advisory committee of the Young Men’s Christian Association of McGill University as presently constituted.

9. The advisory committee shall have the general supervision of the work of the directors, and all expenditure and outlay of moneys shall be subject to their approval. The appointment of the general secretary and other employees shall be subject of the approval of the advisory committee.

10. The corporation, subject to the control of the said advisory committee as hereinbefore set forth, may make such by-laws as they may from time to time deem expedient for the management, control, good, government and direction of its property of whatever kind and description, both moveable and immoveable, including all matters and things necessary and incidental to the management, control, supervision and protection of its buildings; the qualifications, powers, authority and duties of the directors; the control, management, admission, discipline and expulsion of its members, officers and employees; the terms, conditions and qualifications of membership; the term of membership; the term of membership and the fees payable; the terms, conditions and amount of membership fees; the time, place and formalities incident to all meetings, whether special or general, and whether of the members, directors or committees, and generally may make all and every such by-laws as are not contrary to law and inconsistent with the provisions of this act.

11. The corporation shall, with the consent of two-thirds of the members of the advisory committee, have the right to amalgamate, affiliate or combine in whole or in part with any other society, club or association of McGill University or colleges affiliated thereto, upon a vote of two-third of the members present at a meeting or meetings specially called for that purpose.  

12. This act shall come into force on the day of its sanction.

Dated and signed by court representative, June 2, 1904.
BYLAWS

YOUNG MEN’S CHRISTIAN ASSOCIATION OF McGILL UNIVERSITY

BYLAWS NUMBER 1 - 18
Being the General by-laws of the corporation

1.
NAME
The name of this corporation shall be The Young Men’s Christian Association of the McGill University, hereinafter called the “Association”. McGill University and the affiliated colleges are hereinafter referred to as the “University”.

2.
MEMBERS
(a)
CONDITIONS OF MEMBERSHIP
i) Membership of the Association shall be composed of, and shall be limited to, physical persons who are employees, volunteers, donors and client-beneficiaries of the Association.

ii) An employee shall automatically become a Member upon being hired, and shall automatically cease to be a Member on the first anniversary of termination of employment, or immediately on termination of employment for cause if such is the case.

iii) A volunteer shall automatically become a Member upon inscription in the volunteer list of the Association, and shall automatically cease to be a Member on the first anniversary of the latest volunteer act, or immediately on termination for cause as a volunteer if such is the case.

iv) A client-beneficiary shall automatically become a Member upon inscription in any of the Association’s Programs, and shall automatically cease to be a Member on the first anniversary of the last benefit received, or immediately on termination for cause as a client if such is the case.  For this purpose, the “Association’s Programs” shall include: the Rabbit Hole Cafe; Food For Thought; the Elderly Project; and such others as the Board of Directors may so designate from time to time by ordinary resolution.

v) A donor shall automatically become a Member upon making a donation to the Association, but only if such donation qualifies for a charitable receipt.  Such donor shall automatically cease to be a Member on the first anniversary of the latest such donation.

vi) Each Member in good standing shall have the right to cast one vote at meetings of the Members. Absentee ballots shall be permitted. There shall be no right of representation or proxy.

vii) A Member shall be expelled for cause if and when the Board of Directors determines that such Member has not respected the obligations of Membership as set out in the by-laws of the Association.

viii) A person may resign as a Member by and upon notice to that effect to the Secretary of the Association.

ix) Persons who are Members under the foregoing criteria, but who are not members of McGill University or the colleges affiliated thereto as defined below, shall be considered to be Members at large. All Members, whether at large or not, shall have the same rights, privileges and obligations.

x) There shall be no Membership fees.

The statute of incorporation of the Association, Statutes of Quebec, 4 Edward VII, Chapter 101 (the “Statute of Incorporation”) defines the term “members of McGill University” as “the Visitor, the members of the convocation and the undergraduates and partial students of the several faculties” and the term “members of the affiliated colleges” is defined as “the members of the faculties, the undergraduates and partial students.” The services and activities of the Association shall be open to, but not limited to, everyone in this community.

(b)
MEETING
The annual meeting of Members of the Association shall be held on such date as may be determined by resolution of the Board. A special general meeting of Members may be called for any day upon the order of the Board or upon the order of the President or of two Directors or upon the written request of at least three of the Members of the Association setting out the object of the proposed meeting.

(c)
PLACE OF MEETINGS
Meetings of Members, save those at which Directors are to be elected and which must be held at some place in Canada, may be held at the principal office of the Association or elsewhere if the Board so determines and at such time as the Board may determine. Meetings of Members called upon the order of the President or two Directors or upon the written request of Members as set out in subsection (b) hereof shall be held at the principal office of the Association at such time as may be determined in any such order.

(d)
NOTICE OF MEETINGS
At least ten (10) days’ notice in writing of the time and place of any meeting of Members shall be given to each Member by the Secretary of the Association by mailing such notice postage prepaid to his last known address as recorded in the books of the Association and such notice when so given shall be sufficient and shall be deemed to be delivered the day after it is posted. The failure or omission to give such notice of any meeting to Members shall not invalidate any resolution passed or business transacted at such meeting. The notice of any meeting shall state generally the nature of the business to be transacted thereat and no business shall be transacted at such meeting unless the same shall have been referred to in the said notice. Meetings of Members may be held without previous notice if all Members be present in person and if all Members sign a written waiver of notice of the time, place and purpose of such meeting.

(e)
QUORUM
The quorum at any meeting of Members shall be five Members present in person. If there be no such quorum present, a majority of the Members so present may adjourn the meeting from time to time, without notice other than an announcement at the meeting, until a quorum shall be present. At any such adjourned meeting at which a quorum shall be so present, any business may be transacted which might have been transacted at the meeting as originally called.

(f)
VOTING
Unless otherwise required by law, all questions at meetings of Members shall be decided by a majority in number of the votes cast by the Members who are present. Voting shall be by show of hands or by secret ballot as each meeting shall determine and each Member shall be entitled to one vote. In case the number of votes is equal, the chairman of the meeting shall have an additional deciding or casting vote. All resolutions of Members shall be passed at duly convened meetings. A declaration by the chairman of the meeting of Members to the effect that a resolution has been carried or lost, as to the number to the effect that a resolution has been carried or lost, as to the number of votes cast, and/or as to the majority for or against, shall be conclusive evidence thereof.

3.
DIRECTORS
(a)
NUMBER AND QUORUM
The affairs of the Association shall be managed by a Governing Board (the “Board”) composed of thirteen (13) members (the “Directors”), of whom at least ten (10) shall, at all times, be “members of McGill University” as defined in Section 2(a) hereof, in fine. Of these ten, at least four (4) shall be students of McGill or “members of the affiliated colleges” (as also defined thereat), and of these four at least two (2) shall be undergraduates.  Only one (1) staff member may be on the Board at any one time, and shall be included as one of the foregoing minimum four students if such is his or her status.

The Board combines the functions of the advisory committee and the board of directors as set out in the Statute of Incorporation and, for greater clarity, election to the Board shall be deemed to confer on Directors the combined rights and obligations thereof.

A majority of Directors shall constitute quorum for the transaction of business.

The President and General Secretary of the Association shall be ex officio members of the Board.

(b)
ELECTION AND TERM OF OFFICE
The Directors shall be elected by the Members of the Association in annual general meeting assembled and, as of and from the 2011 elections, shall hold office for staggered two-year terms or until their successors are elected or appointed. Dire4ctors shall be eligible for re-election. The election shall be by secret ballot if any Member present at the meeting when such election takes place so demands; if no such demand be made the election will be made in any manner the meeting may direct. A plurality of votes cast shall determine elections of directors.

As a transitional measure, the Members shall elect seven (7) Directors to the Board to two-year terms at the 2011 annual general meeting and shall confirm six (6) existing directors to hold office as Directors hereunder until the following annual general meeting.  At such subsequent annual general meeting, these six (6) Directorships shall likewise be filled by election to two-year terms, and so on each year thereafter alternating the election of seven (7) and six (6) Directors.

(c)
MEETING
Meetings of the Board may be held at such time and place as the Directors may by resolution determine or may be called by the president or by a director on three days’ notice to each Director either by letter or telegram or in any other manner. Meetings called by the president or by a Director shall be held at such time and place as the president or the Director may determine. The first meeting of the newly elected Board may be held at the place where the annual meeting of Members is held and immediately after the holding of said meeting. No notice of such meeting shall be necessary in order to legally constitute same, provided a quorum of the newly elected Directors is present. Meetings of Directors may be held at any time or place without notice if all the Directors be present and consent to such meeting and if all the Directors waive notice in writing of the time, place and purpose of such meeting.

(d)
VOTING
All questions at a meeting of the Board shall be decided by a majority vote of the Directors there present and each Director shall have one vote. In case the number of votes is equal, the chairman of the meeting shall have an additional deciding or casting vote.

Except for matters with respect to which the by-laws or any statutory or other legal requirements may necessitate the convocation of a regular meeting of the Board, a resolution in writing signed by all of the Directors shall have the same validity as if duly adopted at a meeting of the Board properly called for that purpose.

A declaration by the chairman of the meeting of the Board of Directors to the effect that a resolution has been carried or lost, as to the number of votes cast, and/or as to the majority for or against, shall be conclusive evidence thereof.

(e)
QUALIFICATION AS A MEMBER
Directors of the Association shall not be required to be Members at the time of their election or appointment, but for the purpose of Subsection 2(a)(iii) hereof shall automatically be deemed to be volunteers inscribed on the volunteer list for as long as they hold office.

(f)
VACANCIES
In case of the death or resignation of a Director or his being unable to act as such because of his becoming disqualified, the vacancy thereby created may be filled for the unexpired portion of his term by the remaining Directors or by the Members from among those qualified.

(g)
REMOVAL AND DISQUALIFICATION
Any Director may be removed from office upon the vote of a majority of the Members at a meeting duly called for such purpose and may be replaced by the same meeting which so removes him, but the Director so replacing him shall hold office only for the remainder of the term of office of the Director he so replaces. The office of Director shall ipso facto be vacated:

(i)
if such Director shall cease to be qualified according to the provisions of subsection (e) hereof;

(ii)
if he shall become bankrupt;

(iii)
if by notice in writing, forwarded by registered mail to the Corporation, he shall resign as a Director.

(h)
REMUNERATION
The Directors shall receive no remuneration.

(i)
POWERS
In addition to the general powers of management and the powers and authorities by the by-laws of the Association expressly conferred upon them, the Board may exercise all such powers of the Association and do all such lawful acts and things as are not by statute or by the by-laws of the Association directed or required to be done by the Members of the Association in general meeting assembled.

(j)
DELEGATION OF POWER
The Directors may from time to time entrust to and confer upon any one or more of the Directors or any standing or special committee or any officer or officers of the Association for the time being or any corporation or person or attorney or agent or trustee, either within or without Canada, such of the powers exercisable by the Directors as they think fit and for such purpose the Directors may appoint any person or corporation, either within or without Canada, to be the attorney or agent or trustee of the Association and the Directors may confer such powers, upon such terms and conditions and with such restrictions as they may think expedient and they may confer such powers either collaterally with or to the exclusion of and in substitution for all or any of the powers of the Directors on their behalf and may from time to time revoke, withdraw, alter or vary all or any of such powers.

4.
OFFICERS
The Association shall have a President, Vice-President, the Treasurer, the Recording Secretary, one or more associate secretaries, and the General Secretary, as well as such other officers as the Board may determine. Save as hereinafter provided, any duly qualified person may be the holder of any one or more of such offices, except the offices of the President and the General Secretary, and if holding the offices of Recording Secretary and of Treasurer shall be styled as Secretary-Treasurer and may perform any of the duties of recording secretary or of treasurer as may from time to time be directed as hereinafter provided. In the absence of any agreement to the contrary, all offices shall be held during the pleasure of the Board and all officers shall be subject to dismissal with or without cause. The remuneration (if any) of the officers shall be fixed by the Board by resolution.

(a)
PRESIDENT AND CHAIRMAN
The Directors shall elect the President from among themselves. In the event of any vacancy occurring in the office of President, the Directors shall fill the vacancy from among themselves. The President shall preside as chairman over meetings of the Members and the Board 

(b)
VICE-PRESIDENT
The Directors may, if they think fit, elect one or more Vice-Presidents, who need not be from among themselves, and each Vice-President shall hold office at the discretion of the Board. In the absence or inability to act of the President, the most senior Vice-President shall have and exercise all the rights and powers of the President. In all other cases, the Vice-President shall only exercise such rights and perform such duties as may be prescribed by resolution of the Board or by the President.

(c)
GENERAL SECRETARY
The Directors shall appoint a General Secretary, who need not be from among themselves. The General Secretary shall be the chief executive officer of the Association and as such shall exercise all the powers of administration of the Association, subject to the power and authority of the other officers as herein set forth.  The General Secretary shall also be known as the Executive Director of the Association.

(d)
RECORDING SECRETARY
The directors shall appoint a Recording Secretary, who need not be from among themselves. The Recording Secretary shall, if present, act as recording secretary of meetings of the directors, the advisory committee and the Members of the Association. The Recording Secretary shall keep the minute books and the corporate records of the Association, be the custodian of the corporate seal, give or cause to be given all required notices, have such other powers and duties as are usual to the office and in addition shall perform such other duties as he may from time to time be directed to perform by resolution of the Board or by the President.

(e)
TREASURER
The Directors may appoint a Treasurer, who need not be from among themselves. The Treasurer shall keep or cause to be kept complete and accurate books of account, have such other powers and duties as are usual to the office and in addition shall perform such other duties as he may from time to time be directed to perform by resolution of the Board or by the President.

(f)
REMOVAL
Any officer elected or appointed by the Directors may be removed at any time, at the pleasure of the Board, by resolution passed at a meeting thereof called for the purpose of considering same.

(g)
OTHER OFFICERS
The Directors may create such other offices and appoint such other persons to hold same as in their discretion they deem necessary.

5.
STANDING AND SPECIAL COMMITTEES
There shall be such standing or special committees as from time to time may be appointed by the President with the approval of the Board.

6.
AUDITORS
At the annual general meeting of Members of the Association an auditor or auditors shall be appointed to hold office until the next annual general meeting of Members of the Association.

7.
BOOKS
Unless otherwise permitted by law, the Association shall maintain at its head office a book or books containing the following:

(i)
the statutes of incorporation and all by-laws of the Association;

(ii)
the names, alphabetically arranged, addresses and occupations of all persons who are or have been Members of the Association;

(iii)
the names, addresses and occupations of the Directors and the dates upon which they became and ceased to be Directors;

(iv)
the minutes of all meetings of Directors and Members, certified by the chairman and the secretary of the meeting at which the proceedings were held or by the chairman and the secretary of the next succeeding meeting;

(v)
a register of mortgages in which shall be recorded particulars of all mortgages and charges affecting property of the Association, if any; and

(vi)
details as to the receipts and the disbursements of the Association and the matters to which each of them relates as well as details of its financial transactions and its assets and liabilities.

8.
RIGHTS OF INSPECTION
Any Member may, in virtue of the fact of his being a Member, inspect any of the books and registers of the Association.

9.
FISCAL YEAR
The fiscal year of the Association shall terminate on the thirtieth day of June and the financial statements of the affairs of the Association for presentation to the Members at the annual general meeting thereof shall be made up to that date.

10.
SEAL
The corporate seal of the Association shall be circular in form and shall bear the name of the Association and the year of its incorporation. The Directors may from time to time, by resolution, make provision for the use of duplicates of the corporate seal of the Association.

11.
HEAD OFFICE
The head office of the Association will be situated in the City of Montreal, Province of Quebec. The Association may, in addition to the foregoing, establish other offices, agencies or places of business elsewhere in Canada or elsewhere as the Directors may from time to time determine.

12.
CONTRACTS, DOCUMENTS AND DECLARATIONS
All documents and returns required to be submitted to or filed with governmental authorities, customs and excise declarations and returns, affidavits, statutory declarations, proofs of claim or loss and general or partial releases relating to same, waivers or claims of lieu or privilege and discharges of same, declarations in respect of garnishment proceedings involving the Association or interrogatories upon articulated facts may be signed and executed under seal or otherwise by any officer or director for, or in the name of and on behalf of, the Association and, if signed and executed as aforesaid, shall be binding upon and enforceable against the Association.

Save for the documents referred to in the preceding paragraph of these by-laws and all other documents in connection with the ordinary course of the business of the Association which may also be signed and executed under seal or otherwise by an officer or Director for or in the name of and on behalf of the Association with the same effect, all contracts, agreements, deeds of sale, leases, mortgages or hypothecs, transfers of shares, bonds and other securities being the property of the Association or standing in the name of the Association on the books of any corporation or association or endorsements of certificates therefore and any and all other documents and writings to be signed and executed by the Association shall be signed and executed in the name of and on behalf of the Association by any two Directors or by such person or persons, including officer(s), Director(s) or employee(s) of the Association or attorney(s) as may be determined from time to time by resolution of the Board and, if required, the corporate seal of the Association shall be affixed thereto.

13.
BY-LAWS
The Board may from time to time make, repeal, amend or re-enact by-laws of the Association and every such by-law and every such repeal, amendment or re-enactment thereof shall be confirmed at a special general meeting of the Members of the Association duly called for that purpose.

14.
BANKING AND NEGOTIABLE INSTRUMENTS
Subject to the approval of the advisory committee, the Directors may from time to time by resolution authorize the opening and maintaining of a bank account or accounts at such banks as they may select and authorize any Director or Directors to conduct business of the Association with such bank or banks and to sign, make, draw, accept, endorse or execute in the name of the Association any bills of exchange or other negotiable instruments. Any and all such documents so signed or executed shall be binding upon the Association.

15.
BORROWING POWERS
The Directors may, when they deem it expedient:

(i)
Borrow money upon the credit of the Association;

(ii)
Issue debentures or other securities of the Association, and pledge or sell the same for such sums and at such prices as may be deemed expedient;

(iii)
Notwithstanding the provisions of the Civil Code, hypothecate, mortgage or pledge the moveable or immoveable property, present or future, of the Association, to secure any such debentures, or other securities, or give part only of such guarantee for such purposes; and constitute the hypothec, mortgage or pledge above mentioned, by trust deed, in accordance with sections 23 and 24 of the Special Corporate Powers Act, or in any other manner;

(iv)
Hypothecate or mortgage the immoveable property of the Association, or pledge or otherwise affect the moveable property, or give all such guarantees, to secure the payment of loans made otherwise than by the issue of debentures, as well as the payment or performance of any other debt, contract or obligation of the Association.

The limitations and restrictions contained in this section shall not apply to the borrowing of money by the Association on bills of exchange or promissory notes made, drawn, accepted, or endorsed by, or on behalf of, the Association.

16.
NOTICE
When required by statute or by-laws of the Association notice is required to be given, personal notice is not meant unless expressly so stated and any notice so required shall be deemed to be sufficient if given by depositing it in a post office box in a sealed, postage-paid wrapper addressed to the person entitled thereto at his last known address as recorded in the books of the Association and such notice when so given shall be sufficient and shall be deemed to have been given on the day after it is posted.

17.
STUDENT CHRISTIAN MOVEMENT
A group or association of persons which is an affiliate of the Student Christian Movement of Canada may also be recognized by the Association, by resolution of the Directors, as an affiliate of the Association.

18.
DISSOLUTION
In the event of the dissolution or winding up of the Association, all of its remaining assets, after payment of its liabilities, shall be distributed to such one or more recognized organizations in Canada having cognate or similar objects as may be selected by the Board.
SPECIFIC ORGANIZATIONAL POLICIES AND PROCEDURES

1. STAFF
1.1 DEFINITIONS 

Permanent full-time or part-time remunerated staff are defined as employees that are hired by the Personnel Committee to occupy a specific position, such as: General Secretary, Elderly Project Coordinators, Coffeehouse Coordinator, Food For Thought Coordinator and any other Coordinator position that becomes necessary. Fulltime refers to a minimum of 35 hours per week.  Part-time refers to a minimum of 21 hours per week.

Casual full-time or part-time remunerated staff are defined as employees that are hired by the Personnel Committee to work on specific, limited projects, such as:  Summer Career Placement, and other provincial or federal employment programs. 

Remuneration is defined as any payment that is issued to an individual in return for the completion of tasks and responsibilities designated by one or more job descriptions. Payment is defined as monetary or a gift-in-kind, i.e. property other than cash, such as equipment, shares, or land. 

1.2 POLICY
The Yellow Door is an equal opportunity employer and adheres to the policies of the Quebec Charter of Human Rights (See Appendix A). The Yellow Door policies and procedures for staff conform to Quebec Labour Standards (See Appendix B). To ensure the protection of the Yellow Door clientele, employees of the Yellow Door are subject to a police check prior to employment.
All remunerated staff have a specific job description (See Appendix F) to which they are responsible (See  (   Appendix F). Employees are responsible to the General Secretary. The General Secretary is responsible the President and the Board of Directors. Family members and relatives of a Board member will not be employed during the tenure of said Board member.
1.3 PROCEDURES

1.3.1 HOURS OF OPERATION

Office hours for The Yellow Door are normally 9 a.m. to 5 p.m. Monday through Friday. Hours for the Coffeehouse and Food For Thought vary according to the respective activity or event.

1.3.2 PETTY CASH

The Petty Cash is under the control of the General Secretary, the General Secretary’s Office Assistant, and the Petty Cash Officer respectively.  Approved transactions made by employees on behalf of the Yellow Door will be reimbursed upon presentation of a valid receipt. 

1.3.3 PARKING

Priority parking is provided only to the paid staff of The Yellow Door in the following order: General Secretary, Elderly Project Coordinators, Food for Thought Coordinator, Coffeehouse Coordinator.  Other staff members may have temporary access to unused parking with full-time permanent employees taking precedence over casual staff members.

1.3.4 PERSONNEL COMMITTEE/PERFORMANCE EVALUATION

The Board will annually select a Personnel Committee consisting of the President, General Secretary, and one other Board member. All remunerated staff are subject to yearly performance evaluations by the Personnel Committee. This process includes a preliminary meeting with the General Secretary followed by a meeting with the Personnnel Committee. A written performance evaluation will be issued and filed.

1.3.5 PERSONNEL CONFIDENTIALITY

All personnel files are confidential and stored by the General Secretary in accordance with An Act Respecting the Protection of Personal Information in the Public Sector (See Appendix C)  ; employees may consult their own files upon request.  Personnel files are retained for a period of seven years following a staff member’s active employment.

1.3.6 PAY CYCLE

Employees will be paid every two weeks beginning on the second Tuesday of each month. Paycheques are subject to standard employment deductions, i.e. QPP, EI, and Quebec Medicare.
1.3.7 OVERTIME

All work done above normal working hours that is approved by the immediate superior will be remitted as time-and-a-half, and must in turn be taken back within the following eight weeks. The hours that are not reclaimed within the allotted time become null and void.  
1.3.8 VACATION

All employees are entitled to three weeks paid vacation after having completed one year of employment, and four weeks annual paid vacation after having completed two years of employment. Paid vacation days are to be taken between January 1 and December 31, i.e. they are not to be carried over to the following calendar year. Holidays are calculated from January 1 of each year. Employees starting during the year may request vacation days accumulated between the starting date of employment and ending December 31. Vacation requests are to be submitted in writing to the General Secretary one month in advance so that adequate coverage can be provided for The Yellow Door programs. In the case of the General Secretary, a vacation request should be made to the President. Staff members from the same program should not be away during the same time period with the exception of the Christmas break.

1.3.9 STATUTORY HOLIDAYS 

Statutory holidays are paid, and shall correspond with McGill University’s holiday schedule. This does not include the McGill University summer schedule and winter study break. The ten statutory holidays comprise New Year’s Day, Good Friday and Easter Monday, Victoria Day (Dollard des Ormeaux Day), St. Jean Baptiste, Canada Day, Labour Day, Thanksgiving, Christmas Day and Boxing Day. All statutory holidays will be taken on the day on which the holiday occurs, i.e. statutory holidays may not be accumulated. 

1.3.10 PAID LEAVE

All paid staff are entitled to two weeks paid leave annually, in case of emergencies or family events. At the end of the year, half of these unused days can be reclaimed as time off. Staff shall produce a note from a physician in the case of an absence due to illness longer than three days.

1.3.11 LEAVE OF ABSENCE

Time for ‘Retreat’ or ‘Personal Development’ courses will be considered as a Leave of Absence (LOA) without pay, pending approval of the Personnel Committee. LOA with pay would be considered for courses relevant to the mission of The Yellow Door, pending approval of the Personnel Committee.

1.3.12 CONTRACT TERMINATION

Either party may terminate an employment contract provided that two weeks notice is given in writing and delivered in person, or by registered mail, to The Yellow Door. However, the employer must respect the Quebec Labour Standards guidelines that require the notice of termination to be extended for employees who have accumulated five years or more of continuous service (See Appendix B). An employee claiming wrongful dismissal has up to forty-five days to file a complaint with the Commission des normes du travail du Québec. Only employees who have accumulated two years of continuous service may make such a claim.
1.3.13 GRIEVANCES

Grievances will be handled in the following manner:

· Grievances against a coordinator will be forwarded in writing to the General Secretary and the Chair, or President, of the Personnel Committee.
· Grievances against the General Secretary will be forwarded in writing to the Chair, or President, of the Personnel Committee. The General Secretary is entitled to the same right of appeal as other employees.
2. BUILDING 

2.1 DEFINITIONS  

Tenant is defined as any individual or group that pays rent for a space in the interior or exterior of the building for a determined length of time. A tenant can be any community association or group, any student group, any individual of legal age. Priority will be given to groups affiliated with McGill.  

N.B. All Yellow Door programs take precedence when a scheduling conflict arises.

Lessee will refer to the occupants of the third floor apartment.

2.2 POLICY
Only authorized personnel should have access to the premises at 3625 Aylmer. Authorized personnel are defined as those individuals designated by the Board of Directors of The Yellow Door to be issued access codes and keys to the premises. The General Secretary is responsible for carrying out the instructions of the Board and therefore, is responsible for the overall security of the premises. The General Secretary can, with approval of the Board, delegate said responsibility to selected individual(s) for a pre-determined length of time. The General Secretary’s office will be secured with both a key and a Unicam door lock as this office contains all legal and historical documents, and valuable equipment.

2.3 PROCEDURES

2.3.1 ACCESS TO PREMISES

· Only employees and regular tenants/lessees are given the combinations to the front and/or back door Unicam door locks.

· All keys for interior offices (except third floor apartment) are only issued to the following: General Secretary, Elderly Project Coordinators, Coffeehouse Coordinator, Food for Thought Coordinator, the President as well as any other Board member authorized by the Board of Directors.

· Access to the security code for the General Secretary’s office is only given to the Elderly Project Coordinator(s) and the Coffeehouse Coordinator.

· The key to the third floor apartment is only given to the General Secretary and the lessee(s) of said apartment, unless the General Secretary occupies the apartment. In this case, a second key is to be given to the President.

· Combinations to the General Secretary’s office are changed: annually; immediately subsequent to a security breach; or following a personnel change.  Upon termination of their employment, coordinators must provide the General Secretary with a complete list of codes and computer passwords so that they may be updated appropriately.

· Only authorized personnel may allow entry to non-regular tenants.

· No alcohol shall be sold at any event within the building.

2.3.2 FIRE PREVENTION

The General Secretary will ensure that:

· All fire and smoke alarms are in working order;

· All emergency lighting fixtures are checked annually;

· All fire extinguishers are inspected annually;

· The basement Coffeehouse capacity of 50 persons, as set by city of Montreal Fire Inspectors, will not be exceeded;

· All emergency exits are visible and accessible at all times;

· The chimneys are kept clean through annual inspections by the Fire Department;

· The building is a smoke-free environment;

· The furnace and boiler are inspected annually by a furnace repair technician.

2.3.3 INSURANCE

The General Secretary is responsible for purchasing or renewing appropriate insurance policies (See Appendix G).

3. TENANTS AND LESSEES

3.1 DEFINITIONS

See 2.1 Definitions in this document.

3.2 POLICY

The Yellow Door will lease available space, including the third floor apartment, at 3625 Aylmer to raise revenue for the organization as well as to accommodate community groups in need of space to host their meetings and/or activities.

3.3 PROCEDURES

· The General Secretary and Executive Committee reserve the right to limit access to any group or individual that is deemed ineligible in terms of the mission of The Yellow Door.

· The General Secretary will ensure that all tenants and lessees complete a Tenant Registration Form before occupancy. In the case of yearly rentals, the form will be renewed annually.

· All tenants must provide the General Secretary with the contact information for one or more persons who will be responsible should any irregularities arise.

· All tenants are responsible for damages incurred during their activities.

· All tenants are responsible for leaving the spaces as they found them, i.e. windows and doors left closed, chairs stacked, and space left relatively clean.

· All tenants are responsible for the safety of their own members, and for the building.

· For all non-regular use of space, reservations must be made with the General Secretary at least one week in advance, and payment of rent is due in advance.

· Rates will be determined by the General Secretary and the Executive Committee, and revised annually.

4. FUNDRAISING

4.1 POLICY

The Yellow Door will raise funds to pay for all of its operating expenses, including program expenses, employee salaries and benefits, building maintenance and repair, taxes, insurance, and other administrative expenses. Revenues may be raised through government grants, private grants, endowments, fundraising activities, rental income, property sales, sales of services (i.e. training workshops) and investment income. All fundraising activities will reflect the overall nature and spirit, as well as the mission, of The Yellow Door. 

4.1.1 Centraide Policy

As long as The Yellow Door receives funding for the Elderly Project from Centraide, it will conform to Centraide guidelines (See Appendix E).

1. Pertinent facts from Centraide guidelines follow: 

 Public solicitation of funds is aimed at:

(i) the general public by means of  the media, mailings at large, telemarketing and the distribution of pamphlets;

(ii) businesses or non-profit organizations and foundations that administer donations;

(iii) the personnel of  an organization, or an employee association, or ,  may government or public employees.

3.  Excluding the period encompassing Centraide`s annual campaign (September to November inclusively), The Yellow Door may collect funds through:

(i) organizing social activities and lotteries, sales of goods and services;

(ii) by selective solicitation of individuals and small businesses located within the area served by The Yellow Door.

4.  The Yellow Door, provided that the General Secretary informs Centraide with adequate notice for it to respond, and that Centraide agrees to the conditions set forth, may:

(i) once every five years, organize a membership drive to raise capital for purposes other than those funded by Centraide;

(ii) solicit funds from a group of employees, an association of employees, a business or a foundation, which has not contributed to the most recent Centraide annual campaign, nor will contribute to the upcoming campaign.

5. The Yellow Door may collect revenue by

(i) soliciting and collecting gifts from religious communities, religious foundations and social clubs;

(ii) by soliciting and accepting gifts in kind from individual organizations;

(iii) by accepting unsolicited donations and endowments.

(iv) Memberships.

4.2 PROCEDURES

· All fundraising activities will be developed, organized, and implemented through the Fundraising Committee whose members shall include the General Secretary, at least one member of the Board of Directors, and two other members of the community.
· All fundraising activities, including projected expenses, must receive prior approval from the Board of Directors.

4.2.1 Tax receipts:

· Will not be issued for services rendered;

· Will only be issued for monetary amounts over $10;

· The Yellow Door will meet Revenue Canada stipulations concerning the use of tax receipts for cash donations or gifts-in-kind (Please refer to Registered Charities and the Income Tax Act RC4108(E) 1204 in the Appendix K);

· May be signed only by the General Secretary, unless otherwise agreed upon by the Board of Directors.

5. PUBLICATIONS

5.1 DEFINITIONS

Publications are defined as pamphlets, posters, flyers, manuals, workshop materials, newsletter, website or any other written, electronic or other products used for the promotion of programs and activities.
5.2 POLICY

The Yellow Door will publish materials for the promotion of its activities and programs and to facilitate communication between the organization and its volunteers, members, and the general public.  

5.3 PROCEDURES

· In general, the General Secretary or Board member(s) of The Yellow Door must approve all published written materials.

· Consent must be obtained from the subjects in all photographs used in Yellow Door publications. 

· Copyright laws apply in the case of published and unpublished materials from other sources.

· A newsletter may be produced bi-annually whose main purpose will be to keep members informed of operations at The Yellow Door.
· All advertisers must receive the approval of the Board of Directors.

· The Board is responsible for monitoring all publications at least once a year.
6. ELDERLY PROJECT

6.1 PROGRAM POLICY

Established in 1972, the Elderly Project is an outreach program within The Yellow Door that seeks to prevent premature institutionalisation through a volunteer network designed to facilitate the independence and social well being of seniors living autonomously in downtown Montreal. All those affiliated with the Elderly Project will abide by the Québec Charter of Human Rights (See Appendix A).

6.1.1 OBJECTIVES

· To provide an atmosphere of support and encouragement that facilitates the personal and social development of students and other community members through service to others;

· To counteract the growing isolation and loneliness felt by many seniors through regular contact with volunteers and staff;

· To enable seniors living downtown to stay in their homes by providing services such as shopping and accompaniment;

· To provide seniors with opportunities to socialize with their peers, volunteers and staff;

· To refer seniors to available resources;

· To maintain the elderly’s dignity and sense of self-respect by treating them as important members of society;

· To promote inter-generational relationships;

· To provide practical experience in the community for students in the helping professions.

6.1.2 CONFIDENTIALITY

· The coordinators shall keep securely and in strict confidence all personal information about volunteers or clients obtained from that person, relatives, professionals, other organizations, other volunteers or clients;
· The coordinators will collect only necessary information about clients and volunteers to achieve the mission and objectives of the Elderly Project;

· Personal information held by the coordinators will be shared with third parties only when legally bound to do so. Examples of third parties include other Yellow Door staff, volunteers, other community organizations and CLSC staff;

· Hard copy personal information files will be maintained in accordance with the Quebec laws governing confidentiality.

6.1.3 COMPLAINTS

· Verbal or written complaints about a client or volunteer should initially be addressed to the coordinators. If necessary, these complaints will be referred to the General Secretary and/or the Board of Directors.

· Verbal or written complaints about a coordinator should be addressed to the General Secretary.
6.2 CLIENT POLICY

While the Elderly Project coordinators endeavour to ensure that clients are provided with services, provision of services cannot be guaranteed. Clients are informed that services are subject to the availability of suitable volunteers.   

6.2.1 CLIENT ELIGIBILITY

Eligibility criteria for potential clients include:

· Aged 55 or older;

· Living autonomously;

· Living within downtown Montreal (see Appendix H for boundaries).

Exception: Active clients who are later institutionalised will remain clients of the 

                   Yellow Door.

6.2.2 CLIENT RELATIONSHIPS WITH VOLUNTEERS AND STAFF

· Clients are expected to adhere to the Client Guide (See Appendix H), which

     indicates the services that volunteers and staff provide, as well as the rights and

     responsibilities of clients.

· Staff, volunteers, and clients will acknowledge and respect the mission and goals 
     of both The Yellow Door and the Elderly Project.
· Relationships between staff, clients, and volunteers will be based on mutual

     trust, honesty and respect.  
6.3 CLIENT PROCEDURE

6.3.1 NEW CLIENTS

· Coordinators receive a referral from either the senior, their friends or relatives, the CLSC or other professionals or organizations. Relatives of Board members and staff are not eligible as clients. 

· A coordinator (or representative) then arranges to meet with the potential client to further explain The Yellow Door and the Elderly Project, and services offered. The coordinator begins an assessment of the client situation, completes the Elderly Project Client Form, and assesses the senior’s suitability for becoming a client. A copy of the Client Guide is given to the senior.

· If the senior is a suitable client, a paper and computer file is opened. Follow-up is given to the referring source, if a caregiver.

· Seniors who are assessed to be too mentally or physically frail may be ineligible as clients. 

6.3.2 CLIENT/VOLUNTEER MATCHING

· Clients wishing to receive friendly visits, accompaniments or friendly favours are matched with a volunteer as soon as possible. 

· Client preferences for the volunteer, e.g. gender, age, language, will be noted but cannot be guaranteed. 

· Clients must understand that there may be a delay in finding a volunteer. 

· On call accompaniments are matched by the coordinator, but cannot be guaranteed. 

· Further guidelines are contained in the Client Guide and should be respected.
6.3.3 CLIENT CONFIDENTIALITY

· Clients’ hard copy and electronic personal information files will be kept for at least two years after a client has left the program.  

· The files of clients who do not qualify for service with the Elderly Project will be retained for a period of five years.  Files will then be shredded.

· Clients who do not qualify for services from the Elderly Project may request to be reconsidered if they can prove that the circumstances that led to their disqualification have substantively changed. 

6.3.4 ABUSE OF CLIENT PRIVILEGES

Volunteers who abuse the guidelines, policies, and procedures of The Yellow Door and the Elderly Project are subject to dismissal procedures. Grounds for this process include:

· Repeated absences at pre-arranged meetings with clients;

· Accepting money and/or gifts from clients;

· Providing services while under the influence of drugs or alcohol;

· Unwillingness or inability to support and further the mission and objectives of the organization.

The following behaviour, if substantiated, will result in the immediate deselection of clients from participation in the Elderly Project:

· Theft from clients or the organization;

· Violent or criminal acts;

· Abuse (verbal, emotional or physical) of clients, volunteers or staff;

6.3.5 RE-EVALUATION OF CLIENT ELIGIBILITY

Coordinators reserve the right to re-evaluate the eligibility of a client, in consultation with the General Secretary. In the case of a client who abuses the Elderly Project guidelines, the following process will be applied:

· Services will be suspended to allow the coordinators to explore the issue, possibly through an interview, as completely as possible and to record the findings.

· Following their investigation, if abuse of guidelines is found to be present, the client will be issued a warning that will be recorded in their file.  For a list of behaviours that will result in immediate deselection from the Elderly Project see Section 6.3.4 Abuse of Client Privileges.

· If abuse persists following this warning, the client will be deselected from the Elderly Project program.

· Clients who have been deselected from the Elderly Project may request to be reconsidered if they can prove that the circumstances that led to their dismissal have substantively changed.

Exception: 
An alternative to termination of services can be the provision of services a contingent on specific conditions, i.e. a client may continue to receive a  shopping accompaniment as long as it stays within the allotted time.

6.4 VOLUNTEER POLICY

6.4.1 VOLUNTEER ELIGIBILITY 

Based on the mission of The Yellow Door, the following criteria will determine the eligibility of volunteers for the Elderly Project:

· Aged 18 or older;

· Volunteers wishing to be paired with a client must be available for a minimum of four months;

· Meet the criteria for their preferences as specified in the Volunteer Guide;

· Complete the procedure to become an EP volunteer specified below.

6.4.2 VOLUNTEER RELATIONS WITH CLIENTS AND STAFF

· Volunteers are expected to adhere to the Volunteer Guide (See Appendix I), which indicates the services that volunteers and staff provide, as well as the rights and responsibilities of clients.

· Staff, volunteers, and clients will acknowledge and respect the mission and goals  of both The Yellow Door and the Elderly Project.
· Relationships between staff, clients, and volunteers will be based on mutual trust, honesty and respect.  

6.5 VOLUNTEER PROCEDURES

6.5.1 NEW VOLUNTEERS

Potential volunteers attend an orientation session at The Yellow Door facilitated by a coordinator, either on an individual or group basis. This session includes:

· A history of The Yellow Door and the Elderly Project;

· Mission statement, objectives and code of ethics of these;

· Descriptions of volunteer roles and pertinent skills;

· General information regarding the clientele;

· Volunteer’s rights and responsibilities;

· Policies, procedures and guidelines pertaining to volunteers.

After the orientation session, unless the first interviewer expresses reservations, the following forms are completed:

· The Elderly Project volunteer form;

· The confidentiality agreement;

· Police record verification form.

Should reservations be expressed, however, a second interview with another coordinator will be scheduled to determine the eligibility of the volunteer for participation in the Elderly Project.

The aims of the interview are to explore the potential volunteer’s background, preferences and abilities to facilitate the matching process. Potential volunteers submit two references. The focus of the reference check is the training and experience to fulfil the volunteer role. References should be neither friends nor family. Acceptable references are:

· Employers or former employers;

· Directors or coordinators of volunteer organizations;

· Members of the clergy, teachers, coaches.

Computer and hard copy files are opened. Former volunteers whose files have been closed are required to complete the application process in full. New volunteers are available for service only when police record checks have been received. The Elderly Project is bound by the regulations in the “protocole d'entente” between the organization and the SPCUM (See Appendix D). A volunteer who fails the check is automatically excluded, and is notified by the SPCUM.
6.5.2 PROBATION PERIOD

A two-month probation period is in effect during which time the volunteer or the coordinators may terminate their relationship without warning.

Volunteers are expected to follow the guidelines surrounding their relationships with clients and paid staff in the Volunteer Guide. 
6.5.3 CLIENT/VOLUNTEER MATCHING

Volunteers wishing to offer friendly visits, accompaniments or friendly favours are matched with a client as soon as possible. Volunteers should be aware that the ‘perfect’ match is not always possible. As coordinators reserve the right to determine which client is matched with which volunteer, there may be some delay in completing a match.

6.5.4 VOLUNTEER CONFIDENTIALITY

· Volunteers are required to sign a confidentiality agreement, as a condition of their participation in the program.

· Volunteers are expected to inform the coordinators anything about a client that is pertinent to that client’s well being.

· Volunteers and clients may have access to their personal information files upon request.

· Volunteers’ hard copy and electronic personal information files will be shredded/deleted immediately after a volunteer has left the program. Those volunteers who wish to remain on the Elderly Project database will have the option to be included on the alumni list.  

· The files of volunteers who do not qualify for service with the Elderly Project will be retained for a period of five years after which they will be destroyed.
· Volunteers who do not qualify to volunteer with the Elderly Project may request to be reconsidered if they can prove that the circumstances that led to their disqualification have substantively changed.
6.5.5 WORKSHOPS AND SOCIAL EVENTS

Volunteers will be notified of all the workshops offered by Elderly Project during the academic year (September to April). Some workshops will be compulsory. Volunteers are encouraged to attend organized social events such as the monthly “Coffee and Chat.” 

6.5.6 TRANSPORTATION

The Yellow Door will not cover transportation costs.

6.5.7 LETTERS OF REFERENCE AND ATTESTATIONS

References will be issued only for volunteers who have completed at least two months of active service. Former volunteers who worked with previous coordinators can receive only an attestation of service. 

Attestation letters are available to all volunteers. Attestation letters differ from letters of reference in that they state that the person has performed volunteer work for the organization for a certain period. 

6.5.8 VOLUNTEER RECOGNITION

The Elderly Project considers it important to acknowledge the vital role that volunteers play in providing services to our clientele. The following activities have been designated to recognize and show appreciation for their efforts:

· An annual Volunteer Gala to which all active volunteers are invited;

· Certificates of Merit will be awarded to all active volunteers during the Gala;

· Plaques of recognition may be awarded to active volunteers for exemplary contributions.

6.5.9 ABUSE OF VOLUNTEER PRIVILEGES

Volunteers who abuse the guidelines, policies, and procedures of The Yellow Door and the Elderly Project are subject to dismissal procedures. Grounds for this process include:

· Repeated absences at pre-arranged meetings with clients;

· Accepting money and/or gifts from clients;

· Providing services while under the influence of drugs or alcohol;

· Theft from clients or the organization;

· Violent or criminal acts;

· Abuse (verbal, emotional or physical) of clients, volunteers or staff;

· Unwillingness or inability to support and further the mission and objectives of the organization.
6.5.10 RE-EVALUATION OF VOLUNTEER ELIGIBILITY

Coordinators reserve the right to re-evaluate the eligibility of a volunteer, in consultation with the General Secretary. If a volunteer abuses the Elderly Project guidelines, the following process will be applied:

· The volunteer will be placed on suspension pending an investigation of the claims made against them;

· The coordinators will explore the issue as completely as possible during a meeting with the volunteer, and record the findings. If the volunteer chooses not to respond to the request for an initial meeting, they will be dismissed from active service and their file closed;

· If the volunteer is reinstated following this process and another instance of abuse occurs, an official letter from either the General Secretary or President will be sent by registered mail to inform the volunteer that they have been dismissed from active service and that their file has been closed.

· Volunteers who have been deselected from the Elderly Project may request to be reconsidered if they can prove that the circumstances that led to their dismissal have substantively changed.

6.6 INTERNSHIP POLICY

The Elderly Project welcomes students in the helping professions, i.e. interns or stagiaires. It is recognized that course requirements and Elderly Project guidelines can work in unison. Therefore, all parties must work together to fulfil both client needs and student learning. Interns are expected to conform to all the policies, rules and guidelines of the Yellow Door and the Elderly Project.  Specifically, interns working in the field are expected to behave in the same manner as other EP volunteers (See Appendix I).

6.6.1 INTERN ELIGIBILITY

The coordinators will meet with all interns and conduct an orientation and interview with them to assess their suitability for the program. The coordinators reserve the right to refuse to accept any intern who they do not deem appropriate for the program. In accordance with the criteria for references listed in the Volunteer Policy, interns are expected to provide two suitable references that the coordinators may check by telephone.

6.6.2 INTERN INSURANCE

Potential interns should be aware that the Yellow Door does not provide insurance coverage for interns. Insurance is the responsibility of the candidate’s school.

6.7 INTERNSHIP PROCEDURES

6.7.1 INTERNSHIP PROPOSAL

A formal request for placement with the Elderly Project must be made from a recognized academic institution at least one month prior to the internship. The course coordinator must provide a course outline and any other pertinent materials at the time of the request.

Before the internship begins, interns will meet with the coordinators at The Yellow Door for an orientation session. A copy of the Volunteer Guide will be distributed. The following forms must be completed:

· Elderly Project volunteer form;

· Confidentiality agreement;

· Police Record Verification form–required for those interns interested in working in the field;

· A Fieldwork Placement Form specifying the parameters of the stage will be drawn up by the coordinators and signed by the intern.

6.7.2 INTERNSHIP COMPLETION

At the end of the internship, students will provide a written assessment of their time at The Yellow Door. The course coordinator and Elderly Project coordinators may meet to review the student’s experiences.  The coordinators will issue an evaluation of the student’s placement to the specifications of the school or student depending on individual requirements.

7. YELLOW DOOR COFFEEHOUSE

7.1 COFFEEHOUSE POLICY

The Coffeehouse is designed to support and promote the artistic community in downtown Montreal.

7.1.1 MAIL AND ARCHIVAL MATERIALS

Mail that comes to the Coffeehouse Coordinator is considered Coffeehouse property. Mail, press kits, demos, books, CDs, pictures, and other promotional materials should be used for promotion and archival purposes only. This material shall be stored at The Yellow Door.
7.2 COFFEEHOUSE PROCEDURES

7.2.1 BOOKING

Performers are booked based on the following criteria:

· Musical talent;

· Ability to draw an audience;

· Enthusiasm for The Yellow Door, i.e. attending open-stage three times.

The coordinator should elicit and consider volunteer feedback around bookings. Auditions are possible through:

· Appearance at the open stage portion of a Friday show

· Demo recording submission

· Performance at another venue

· Recommendation from a trusted promoter who has previously sent talented performers. 

· The main act may request that the coordinator book a specific opening act. 

7.2.2 SET INFORMATION

Performers must be informed of the following:

· Set length, i.e. 30-45 minutes for an opening, 50-70 minutes for a main act;

· Sound check time, i.e. 7:00 p.m.;

· Door opening time, i.e. 8:00 p.m.;

· Prompt starting time, i.e. 8:30 p.m. for openers, 9:30 p.m. for main acts;

· Sound system must be turned off at 11:00 p.m. at the latest;

· Non-negotiable pay scale: 1/4 of the door (minus 10% to a maximum of $25 for the sound technician). The sound technician is always paid for Saturday and larger shows.

All Coffeehouse revenues go through the Coordinator for redistribution with the approval of the General Secretary.

7.2.3 LARGER ACTS

Out-of-town performers, and well-known local performers receive 80% of the door intake (minus sound payment). The Yellow Door Coffeehouse will not entertain supplementary requests (e.g., 2 bottles of water and 3 bananas in the green room, extra sound equipment)

7.2.4 PROMOTION

The Coffeehouse coordinator contacts Montreal radio stations and papers weekly by fax with a play list.  For out-of-town performers, promotion should begin a month in advance, and full press kits should be sent (preferably by the performers` promoters) to the media list. All individuals on the Coffeehouse e-mail list will be notified.  Upcoming events will also be posted on the Coffeehouse website.

7.2.5 TICKET PRICES

Ticket prices are determined based on:

· Performer fee

· Overhead

· Tradition of affordable entertainment

Friday night entertainment should be kept at $5.00 entrance.  

Baked goods, coffee, and tea are sold at 50 cents each.

7.2.6 SECURITY OF PREMISES

Both coffeehouse exits should remain unobstructed during shows.

Smoking, lit candles, and alcohol consumption are prohibited in the building.

The coordinator must always have phone access in the Coffeehouse.

Keys are to be kept only by the coordinator.

Sound equipment must be secured in General Secretary’s office following the show.

Volunteers are not expected to physically remove patrons. If necessary, call the police.

Fire capacity limit of 50 persons shall not be exceeded.

7.2.7 CLOSING PROCEDURES

The following procedures should be adhered to when closing the venue after a performance:

· Assure all doors are locked;

· Turn off electric heating;

· Unplug appliances;

· Turn off lights;

· Assure security alarm in General Secretary’s office is set before leaving the building.

7.3 VOLUNTEER POLICY

Coffeehouse volunteers are recruited through the following venues: 

· McGill activity nights;

· Coffeehouse events; 

· Word of mouth.

Volunteers must commit to at least one show per month.  
7.3.1 VOLUNTEER AND PERFORMER CONDUCT

As Coffeehouse volunteers and performers represent The Yellow Door, the following behaviours are not acceptable: 

· Verbal and physical abuse;

· Stealing;

· Excessive use of profanity;

· Racist or homophobic comments. 

If these rules are violated, the General Secretary is informed immediately. The re-evaluation of volunteer and performer suitability will follow the procedure outlined in 6.5.9 Re-evaluation of Volunteer Services of the Elderly Project Volunteer Procedures in this document.
8. FOOD FOR THOUGHT
8.1 PROGRAM POLICY

McGill Chaplaincy and the General Secretary of The Yellow Door jointly supervise the Food for Thought program.  Its core services include an emergency food bank and referral service and a collective kitchen, The Rabbit Hole Café, both of which operate on a weekly basis. Food for Thought’s main goal is to promote food security and to alleviate hunger and isolation among McGill students in financial difficulty, by providing resources and peer support during the academic year.  Food for Thought’s driving philosophy is that every student has the right to study without going hungry. The program and its services are to be limited to McGill students and their dependents.

8.1.1 OBJECTIVES

· To be discreet, respectful and equally accessible to all McGill students. 

· To foster a spirit of self-help and community among its staff, volunteers, and participants, and favours a proactive, participatory approach to food security.  

· To fight the stigmatization and marginalization of economically disadvantaged students by lending support to campus activism and consciousness-raising initiatives. 

· To continue to grow and adapt in order to meet the needs of McGill students.
· The Rabbit Hole Café aims to address food security by providing nutritious vegetarian food to students on a weekly basis, to promote good nutrition and peer learning about good eating habits, and to provide a comfortable, welcoming space for students to meet and take a break from school and work.  
· The Café’s structure allows any interested member of the McGill community to participate and build skills as a collective member.
8.1.2 CONFIDENTIALITY

· The coordinators shall keep securely and in strict confidence all personal information about volunteers or clients obtained from that person, relatives, professionals, other organizations, other volunteers or clients.
· Access to the food bank is limited to McGill students.  The coordinator verifies student status through McGill ID cards but does not record people’s names or other information about them.
8.1.3 COMPLAINTS

· Verbal or written complaints about a client or volunteer should initially be addressed to the coordinators. If necessary, these complaints will be referred to the General Secretary and/or the Board of Directors.

· Verbal or written complaints about a coordinator should be addressed to the General Secretary.
8.2 PROGRAM PROCEDURES

8.2.1 COORDINATOR RESPONSIBILITIES

· Two student coordinators run the core services. One coordinator is responsible for the Food For Thought program and for operating the Emergency Food Bank service.  The second coordinator is responsible for operating the Rabbit Hole Café, and plays a supportive role in coordinating activities that affect the entire program. Both coordinators are responsible for their own training.

· The coordinators report directly to supervisors from McGill Chaplaincy and The Yellow Door. As requested, they report to the Board of The Yellow Door.  At the end of each school year, coordinators are required to produce an annual report and submit it to the aforementioned parties.

· Staff, volunteers, and participants have a right to mutual respect and to equal treatment. The policies of the program and the confidentiality of participants must be respected by all those involved in this program.
· The coordinators recruit volunteers to assist with general operations and more specific projects. Volunteering is not limited to McGill students; volunteers of all ages, skills, and occupations are welcome.

· The services are intended to provide partial and occasional support to students.  To discourage dependency and to promote program sustainability, coordinators refer those whose needs are not being met to other student-friendly services in Montreal.

8.2.2 HOURS OF OPERATION

· All services are available at The Yellow Door, on Friday afternoons.  The program operates from September or October until May, with a break of several weeks during the December holiday season and Spring Break. The program will be closed during statutory holidays.
8.3 EMERGENCY FOOD BANK PROCEDURES

8.3.1 COORDINATOR RESPONSIBILITIES
· The coordinator sets specific limits at the beginning of the term and is responsible for clearly communicating the rules and hours of operation to program participants.  These include a general limit on the number of the same item (3) and bags of food per visit (1) and the number of visits per week (1).  It is up to the discretion of the coordinator to waive or change these limits in response to increased demand or supply, as long as changes are consistently communicated. 
· In order to maintain these limits effectively and prevent abuse of the services, the coordinator is the only person who has access to the room where the food is located. Other members of the Yellow Door staff must not operate the food bank. 
· The coordinator must be available on Fridays to operate the service and to greet and support participants. Support work is an essential part of this service.  The coordinator maintains a warm, welcoming and non-judgmental atmosphere at all times, and provides referrals to other services at McGill and in Montreal when appropriate.
· The food bank is supplied both by donations and purchasing trips by coordinators. The coordinator is responsible for monitoring the needs of the food bank service and for ensuring a basic level of supply at all times. Coordinators publicize services, solicit donations and coordinate fundraisers as needed, with volunteer assistance.

8.3.2 HOURS OF OPERATION

· Students may contact the coordinator and arrange to meet at a time outside of regular operating hours.
8.3.3 FOOD SUPPLY

· Food in the food bank is primarily non-perishable, but sometimes includes purchased or donated fresh fruits and vegetables.  To the best of their ability, the coordinator ensures that perishable items are suitable for consumption before they are made available to participants.  Food for Thought will not be held responsible for illness caused by food received from the program.
· Vouchers are usually made available for small amounts of food.
8.4 THE RABBIT HOLE CAFÉ PROCEDURES

8.4.1 COORDINATOR & COLLECTIVE MEMBER RESPONSIBILITIES

· The coordinator communicates and enforces the ‘Loonie Lunch’ policy:  participants can contribute a loonie or a non-perishable food item to offset the program costs, but this policy is voluntary and those who cannot afford to pay will not be pressured to do so. 

· Everyone participates in the preparation of the meal and in cleanup tasks.  Leftovers are donated to homeless people on Friday evenings.

· The coordinator is responsible for planning a vegetarian menu and purchasing food each week prior to Friday afternoon.  They must also supervise the use and storage of cooking equipment in order to prevent accidents and theft.  

· The Rabbit Hole Café Coordinator supports the other activities of Food For Thought and shares responsibilities of volunteer coordination, fundraising, and publicity where applicable.  

· The Rabbit Hole Café is a site for community building. To the best of their abilities, the coordinator ensures a comfortable and respectful environment for all involved.

8.4.2 HOURS OF OPERATION

· The service operates weekly on Friday afternoons in the basement of The Yellow Door.  

For a more detailed description of Food For Thought, please refer to the Food For Thought Program Manual 2004 (See Appendix L).
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