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VILLAGE OF HINES CREEK 

POLICIES AND PROCEDURES MANUAL 

FITNESS CENTER 

TITLE:   Fitness Center Operating Board-Operation Guidelines 

POLICY NUMBER: 900-03 

EFFECTIVE DATE: August 27, 2019 

POLICY STATEMENT: 

The Village of Hines Creek Council supports the concept of developing a Fitness Centre, and therefore 

have agreed to assist the interest group with securing facilities by becoming the authority ultimately 

responsible for operations.  Village Council will appoint an Operating Board and will establish operating 

parameters in consultation with the interest group.  By offering this support the Village ultimately 

becomes responsible for the actions of the Board and any monetary deficits.  Village Council wish to 

make it very clear to all interested parties that they will maintain control over budgeting and accounting 

procedures to ensure that the Fitness Centre does not become a burden on the taxpayers.  If the Fitness 

Center does not remain self-sufficient, the Village will take action to terminate the arrangement.  The 

interest group is therefore encouraged to closely monitor the financial position and take steps necessary 

to avoid this action. 

The Village of Hines Creek acknowledges the contribution of Canadian Forest Products, toward purchase 

of Fitness Center equipment 

OPERATING BOARD WILL BE COMPRISED AS FOLLOWS:  

a) The Operating Board will consists of five (5) members, of which all members will be appointed 
by Village Council, of which one:  

 One (1) shall be a member of Village Council,  

 One (1) shall be a member of the Hines Creek & District Recreation Board, and  

 Three (3) Members at Large. 

b) The Village will provide general administrative and recording secretary duties for the Operating 
Board and shall appoint a Recording Secretary for the Board.  
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c) Appointments shall be renewed annually at the Village Council organizational meeting.  

d) The Recording Secretary shall notify the Village of any vacancies on the Operating Board 
immediately upon receipt of a resignation or a disqualification from the Board. 

 
OPERATING BOARD GUIDELINES:  

a) A person who is a member of the Operating Board ceases to be a member of the board, if 
without being authorized by resolution of the Board, the member is absent from 3 consecutive 
regular meetings of the Board. 

b) A vacancy on the Operating Board does not impair the right of the remaining members to act as 
long as a majority of the members remain. 

c) An organizational meeting of the Operating Board shall be held each year, on the first regular 
meeting for the Board immediately following the annual organizational meetings of the Village 
Council. 

d) At the organizational meeting of the Operating Board in each year a Chairperson and Vice-
Chairperson shall be chosen to hold office until the next organizational meeting of the Board in 
the subsequent year. 

e) Regular Meetings of the Operating Board will be held at the discretion of the Board. The time 
and place of such meetings to be determined by the Board at its organizational meeting. Time 
and place of meetings may be changed by consensus of the Board, if necessary. 

f) A quorum of the Board shall be a majority of the members of the Board.  

g) The Chairperson shall have a vote on any questions. 

h) The Recording Secretary shall not have voting privileges.  

i) A minute book shall be kept by the Village, and minutes of all meetings shall be recorded 
therein. 

 

RESPONSIBILITIES AND DUTIES OF THE OPERATING BOARD 

a) The Operating Board shall report directly to Village Council and administer the day by day 
operations and programming for the Fitness Center. 

b) The Operating Board shall prepare such rules, regulations, and policies as it may deem necessary 
from time to time, provided such rules, regulations or policies are not inconsistent with the 
powers herein conferred. The Recording Secretary as part of the general administration for the 
Board, shall ensure all such rules, regulations or policies are filed with the Village.  

c) The Operating Board shall prepare and monitor annual operating and capital budgets.  Budgets 
must be submitted to the Village Council, for approval, prior to October 1st of the year 
preceding the budget year. 

d) The Operating Board shall prepare job descriptions for all Fitness Center employees and 
volunteers, and establish the minimum qualifications required for each job description, staffing 
levels, and prepare work schedules.  
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RESPONSIBILITIES AND DUTIES OF THE RECORDING SECRETARY  

a) Prepare all meeting agendas, support materials, and to record all minutes of the Operating 
Board meetings and provide the Village with a copy of same, within two weeks of meeting date. 

b) Prepare all correspondence on behalf of the Board. 

c) Immediately provide the Village with all accounts, as approved by the Operating Board. 

d) Provide the Village with all information required for preparing payroll, e.g. time sheets, 
completed TD 1’s etc.  Monthly time sheets to be submitted to payroll clerk two working days 
prior to last working day of each month. 

e) Other duties as assigned from time to time by the Board. 

 

RESPONSIBILITIES AND DUTIES OF THE VILLAGE OF HINES CREEK 

a) Village Council shall retain the right to exercise final authority with regard to any function of the 

Operating Board or operation of the Fitness Center. 

b) The Village shall provide bookkeeping and accounting services for the Fitness Center, pending 

receipt of all required documentation from the Operating Board. 

c) General ledger accounts will be established and monthly financial statements prepared for 

distribution to the Operating Board. Fitness Center accounts will be audited as a part of the 

Village of Hines Creek’s annual audit. 

d) All employees of the Fitness Center shall become employees of the Village of Hines Creek. The 

Village shall provide payroll services, including W.C.B. coverage. All payroll expenses to be 

funded from the Fitness Center budget.   

e) The Village shall arrange for contents and liability insurance and any cost for same to be charged 

to the Fitness Center budget. 

f) The Village shall grant the Operating Board the authority to operate within approved annual 

budgets. The Board is not granted the authority to pledge the credit of the Village beyond these 

predetermined amounts. Before creating liabilities, the Operating Board must give due 

consideration to both the revenue and expenditures components of the budget. 

END OF POLICY 

APPROVED: C-291-19 

AMENDED: C-140-21 

 

 

 



VILLAGE OF HINES CREEK  
POLICY MANUAL 
FITNESS CENTER 
 

 

 

 

 

 

 

 

 

 


