
 
 

Final Draft Bylaws  
Overview 
 
These bylaws are established to improve and standardize business practices and 
are written with the best interest of the community.  Resources are always scarce 
and include human resources (our most important resource) and finances.  The 
processes within the bylaws aim to add clarity, transparency, preventing wasted 
time, money, energy, and frustration and thereby supporting morale for the Board, 
committee members and volunteers. 
 

2. Definition of terms 
 

Administrator of Communications refers to a member of the Executive who 
supports communications for our public making posters, updating the MACA 
website and may include being the contact person for renters.  Board member 
oversees social media posts ensuring that processes to access and 
administrator information for the various sites are communicated for continuity 
when positions change.   

 
Association means to Marquis and Area Community Association (MACA) 
 
Business plan refers to the Mission Statement, Vision, Values, Goals, 
Objectives which is based on strengths, challenges, and stakeholders.  It involves 
weighing of evidence and decisions based on the good of the community. It 
provides clear direction for leadership and underpinning of service and unifies 
the community in a common goal. 
 
Business relationship refers to a mutually beneficial relationship between the 
Marquis Village, the RM of Marquis and MACA.  It is based on a business 
contract and cultural factors. Where bylaws impact the other party, 
transparency and open dialogue and evidence- based decisions and 
parliamentary processes are central to discussions. Each of the other’s bylaws 
should reference the other to ensure autonomy is respected and business 
processes flow well. In this relationship, both parties are accountable to the 
general population and therefore siloed discussions must be avoided. 
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Code of Conduct includes confidentiality, use of authority, conflict of interest, 
treatment of fellow board members and volunteers and patrons, representing 
the organization. 
 
Commercial Liquor Permit The maximum hours during which beverage alcohol 
can be served are from 9:30 a.m. to 2 a.m. Consumption of beverage alcohol is 
permitted for a maximum of one hour after that time. The maximum hours that 
beverage alcohol service and consumption are permitted are listed on your SLGA 
liquor permit which must be always posted. It is illegal to sell, serve or deliver 
beverage alcohol or to allow consumption of beverage alcohol outside the 
authorized hours. In all permitted establishments, all beverage alcohol must be 
cleared from tables when the consumption of beverage alcohol is not allowed. 
Municipalities may shorten the hours of service of beverage alcohol though a 
bylaw. Important Information: • A commercial permittee may open the 
permitted establishment every day for beverage alcohol service. • We may sell, 
provide or serve beverage alcohol for on-site consumption from 9:30 a.m. until 2 
a.m. the following day (2:30 a.m. on December 31). • All beverage alcohol must 
be consumed before 3 a.m. This applies to all patrons in your establishment. • 
At or before 3 a.m. (3:30 a.m. on December 31), all beverage alcohol must have 
been removed from patron areas. It is suggested you allow patrons one hour to 
consume their beverage alcohol from the close of beverage alcohol service. 
file:///C:/Users/HP/Downloads/Understanding%20Saskatchewans%20Liquor%
20Laws-SEP%2024.pdf 

 
Council means the council of Village of Marquis 
   
Disclaimer refers to providing information to participants and having this 
information can influence whether or not the person can sue.   It does not ask 
people not to sue. 
https://www.plea.org/non-profit-organizations/volunteers/limiting-liability 
e.g. ice condition, outdoor, maintenance, supervision of skating, helmets  
 
Event refers to any gathering other than meetings relating to Association 

business. 
 
Food Handling Course is recommended for any of the volunteers who anticipate 
dealing with food. MACA does not reimburse.  (e.g. Cost is approximately $25: 
https://www.safecheck1.com/product/food-handler-cn/) 
 
Incorporated means registered with the Information Services Corporation (ISC) 
and have an assigned business tax number and therefore is able provide tax 
receipts; this number is the same for GST purposes.  The organization is an 
autonomous organization.  As an incorporated entity, the organization can enter 
contracts (e.g., agreement with council), purchase assets, own property, and 
generally conduct business. The incorporation limits the liability of the 
members, and they are not personally liable for the debts of the corporation. As 
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an incorporated not-for-profit, the organization must follow the stipulations as 
outlined by the federal/provincial government. As an incorporated not-for-profit, 
it is eligible for reimbursement of GST incurred from expenses paid (if qualifies 
after making a certain amount of income).  The not-for-profit itself does not 
charge GST. See also Not for Profit Organization.  This includes the need to hold 
meetings of directors and members and have a constitution and bylaws that 
comply with the Act.  The NPO can make a profit but is not for profit.  An 
incorporated organization must also be a registered charity (see definition) to 
issue tax receipts. 
https://www.plea.org/non-profit-organizations/non-profits 
 
ICS refers to International Classifications of Standards I.e. Management, 
Planning, Logistics, Resources and Finance/Administration.  Refer to MACA 
Constitution, 2.1 Executive changes must be registered with ICS.  See:  ISC 
Executive change forms See Bylaw 2. Roles and Responsibility/President for 
details. 

 
Liability insurance refers to coverage in the event of a claim of harm or injury 
from anyone on the premises or attending event.  It is the responsibility of the 
Association and due annually. 
https://www.saskculture.ca/programs/organizational-support/organizational-r
esources?resource-article=45 
https://www.plea.org/non-profit-organizations/volunteers 
 
 
Marketing Position refers to a member of the board responsible for marketing 
and communicating to the public.  This is vital to provide a strong public image 
and foster regular attendance at MACA events and recognition of a thriving 
organization, key to supporting everything MACA is striving to achieve. 
 
Member at Large (MAL) refers to 1 of the members of the board of directors 
with a supporting role on the association, as directed by the executives. 
 
Member refers to someone who has paid a membership fee and is entitled to 
benefits such as discounts and voting privileges at general meetings. The 
membership list provides structured contact list for notifications and 
volunteering.  Concerns raised that defining non/members will cause division in 
the community. (not currently applicable) 
Membership 
 

Pending discussions at AGM: The annual membership fee per 
household will be $10.00. Registration is done by submitting the 
MACA Membership Form (refer to: 
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Filling out the form provides consent for release of information to MACA and 
informs the public that their information will be kept confidential. (Check what 
the laws state) 

▪​ Refer to section 1. Newcomers 

▪​ Personal information will be entered into the MACA contact 
list on Gmail. 

▪​ Mass email lists will be created for efficient contact, ensuring 
no one is missed. 

▪​ Registration forms provide vital data such as statistics, 
human resource lists, contact information (which allow 
efficient, mass contact methods and enables the Executives 
to reach out on a personal level to Newcomers).   

▪​ Membership will be entitled to benefits, such as discounted 
food prices ranging from 5-10% to be set by executive 
members. 

▪​ Membership respectfully entrusts the board of directors to 
make decisions with consideration to the weight of evidence, 
good reason and the best intentions while serving the public. 
(See Respect and Dignity Policy TBD.) 

 
 
Newcomers refers to anyone new in the community.  It can also refer to 
someone who has lived in the community and is new to volunteering or coming 
to events.  In essence, if it is unknown who they are, it is best to assume that 
they are new, and the cultural norm is to greet them in an engaging manner. By 
acknowledging that we are stronger, inclusiveness becomes the norm, and as a 
community we gain volunteers, creativity, skills, and talents which all help to 
build our community and is essential to our community’s mission.  

Not for Profit Organization (NPO) Incorporation meaning complies with the 
Not-for-Profit Act 

Onboarding for the purpose of this document refers to accepting and 
supporting people into our community, including how we support them, so that 
they feel accepted and comfortable to participate.  It starts from the very first 
contact we have with people, our biggest asset. It includes basic attitudes of 
kindness and understanding and can be considered as an essential component 
to creating a culture of mental health awareness and personal development. 
The 5 “C’s” of Onboarding: Compliance, Clarification, Confidence, Connection, 
and Culture is an evidence-based approach and critical to the success of an 
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organization, recruitment and retention of human resources, which includes our 
volunteers. 

Online Bookings refers to rental agreements and contracts that are on the 
MACA website and email links to facilitate communication and bookings. 

President refers to 1 of the 5 executives of the board of directors who is the 
authority of the Association. 
 
Program means those activities normally carried out in culture, recreation and 
sport. 
 
Property insurance refers to the insurance on the buildings and premises 
owned by the Village which is the responsibility of the Village.  (Include in the 
lease agreement) 

Registered charity is an organization that is registered with the Canada 
Revenue Agency, established and operated for charitable purposes, and it 
cannot use its income to benefit their members.  The charity must be 
established and must operate for charitable purposes and the benefit of the 
public.  A registered charity can issue tax receipts.  MACA began this process in 
Fall of 2024. 
 
Renter refers to anyone who has booked an “event”, whether paying or not. 

Residents refers to the people of Marquis Village and the broader rural 
community. 

Secretary-Treasurer refers to a combined position, primary tasks as a member 
of the board of directors are to keep minutes, maintains business files and 
financials.   
 
Soliciting vs non soliciting Corporation A corporation is a soliciting corporation if 
it receives more than $10 000 in money or property from the public. To 
safeguard this public money, the NFP Act imposes five requirements on a 
soliciting corporation that other corporations do not have to meet. 
https://www.bing.com/ck/a?!&&p=b8cef6d076950217f9d4cedcc18a0b6a1bb49a3eecd9b41bbec32dc92ad8e
ecdJmltdHM9MTczMzYxNjAwMA&ptn=3&ver=2&hsh=4&fclid=15624ec8-9c40-684b-1232-5bf89df86939&psq
=soliciting+corporations&u=a1aHR0cHM6Ly9pc2VkLWlzZGUuY2FuYWRhLmNhL3NpdGUvY29ycG9yYXRpb25z
LWNhbmFkYS9lbi9ub3QtcHJvZml0LWNvcnBvcmF0aW9ucy9kZWVtaW5nLWNvcnBvcmF0aW9uLW5vbi1zb2x
pY2l0aW5nIzp-OnRleHQ9QSUyMGNvcnBvcmF0aW9uJTIwaXMlMjBhJTIwc29saWNpdGluZyUyMGNvcnBvcmF0a
W9uJTIwaWYlMjBpdCx0aGF0JTIwb3RoZXIlMjBjb3Jwb3JhdGlvbnMlMjBkbyUyMG5vdCUyMGhhdmUlMjB0byUy
MG1lZXQu&ntb=1 
 
Your reporting obligations under the Canada Not-for-profit Corporations Act (NFP Act) 
 
Special Occasion Permits are required for anyone selling alcohol, or for anyone 
serving alcohol at an event that is not held in a commercially permitted 
establishment, a private residence, or another private place. This is true for 
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private, invitation-only events as well as for public events. For more information 
about Special Occasion Permits and the types of events that require them, visit 
the Saskatchewan Liquor and Gaming (SLGA) website. This course helps you 
understand your responsibilities and what you can do to ensure the safety of 
people attending any successful event. 

Special Occasions Responsible Serving/Serve It Right Course Is 
recommended for any venue where alcohol is served.  It is highly 
recommended that Executive Members are trained, and prudent if 
volunteers are as well. 
https://business.tourismsaskatchewan.com/courses-and-workshops/ser
ve-it-right-saskatchewan 
 
Special Committee refers to a committee for a specific short-term purpose 
(from Robert’s Rules of Order). 
 
Standing Committee refers to a committee that has a long-term existence 
(from Robert’s Rules of Order). 
 
Standard Practice refers to demonstrating reasonable care by having standard 
work in place which can help with liability and facilitates work getting done and 
saves on rework. 
 
Supply and Procurement refers to the use of best business practice in 
purchase of supplies, products or contracted work.  Wherever possible when 
quality and price is similar, local suppliers will be the preferred choice. This is in 
keeping with the mission as it supports the local community. 
 
Vice President refers to one of the executives on the board of directors who 
acts for the President in their absence. 
 
Village refers to the Village of Marquis. 
 
Waivers refers to a form that can be used to reduce the risk of liability. “A 
waiver is never a guarantee that a participant cannot sue, and organizations 
should always seek legal advice if they want to use one…” 
(https://www.plea.org/non-profit-organizations/volunteers/limiting-liability) 
 

 
1.​ Newcomers 

 
o​ Process will be developed for newcomers and clarify the process 

for that with the Village. (Release of information process with 
Village)-pending 
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o​ Partnership with the Village enables efficient inclusion. Forms will 
be distributed to prospective or new residents as they present at 
the office. 
 

2.​ Roles and Responsibilities of the Board Members and its 
Committees/working groups: 

▪​ President 
I.​ Shall communicate in person or provide a written 

annual summary report of MACA’s events at the AGM 
which will be uploaded to the MACA website. 

II.​ Responds to calls and questions from the general 
community/public. 

III.​ As chair of meetings, sends out meeting documents 
for review prior to MACA meetings. 

IV.​ Has signing authority. 
V.​ Assist with grant research. 

VI.​ Contact person, for working groups e.g. Ice  
VII.​ Changes the Officers for ISC purposes (See the 

following link, under “Directors/Officers Information” 
https://www.isc.ca/CorporateRegistry/Business-Resou
rces-and-Support-Organizations/Documents/Corporat
e%20Registry%20NPCA%20Annual%20Return.pdf) 

VIII.​ Confirms who will inspect and review after facility 
rented and contract stipulations are followed. 
 

▪​ Vice President 
 

I.​ Steps in for President if they are not able. 
II.​ “Back up” Administrator 

III.​ Has signing authority 
IV.​ Assist with grant research. 

 
▪​ Secretary/Treasurer 

 
I.​ Provide tax receipts for donations in kind, or monetary. 

II.​ Deposit all funds to the credit of MACA in a chartered 
bank or Credit Union and those funds shall be 
withdrawn only by cheque signed by the Treasurer and 
countersigned by the President or Vice President. 

III.​ At year end, prepares the financial records for audit by 
an accredited chartered accountant. 

IV.​ Has signing authority. 
V.​ Collect money from membership. See Bylaws 

VI.​ Assists with grant applications 
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VII.​ Ensures liability insurance and licenses (e.g. Liquor, 
kitchen and bingo) are up to date. 

VIII.​ Keeps minutes & distributes in timely manor. 
IX.​ Provides current financial report and financial updates 

about monthly events 
 

▪​ Administrator of Communications/Webmaster 
 

I.​ Responsible for updating the website.   
II.​ Maintain the calendar of events and the MACA 

website. 
III.​ Receive all requests for rental/use of facilities. 
IV.​ Responds to general inquiries and forwards on as 

required. 
V.​ See Bylaws 5. Communication 

 
▪​ Member(s) at Large (MAL) 

 
I.​ Duties and responsibilities are not fixed but instead 

vary according to the needs of the association and as 
directed by the other officers of the board. 

II.​ Assists with submitting grant applications, in 
collaboration with Secretary and maintaining a master 
list of same. 

III.​ Supports with research, follow ups and assists with 
fact finding as assigned. 
 

▪​ Promotions and Sponsorship 
I.​ Responsible for distributing promotional material 

II.​ Advertising through local media 
III.​ In communication with businesses for potential 

sponsorship and promotions 
IV.​ Writes and distributes quarterly newsletter 

​  

▪​ Examples of types of Committees or working groups (all 
subject to change depending on circumstances and 
practicality): 
 
Standing Committees (longer term): 

Event and Planning Committee 
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o​Plan events e.g. Bonspiel, Sports Day, Gala, Comedy 
Night, Karaoke, garage sale, gardening events 

o​Communicate with Administration 
o​Focus on morale and energizing the community 

thereby providing the sense of service and purpose for 
the work we do. 

o​The Serve It Right Course is recommended for 
volunteers serving alcohol.  Cost will not be 
reimbursed by MACA: 
https://stec.skillbuilder.co/catalog/special-occasion-r
esponsible-service  

o​Fundraising and building community relationships are 
a big part of its role. 

 

Repairs Committee 

o​ See Terms of Reference in Appendices 
 

Kitchen and Lounge (May be managed under Events 
Committee) 
o​ Organize work crew. 
o​ Inspections (Officer contact will be updated on the 

Website and Public Health informed to refer there for 
contact information) 

o​ Food inventory 
o​ Kitchen purchases, if possible, from the Marquis 

Store to be charged to account (See Finances and 
Accounting) 

o​ Biannual deep cleaning and after each use (see list) 
o​ Equipment operations 
o​ Report to MACA at a minimum monthly and as 

needed, including notes of essential items and 
maintenance. 

o​ The Food Handling Course is recommended for any 
volunteers and especially if in a supervisory role. 

Sports Grounds 

o​ Organize work crew. 
o​ Organize clean up before and after outdoor events. 
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Curling and Skating Rink 

o​ Organize work crew. 
o​ Put in and maintain ice. 
o​ Meet with group in Oct and Mar, and as needed. 
o​ Report to MACA at a minimum monthly during winter 

and as needed, including notes of essential items and 
maintenance. 

Special Committee (short term): 

Budget 

o​ Usually, will be the Treasurer and the President and 
anyone else interested to create a draft budget for 
recommendation (a motion/vote will be required at 
the board level). 

 

 

Hours of Operation for Recreational Facilities 

●​ Public hours will be set by the board of directors. 
●​ In keeping with our goals, it is important to consider family-work 

life balance. 
●​ Community consultation is essential. 
●​ Relies on participation of the whole community to maintain long 

term. 

 

3.​ Forms 

MACA will create forms to include their Mission, Vision, Values (needs 
clarification) and standards and criteria for all users to include, but not limited 
to: 

o​ Rental Applications (Includes rental rates, cleaning responsibilities 
etc.) (See 11. Facility Rental) 

o​ Waivers (See 10. Waivers) 
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o​ Code of conduct (where applicable, can include on the back of 
Waivers) 

o​ Petition to request modification to the constitution. 
o​ Membership Registration (Not applicable at this time) 

 
4.​ Code of Conduct: Refer to Board Policies: Code of Conduct 

(saskculture.ca): 

“The board commits itself and its members to ethical and businesslike conduct. This 
includes proper use of authority and appropriate decorum when acting as board 

members. Board members must maintain the highest standards of confidentiality 
regarding information obtained directly or indirectly through their involvement with the 
organization. The board commits itself and its members to ethical and businesslike 
conduct. This includes proper use of authority and appropriate decorum when acting as 
board members. By outlining those standards into a Code of Conduct, all board 
members can be asked to sign a statement as to being aware and agreement to follow 
in all areas. 
 
Elements of a Code of Conduct: Confidentiality, Conflict of Interest, Use of Authority, 
Representing the Organization, Treatment of fellow board members, {volunteers and 
community members].” 
  

 
 

5.​ Communication  
 

●​ The main source of communication is the Post Office MACA 
bulletin board.   
The MACA website shall also be maintained including but not 
limited to general updates, meeting dates, agendas and minutes, 
bookings. 
 

●​ Other locations and processes to post across the RM are being 
explored. 

 
o​ The Public event message board on Main Street, Marquis, will also 

be used to post upcoming events. 
 

o​ MACA Facebook page is the official forum for board approved 
postings and which we can link (that way people always see the 
communication from official MACA sites)  
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o​ Comments not in keeping with Code of Conduct (TBD) will be 
removed at administrator’s discretion and record kept of why on 
file? 

o​ To include in any publicity emails: “If you no longer wish to 
receive these notices, unsubscribe by replying by to this email 
address.”: 

 
6.​ Contracts 

 
The Association shall assume all day-to-day decisions regarding 
operating facilities according to the business contract with the Village 
(insert link?).  A hard copy of the contract in the Post Office locked 
cupboard. 
 
Refer to 2. Definition of Terms: Incorporated Charity 
 
As the board of directors are legally the Tenants by contract, they must 
be aware of any changes being done to the building ensuring standards 
are followed or support may be required, and documentation filed.  Prior 
to any renovations, requests must be approved at a board of directors 
meeting. To ensure a quick response, the Board of Directors shall make 
every effort to call a meeting as soon as possible to discuss it and a 
motion and vote shall ensue.  The Village will also be consulted/advised 
(refer to lease agreement.) 
 

7.​ Finances/Accounting: 
 

I.​ The Financial/accounting year of the association shall be from Jan 
1 to Dec 31 which also aligns with Canada Revenue Agency. 

 
II.​ Prior to Jan 1st of each year, will prepare a budget of its estimated 

revenues and expenditures for the current calendar year 
operations. 

 
III.​ Chart of Accounts must include but not limited to: 

 
IV.​ A breakdown of grant income and expenses associated with that 

grant for tracking and accountability of compliance with terms of 
grants or donations.  

�​ GST paid on any goods and services so that it can be 
submitted for refund. 
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�​ This will be included in the AGM Financial Report. 
 

V.​ In keeping with the lease agreement, rental is payable on or before 
the 31st of December of each year. 

 
VI.​ Annual Insurance is payable in the ________.  Refer to Bylaw…. 

(needs review) 
 
VII.​ Operational Expenses: any purchases larger than $50 are notifiable 

to the Secretary.  
 

Refer to bylaws: 
 8. Supply and Procurement 
 4. Roles and Responsibilities of the Board of Directors and its 
Officers, Committees 

 
8.​ Supply and Procurement:  

 
I.​ Financial and business practices must follow ISC standards, 

including procurement of supplies. 
 

II.​ Three (3) quotes shall be obtained, if possible. Quality and local 
vendors and contractors are factors to be considered for practical 
reasons and where competitive pricing exists, local businesses 
may be the preference should all content and value received be 
equal. 

 
III.​ If possible, all products shall be paid within 2-4 weeks of the 

purchase (or no later than whichever is greater) no later than the 
end of each month. (for e.g. otherwise work done on Sept 29th 
would have to be paid on Sep 30th) 

 
 

9.​ Insurance: 
 
The Association shall be responsible for the liability insurance for its 
activities and in the operation of the facilities and programs which shall 
be paid annually.  
Refer to:  

o​ Bylaw 10.  Facility Rental. 
o​ Definitions of Terms: 

▪​ Incorporated Charity 
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▪​ Liability Insurance 
▪​ NPO Incorporation  
▪​ Property Insurance 

 
10.​Waivers: 

 
o​ ‘See 3. Forms’ 
o​ Sample Waiver (click on Try demo waiver): 

https://www.waiverelectronic.com/?gad_source=1&gclid=Cj0K
CQjw8pKxBhD_ARIsAPrG45mgwLNMdLf6etnLvyt0TcZ504-VuG
HHNMgJdHVbfkUBMQXZ7iq2H-4aAlBPEALw_wcB 

 
11.​Facility Rental 

 

�​ A rental form shall be completed by every renter and for all events 
and will list the following (online rental information and forms, see 
https://www.marquiscommunity.com/services-4): 

▪​ Rental per charges 

▪​ A copy or original agreement to be given to Treasurer as a 
record. 

▪​ Skating, curling rink, lounge, kitchen, sports grounds rental 

▪​ A record of deposit payment amount and date paid and when 
returned, and reasons noted, if withheld. 

▪​ The person responsible for cleaning up is one who signs the 
contract.  
 

�​ Discounts are not permitted as per ISC rules. (Package rates are 
not the same as discounts) 

 

�​ MACA Board of Directors and Committees are not renters by 
definition and there are no charges for meetings held. 
 

12.​Cleaning standards 
 
Keeping the building impeccably clean is paramount and the 
responsibility of the renter, and it must be left in the same condition as it 
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was prior to the event.  A cleaning list for each area will be posted as 
follows (Attach inspection check list in rental agreement): 
 

●​ Garbage must be taken to the bin…. 
●​ Bathrooms wiped down, toilets cleaned, floors washed (if 

needed). 
●​ Kitchen cleaned as per task lists. 
●​ Floors vacuumed and washed (if needed). 

 
Draft Appendices (for next review) 
 

1.​ Terms of Reference for Building & Maintenance Committee (BMC): 
 

Terms of Reference for Building Committee 
 

●​ Purpose of the BMC is to assess and review all maintenance issues with the leased 
assets of MACA. A Member at large shall be nominated to Chair the BMC. 

●​ This committee will offer guidance, recommendations and direction for all 
maintenance and repairs that may be needed for the continued safe and efficient use 
of the building and grounds.  All maintenance and subsequent repairs will need the 
consensus approval of the board of directors. 

●​ Recommendations will include root cause, risk analysis, and repair options.  
●​ Issues will be scaled and prioritized for the remediation, including those issues that 

are suitable to be scheduled for routine maintenance.  
●​ Urgent, immediate or emergency maintenance issues may be expedited by electronic 

means for the approval of immediate repairs. Long-term remediation will follow the 
normal procedures as outlined in this motion.  

●​ The selection of contractors for all maintenance shall meet the typical standards of 
the industry. See Bylaws: Supply and Procurement.  

●​ This process will be managed exclusively by the BMC. This may include initiating a 
Purchase Order (PO) procedure for all contracted work that describes the scope of 
work (SOP), expected completion date and the approved cost. MACA Board 
Members will be advised accordingly of changes in the situation. 

●​ The board of directors shall administer the financial, contractual and all related 
correspondence with the contractor, insurance (if required) and the landlord. 
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