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Code of Conduct and Ethics policy

.

The following terms have these meanings in this Code:

a.

“Individuals” — Individuals employed by, or engaged in activities with Pickleball
Alberta including, but not limited to, athletes, coaches, convenors, officials,
volunteers, managers, administrators, committee members, parents and
guardians and spectators at events, and Directors and Officers of Pickleball
Alberta
“Workplace" - Any place where business or work-related activities are conducted.
Workplaces include but are not limited to Pickleball Alberta’s office, work-related
social functions, work assignments outside of Pickleball Alberta’s offices, work-
related travel, the training and competition environment, and work-related
conferences or fraining sessions.
“Abuse” — As defined in Pickleball Alberta’s Abuse Policy
“Discrimination” — Differential treatment of an individual based on one or more
prohibited grounds which include race, citizenship, national or ethnic origin,
color, religion, age, sex, sexual orientation, gender identity or expression, marital
status, family status, genetic characteristics, or disability.
“Harassment” — A course of vexatious comment or conduct against an Individual
or group, which is known or ought to reasonably be known to be unwelcome.
Types of behavior that constitute Harassment include, but are not limited to:

i. Written or verbal abuse, threats, or outbursts.

ii. Persistent unwelcome remarks, jokes, comments, innuendo, or taunts.

ii. Racial harassment, which is racial slurs, jokes, name calling, or insulting
behavior or terminology that reinforces stereotypes or discounts
abilities because of racial or ethnic origin.

iv. Leering or other suggestive or obscene gestures.

v. Condescending or patronizing behavior, which is infended to
undermine self-esteem, diminish performance or adversely affect
working conditions.

vi. Practical jokes which endanger a person's safety or may negatively affect
performance.

vii. Hazing, which is any form of conduct which exhibits any potentially
humiliating, degrading, abusive, or dangerous activity expected of a
junior-ranking individual by a more senior individual, which does not
confribute to either individual's positive development, but is required to
be accepted as part of a team or group, regardless of the junior-ranking
individual's wilingness to participate. This includes, but is not limited to,



any activity, no matter how traditional or seemingly benign, that sets
apart or alienates any teammate or group member based on class,
number of years on the team or with the group, or ability.
vii. Unwanted physical contactincluding, but not limited to, touching,
petting, pinching, or kissing.
ix. Deliberately excluding or socially isolating a person from a group or team.
X. Persistent sexual flirfations, advances, requests, or invitations.
xi. Physical or sexual assault.
xii. Behaviors such as those described above that are not directed towards
a specific person or group but have the same effect of creating a negative
or hostile environment; and
xiii. Retaliation or threats of retaliation against a person who reports
harassment to Pickleball Alberta.
“Workplace Harassment” — Vexatious comment or conduct against a worker in a
Workplace that is known or ought reasonably to be known to be unwelcome.
Workplace Harassment should not be confused with legitimate, reasonable
management actions that are part of the normal work/training function,
including measures to correct performance deficiencies, such as placing
someone on a performance improvement plan, or imposing discipline for
workplace infractions. Types of behavior that constitute Workplace Harassment
include, but are not limited to:
i. Bullying.
i. Workplace pranks, vandalism, bullying or hazing.
ii. Repeated offensive or intimidating phone calls or emails.
iv. Inappropriate sexual touching, advances, suggestions or requests.
v. Displaying or circulating offensive pictures, photographs or materials in
printed or electronic form.
vi. Psychological abuse.
vii. Excluding or ignoring someone, including persistent exclusion of a
person from work-related social gatherings.
viii. Deliberately withholding information that would enable a person to do
his or her job, perform or train.
i.Sabotaging someone else's work or performance.
ix. Gossiping or spreading malicious rumors.
X. Intimidating words or conduct (offensive jokes or innuendos); and
xi. Words or actions which are known or should reasonably be known to be
offensive, embarrassing, humiliating, or demeaning.
“Sexual Harassment” — A course of vexatious comment or conduct against an
Individual because of sex, sexual orientation, gender identify or gender
expression, where the course of comment or conduct is known or ought



reasonably fo be known to be unwelcome; or making a sexual solicitation or
advance where the person making the solicitation or advance is able to confer,
grant or deny a benefit or advance to the Individual and the person knows or ought
reasonably to know that the solicitation or advance is unwelcome. Types of
behavior that constitute Sexual Harassment include, but are not limited to:
i. Sexist jokes.
i. Threats, punishment, or denial of a benefit for refusing a sexual advance.
ii. Offering a benefit in exchange for a sexual favor.
iv. Demanding hugs.
v. Bragging about sexual ability.
vi. Leering (persistent sexual staring).
vii. Sexual assault.
viii. Display of sexually offensive material.
ix. Distributing sexually explicit messages or attachments such as pictures
or video files.
x. Sexually degrading words used to describe an Individual.
xi. Unwelcome inquiries into or comments about an Individual’s gender
identity or physical appearance.
xii. Inguiries or comments about an Individual’s sex life.
xiii. Persistent, unwanted attention after a consensual relationship ends.
xiv. Persistent unwelcome sexual flirtations, advances, or propositions; and
xv. Persistent unwanted contact.
“Workplace Violence” — the use of or threat of physical force by a person against
a worker in a Workplace that causes or could cause physical injury to the worker;
an afttempt to exercise physical force against a worker in a Workplace that could
cause physical injury to the worker; or a statement or behavior that it is
reasonable for a worker to interpret as a threat to exercise physical force against
the worker in a Workplace that could cause physical injury to the worker. Types
of behavior that constitute Workplace Violence include, but are not limited to:
i. Verbal or written threats to attack.
i. Sending to or leaving threatening notes or emails.
ii. Physically threatening behavior such as shaking a fist at someone,
finger pointing, destroying property, or throwing objects.
iv. Wielding a weapon in a Workplace.
v. Hitting, pinching or unwanted touching which is not accidental.
vi. Dangerous or threatening horseplay.
vii. Physical restraint or confinement.
viii. Blatant or intentional disregard for the safety or wellbeing of others.
ix. Blocking normal movement or physical interference, with or without the
use of equipment.



X. Sexual violence; and
xi. Any attempt to engage in the type of conduct outlined above.

The purpose of this Code is to ensure a safe and positive environment (within Pickleball
Alberta’s programs, activities, and events) by making Individuals aware that there is an
expectation, always, of appropriate behavior consistent with Pickleball Alberta’s core
values. Pickleball Alberta supports equal opportunity, prohibits discriminatory practices,
and is committed to providing an environment in which all individuals are treated with
respect and fairness.

This Code applies to Individuals’ conduct during Pickleball Alberta’s business, activities,
and events including, but not limited to, competitions, practices, tryouts, tfraining
camps, fravel associated with Pickleball Alberta’s activities, Pickleball Alberta’s office
environment, and any meetings.

An Individual who violates this Code may be subject to sanctions pursuant to Pickleball
Alberta’s Discipline and Complaints Policy. In addition to facing possible sanction
pursuant to Pickleball Alberta’s Discipline and Complaints Policy, an Individual who
violates this Code during a competition may be ejected from the competition or the
playing areaq, the official may delay the competition until the Individual complies with
the ejection, and the Individual may be subject to any additional discipline associated
with the competition.

An employee of Pickleball Alberta found to have engaged in acts of violence or
harassment against any other employee, worker, contractor, member, customer,
supplier, client or other third-party during business hours, or at any event of Pickleball
Alberta, will be subject to appropriate disciplinary action subject to the terms of any of
Pickleball Alberta’s relevant and applicable policies as well as the employee’s
Employment Agreement (if applicable).

This Code also applies to Individuals’ conduct outside of Pickleball Alberta’s business,
activities, and events when such conduct adversely affects relationships within
Pickleball Alberta (and its work and sport environment) and is detrimental to the image and
reputation of Pickleball Alberta. Such applicability will be determined by Pickleball Alberta
at its sole discretion.



7. Individuals have a responsibility to:

a. Maintain and enhance the dignity and self-esteem of Pickleball Alberta’s members

and other individuals by:
i. Treating each other with the highest standards of respect and integrity.

i. Focusing comments or criticism appropriately and avoiding public
criticism of athletes, coaches, officials, organizers, volunteers, employees,
or members.

ii. Consistently demonstrating the spirit of sportsmanship, sport leadership,
and ethical conduct.

iv. Acting, when appropriate, to correct or prevent practices that are unjustly
discriminatory.

v. Conisistently tfreating individuals fairly and reasonably; and

vi. Ensuring adherence to the rules of the sport and the spirit of those rules.

b. Refrain from any behavior that constitutes Harassment, Workplace Harassment,
Sexual Harassment, Workplace Violence, or Discrimination

c. Abstain from the non-medical use of drugs or the use of performance-enhancing
drugs or methods. More specifically, Pickleball Alberta adopts and adheres to the
Canadian Anfi-Doping Program. Any infraction under this Program shall be
considered an infraction of this Code and may be subject to further disciplinary
action, and possible sanction, pursuant to Pickleball Alberta’s Discipline and
Complaints Policy. Pickleball Alberta will respect any penalty enacted pursuant fo a
breach of the Canadian Anti-Doping Program, whether imposed by Pickleball
Alberta or any other sport organization.

d. Refrain from associating with any person for the purpose of coaching, training,
competition, instruction, administration, management, athletic development, or
supervision of the sport, who has incurred an anti-doping rule violation and is serving
a sanction involving a period of ineligibility imposed pursuant to the Canadian Anti-
Doping Program and/or the World Anti-Doping Code and recognized by the
Canadian Centre for Ethics in Sport (CCES)

e. Refrain from the use of power or authority in an attempt to coerce another person
to engage in inappropriate activities.

f. Refrain from consuming tobacco products, or recreational drugs while participating
in Pickleball Alberta’s programs, activities, competitions, or events.

g. Inthe case of minors, not consume alcohol, tobacco, or cannabis at any competition
or event.

h. In the case of adults, not consume cannabis in the Workplace or in any situation
associated with Pickleball Alberta’s events (subject to any requirements for
accommodation), not consume alcohol during competitions and in situations where



minors are present and take reasonable steps to manage the responsible
consumption of alcohol in adult-oriented social situations associated with Pickleball
Alberta’s events.
Respect the property of others and not willfully cause damage.
Promote the sport in the most constructive and positive manner possible.
When driving a vehicle with an Individual:

i. Notf have his or her license suspended.

i. Notbe underthe influence of alcohol orillegal drugs or substances; and

ii. Have valid carinsurance.
Adhere to all federal, provincial, municipal and host country laws.
Refrain from engaging in deliberate cheating which is intended to manipulate the
outcome of a competition and/or not offer or receive any bribe which is intended to
manipulate the outcome of a competition.
Comply, always, with Pickleball Alberta’s bylaws, policies, procedures, and rules
and regulations, as adopted and amended from time to fime.

In addition to section 7 (above), Pickleball Alberta’s Directors, Committee Members, and
Staff will have additional responsibilities to:

a.

Function primarily as a director or Committee Member or Staff Member of Pickleball
Alberta; not as a member of any other member or constituency

Act with honesty and integrity and conduct themselves in a manner consistent with the
nature and responsibilities of Pickleball Alberta’s business and the maintenance of
Individuals’ confidence.

Ensure that Pickleball Alberta’s financial affairs are conducted in a responsible and
tfransparent manner with due regard for all fiduciary responsibilities.

Conduct themselves transparently, professionally, lawfully and in good faith in the
best interests of Pickleball Alberta

Be independent, impartial, and not be influenced by self-interest, outside pressure,
expectation of reward, or fear of criticism.

Behave with decorum appropriate to both circumstance and position.

Keep informed about Pickleball Alberta’s activities, the sport community, and
general trends in the sectors in which it operates.

Exercise the degree of care, diligence, and skill required in the performance of their
duties pursuant to the laws under which Pickleball Alberta is incorporated.
Respect the confidentiality appropriate to issues of a sensitive nature.

Respect the decisions of the majority and resign if unable to do so.

Commit the fime to attend meetings and be diligent in preparation for, and
participation in, discussions at such meetings.



9.

10

Have a thorough knowledge and understanding of all Pickleball Alberta’s
governing documents.

m. Conform to the bylaws and policies approved by Pickleball Alberta

In addition to section 7 (above), coaches have many additional responsibilities. The
coach-athlete relationship is a privieged one and plays a critical role in the personal,
sport, and athlefic development of the athlete. Coaches must understand and respect
the inherent power imbalance that exists in this relationship and must be extremely
careful not to abuse it, consciously or unconsciously. Coaches will:

a.

Ensure a safe environment by selecting activities and establishing conftrols that are
suitable for the age, experience, ability, and fitness level of the involved athletes.
Prepare athletes systematically and progressively, using appropriate time frames
and monitoring physical and psychological adjustments while refraining from using
tfraining methods or techniques that may harm athletes.

Avoid compromising the present and future health of athletes by communicating
and cooperating with sport medicine professionals in the diagnosis, freatment, and
management of athletes’ medical and psychological treatments.

Support the coaching staff of a training camp, provincial team, or national team;
should an athlete qualify for participation with one of these programs.

Accept and promote athletes’ personal goals and refer athletes to other coaches and
sports specialists as appropriate.

Provide athletes (and the parents/guardians of minor athletes) with the information
necessary to be involved in the decisions that affect the athlete.

Actin the best interest of the athlete’s development as a whole person.

Comply with Pickleball Alberta’s Screening Policy and all eligibility requirements as
detailed in the current Competitors’ Guide, if applicable

Report to Pickleball Alberta any ongoing criminal investigation, conviction, or
existing bail conditions, including those for violence, child pornography, or
possession, use, or sale of any illegal substance.

Under no circumstances provide, promote, or condone the use of drugs (other than
properly prescribed medications) or performance-enhancing substances and, in the
case of minors, alcohol, cannabis, and/or tobacco.

Respect athletes playing with other teams and, in dealings with them, do not encroach
upon topics or actions which are deemed to be within the realm of 'coaching', unless
after first receiving approval from the coaches who are responsible for the athletes.
Not engage in a sexual relationship with an athlete under the age of majority.



m. Disclose any sexual or intfimate relationship with an athlete over the age of majority

0.
p.

to Pickleball Alberta and immediately discontinue any coaching involvement with
that athlete.

Recognize the power inherent in the position of coach and respect and promote the
rights of all participants in sport. This is accomplished by establishing and following
procedures for confidentiality (right to privacy), informed participation, and fair and
reasonable treatment. Coaches have a special responsibility to respect and promote
the rights of participants who are in a vulnerable or dependent position and less able
to protect their own rights.

Dress professionally, neatly, and inoffensively.

Use inoffensive language, considering the audience being addressed.

10. In addition to section 7 (above), athletes will have additional responsibilities to:

11

a.

Report any medical problems in a timely fashion, when such problems may limit
their ability to travel, practice, or compete.

Participate and appear on-tfime and prepared to participate to their best abilities in
all competitions, practices, training sessions, tryouts, fournaments, and events.
Properly represent themselves and not attempt to participate in a competition for
which they are not eligible by reason of age, classification, or other reason
Adhere to Pickleball Alberta’s rules and requirements regarding clothing and
equipment.

Act in a sportsmanlike manner and not display appearances of violence, foul
language, or gestures to other athletes, officials, coaches, or spectators.

Dress to represent the sport and themselves well and with professionalism.

Act in accordance with Pickleball Alberta’s policies and procedures and, when
applicable, additional rules as outlined by coaches or managers.

. In addition to section 7 (above), officials will have additional responsibilities to:
a.
b.
C.

Maintain and update their knowledge of the rules and rules changes.

Not publicly criticize other officials or any club or association.

Work within the boundaries of their position’s description while supporting the work
of other officials.

Act as an ambassador of Pickleball Alberta by agreeing to enforce and abide by
national and provincial rules and regulations.

Take ownership of actions and decisions made while officiating.

Respect the rights, dignity, and worth of all Individuals.
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Not publicly criticize other officials or any club or association

Act openly, impartially, professionally, lawfully, and in good faith.

Be fair, equitable, considerate, independent, honest, and impartial in all dealings
with others.

Respect the confidentiality required by issues of a sensitive nature, which may
include ejections, defaults, forfeits, discipline processes, appeals, and specific
information or data about Individuals.

Honor all assignments unless unable to do so by virtue of illness or personal
emergency, and in these cases inform the assignor or association at the earliest
possible time.

When writing reports, set out the facts.

Dress in proper attire for officiating.

In addition to section 7 (above), parents/guardians and spectators at events will:

a.

0

Encourage athletes to compete within the rules and to resolve conflicts without
resorting to hostility or violence.

Condemn the use of violence in any form.

Neverridicule a participant for making a mistake during a performance or practice
Provide positive comments that motivate and encourage participants continued
effort.

Respect the decisions and judgments of officials and encourage athletes to do the
same.

Never question an official’s or staff member’s judgment or honesty

Support all efforts to remove verbal and physical abuse, coercion, intimidation, and
sarcasm.

Respect and show appreciation to all competitors, and to the coaches, officials and
other volunteers.

Not harass competitors, coaches, officials, parents/guardians, or other spectators



Abuse policy

1. The following terms have these meanings in this Policy:

a. “Vulnerable Individuals” — Includes Children / Youth (minors) and Vulnerable Adults
(people who, because of age, disability or other circumstance, are in a position of
dependence on others or are otherwise at a greater risk than the general population
of being harmed by people in positions of frust or authority).

b. “Individuals” — All categories of membership defined in Pickleball Alberta’s Bylaws,
as well as all individuals employed by, or engaged in activities with Pickleball Alberta
including, but not limited to, volunteers, managers, administrators, committee
members, and Directors and Officers of Pickleball Alberta; and

c. “Abuse” — Child/Youth Abuse or Vulnerable Adult Abuse as described in this Policy.

2. Pickleball Alberta is committed to a sport environment free from abuse. The purpose
of this Policy is to stress the importance of that commitment by educating Individuals
about abuse, outlining how Pickleball Alberta will work to prevent abuse, and how
abuse or suspected abuse can be reported to and addressed by Pickleball Alberta.

3. Pickleball Alberta has zero tolerance for any type of abuse. Individuals are required to
reportinstances of abuse or suspected abuse to Pickleball Alberta to be immediately
addressed under the terms of the applicable policy.

4, Vulnerable Individuals can be abused in different forms.
5. The following description of Child / Youth Abuse has been modified and adapted from

Ecclesiastical’s Guidelines for Developing a Safety & Protection Policy for Children /
Youth / Vulnerable Adults:

13



Child / Youth Abuse
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“Child abuse” refers to the violence, mistreatment or neglect that a child or adolescent
may experience while in the care of someone they depend on or frust. There are many
different forms of abuse, and a child may be subjected to more than one form:

a.

Physical abuse involves single or repeated instances of deliberately using force
against a child in such a way that the child is either injured or is at risk of being
injured. Physical abuse includes beating, hitting, shaking, pushing, choking, biting,
burning, kicking or assaulting a child with a weapon. It also includes holding a child
under water, or any other dangerous or harmful use of force or restraint.

Sexual abuse and exploitation involve using a child for sexual purposes. Examples of
child sexual abuse include fondling, inviting a child to touch or be touched sexually,
intercourse, rape, incest, sodomy, exhibitionism, or involving a child in prostitution or
pornography.

Neglect is often chronic, and it usually involves repeated incidents. It involves failing
to provide what a child needs for his or her physical, psychological or emotional
development and wellbeing. For example, neglect includes failing to provide a
dependent child with food, clothing, shelter, cleanliness, medical care, or protection
from harm.

Emotional abuse involves harming a child’s sense of self-worth. It includes acts (or
omissions) that result in, or place a child at risk of, serious behavioral, cognitive,
emotional, or mental health problems. For example, emotional abuse may include
aggressive verbal threats, social isolation, intimidation, exploitation, or routinely
making unreasonable demands. It also includes exposing the child to violence.

An abuser may use several different tactics to gain access to children, exert power
and control over them, and prevent them from telling anyone about the abuse or
seeking support. The abuse may happen once, or it may occurin arepeated and
escalating pattern over a period of months or years. The abuse may change form over
fime.

Abuse of children or youth in sport can include emotional maltreatment, neglect, and
physical maltreatment.

a.

Emotional Maltreatment — A coach’s failure to provide a developmentally-
appropriate and supportive environment. Emotional abuse is at the foundation of all
other forms of maltreatment (sexual, physical and neglect). In sports, this conduct
has the potential to cause emotional or psychological harm to an athlete when it is
persistent, pervasive or patterned acts (i.e., yeling at an athlete once does not
constitute maltreatment). Examples of emotional maltreatment include:
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i. Refusal torecognize an athlete’s worth or the legitimacy of an athlete’s

needs (including complaints of injury/pain, thirst or feeling unwell)

i. Creating a culture of fear, or threatening, bullying or frightening an
athlete

ii. Frequent name-calling or sarcasm that contfinually “beats down” an
athlete’s self-esteem.

iv. Embarrassing or humiliating an athlete in front of peers

v. Excluding or isolating an athlete from the group

vi. Withholding attention

vii. Encouraging an athlete to engage in destructive and antisocial
behavior, reinforcing deviance, or impairing an athlete’s ability to
behave in socially appropriate ways.

viii. Over-pressuring: whereby the coach imposes extreme pressure upon the
athlete to behave and achieve in ways that are far beyond the athlete’s
capabilities.

ix. Verbally attacking an athlete personally (e.g., belittling them or calling
them worthless, lazy, useless, fat or disgusting).

X. Routinely or arbitrarily excluding athletes from practice

xi. Using conditioning as punishment

xii. Throwing sports equipment, water bottles or chairs at, orin the presence
of, athletes

xiii. Body shaming — making disrespectful, hurtful or embarrassing
comments about an athlete’s physique.

Neglect - acts of omission (i.e., the coach should act to protect the health/well-being
of an athlete but does not). Examples of neglect include:
i. Isolating an athlete in a confined space or stranded on equipment, with
no supervision, for an extended period.
i. Withholding, recommending against, or denying adequate hydration,
nutrition, medical attention or sleep
ii. Ignoring an injury
iv. Knowing about sexual abuse of an athlete but failing to report it.
Physical Maltreatment - involves contact or non-contact behavior that can cause
physical harm to an athlete. It also includes any act or conduct described as physical
abuse or misconduct (e.g., child abuse, child neglect and assault). Almost all sport
involves strenuous physical activity. Athletes regularly push themselves to the point
of exhaustion. However, any activity that physically harms an athlete—such as
extreme disciplinary actions or punishment—is unacceptable. Physical
maltreatment can extend to seemingly unrelated areas including inadequate
recovery fimes for injuries and restricted diet. Examples of physical maltreatment
include:



9.
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i. Punching, beating, biting, striking, choking or slapping an athlete.
i. Intenfionally hitting an athlete with objects or sporting equipment
ii. Providing alcohol to an athlete under the legal drinking age
iv. Providing illegal drugs or non-prescribed medications to any athlete
v. Encouraging or permitting an athlete to return to play prematurely or
without the clearance of a medical professional, following a serious injury
(e.g., a concussion)
vi. Prescribed dieting or other weight-control methods without regard for
the nutritional well-being and health of an athlete
vii. Forcing an athlete to assume a painful stance or position for no athletic
purpose, or excessive repetition of a skill fo the point of injury.
viii. Using excessive exercise as punishment (e.g., stretching to the point of
causing the athlete to cry, endurance conditioning until the athlete
vomits)

Importantly, emotional and physical maltreatment does notinclude professionally
accepted coaching methods (per the NCCP) of skill enhancement, physical
conditioning, team building, discipline, or improving athletic performance.

Potential warning signs of abuse of children or youth can include:

@ m® a0 T oQ

Recurrent unexplained injuries

Alert behavior: child seems to always be expecting something bad to happen.
Often wears clothing that covers up their skin, even in warm weather.

Child startles easily, shies away from touch or shows other skittish behavior.
Constantly seems fearful or anxious about doing something wrong.

Withdrawn from peers and adults.

Behavior fluctuates between extremes (e.g., exiremely cooperative or extremely
demanding)

Acting either inappropriately beyond their age (like an adult; taking care of other
children) or inappropriately younger than their age (like an infant; throwing
tantrums)

Acting out in an inappropriate sexual way with toys or objects

New adult words for body parts and no obvious source

Self-harm (e.g., cutting, burning or other harmful activities)

Not wanting to be alone with a particular child or young person



Vulnerable Adult Abuse
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. Although individuals may be abused at virtually any life stage — childhood,

adolescence, young adulthood, middle age, or old age - the nature and consequences
of abuse may differ depending on an individual’s situation, disability, or circumstance.

Abuse of vulnerable adults is often described as a misuse of power and a violation of
trust. Abusers may use several different tactics to exert power and control over their
victims. Abuse may happen once, or it may occur in a repeated and escalating

pattern over months or years. The abuse may take many different forms, which may

change over time:

a. Psychological abuse includes attempts to dehumanize or intimidate vulnerable
adults. Any verbal or non-verbal act that reduces their sense of self-worth or dignity and
threatens their psychological and emotional integrity is abuse. This type of abuse
may include, for example:

i. Threatening to use violence.
i. Threatening to abandon them.
ii. Intentionally frightening them
iv. Making them fear that they will not receive the food or care they need.
v. Lying to them
vi. Failing to check allegations of abuse against them.

b. Financial abuse encompasses financial manipulation or exploitation, including
theft, fraud, forgery, or extortion. It includes using a vulnerable adult’s money or
property in a dishonest manner or failing to use a vulnerable adult’'s assets for their
welfare. Abuse occurs any time someone acts without consent in a way that
financially or personally benefits one person at the expense of another. This type of
abuse against a vulnerable adult may include, for example:

i. Stealing their money, disability cheques, or other possessions
i. Wrongfully using a Power of Attorney
ii. Failing to pay back borrowed money when asked.

c. Physical abuse includes any act of violence — whether or not it results in physical
injury. Intentionally inflicting pain or injury that results in either bodily harm or
mental distress is abuse. Physical abuse may include, for example:

i. Beating
i. Burning or scalding
ii. Pushing or shoving
iv. Hitting or slapping
v. Rough handling
vi. Tripping
vii. Spitting



d.

All forms of sexual abuse are also applicable to vulnerable adults.

13. Potential warning signs of abuse of vulnerable adults can include:

a.

® a0 o

Depression, fear, anxiety, passivity
Unexplained physical injuries
Dehydration, malnutrition, or lack of food
Poor hygiene, rashes, pressure sores
Over-sedation

14. Pickleball Alberta will enact measures aimed at preventing abuse. These measures
include screening, orientation, training, practice, and monitoring.

Screening

15. Individuals who coach, volunteer, officiate, deliver developmental programs, are
affiiated with provincial feams, accompany a team to an event or competition, are
paid staff, or otherwise engage with Vulnerable Individuals involved with Pickleball
Alberta will be screened according to the organization’s Screening Policy.

16. Pickleball Alberta will use the Screening Policy to determine the level of frust,
authority, and access that everyone has with Vulnerable Individuals. Each level of risk
will be accompanied by increased screening procedures which may include the
following, singularly or in combination:

a.

"o Qoo00T

Completing an Application Form for the position sought (which includes alerting
Individuals that they must agree to adhere with the organization’s policies and
procedures (including this Abuse Policy))

Completing a Screening Declaration Form

Providing letters of reference

Providing a Criminal Record Check (*CRC") and/or Vulnerable Sector Check (“VSC")
Providing a driver’'s abstract (for Individuals who transport Vulnerable Individuals)
Other screening procedures, as required.

17. An Individual’s failure to participate in the screening process or pass the screening
requirements as determined by a Screening Committee, will result in the Individual’s
ineligibility for the position sought.
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Orientation and Training

18.

2.

21,

Pickleball Alberta will deliver orientation and training to those Individuals who have
access to, orinteract with, Vulnerable Individuals. The orientation and training, and
their frequency, will be based on the level of risk, as described in the Screening Policy.

Orientation may include, but is not limited to infroductory presentations, facility tours,
equipment demonstrations, parent/athlete meetings, meetings with colleagues and
supervisors, orientafion manuals, orientation sessions, and increased supervision
during initial tasks or period of engagement.

Training may include, but is not limited to certification courses, online learning,
mentoring, workshop sessions, webinars, on-site demonstrations, and peer feedback.

At the conclusion of the orientation and training, Individuals will be required to
acknowledge, in written form, that they have received and completed the training.

Practice

22.

19

When Individuals interact with Vulnerable Individuals, they are required to enact

certain practical approaches to these interactions. These include, but are not limited

fo:

a. Limiting physical interactions to non-threatening or non-sexual touching (e.g., high-
fives, pats on the back or shoulder, handshakes, specific skill instruction, etc.)

b. Ensuring that Vulnerable Individuals are always supervised by more than one adult.

c. Ensuring that more than one person is responsible for team selection (thereby
limiting the consolidation of power onto one Individual)

d. Including parents/guardians in all communication (e.g., electronic, telephonic) with
Vulnerable Individuals

e. Ensuring that parents/guardians are aware that some non-personal communication
between Individuals and Vulnerable Individuals (e.g., coaches and athletes) may take
place electronically (e.g., by texting) and that this type of communication is now
considered to be commonplace, especially with older Vulnerable Individuals (e.g.,
teenagers). Individuals are aware that such communication is subject to Pickleball
Alberta’'s Code of Conduct and Ethics and social media Policy.

f. When traveling with Vulnerable Individuals, the Individual will not transport
Vulnerable Individuals without another adult present and will not stay in the same
overnight accommodation location without additional adult supervision.



Monitoring

23.

24,

25.

26.
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Pickleball Alberta will regularly monitor those Individuals who have access to, or
interact with, Vulnerable Individuals. The monitoring will be based on the level of risk,
as described in the Screening Policy.

Monitoring may include, but is not limited to regular status reports, logs, supervisor
meetings, supervisor on-site check-ins, feedback provided directly to the organization
(from peers and parents/athletes), and regular evaluations.

Reports of abuse that are shared confidentially with an Individual by a Vulnerable
Individual may require the Individual to report the incident to parents/guardians,
Pickleball Alberta or the police. Individuals must respond to such reports in a non-
judgmental, supportive and comforting manner but must also explain that the report
may need to be escalated to the proper authority or to the Vulnerable Individual’s
parent/guardian.

Complaints or reports that describe an element of abuse will be addressed by the
process(es) described in Pickleball Alberta’s Discipline and Complaints Policy and the
Investigations Policy - Discrimination, Harassment and Abuse.



Athlete Protection policy

1. This Athlete Protection Policy describes how Persons in Authority as defined in the Code of
Conduct and Ethics Policy, shall maintain a safe sport environment for all Athletes.

INTERACTIONS BETWEEN PERSONS IN AUTHORITY AND ATHLETES - THE ‘RULE OF
TWO’'

2. Pickleball Alberta strongly recommends the ‘Rule of Two' for all Persons in Authority who
inferact with Athletes. The Coaching Association of Canada describes the intention of the ‘Rule
of Two' as follows:

A coach must never be alone or out of sight with a minor athlete.

Two NCCP trained or certified coaches should always be present with an athlete, especially
a minor athlete, when in a potentially vulnerable situation such as in a locker room or
meeting room.

All one-on-one interactions between a coach and an athlete must take place within
earshot and in view of a second coach except for medical emergencies. One of the
coaches must also be of the same gender as the athlete.

Should there be a circumstance where a second screened and NCCP frained or certified
coach is not available, a screened volunteer, parent, or adult can be recruited.

3. Pickleball Alberta recognizes that fully implementing the ‘Rule of Two," as described above
(and modified accordingly for Persons in Authority), in all circumstances, may not always be
possible.

Consequently, at a minimum, inferactions between Persons in Authority and Athletes must
respect the following:

a. The training environment should be open to observation so that all interactions between
Persons in Authority and athletes are observable.
b. Private or one-on-one situations must be avoided unless they are observable or within

earshot of another adult or athlete.
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C. Vulnerable Individuals, as defined in the Abuse Policy, must not be in any situation where
they are alone with a Person in Authority without another athlete or screened adult present unless
prior written permission is obtained from the Vulnerable Individual's parent or guardian.

4, In addition to respecting the minimum requirements described above, it is strongly
recommended that:

a. Teams or groups of athletes always have at least two Persons in Authority with them.

b. For mixed gender teams or groups of athletes, there will be one Person in Authority from
each gender.

C. Screened parents or other volunteers will be available in situations when two Persons in

Authority cannot be present.

S. As it relates to practices and/or competitions, the following shall be respected:

a. If the Vulnerable Individual is the first athlete to arrive, the athlete’s parent should remain
until another athlete or Person in Authority arrives.

b. If a Vulnerable Individual would potentially be alone with a Person in Authority following a

competition or practice, the Person in Authority should ask another Person in Authority (or a parent
or guardian of another athlete) to stay until all the athletes have been picked up. If an adult is
unavailable, another athlete, who is preferably not a Vulnerable Individual, should be present to
avoid the Person in Authority being alone with a single Vulnerable Individual.

6. Communications between Persons in Authority and athletes should respect the following:
a. Group messages, group emails or team pages are to be used as the regular method of
communication between Persons in Authority and athletes.

b. Persons in Authority may only send personal texts, direct messages on social media or

emails to individual athletes when necessary and only for communicating information related to
team issues and activities (e.g., non-personal information). Any such texts, messages or emails shall
be professional in tone.

C. No personal texts between Vulnerable Individuals and Persons in Authority are to be sent;
however, if this is necessary, it should include one other adult person on the message.
d. Parents and guardians of Vulnerable Individuals may request that their child not be

contacted by a Person in Authority using any form of electronic communication and/or to request
that certain information about their child may not be distributed in any form of electronic
communications.

e. All communication between a Persons in Authority and athletes must be between the hours
of 6:00am and midnight unless extenuating circumstances justify otherwise.

f. Communications concerning drugs or alcohol use (unless regarding its prohibition) is not
permitted.

g. No sexually explicit language or imagery or sexually oriented conversation is permitted, nor
may such items be communicated by any medium

h. Persons in Authority are not permitted to ask athletes to keep a secret for them.

i A Person in Authority should not become overly involved in an athlete’s personal life.
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7. Any travel involving Persons in Authority and athletes shall respect the following:

a. Teams or groups of athletes shall always have at least two Persons in Authority with them
b. For mixed gender teams or groups of athletes, there will be one Person in Authority from
each gender.

C. Screened parents or other volunteers will be available in situations when two Persons in
Authority cannot be present.

d. No Person in Authority may drive a vehicle with an athlete alone unless the Person in

Authority is the athlete’s parent or guardian - if it cannot be avoided, the athlete must ride in the
back seat.

e. A Person in Authority may not share a room or be alone in a hotel room with an athlete
unless the Person in Authority is the athlete’s parent or guardian.

f. Room or bed checks during overnight stays must be done by two Persons in Authority

g. For overnight travel when athletes must share a hotel room, roommates will be age

appropriate (e.g., within two years of age of one another) and of the same gender identity.

8. The following shall apply to locker rooms, changing areas, and meeting rooms:

Q. Interactions (i.e., conversation) between Persons in Authority and athletes should not occur
in any room where there is a reasonable expectation of privacy such as a locker room, restroom
or changing area. A second adult should be present for any necessary interaction between an
adult and an athlete in any such room (e.g., adhering to the Rule of Two must be respected).

b. If Persons in Authority are not present in the locker room or changing areaq, or if they are not
permitted to be present, they should still be available outside the locker room or changing area
and be able to enter the room or area if required, including but not limited to team
communications and/or emergency.

9. Any photograph or video involving athletes shall respect the following:

a. Photographs and videos may only be taken in public view, must observe accepted
standards of decency, and be both appropriate for and in the best interest of the athlete.

b. The use of recording devices of any kind in rooms where there is a reasonable expectation
of privacy is strictly prohibited.

C. Examples of photos that shall be edited or deleted include:

[. Images with misplaced apparel or where undergarments are showing.
ll.  Suggestive or provocative poses
. Embarrassing images
d. If any photographs or videos will be used on any form of public media, an Image
Consent Form (Appendix A — Image Consent Form) must be completed before any
images are taken and used.
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10. It is recognized that some physical contact between Persons in Authority and athletes may
be necessary for several reasons including, but not limited to, teaching a skill, or tending to an
injury. Any physical contact shall respect the following:

a. Unless it is otherwise not possible because of severe injury or other justifiable circumstance,
a Person in Authority must always clarify with an athlete where and why any physical contact will
occur prior to the contact occurring. The Person in Authority must make clear that he or she is
requesting to touch the athlete and not requiring physical contact.

b. Infrequent, non-intentional physical contact during a training session is permitted.

C. Making amends, such as an apology or explanation, is encouraged to further help educate
athletes on the difference between appropriate and inappropriate contact.

d. Hugs lasting longer than five (5) seconds, cuddling, physical horseplay, and physical

contact initiated by the Person in Authority is not permitted. It is recognized that some athletes
may initiate hugging or other physical contact with a Person in Authority for various reasons (e.g.,
such as crying or celebrating after a performance), but this physical contact should always be
limited to circumstances where the Person in believes it is in the best interest of the athlete and
when it occurs in an open and observable environment.

. Any alleged violations of this Athlete Protection Policy shall be addressed pursuant to
Pickleball Alberta’s Discipline and Complaints Policy.

1. | hereby grant to (INSERT SPORT ORGANIZATION NAME HERE) (the “Organization”) on a
worldwide basis, the permission to photograph and/or record the Participant’s image
and/or voice on still or motion picture film and/or audio tape and/or through electronic
media (collectively the “Images”), and to use the Images to promote the sport and/or the
Organization through traditional media such as newsletters, websites, television, film, radio,
print and/or display form, and through social media such as Instagram, Facebook,
YouTube, and Twitter. | understand that | waive any claim to remuneration for use of audio/
visual materials used for these purposes. This consent will remain in effect in perpetuity.

2. | hereby fully release, discharge, and agree to save harmless the Organization, for any and
all claims, demands, actions, damages, losses or costs that might arise out of the collection, use
or disclosure of the Images or taking, publication, distortion of the Images, negatives, and masters
or any ofher likeness or representation of the Participant that may occur or be produced in the
taking of said Images or in any subsequent processing thereof, including without limitation any
claims for libel, passing off, misappropriate of personality or invasion of privacy.
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3. | UNDERSTAND AND AGREE that | have read and understood the terms and conditions of
this document. On behalf of me, my heirs, and assigns, | agree that | am signing this document
voluntarily and to abide by such terms and conditions.

Signed at this day of , 20 .

Print Name of Participant:

Signature of Participant:

Signature of Parent/Guardian (if Participant is younger than the age of maijority):
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Investigations policy:

discrimination, harassment, and

abuse

a.

. The following terms have these meanings in this Policy:

“Discipline Chair” — An individual or individuals appointed by the Executive Director to be

the first point-of-contact for all discipline and complaint matters reported to Pickleball Alberta in
accordance with the Discipline and Complaints Policy

b.

“Individuals” — All categories of membership defined in Pickleball Alberta’s Bylaws, as well

as all individuals employed by, or engaged in activities with Pickleball Alberta including, but not
limited to, volunteers, managers, administrators, committee members, and Directors and Officers
of Pickleball Alberta

2.
C
a.
.
c
d
e
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The following terms have the meanings as defined in the Pickleball Alberta’'s Code of

onduct and Ethics:

Harassment
Discrimination
Workplace Harassment
Sexual Harassment
Workplace Violence

The term ‘Abuse’ has the meaning as defined in Pickleball Alberta’s Abuse Policy.

Pickleball Alberta is committed to eliminating all instances of Discrimination, Harassment,
Workplace Harassment, Workplace Violence, Sexual Harassment, and Abuse within its
operations and activities. This Policy describes how Individuals can report instances of
Discrimination, Harassment, Workplace Harassment, Workplace Violence, Sexual
Harassment, and Abuse and how Pickleball Alberta will investigate those reports.

. When a complaint is submitted in accordance with Pickleball Alberta’s Discipline and

Complaints Policy, the Discipline Chair will determine if such complaint is related to an



instance of Discrimination, Harassment, Workplace Harassment, Workplace Violence,
Sexual Harassment, or Abuse.

2. Pickleball Alberta will adhere to all disclosure and reporting responsibilities required by the
Minister of Sport and Persons with Disabilities and, if applicable, any government entity, local
police force, or child protection agency.

3. Complaints that are determined to contain an element of Discrimination, Harassment,
Workplace Harassment, Workplace Violence, Sexual Harassment, and Abuse will continue to be
addressed by the process(es) described in the Discipline and Complaints Policy. However, the
Discipline Chair may also appoint an Investigator to investigate the allegations.

4, The Investigator must be an independent third-party skilled in investigating claims of
harassment. The Investigator must not be in a conflict-of-interest situation and should have no
connection to either party.

S. Federal and/or Provincial legislation related to Workplace Harassment may apply to the
investigation if Harassment was directed toward a worker in a Workplace. The Investigator should
review workplace safety legislation and/or consult independent experts to determine whether
legislation applies to the complaint.

6. The investigation may take any form as decided by the Investigator, guided by any
applicable Federal and/or Provincial legislation. The investigation may include:

a. Complainant interviewed.
b. Witnesses inferviewed.

C. Statement of facts (complainant’'s perspective) prepared by Investigator and
acknowledged by Complainant.

d. Statement delivered to Respondent.

e. Respondent interviewed.

f. Witnesses inferviewed.

Q. Statement of facts (respondent’'s perspective) prepared by Investigator and
a

cknowledged by Respondent.

7. In accordance with the timelines determined by the Discipline Chair, who may modify the
timelines as described in the Discipline and Complaints Policy, the Investigator will prepare and
submit a Report.
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8. The Investigator's Report should include a summary of evidence from the parties (including
both statements of facts, if applicable) and recommendations from the Investigator of whether
or not, on a balance of probabilities, an incident occurred that could be considered
Discrimination, Harassment, Workplace Harassment, Workplace Violence, Sexual Harassment, or
Abuse.

9. The Investigator's Report will be provided to the parties with the names and identifying
details of any witnesses redacted. The provision of the Investigator’'s Report is conditional on the
parties not distributing the Report to any third party without the written permission of Pickleball
Alberta.

10. Should the Investigator find that there are possible instances of offence under the Criminal
Code, particularly related to Criminal Harassment (or Stalking), Uttering Threats, Assault, Sexual
Interference, or Sexual Exploitation, the Investigator shall advise the Complainant to refer the
matter to police. The Investigator will further inform Pickleball Alberta that the matter should be
directed to the police.

1. The Investigator must also inform Pickleball Alberta of any findings of criminal activity.
Pickleball Alberta may decide whether to report such findings to police but is required to inform
police if there are findings related to the trafficking of doping drugs or materials, any sexual crime
involving minors, fraud against Pickleball Alberta, or other offences where the lack of reporting
would bring Pickleball Alberta’s reputation into disrepute.

12. The Discipline Chair or the Discipline Panel, as applicable, shall consider the Investigator's
Report, in addition to submissions from the parties, prior to deciding on the complaint.

13. An individual who submits a complaint to Pickleball Alberta, or who gives evidence in an
investigation, may not be subject to reprisal or retaliation from any individual or group. Should
anyone who participates in the process face reprisal or retaliation, that individual will have cause
to submit a complaint.

14. An individual who submits allegations that the Investigator determines to be false or without
merit may be subject to a complaint pursuant to Pickleball Alberta’s Discipline and Complaints
Policy. In such circumstances, Pickleball Alberta or the individual against whom the false
allegations were submitted may function as the Complainant.
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15. The information obtained about an incident or complaint (including identifying information
about any individuals involved) will remain confidential unless disclosure is necessary for the
purpose of investigating or taking corrective action or is otherwise required by law.

16. The Investigator will make every effort to preserve the confidentiality of the complainant,
respondent, and any other party. However, Pickleball Alberta recognizes that maintaining
anonymity of any party may be difficult for the Investigator during the investigation.
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Discipline and Complaints policy

30

The following terms have these meanings in this Policy:

a. “Case Manager” — An individual appointed by the Executive Director to administer
certain complaints under this di Policy. The Case Manager does not need to be a
member of, or affiliated with Pickleball Alberta
“Complainant” — The Party making a complaint.

c. “Days"” — Days including weekends and holidays.

d. “"Discipline Chair" — An individual or individuals appointed by the Executive Director
to be the first point-of-contact for all discipline and complaint matters reported to
Pickleball Alberta

e. “Individuals” — All categories of membership defined in Pickleball Alberta’s Bylaws,
as well as all individuals employed by, or engaged in activities with Pickleball Alberta
including, but not limited to, athletes, coaches, convenors, officials, volunteers,
managers, administrators, committee members, Directors and Officers of Pickleball
Alberta, spectators, and parents/guardians of athletes.

f. “Respondent” —The Party responding to the complaint.

Individuals are expected to fulfill certain responsibilities and obligations including, but
not limited to, complying with Pickleball Alberta’s policies, Bylaws, rules and
regulations, and Code of Conduct and Ethics. Non-compliance may result in sanctions
pursuant to this Policy.

The Discipline Chair will be a Director of the Board, or an individual appointed by the
Executive Director to handle the duties of the Discipline Chair. The Executive Director
may choose to appoint three (3) individuals to serve as Discipline Chair and, in this
case, decisions of the Discipline Chair will be by majority vote.

The Discipline Chair appointed to handle a complaint orincident must be unbiased
and not in a conflict-of-interest situation.

This Policy applies to all Individuals.
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This Policy applies to matters that may arise during Pickleball Alberta’s business,
activities, and events including, but not limited to, competitions, practices, tryouts,
training camps, travel associated with Pickleball Alberta’s activities, and any meetings.

This Policy also applies to Individuals’ conduct outside of Pickleball Alberta’s business,
activities, and events when such conduct adversely affects relationships within
Pickleball Alberta (and its work and sport environment), is detrimental to the image
and reputation of Pickleball Alberta, or upon the acceptance of Pickleball Alberta.
Applicability will be determined by Pickleball Alberta at its sole discretion.

This Policy does not prevent immediate discipline or sanction from being applied as
reasonably required. Further discipline may be applied according to this Policy. Any
infractions or complaints occurring within the competition will be dealt with by the
procedures specific to the competition, if applicable. In such situations, disciplinary
sanctions will be for the duration of the competition, training, activity, or event only.

An employee of Pickleball Alberta who is a Respondent will be subject to appropriate
disciplinary action in accordance with any of Pickleball Alberta’s applicable policies, as
well as the employee’s Employment Agreement, if applicable. Violations may resultin
a warning, reprimand, restrictions, suspension, or other disciplinary actions up to and
including fermination of employment.

Pickleball Alberta recognizes that Individuals may also be registered with Member
Clubs. Pickleball Alberta requires that Member Clubs submit discipline decisions
involving Individuals to Pickleball Alberta. Pickleball Alberta may, at its sole discretion,
take further action.

. If Pickleball Alberta decides to take further action upon becoming aware of an

Individual who has been disciplined by a Member Club, the Individual will be the
Respondent to a complaint initfiated under the terms of this Policy. Pickleball Alberta
may act as the Complainant if the original Complainant is unwilling or unavailable to
participate in this process.

The Discipline Chair or Discipline Panel, as applicable, will review and consider the
decision by the Member Club when deciding on the complaint in accordance with the
terms of this Policy.
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Complaints may be brought for or against an Individual who is a minor. Minors must
have a parent/guardian or other adult serve as their representative during this
process.

Communication from the Discipline Chair or Case Manager, as applicable, must be
directed to the minor’s representative.

A minor is not required to attend an oral hearing, if held.

Any Individual may report an incident or complaint to the Executive Directorin
writing, within fourteen (14) days of the alleged incident, although this timeline can be
waived or extended at the Executive Director’s discretion.

Pickleball Alberta may, in its sole discretion, act as the Complainant and initiate the
complaint process under the terms of this Policy. In such cases, Pickleball Alberta will
identify an individual representative of the organization.

Upon receiving areport of an incident or a complaint, the Executive Director may, at
their sole discretion and depending on the nature of the issue, appoint a Discipline
Chair, who will be responsible for following process #1, as described in Sections 21-27
below, or, alternatively, appoint a Case Manager, who will be responsible for following
Section 28 and following below. The Executive Director’s decision to appoint a
Discipline Chair or a Case Manager is not subject to appeal.

When determining whether to appoint a Discipline Chair or a Case Manager, the
Executive Director has the discretion to choose which process should be followed, and
may use the following examples as a general guideline:
a. Process #1 - the Complaint alleges the following incidents:
i. Disrespectful, abusive, racist, or sexist comments or behavior

ii. Disrespectful conduct

ii. Minor incidents of violence (e.g., tripping, pushing, elbowing)

iv. Conduct contrary to the values of Pickleball Alberta

v. Non-compliance with Pickleball Alberta’s policies, procedures, rules, or

regulations

vi. Minor violations of Pickleball Alberta’s Code of Conduct and Ethics

b. Process #2 - the Complaint alleges the following incidents:



Vii.

Viii.

Xi.

Xii.

Xiii.

Repeated minor incidents.

Any incident of hazing

Behavior that constitutes harassment, sexual harassment, or sexual
misconduct

Major incidents of violence (e.g., fighting, attacking, sucker punching)
Pranks, jokes, or other activities that endanger the safety of others.

i. Conduct that intentionally interferes with a competition or with any

athlete’s preparation for a competition

Conduct that intentionally damages Pickleball Alberta’s image,
credibility, or reputation

Consistent disregard for Pickleball Alberta’s bylaws, policies, rules, and
regulations

Major or repeated violations of Pickleball Alberta’s Code of Conduct and
Ethics

Intentionally damaging Pickleball Alberta’s property or improperly
handling Pickleball Alberta’s monies.

Abusive use of alcohol, any use or possession of alcohol by minors, or use
or possession of illicit drugs and narcotics.

A conviction for any Criminal Code offense

Any possession or use of banned performance enhancing drugs or
methods.

20. The Discipline Chair or Case Manager (as applicable) may determine that the alleged
incident may contain an element of discrimination, harassment, workplace
harassment, workplace violence, sexual harassment, or abuse. In this case, the
Discipline Chair may appoint an Investigator in accordance with Pickleball Alberta’s
Investigations Policy - Discrimination, Harassment, and Abuse and Pickleball Alberta,
and the Investigator, will have additional responsibilities as described in that Policy.

Sanctions

HANDLED BY DISCIPLINE CHAIR

21. Following the determination that the complaint or incident should be handled under
Process #1, the Discipline Chair will review the submissions related to the complaint or
incident and determine one or more of the following sanctions:

a. Verbal or written reprimand

b. Verbal or written apology

c. Service or other confribution to Pickleball Alberta
d. Removal of certain privileges
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e. Suspension from certain teams, events, and/or activities
f.  Suspension from all or some of Pickleball Alberta’s activities for a designated period
g. Any other sanction considered appropriate for the offense.

22. The Discipline Chair will inform the Respondent of the sanction, which will take effect

2.

immediately.

Records of all sanctions will be maintained by Pickleball Alberta.

Request for Reconsideration

24,

25,

26.

27.

The sanction may not be appealed until the completion of a request for
reconsideration. However, the Respondent may contest the sanction by submitting a
Request for Reconsideration within four (4) days of receiving the sanction. In the
Request for Reconsideration, the Respondent must indicate:

a. Why the sanction is inappropriate.

b. All evidence to support the Respondent’s position; and

c. What penalty or sanction (if any) would be appropriate.

Upon receiving a Request for Reconsideration, the Discipline Chair may decide to
accept or reject the Respondent’s suggestion for an appropriate sanction.

Should the Discipline Chair accept the Respondent’s suggestion for an appropriate
sanction, that sanction will take effect immediately.

Should the Discipline Chair not accept the Respondent’s suggestion for an appropriate
sanction, the initial complaint or incident will be handled under Process #2 of this

Policy.

HANDLED BY CASE MANAGER

Case Manager

28.

29.

34

Following the determination that the complaint or incident should be handled under
Process #2, the Executive Director will appoint a Case Manager to oversee management
and administration of the complaint or incident. The Case Manager should not be in a
conflict of inferest and should have expertise in dispute resolution matters. Such an
appointment is not appealable.

The Case Manager has a responsibility fo:



a. Determine whether the complaint is frivolous and/or within the jurisdiction of this

Policy.

Propose the use of Pickleball Alberta’s Dispute Resolution Policy

Appoint the Discipline Panel, if necessary

Coordinate all administrative aspects and set fimelines.

Provide administrative assistance and logistical support to the Discipline Panel as

required.

f. Provide any other service or support that may be necessary to ensure a fair and
timely proceeding.

® a0 0T

Procedures

30.

3l

32.

3.

34.
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If the Case Manager determines the complaint is:

a. Frivolous or outside the jurisdiction of this Policy, the complaint will be dismissed
immediately.

b. Nof frivolous and within the jurisdiction of this Policy, the Case Manager will notify
the Partfies that the complaint is accepted and of the applicable next steps.

The Case Manager's decision to accept or dismiss the complaint may not be appealed.

The Case Manager will establish and adhere to fimelines that ensure procedural fairness
and that the matteris heard in a fimely fashion.

After notifying the Parties that the complaint has been accepted, the Case Manager
may propose using Pickleball Alberta’s Dispute Resolution Policy with the objective of
resolving the dispute. If applicable, and if the dispute is not resolved, or if the parties
refuse to use the Dispute Resolution Policy, the Case Manager will appoint a Discipline
Panel, which shall consist of a single Arbitrator, to hear the complaint. In extraordinary
circumstances, and at the discretion of the Case Manager, a Discipline Panel of three
people may be appointed to hear the complaint. In this event, the Case Manager will
appoint one of the Discipline Panel’'s members to serve as the Chair.

The Case Manager, in cooperation with the Discipline Panel, will then decide the format
under which the complaint will be heard. This decision may not be appealed. The format
of the hearing may be an oral in-person hearing, an oral hearing by telephone or other
communication medium, a hearing based on a review of documentary evidence
submitted in advance of the hearing, or a combination of these methods. The hearing
will be governed by the procedures that the Case Manager and the Discipline Panel
deem appropriate in the circumstances, provided that:



35.

36.

37.

38.

a. The Parties will be given appropriate notice of the day, time, and place of the
hearing, in the case of an oral in-person hearing or an oral hearing by telephone
or other communication medium.

b. Copies of any written documents which the parties wish to have the Discipline
Panel consider will be provided to all Parties, through the Case Manager, in
advance of the hearing.

c. The Parties may engage a representative, advisor, or legal counsel at their own
expense.

d. The Discipline Panel may request that any other individual participate and give
evidence at the hearing.

e. The Discipline Panel may allow as evidence at the hearing any oral evidence and
document or thing relevant to the subject matter of the complaint, but may
exclude such evidence that is unduly repetitious, and shall place such weight on
the evidence as it deems appropriate.

f.  The decision will be by a majority vote of the Discipline Panel

If the Respondent acknowledges the facts of the incident, the Respondent may waive
the hearing, in which case the Discipline Panel will determine the appropriate sanction.
The Discipline Panel may still hold a hearing for the purpose of determining an
appropriate sanction.

The hearing will proceed in any event, even if a Party chooses not to participate in the
hearing.

If a decision may affect another party to the extent that the other party would have
recourse to a complaint or an appeal in their own right, that party will become a Party

to the current complaint and will be bound by the decision.

In fulfilling its duties, the Discipline Panel may obtain independent advice.

Decision

39.
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After hearing and/or reviewing the matter, the Discipline Panel will determine whether
an infraction has occurred and, if so, the sanctions to be imposed. Within fourteen (14)
days of the hearing’s conclusion, the Discipline Panel's written decision, with reasons,
will be distributed to all Parties, the Case Manager, and Pickleball Alberta. In
extraordinary circumstances, the Discipline Panel may first issue a verbal or summary
decision soon after the hearing’s conclusion, with the full written decision to be issued
before the end of the fourteen (14) day period. The decision will be considered a matter
of public record unless decided otherwise by the Discipline Panel.



Sanctions

40. The Discipline Panel may apply the following disciplinary sanctions, singularly or in
combination:
a. Verbal or written reprimand
Verbal or written apology
Service or other contribution to Pickleball Alberta
Removal of certain privileges
Suspension from certain teams, events, and/or activities
Suspension from all or some of Pickleball Alberta’s activities for a designated
period
g. Payment of the cost of repairs for property damage
h. Suspension of funding from Pickleball Alberta or from other sources
.
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Expulsion from Pickleball Alberta
Any other sanction considered appropriate for the offense.

41. Unless the Discipline Panel decides otherwise, any disciplinary sanctions will begin
immediately, notwithstanding an appeal. Failure to comply with a sanction as
determined by the Discipline Panel will result in an automatic suspension until such
fime as compliance occurs.

42. Records of all decisions will be maintained by Pickleball Alberta.
Appeals

43. The decision of the Discipline Panel may be appealed in accordance with Pickleball
Alberta’s Appeal Policy.

44, The Executive Director may, at their sole discretion, determine that an alleged incident
is of such seriousness as to warrant suspension of an Individual pending completion of
a criminal process, the hearing, or a decision of the Discipline Panel.

45. An Individual’s conviction for a Criminal Code offense will be deemed an infraction
under this Policy and will result in expulsion from Pickleball Alberta. Criminal Code
offences may include, but are not limited to:

a. Any child pornography offences
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Any sexual offences

Any offence of physical violence

Any offence of assault

Any offence involving trafficking of illegal drugs.

® o000

The discipline and complaints process are confidential and involves only the Parties, the
Case Manager, the Discipline Panel, and any independent advisors to the Discipline
Panel. Once initiated and until a decision is released, none of the Parties will disclose
confidential information relating to the discipline or complaint to any person not
involved in the proceedings.

If the circumstances of the complaint are such that adhering to the timelines outlined
by this Policy will not allow a timely resolution to the complaint, the Discipline Panel
may direct that these tfimelines be revised.

Other individuals or organizations, including but not limited to, national sport
organizations, provincial sport organizations, sport clubs, etc., may be advised of any
decisions rendered in accordance with this Policy.



Dispute Resolution policy
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6.

The following term has this meaning in this Policy:

a. “Individuals” — All categories of membership defined in Pickleball Alberta’s
Bylaws, as well as all individuals employed by, or engaged in activities with
Pickleball Alberta including, but not limited to, athletes, coaches, convenors,
officials, volunteers, managers, administrators, committee members, and
Directors and Officers of Pickleball Alberta.

Pickleball Alberta supports the principles of Alternate Dispute Resolution (ADR) and is
committed to the techniques of negotiation, facilitation, and mediation as effective
ways to resolve disputes. Alternate Dispute Resolution also avoids the uncertainty, costs,
and other negative effects associated with lengthy appeals or complaints, or with
litigation.

Pickleball Alberta encourages all Individuals to communicate openly, collaborate, and
use problem-solving and negotiation techniques to resolve their differences. Pickleball
Alberta believes that negotiated settlements are usually preferable to outcomes
resolved through other dispute resolution techniques. Negotiated resolutions to
disputes with and among Individuals are strongly encouraged.

This Policy applies to all Individuals.

Opportunities for Alternate Dispute Resolution may be pursued at any point in a dispute
when all parties to the dispute agree that such a course of action would be mutually
beneficial.

The dispute will first be referred to Pickleball Alberta’s Executive Director for review, with
the objective of resolving the dispute via Alternate Dispute Resolution and/or mediation.
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If all parties to a dispute agree to Alternate Dispute Resolution or mediation, the
Executive Director may refer the alternate dispute resolution process to a resolution
facilitator such as the Sport Dispute Resolution Centre of Canada (SDRCC).

If all parties to a dispute agree to Alternate Dispute Resolution, a mediator or facilitator,
acceptable to all parties, shall be appointed to mediate or facilitate the dispute.

The mediator or facilitator shall decide the format under which the dispute shall be
mediated or facilitated and shall specify a deadline before which the parties must reach
a negoftiated decision.

Should a negotiated decision be reached, the decision shall be reported to, and
approved by Pickleball Alberta. Any actions that are to take place as a result of the
decision shall be enacted on the timelines specified by the negotiated decision, pending
Pickleball Alberta’s approval.

. Should a negotiated decision not be reached by the deadline specified by the mediator

or facilitator at the start of the process, or if the parties to the dispute do not agree to
Alternate Dispute Resolution, the dispute shall be considered under the appropriate
section of Pickleball Alberta’s Discipline and Complaints Policy or Appeal Policy, as
applicable.

Any negotiated decision will be binding on the parties. Negotiated decisions may not
be appealed.



Appeal policy
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The following terms have these meanings in this Policy:

a. “Appellant” — The Party appealing a decision.

b. “Case Manager” — An individual appointed by the Executive Director who may be
any staff member, committee member, volunteer, Director, or an independent
third party, to oversee this Appeal Policy. The Case Manager will have
responsibilities that include, but are not limited to:

i. Ensuring procedural fairmness.
i. Respecting the applicable timelines; and
ii. Using decision making authority empowered by this Policy.
c. “Respondent” — The body whose decision is being appealed.
d. “Parties” — The Appellant, Respondent, and any other Individuals affected by the

appeal.
e. “Days” — Days including weekends and holidays.
f.  “Individuals” — All categories of membership defined in Pickleball Alberta’s

Bylaws, as well as all individuals employed by, or engaged in activities with
Pickleball Alberta including, but not limited to, athletes, coaches, convenors,
officials, volunteers, managers, administrators, committee members, Directors
and Officers of Pickleball Alberta, spectators at events, and parents/guardians of
athletes.

Pickleball Alberta is committed to providing an environment in which all Individuals
involved with Pickleball Alberta are tfreated with respect and fairness. Pickleball Alberta
provides Individuals with this Appeal Policy to enable fair, affordable, and expedient
appeals of certain decisions made by Pickleball Alberta. Further, some decisions made
by the process outlined in Pickleball Alberta’s Discipline and Complaints Policy may be
appealed under this Policy.

This Policy applies to all Individuals. Any Individual who is directly affected by a decision
by Pickleball Alberta shall have the right to appeal that decision provided there are
sufficient grounds for the appeal under the ‘Grounds for Appeal’ section of this Policy.
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This Policy will apply fo decisions relating to:

® 00 TQ

Eligibility
Selection

Conflict of Interest
Discipline
Membership

This Policy will not apply to decisions relating to:
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®

=

Employment

Infractions for doping offenses

The rules of the sport

Selection criteria, quotas, policies, and procedures established by entities other
than Pickleball Alberta

Substance, content and establisnment of team selection criteria
Volunteer/coach appointments and the withdrawal or termination of those
appointments.

Budgeting and budget implementation

Pickleball Alberta’s operational structure and committee appointments

Decisions or discipline arising within the business, activities, or events organized
by entities other than Pickleball Alberta (appeals of these decisions shall be dealt
with pursuant to the policies of those other entities unless requested and
accepted by Pickleball Alberta at its sole discretion)

Commercial matters for which another appeals process exists under a confract
or applicable law.

Decisions made under this Policy.

Individuals who wish to appeal a decision have seven (7) days from the date on which
they received notice of the decision to submit, in writing to Pickleball Alberta, the
following:

a.
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Notice of the intention to appeadl

Contactinformation and status of the appellant.

Name of the respondent and any affected parties, when known to the Appellant
Date the appellant was advised of the decision being appealed.

A copy of the decision being appealed, or description of decision if written
document is not available.

Grounds for the appeal

Detailed reasons for the appeal

All evidence that supports these grounds
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i. Requestedremedy orremedies.
i An administration fee of one hundred dollars ($100), which will be refunded if the
appealis upheld.

An Individual who wishes to initiate an appeal beyond the seven (7) day period must
provide a written request stating the reasons for an exemption. The decision to allow, or
not allow an appeal outside of the seven (7) day period will be at the sole discretion of
the Case Manager and may not be appealed.

A decision cannot be appealed on its merits alone. An appeal may only be heard if there
are sufficient grounds for appeal. Sufficient grounds include the Respondent:

a. Decided that it did not have the authority orjurisdiction (as set out in the
Respondent’s governing documents) to make.

b. Failed to follow its own procedures (as set out in the Respondent’s governing
documents)

c. Made a decision that was influenced by bias (where bias is defined as a lack of
neutrality to such an extent that the decision-maker appears not to have
considered other views)

d. Failed to consider relevant information or considered irrelevant information
in making the decision.

e. Made a decision that was grossly unreasonable.

The Appellant must demonstrate, on a balance of probabilities, that the Respondent has
made a procedural error as described in the ‘Grounds for Appeal’ section of this Policy
and that this error had, or may reasonably have had, a material effect on the decision or
decision-maker.

Upon receiving the notice of the appeal, the fee, and all other information (outlined in the
‘Timing of Appeal’ section of this Policy), Pickleball Alberta and the Appellant may first
aftempt to resolve the dispute pursuant to Pickleball Alberta’s Dispute Resolution Policy or
through the Early Resolution Facilitation services offered by the Sport Dispute Resolution
Centre of Canada (SDRCC).

. Appeals resolved by mediation under Pickleball Alberta’s Dispute Resolution Policy or

through Early Resolution Facilitation at the SDRCC will result in the administration fee
being refunded to the Appellant.
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Should the appeal not be resolved by using the Dispute Resolution Policy or through
resolution facilitation at the SDRCC, Pickleball Alberta will appoint an independent Case
Manager (who must not be in a conflict of interest) who has the following
responsibilities:

a. Determine if the appeal falls under the scope of this Policy.

b. Determine if the appeal was submitted in a timely manner.

c. Decide whether there are sufficient grounds for the appeal.

If the appeal is denied based on insufficient grounds, because it was not submitted in a
fimely manner, or because it did not fall under the scope of this Policy, the Appellant will
be notified, in writing, of the reasons for this decision. This decision may not be
appedaled.

If the Case Manager is satisfied there are sufficient grounds for an appeal, the Case
Manager will appoint an Appeals Panel which shall consist of a single Arbitrator, to hear
the appeal. In extraordinary circumstances, and at the discretfion of the Case Manager, a
Panel of three persons may be appointed to hear the appeal. In this event, the Case
Manager will appoint one of the Panel’s members to serve as the Chair.

The Case Manager shall notify the Parties that the appeal will be heard. The Case
Manager shall then decide the format under which the appeal will be heard. This
decision is at the sole discretion of the Case Manager and may not be appealed.

If a Party chooses not to participate in the hearing, the hearing will proceed in any event.

The format of the hearing may involve an oral in-person hearing, an oral hearing by
telephone or other electronic means, a hearing based on a review of documentary
evidence submitted in advance of the hearing, or a combination of these methods. The
hearing will be governed by the procedures that the Case Manager and the Panel deem
appropriate in the circumstances, provided that:
a. The hearing will be held within a timeline determined by the Case Manager
b. The Parties will be given reasonable notice of the day, time and place of the
hearing.
c. Copies of any written documents which the parties wish to have the Panel
consider will be provided to all Parties in advance of the hearing.
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The Parties may be accompanied by a representative, advisor, or legal counsel at
their own expense.

The Panel may request that any other individual participate and give evidence at
the hearing.

The Panel may allow as evidence at the hearing any oral evidence and document
or thing relevant to the subject matter of the appeal but may exclude such
evidence that is unduly repetitious and shall place such weight on the evidence
as it deems appropriate.

If a decision in the appeal may affect another party to the extent that the other
party would have recourse to an appeal under this Policy, that party will become
a party to the appeal in question and will be bound by its outcome.

The decision to uphold or reject the appeal will be by a majority vote of Panel
members.

In fulfilling its duties, the Panel may obtain independent advice.

The Panel shall issue its decision, in writing and with reasons, within fourteen (14) days after
the hearing’s conclusion. In making its decision, the Panel will have no greater
authority than that of the original decision-maker. The Panel may decide to:

a.
b.

Reject the appeal and confirm the decision being appealed.

Uphold the appeal and refer the matter back to the initial decision-maker for a
new decision.

Uphold the appeal and vary the decision.

The Panel's written decision, with reasons, will be distributed to all Parties, the Case
Manager, and Pickleball Alberta. In extraordinary circumstances, the Panel may first
issue a verbal or summary decision soon after the hearing’s conclusion, with the full
written decision to be issued thereafter. The decision will be considered a matter of
public record unless decided otherwise by the Panel.

The Panel’s decision may be appealed by any of the Parties to the SDRCC in accordance
with the Canadian Sport Dispute Resolution Code.
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If the circumstances of the appeal are such that adhering to the tfimelines outlined by
this Policy will not allow a timely resolution to the appeal, the Case Manager and/or
Panel may direct that these timelines be revised.

The appeals process is confidential and involves only the Parties, the Case Manager, the
Panel, and any independent advisors to the Panel. Once inifiated and until a decision is
released, neither of the Parties will disclose confidential information to any person not
involved in the proceedings.

No action or legal proceeding will be commenced against Pickleball Alberta or
Individuals in respect of a dispute, unless Pickleball Alberta has refused or failed to
provide or abide by the dispute resolution process and/or appeal process as set out in
Pickleball Alberta’s governing documents.

By agreement between the Parties, the internal appeal process may be bypassed, and
the appeal may be heard directly by the SDRCC.
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The following terms have these meanings in this Policy:
a. Director — An individual appointed or elected to Pickleball Alberta’s Board of
Directors
b. Worker — An individual who has signed an Employment Agreement or Contfractor
Agreement with Pickleball Alberta

The purpose of this Policy is to allow Workers to have a discreet and safe procedure by
which they can disclose incidents of wrongdoing in the workplace without fear of unfair
tfreatment or reprisal.

This Policy only applies to Workers who observe, or experience incidents of wrongdoing
committed by Directors or by other Workers.

Incidents of wrongdoing or misconduct observed or experienced by participants,
volunteers, spectators, parents of participants, or other individuals not employed or
confracted by Pickleball Alberta can be reported under the terms of Pickleball Alberta’s
Discipline and Complaints Policy and/or reported to Pickleball Alberta’s Board or
Executive Director to be handled under the terms of the individual Worker's
Employment Agreement or Contractor Agreement, as applicable, and/or any other
relevant and applicable Pickleball Alberta policy.

Matters reported under the terms of this Policy may be referred to be heard under
Pickleball Alberta’s Discipline and Complaints Policy, at the discretion of the
Compliance Officer.

Wrongdoing can be defined as:
a. Violating the law.
b. Intentfionally or seriously breaching of Pickleball Alberta’s Code of Conduct and
Ethics.



c. Intentionally or seriously breaching Pickleball Alberta’s policies for workplace
violence and harassment.

d. Committing or ignoring risks to the life, health, or safety of a participant,
volunteer, Worker, or other individual.

e. Directing anindividual or Worker to commit a crime, serious breach of a policy of
Pickleball Alberta, or another wrongful act; or

f.  Fraud.

7. Pickleball Alberta pledges not to dismiss, penalize, discipline, or retaliate or discriminate
against any Worker who discloses information or submits, in good faith, a report against
a Worker under the terms of this Policy.

8. Any individual aoffiliated with Pickleball Alberta who breaks this Pledge will be subject to
disciplinary action.

9. A Worker who believes that a director or another Worker has committed an incident of
wrongdoing should prepare a report that includes the following:

a. Written description of the act or actions that comprise the alleged wrongdoing,
including the date and time of the action(s).

b. ldentities and roles of other individuals or Workers (if any) who may be aware of,
affected by, or complicit in, the wrongdoing.

c. Why the act or action should be wrongdoing; and

d. How the wrongdoing affects the Worker submitting the report (if applicable).

10. Pickleball Alberta has appointed the following Compliance Officer to receive reports
made under this Policy:

Jason Harley

Direct: 780-482-2110
Email: Jason.harley@mross.com

11. Afterreceiving the report, the Compliance Officer has the responsibility to:
a. Assure the Worker of Pickleball Alberta’s Pledge
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b. Connect the Worker to the Alternate Liaison if the individual feels that he or she
cannot act in an unbiased or discrete manner due to the individual’s role with
Pickleball Alberta and/or the conftent of the report.

c. Determine if the report is frivolous, vexatious, or not submitted in good faith (e.g., the
submission of the report is motivated by personal interests and/or the content
of the report is obviously false or malicious)

d. Determine if Pickleball Alberta’s Whistleblower Policy applies or if the matter
should be handled under Pickleball Alberta’s Discipline and Complaints Policy

e. Determine if the local police service be contacted.

f. Determine if mediation or alternate dispute resolution can be used to resolve the
issue.

g. Determine if Pickleball Alberta’s Chairperson and/or Executive Director should or
can be notified of the report.

h. Begin an investigation.

If the Worker feels that the Compliance Officer is unable to act in an unbiased or discrete
manner due to the individual’s role with Pickleball Alberta and/or the content of the
report, the Worker should contact the following individual who will act as an
independent liaison between the Worker and the Compliance Officer:

Steven J. Indig, LLB
Sport Law & Strategy Group
SJl@sportlaw.ca

The Alternate Liaison will not disclose the Worker's identity fo the Compliance Officer or
tfo anyone affiliated with Pickleball Aloerta without the Worker's consent.

A Worker who is unsure if he or she should sulbmit a report, or who does not want to
have his or her identity known, may contact the Alternate Liaison for informal advice
about the process.

If the Compliance Officer determines that an investigation should be launched, the
Compliance Officer may decide to contract an external investigator. In such cases,
Pickleball Alberta’s Executive Director and/or Chairperson may be nofified that an
investigation conducted by an external investigator is necessary without the nature of
the investigation, content of the report, or identity of the Worker who submitted the
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report being disclosed. Pickleball Alberta’s Executive Director and/or Chairperson may
not unreasonably refuse the decision to contract an external investigator.

An investigation launched by the Compliance Officer or by an external investigator
should generally take the following form:
a. Follow-up interview with the Worker who submitted the report.
b. Identification of Workers, partficipants, volunteers or other individuals that may
have been affected by the wrongdoing.
c. Interviews with such-affected individuals
d. Interview with the Director(s) or Worker(s) against whom the report was
submitted.
e. Interview with the supervisor(s) of the Director(s) or Worker(s) against whom the
report was submitted.

In all stages of the investigation, the investigator will take every precaution to protect
the identity of the Worker who submitted the report and/or the specific nature of the
report itself. However, Pickleball Alberta recognizes that there are some instances
where the nature of the report and/or the identity of the Worker who submitted the
report will or may be inadvertently deduced by individuals participating in the
investigation.

The investigator will prepare an Investigator’'s Report — omitting names whenever
possible and striving to ensure confidentiality — that will be submitted to Pickleball
Alberta’s Chairperson and/or Executive Director for review and action.

Within fourteen (14) days after receiving the Investigator’'s Report, Pickleball Alberta’s
Chairperson and/or Executive Director will take corrective action, as required. Corrective
action may include, but is not limited to including:
a. Enacting and/or enforcing policies and procedures aimed at eliminating the
wrongdoing or further opportunities for wrongdoing.
b. Revision of job descriptions; or
c. Discipline, suspension, termination, or other action as permitted by Pickleball
Alberta’s Bylaws, provincial employment legislation, any relevant and applicable
Pickleball Alberta policy, and/or the Worker's Employment Agreement or
Contractor Agreement.



20. The corrective action, if any, will be communicated to the investigator who will then

inform the Worker who submitted the report.

. Decisions made under the terms of this Policy may be appealed under the terms of

Pickleball Alberta’s Appeal Policy provided that:

a. If the Worker who submitted the initial report is appealing the decision, the
Worker understands that his or her identity must be revealed if he or she submits
an appeal, and

b. If the Director or Worker against whom the initial report was submitted is
appealing the decision, the Worker or Director understands that the identity of
the Worker who submitted the report will not be revealed and that Pickleball
Alberta will act as the Respondent.

22. Confidentiality at all stages of the procedures outlined in this Policy — from the initial
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report to the final decision —is assured for all individuals (the Worker, the Worker(s)
against whom the report is submitted, and the individuals interviewed during the
investigation). An individual who intentionally breaches the confidentiality clause of this
Policy will be subject to disciplinary action.



Event Discipline procedure policy

**This Event Discipline Procedure does not supersede or replace Pickleball Alberta’s Discipline
and Complaints Policy**

1. The following terms have these meanings in this Policy: a) “Event” — An event sanctioned
and operated by Pickleball Alberta b) “Individuals” — All categories of membership defined
in Pickleball Alberta’s Bylaws, as well as all individuals employed by, or engaged in
activities with Pickleball Alberta including, but not limited to, athletes, coaches, convenors,
officials, volunteers, managers, administrators, committee members, Directors and Officers
of Pickleball Alberta, and parents/guardians of athletes.

2. Pickleball Alberta is committed to providing a competition environment in which all
Individuals are treated with respect. This Procedure outlines how alleged misconduct during an
Event will be managed.

3. This Procedure will be applied to all Pickleball Alberta-sanctioned and operated Events but
is particularly relevant to games which are televised or streamed. Changes to this Procedure must
also be outlined in the event Competition Guide, when and if applicable.

4, If an organization is sanctioning the Event other than Pickleball Alberta, the Event Discipline
Procedure of the sanctioning organization will replace this procedure. Incidents involving
Individuals connected with Pickleball Alberta (such as athletes, coaches, members, and Directors
and Officers) must still be reported to Pickleball Alberta to be addressed under Pickleball Alberta’s
Discipline and Complaints Policy, if necessary.

S. This Procedure does not replace or supersede Pickleball Alberta’s Discipline and
Complaints Policy. Instead, this Procedure works in concert with the Discipline and Complaints
Policy by outlining, for a designated person with authority at an event sanctioned and operated
by Pickleball Alberta, the procedure for taking immediate, informal, or corrective action in the
event of a possible violation of Pickleball Alberta’s Code of Conduct and Ethics.
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6. Incidents that violate or potentially violate Pickleball Alberta’s Code of Conduct and Ethics,
which can occur during a competition, away from the area of competition, or between parties
connected to the Event, shall be reported to a designated person (usually the Chief Official or
Pickleball Alberta staff member) responsible at the Event.

7. The designated person at the Event shall use the following procedure to address the
incident that violated or potentially violated Pickleball Alberta’s Code of Conduct and Ethics:

a. Noftify the involved parties that there has been an incident that violated or potentially violated
Pickleball Alberta’s Code of Conduct and Ethics.

b. If the violation occurred during a competition, interviews may be held with the Officials who
officiated or observed the competition and with the coaches and/or each team when necessary
and appropriate.

c. The guidelines below may be utilized to assess fines (Pickleball Aloerta reserves the right to assess
fines which fall outside of the guidelines depending on circumstance):

i.On Court Conduct
e Use of inappropriate language.
Making an obscene gesture deemed inappropriate by an Official.
Being abusive to anyone involved with the event.
Refusing to talk to an accredited member of the media.
Refusing to wear a RF microphone.
Refusing to cooperate with the televising network.
Dress code violation (including the use of unapproved cresting on clothing or
equipment).
a. 1st Offence $150 - $500
b. 2nd Offence $500 - $1,000
c. 3rd Offence Fine up to $1,000 and suspension
o Conceding a game before the time designated by Pickleball Alberta without
permission. Up to $2,000 per team for each offence during a game which is
broadcasted by any means (i.e. ftelevised or streamed). Up to $1,000 per
team for each offence during a game which is not broadcasted.
o Refusing to take a directive given by a Pickleball Alberta official:
a. 1st Offence $300 - $600
b. 2nd Offence $600 - $1,000
c. 3rd Offence up to $1,000 and suspension

i. Off-Court Activity
e Any conduct considered inappropriate by Pickleball Alberta.
d. 1st Offence $300 - $600
e. 2nd Offence $600 - $1,000
f. 3rd Offence up to $1,000 and suspension
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8. The Chief Official and/or the Pickleball Alberta staff member do not have the authority to
determine a suspension that exceeds the duration of the Event. A full written report of the incident
shall be submitted to Pickleball Alberta following the conclusion of the Event. Further discipline
may then be applied in accordance with Pickleball Alberta’s Discipline and Complaints Policy if
necessary.

9. Decisions made in the scope of this Procedure may not be appealed.

10. This Procedure does not prohibit other Individuals from reporting the same incident to
Pickleball Alberta to be addressed as a formal complaint pursuant to Pickleball Alberta’s
Discipline and Complaints Policy.

1. Pickleball Alberta shall record and track all reported incidents.
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Social Media policy

1. The following terms have these meanings in this Policy:

a.

“Social media” — The catch-all tferm that is applied broadly to new computer-
mediated communication media including, but not limited to blogs, YouTube,
Facebook, Instagram, Tumblr, Snapchat, and Twitter.

“Individuals” — Individuals employed by, or engaged in activities with Pickleball
Alberta including, but not limited to, athletes, coaches, convenors, referees,
officials, volunteers, managers, administrators, committee members, medical
and paramedical personnel, and Directors and Officers of Pickleball Alberta
“Discipline Chair or Case Manager” — The person(s) appointed by Pickleball
Alberta to oversee management and administration of complaints, as applicable.

2. Pickleball Alberta is aware that Individual interaction and communication occurs
frequently on social media. Pickleball Alberta cautions Individuals that any conduct
faling short of the standard of behavior required by Pickleball Alberta’'s Code of
Conduct and Ethics will be subject to the disciplinary sanctions identified within
Pickleball Alberta’s Discipline and Complaints Policy.

3. This Policy applies to all Individuals as defined in the Definitions.

4. In accordance with Pickleball Alberta’s Discipline and Complaints Policy and Code of
Conduct and Ethics, the following social media conduct may be considered minor or
major infractions at the discretion of the Discipline Chair or Case Manager:

a. Posting a disrespectful, hateful, harmful, disparaging, insulting, or otherwise
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negative comment on a social medium that is directed at an Individual, at
Pickleball Alberta, or at other individuals connected with Pickleball Alberta

a. Posting a picture, altered picture, or video on a social medium that is harmful,
disrespectful, insulting, or otherwise offensive, and that is directed at an
Individual, at Pickleball Alberta, or at other individuals connected with Pickleball
Alberta
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b. Creating or contributing to a Facebook group, webpage, Instagram account,
Twitter feed, blog, or online forum devoted solely or in part to promoting negative
or disparaging remarks or commentary about Pickleball Alberta, its stakeholders,
orits reputation.

c. Inappropriate personal or sexual relationships between Individuals who have a
power imbalance in their interactions, such as between athletes and coaches,
Directors and staff, officials and athletes, etc.

d. Any instance of cyber-bullying or cyber-harassment between one Individual and
another Individual (including a tfeammate, coach, opponent, volunteer, or official),
where incidents of cyber-bullying and cyber-harassment can include but are not
limited to the following conduct on any social medium, via text-message, or via
email: regular insults, negative comments, vexatious behavior, pranks or jokes,
threats, posing as another person, spreading rumors or lies, or other harmful
behavior.

All conduct and behavior occurring on social media may be subject to Pickleball
Alberta’s Discipline and Complaints Policy at the discretion of the Discipline Chair or
Case Manager.

Individuals acknowledge that their social media activity may be viewed by anyone,
including Pickleball Alberta.

If Pickleball Alberta unofficially engages with an Individual in social media (such as by
retweeting a tweet or sharing a photo on Facebook) the Individual may, at any time, ask
Pickleball Alberta to cease this engagement.

When using social media, an Individual must model appropriate behavior befitting the
Individual’s role and status in connection with Pickleball Alberta.

Removing content from social media after it has been posted (either publicly or
privately) does not excuse the Individual from being subject to Pickleball Alberta’s
Discipline and Complaints Policy.

An individual who believes that an Individual’s social media activity is inappropriate or
may violate Pickleball Alberta’s policies and procedures should report the matter to
Pickleball Alberta in the manner outlined by Pickleball Alberta’s Discipline and
Complaints Policy.



Confidentiality policy

Pickleball Alberta is committed to protecting its proprietary confidential information.
Pickleball Alberta will comply with relevant legislation. The purpose of this Policy is to
ensure the protection of Confidential InNformation that is proprietary to Pickleball Alberta.

Pickleball Alberta Representatives: all individuals employed by, or engaged in activities
with, Pickleball Alberta including, but not limited to, athletes, coaches, officials, volunteers,
administrators, contract personnel, committee members, and Directors and officers of
Pickleball Alberta (hereinafter “Pickleball Alberta Representatives”).

Confidential Information: The term “Confidential Information” includes, but is not limited
to, the following:

a. Personal information of Pickleball Alberta Representatives including:

i. Home address

i. Email address.

iii. Personal phone numbers

iv. Date of birth

v. Financial information

vi. Medical history

vii. Police and background Checks

This Policy applies to all categories of membership within the Pickleball Alberta’s Bylaws as
well as all individuals employed by, or engaged in activities with, the Pickleball Alberta.
Persons affected by this Policy include, but are not limited to, athletes, coaches, officials,
volunteers, administrators, contract personnel, committee members, Directors and officers
of the Pickleball Alberta (hereinafter “Pickleball Alberta Representatives”).

Confidential Information does not include the following: name, title, business address, work
telephone number, or any other information widely available or posted pubilicly. Pickleball
Alberta Representatives voluntarily publishing or consenting to the publication of basic
personal information in a public forum (such as the listing of an email address on a website)
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forfeit the expectation of confidentiality for that personal information for as long as it is
available publicly. Directors, Staff and Committee members will review and sign a
confidentiality agreement on an annual basis.

Responsibilities

Pickleball Alberta Representatives will not, either during the period of their
involvement/employment with the Pickleball Alberta or any time, thereafter, disclose to
any person or organization any Confidential Information acquired during their period of
involvement/employment, unless expressly authorized to do so.

Pickleball Alberta Representatives will not publish, communicate, divulge, or disclose to
any unauthorized person, firm, corporation, or third party any Confidential Information
without the express written consent of Pickleball Alberta or the individual where
appropriate.

Pickleball Alberta Representatives will not use, reproduce, or distribute Confidential
Information without the express written consent of Pickleball Alberta or the individual
where appropriate.

All files and written materials relating to Confidential Information will remain the property
of the Pickleball Alberta and, upon termination of involvement/employment with Pickleball
Alberta or upon request of Pickleball Alberta, the Pickleball Alberta Representative wiill
immediately return all written or tangible Confidential Information, as well as copies and
reproductions, and any other media containing Confidential Information.

Pickleball Alberta will review FOIP and other relevant legislation to ensure compliance.
Intellectual Property

Copyright and any other intellectual property rights for all written material (including
material in electronic format or posted on a website) and other works produced in
connection with employment or involvement with Pickleball Alberta will be owned solely
by Pickleball Alberta, which shall have the right to use, reproduce, or distribute such
material and works, in whole orin part, for any purpose it wishes. Pickleball Alberta may
grant permission for others to use its intellectual property.
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Enforcement

A breach of any provision in this Policy may be subject to legal recourse, termination of the
employment or volunteer position, or sanctions.
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Communication policy

To support the organization’s values of Fearless Leadership, Trusted Professionals, Part of a
Community and Excellence by Design and using our Governance Charter for guidance, the
following principles will be followed:

e To provide timely and relevant information to our members

e To communicate often

e To address concerns in a timely manner

e Torespect the distinct roles within the organization
PRESIDENT

The President is the spokesperson for Pickleball Alberta (PA) and will be responsible for
communication on items related to the following:

Board issues.

Strategic decisions

Organizational matters that are out of the scope of the Executive Director

Matters that are politically sensitive and could harm the brand and reputation of Pickleball
Alberta the President will identify a designate when appropriate.

EXECUTIVE DIRECTOR
The Executive Director will communicate on all operatfional issues and other items at the request
of the Board of Pickleball

The Executive Director will identify a designation when appropriate.
EXECUTIVE COMMITTEE

To function as a sounding board and in an advisory capacity when determining the best
approach fo communication matters.

This policy will be reviewed every 2 years.
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Code of Conduct and Ethics
Social Media

PA Representatives will not use, reproduce, or distribute Confidential Information without the
express written consent of PA or the individual where appropriate.

All files and written materials relating to Confidential Information will remain the property of PA
and, upon termination of involvement/employment with PA or upon request of PA, the PA
Representative will immediately return all written or tangible Confidential Information, as well as
copies and reproductions, and any other media containing Confidential Information.

PA will review FOIP and other relevant legislation to ensure compliance.

Copyright and any other intellectual property rights for all written material (including material in
electronic format or posted on a website) and other works produced in connection with
employment or involvement with PA will be owned solely by PA, which shall have the right to use,
reproduce, or distribute such material and works, in whole or in part, for any purpose it wishes. PA
may grant permission for others to use its intellectual property.

A breach of any provision in this Policy may be subject to legal recourse, termination of the
employment or volunteer position, or sanctions.
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Privacy policy

Pickleball Alberta is committed to safeguarding the personal information entrusted to us by our
members. We manage your personal information in accordance with Alberta’s Personal
Information Protection Act (PIPA) and other laws such as the Personal Information and Protection
of Electronic Documents Act (PIPEDA), when applicable. Personal information collection is
necessary to ensure the ongoing provision of services to our member facilities and theirindividuals.

This Privacy Policy will detail Pickleball Alberta’s practices and principles that will be followed to
protect the personal data of our membership.

This Privacy Policy applies to Pickleball Alboerta and to any person providing services on our behalf.
A copy of this policy is published on the organization’s website and provided to any member or
individual on request. Some key terms used in the Privacy Policy are defined below:

Personal Information - this means information identifiable to any person, including, but not limited
to, information that relates to a person’s age, birth date, sex, home address, telephone number/s,
medical information, etc. In addition, personal information includes membership details such as
role, club affiliation, criminal record checks, and other demographic information.

Privacy Officer — Pickleball Alberta will appoint a member of staff to function as the Privacy Officer.
This person will be responsible to ensure that Pickleball Alberta complies with this policy and all
applicable legislation.

Unless the reason for collecting personal information is obvious and the individual provides their
personal data for that purpose, Pickleball Alberta will communicate the purposes for which data
is being collected either orally or in writing, before or at the time of collection. Pickleball Alberta
may collect data directly from individuals or indirectly from a member Pickleball club with consent
or as authorized by law.

Pickleball Alberta will collect only the personal data necessary to fulfill the following purposes:
¢ To ensure the health and safety of members, participants, employees, and the public.
e To confirm the eligibility of members to participate in Pickleball Alberta events including its
competitions, camps, clinics, and meetings.
o To comply with Pickleball Alberta’s legal obligations.
To inform individuals of Pickleball Alberta programs, benefits, services, and fundraising
opportunities (e.g.- online raffles)
To deliver requested products or services
To maintain participant and member lists and to administer related benefits.
To register participants in Pickleball Alberta courses, programs, competitions, or events
To maintain emergency contact information for program participants
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o To fulfill grant reporting requirements

e To track participation, guide planning, and inform advocacy efforts to demonstrate social
value and community impact.

e Newsletter distribution

o To provide to Pickleball Canada for use pursuant to Pickleball Canada’s Privacy Policy

Pickleball Alberta will only use or disclose information for the purposes identified above or for a
purpose identified at the time of collection.

We will not use or disclose an individual’s information for any additional purposes unless consent is
obtained to do so.

Pickleball Alberta will not sell membership lists to any third parties.

Consent will be obtained to collect, use, or disclose personal information except in the following
limited circumstances:

e In an emergency that threatens an individual’s health, life, or personal security
e When the personal information is publicly available (such as phone numbers in a directory)
e When the collection, use or disclosure of personal information is permitted or required by
law.
e When we require legal advice from a lawyer
Consent may be provided in writing, electronically or orally (either in person or over the
telephone).

In cases that do not involve sensitive information we may rely on “opt-out” consent. Consent may
be implied where an individual is given notice and reasonable opportunity to opt-out of their
personal information being used for mail-outs, the marketing of new services or products or
fundraising and the individual does not opt-out.

Pickleball Alberta assumes consent to use, and where applicable, disclose personal information
that we have already collected, for the purpose for which the information was collected.

An individual member may withdraw consent to the use and disclosure of personal information at
any time unless personal information is necessary for Pickleball Alberta to fulfill its legal obligations.

Business contact information and other information that is publicly available is exempt from this

policy as this type of information is not considered personal information and may be collected,
used, and disclosed without consent.
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We are committed to ensuring the security of the personal information provided to us by our
members. We protect personal information in a manner appropriate for the sensitivity of the
information. We make every reasonable effort to prevent any loss, misuse, disclosure, or
modification of personal information, as well as any unauthorized access to personal information.

We will protect personal information using a range of measures which include:

Shredding paper records and permanently deleting electronic records.

Locking filing cabinets

Performing employee security clearances and restricted “need to know" access.
The use of passwords on all Pickleball Alberta computers

e Continually reviewing and updating our security policies as technology changes

Pickleball Alberta will retain personal information only as long as necessary to fulfill the identified
purposes or a legal or business purpose.

We will make a reasonable effort to ensure that personal information is complete and accurate.
An individual may request access to or correction of their personal data by contacting Pickleball
Alberta’s Privacy Officer listed at the end of this document. The individual must provide sufficient
information in their request to allow us to identify the information being sought. All requested
personal information will be made available within 30 days.

The Privacy Officer is responsible for ensuring Pickleball Alberta complies with this policy and all
applicable privacy laws.

If an individual member has a question or concern about any collection, use or disclosure of
personal information by Pickleball Alberta, or about a request for access to their own personal
information, please contact our Privacy Officer:

Pickleball Alberta Privacy Officer

Address one

Address two

Phone

Email: Subject Heading "“Privacy Officer”
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Conflict of interest policy

This policy applies to the expected conduct of Directors, committee members and
employees of Pickleball Alberta, when carrying out the business and activities of Pickleball
Alberta. It enables Directors, committee members and employees to recognize and declare
potential conflicts of interest.

a. Officials: The word “Official” will be used throughout this document to include all

members of Pickleball Alberta (Directors), all members of committee(s),
employees and representatives.

. Conflict of Interest: Officials are considered to be in a “conflict of interest”

whenever they themselves, or members of their family, business partners or close
personal associates, may personally benefit either directly or indirectly, financially or
otherwise, from their position on the Association, committees or as an employee.

A conflict of intferest may be “real,” “potential” or "apparent”; the same duty to
disclose applies to each. Full disclosure in itself does not remove a conflict of
interest.

. Committees: This policy applies equally to all committee members who

participate in the committees of Pickleball Alberta.

The purpose of this policy outlines the expectations of Officials when conducting activities that
further the Pickleball Alberta’s programs and services. The policy sets forth guidelines for
dealing with conflicts of interest and related matters. It is intended to protect Pickleball
Alberta’s reputation for integrity, and to increase its capacity for effective governance.
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Pickleball Alberta Officials shall not:

Engage in any business or tfransactions or have a financial or other personal interest
which is incompatible with the discharge of their duties and obligations with
Pickleball Alberta.

Knowingly places themselves in a position where they are under obligation to any person
who might benefit from special consideration or favor on their part, or might seek, in
any way, preferential freatment.

Accord, in the performance of their duties and obligations, preferential treatment to
relatives or friends or to organizations in which they or their relatives or friends have an
interest, financial or otherwise.

Benefit from the use of information acquired during the course of their duties with
Pickleball Alberta, which is generally not available to the public.

Use Pickleball Alberta property, equipment, supplies or services of consequence for
activities not associated with the discharge of official duties with Pickleball Alberta.
Place themselves in a position where they could influence decisions or confracts from
which they could derive any direct or indirect benefits or interest.

Accept any gift that could reasonably be construed as being given in anticipation or
recognition or of special consideration by Pickleball Alberta, Committee Members,
employees, representatives and decision makers of Pickleball Alberta.

In addition, engage in any outside work, activity or business undertaking that conflicts
or appears to conflict with their duties as Directors, Committee Members, employees,
representatives and decision makers of Pickleball Alberta, in which they have an
advantage or appear to have an advantage deriving from their association with
Pickleball Alberta.

Actin a manner which is contrary to the best interest of the Association.

Individuals who are elected, appointed or hired to positions within Pickleball Alberta, will
disclose their potential conflict in the following manner:
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Complete a declaration form at the beginning of their appointment. It is the
responsibility of the individual to update information as required.
o Whenever an Official or decision maker considers that he or she could be, or
could potentially be, in a conflict of interest as defined within this policy, he or she



shall disclose this conflict to the President and the Executive Director
immediately.
Any other Official of Pickleball Alberta who feels that an Official of Pickleball Alberta is
in a conflict of interest, may report the matter to the President and the Executive
Director at any time.
If an Official of Pickleball Alberta is in doubt as to whether conflict of interest
situations exist, he or she should provide disclosure to the President and the Executive
Director immediately.

Once an Official of Pickleball Alberta has provided disclosure of a conflict of interest with
respect to a particular matter to be considered or decision to be made, the following
principles shall apply:

The individual in the conflict of intferest may not participate in discussion of this matter
as an advocate on his or her own behalf, either formally at the meeting or informally
through private contact, communication or discussion, unless such partficipation is
approved by a majority vote of the Pickleball Alberta Board of Directors

The individual in a conflict of inferest shall not participate in any vote on the matter and
neither the committee nor board level.

Documentation relating to conflict-of-interest situations shall be recorded in the
Minutes of Pickleball Alberta and all relevant committees of Pickleball Alberta.

Pickleball Alberta Board of Directors will review the situation, and if required will
convene a hearing with the individual who is alleged to have failed to adhere to this
policy. The final decision regarding a breach of this policy rests with the Pickleball
Alberta Board of Directors.

In investigating the matter, convening a hearing, recommending sanctions, and deciding
the outcome of any breach of this policy, the Pickleball Alberta Board of Directors will
respect the principles of procedural fairness.
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Pickleball Alberta
Conflict of Interest Disclosure Form

I have read Pickleball Alberta’s Conflict of Interest Policy, | agree to be bound by the obligations
contained therein, and | commit to avoid any real or perceived conflict of interest. | also commit
to disclosing the existence of any real or perceived conflict of interest as soon as it is known to
me. | declare the following interests which may represent a potential conflicting interest:

Name:
Signature:
Position:

Date:
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Nepotism policy

The purpose of this policy is to avoid creating or continuing an employment situation where there
is a potential for favoritism and/or conflict of interest. The intent of this policy is to protect both
Pickleball Alberta and the individual employee. Pickleball Alberta supports hiring based on merit
and does not discourage nor prohibit the employment of more than one member of a family.
However, there are circumstance in which the employment relationship would not be allowed:

To this policy, relatives (including “step” relatives where applicable) shall be defined as:

Spouses, including common law spouses and same sex partners (as defined by Alberta
Human Rights)

Children

Grandchildren

Parents

Siblings

Grandparents

In-laws (employee’s sibling’s spouses, employee’s children’s spouses and the employee’s
spouses’ siblings and parents)

Aunts and Uncles

Nieces and Nephews

Due to the potential for perceived or actual conflicts of interest, the following restrictions apply:

No employee shall participate in or influence the outcome of the appointment, hiring,
promotion, supervision, discipline, or evaluation of a relative

No person shall be hired or promoted to a position under any supervision.

No employee shall be hired who is a relative of the Executive Committee (HR Committee)
of Pickleball Alberta

Employees have a responsibility to inform the Executive Director of Pickleball Alberta or the
President of Pickleball Alberta of any actual or perceived conflict of interest.

Employees who fail to disclose a conflict of interest shall be subject to appropriate disciplinary
action which may include termination.

Conflict of Interest
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Concussion guidelines and return to
play policy

Pickleball Alberta will adopt the Pickleball Canada Concussion Protocol. Link to protocol
found here.
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Inclusion and access policy

Pickleball Alberta is committed to ensuring that inclusion and access is incorporated across all
activities of the organization. As the Provincial Sport Organization, Pickleball Alberta will
collaborate with members to develop programs and services for all participants in the sport of
Pickleball in accordance with existing Human Rights Legislation.

Sport is based on equity and access. Sport is welcoming and inclusive, offering an opportunity to
partficipate without regard to age, gender, race, language, sexual orientation, disability,
geography, or economic circumstances. Participants have access to affordable sport
opportunities that are appropriate to the level of activity chosen and provide opportunities for
personal achievement.

Under-represented populations of Alberta — includes women and girls, children in low-income
families, Indigenous people, people with disabilities, older Albertans, newcomers to Canada and
members of the Lesbian, Gay, Bisexual, Trans and Queer (LGBTQ) communities.

a. “Provincial Sport Organization (PSO)": Pickleball Alberta
b. “Member Association (MA)": Pickleball Alberta

The purpose of this policy is fo clearly identify Pickleball Alberta’s commitment to inclusion and
access in all programs, services, and operations. Actions to be taken in the event of violation of
this policy are addressed by Pickleball Alberta’s Code of Conduct policies.

1. The policy of Pickleball Alberta is to respect the rights, dignity, and work of every person and
will freat everyone equally regardless of age, ability, gender, race, ethnicity, religious belief,
sexuality, or social/economic status.

2. Pickleball Alberta will support inclusion and access for all participants that include
population sectors that are identified by Sport Canada and Alberta as underrepresented
populations.

3. Pickleball Alberta will ensure that the concerns and needs of all people are identified,
promoted, and supported. The achievement of equal opportunity is a key consideration when
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developing, updating, or delivering programs and services. Pickleball Alberta is committed to
everyone having a responsibility to oppose discriminatory behavior and promote equality of
opportunity.

4, Pickleball Alberta will ensure that its governance structure encourages and promotes full
and equal participation and access.

5. Pickleball Alberta is committed to everyone having the right to enjoy their sport in an
environment free from threat of intimidation, harassment, and abuse.

6. Pickleball Alberta will deal with all incidences of discriminatory behavior according to its
Code of Conduct.
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Transgender and non-binary
inclusion policy

Pickleball Alberta is committed to being a transgender and non-binary inclusion leader in sport
and promoting substantive equality. Pickleball Alberta welcomes participation from all individuals
at all levels of competition and supports those who are transgender or non-binary. In partnership
with Pickleball Canada, provincial partners, and thought leaders, Pickleball Alberta is devoted to
maintaining a policy which addresses the needs of transgender and non-binary athletes and
endorsing the adoption of best practices within the Pickleball community. The purpose of this
policy is to establish clear guidelines about the inclusion of fransgender and non-binary individuals
in Pickleball Alberta events. It also provides guidance on how to support transgender and non-
binary individuals in provincial, local and Pickleball centre events. Pickleball Alberta is further
committed to working with Pickleball centres within its boundaries to provide education on
transgender-inclusion to its stakeholders and transition support measures for its participants. The
following policy will apply to all Pickleball Alberta’s programs and competitions up until the point
they must comply with the rules of the national or international governing body which may or may
not align with this Policy.

Pickleball Alberta believes that all Participants deserve respectful and inclusive environments for
parficipation that value the Participant’s gender identity and gender expression. Pickleball
Alberta wishes to ensure that all Participants have access to programming in which they feel
comfortable and safe. Pickleball Alberta is committed to implementing this Policy in a fair and
equitable manner.

Pickleball Alberta utilizes the following guiding principles in developing and applying this Policy:

Q. Pickleball Alberta respects all backgrounds, experiences, and identities and welcomes alll
people to participate with their peers and experience the joy and spirit of Pickleball as their fruest
selves.

b. Pickleball Alberta recognizes that gender expression and/or gender identity may or may
not be the same as a person’s assigned sex and that gender identity does not function on a binary
system.

C. Transgender athletes in developmental and recreational sport will be able to participate in
either their sex assigned at birth or the gender category in which they identify. Any transgender
athlete who needs to invoke this Policy must only communicate this to Pickleball Alberta to allow
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for implementation. The same policy of inclusion would apply to high performance athletes up
until the point where they must comply with international federation rules.

d. Non-binary athletes in developmental and recreational sport will have the choice to
partficipate in any of the available gender categories. Any non-binary athlete who needs to
invoke this Policy must only communicate this to Pickleball Alberta to allow for implementation.
The same policy of inclusion would apply to high performance athletes up until the point where
they must comply with rules of the national or international governing body.

e. Pickleball Alberta supports tfransgender and non-binary athletes and will provide a
supportive stance for athletes that decide to share their identity with Pickleball Alberta.
Recognizing the unique needs and experiences of fransgender and non-binary athletes, Pickleball
Alberta seeks to collaborate with the athlete to determine the best course of action for them
based on complex factors, including gender affirmation, privacy, safety, and program
availability.

f. Each athlete is in control of the ways they present and express their gender identity, and as
such, no athlete should have their identity disclosed without their express consent.

g. Transgender and non-binary athletes should be able to use the change rooms of their
choice.

h. Hormone replacement therapy (HRT) should not be required for an athlete to participate
in high performance sport (up to the point where international federation rules would take effect);
and

i. Surgical intervention should never be required for a fransgender or non-binary athlete to
participate in any level of Pickleball that is governed by Pickleball Alberta.

The following terms are applicable to this document:

a. “Bona fide” — Acting in good faith, without deception or fraud.

b. “Cisgender” — A term to describe a person whose gender identity corresponds with their
birth-assigned sex (e.g. someone whose gender identity is woman and was assigned female at
birth).

C. “Gender binary” — A social system whereby people are thought to have either one of two
genders: man or woman. These genders are expected to correspond to sex assigned at birth:
male or female. In the gender binary system, there is no room for diversity outside of man or
woman, for living between or outside of these genders.

d. “Gender expression” — The way an individual expresses themselves in terms of their
behaviour, body language, voice, emphasis or de-emphasis of bodily characteristics, choice of
clothing, hairstyle, and wearing make-up and/or accessories. The traits and behaviours are
labeled as masculine, androgynous, feminine are culturally- and geographically specific and
change over time.

e. “Gender identity” — A person’s innermost sense of their own gender. This can include man,
woman, both, neither or something else entirely. There are lots of words people may use to talk
about their gender identity.

f. “Gender affirming procedures” — Medically-supervised program of treatment to transition
a person’s body to align with their gender identity through hormone therapy, surgeries, and other
procedures.
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g. “Non-binary” — People whose gender identity is neither exclusively female nor male. Some
individuals self-identify as non-binary, whereas others may use terms such as genderqueer, bi- or
polygender, genderfluid, gender non-conforming, or agender. Non-binary people may or may
not conform to societal expectations for their gender expression and gender role, and they may
or may not seek gender affirming medical or surgical care.

h. “Participant” - Includes all individuals employed by or engaged in Pickleball Alberta
activities and programes.

i “Sex"” — The classification of people as male, female, or intersex. Sex is usually assigned at
birth (except for intersex) and is based on an assessment of a person’s reproductive system,
hormones, chromosomes, and other physical characteristics, most notably by external genitalia.
J- “Substantive Equality” — means understanding and meeting the needs of disadvantaged
persons or groups using historical, legal, and social contexts.

k. “Transgender” — People whose gender identity differs from the sex they were assigned at
birth. In order to align their bodies with their sense of gender, some fransgender individuals
undergo gender affirming procedures.

l. “Transgender Girl/Woman” - Someone who was assigned the male sex at birth and
identifies as a woman.

m. “Transgender Boy/Man” - Someone who was assigned female sex at birth, and who
identifies as a man; and n. “TUE” - Therapeutic Use Exemption.

Pickleball Alberta pledges to:
a. Provide this Policy to Pickleball Alberta staff, Directors, national team coaches, managers,
and frainers and offer additional inclusion education and fraining opportunities on its
implementation.
b. Provide registration forms and other documents that enable:

i.The Participant to indicate their gender identity, rather than their sex or gender.

i.The Participant to abstain from indicating a gender identity with no consequence to the
Participant.

ii.The Participant the opportunity to indicate the pronoun(s) they use.

iv.The Participant to indicate the name they go by daily (called a Lived Name), if different from their
legal name.

c. Maintain organizational documents on Pickleball Alberta’s website in a manner that
promotes inclusive language and images.

c. Referto Participants by their lived name and pronouns.

c. Work with transgender and non-binary Participants on the implementation and/or
modification of this Policy.

c. To establish change room guidelines.

c. Ensure uniforms and dress codes that respect a Participant’s gender identity and gender
expression; and

c. Determine Eligibility Guidelines for fransgender and non-binary participants (as described
in this Policy).

c. Transition support: Transgender athletes can request and expect to receive confidential
support from coaches and leagues to explore options for staying or leaving their current
team, washrooms and change room access, if/how to announce to others, and surfacing
and addressing challenges (e.g., misgendering and misnaming).
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The eligibility guidelines of Pickleball Canada, the World Pickleball Federation, and/or any
natfional/ international games organization regarding tfransgender and non-binary athlete
partficipation will supersede the eligibility guidelines as outlined in this Policy during Pickleball
Canada, World Pickleball Federation, or national/international games organization sanctioned
competitions.

As a general guiding principle for Pickleball Alberta’s eligibility guidelines, Pickleball Alberta
supports the following statement from Creating Inclusive Environments for Trans Participants in
Canadian Sport:

Based on this background and available evidence, the Expert Working Group felt that frans
athletes should be able to participate in the gender with which they identify, regardless of whether
they have undergone hormone therapy.

At both recreational and competitive levels, a Partficipant is able to parficipate in their sex
assigned at birth or the gender category in which they identify; or choose in the case of a non-
binary Participant. An athlete’s declaration of gender identity through the process of registering
for a gendered event is sufficient.

Participants are not required to disclose their gender identity or history to Pickleball Alberta or any
of Pickleball Alberta’s representatives (e.g., Coaches, Staff, Directors, Officials, etc.).

All athletes must be aware that they may be subject to doping control testing pursuant to the
Canadian Anti-Doping Program. The administration of hormones as a component of gender
reassignment will, in most cases, contravene the World Anti-Doping Code. Transgender athletes
undergoing gender reassignment are encouraged to contact the Canadian Centre for Ethics in
Sport (CCES) to determine what actions, if any, are required to obtain a TUE.

Pickleball Alberta will not disclose to outside parties any documentation or informatfion about a
Participant’s gender identity.

Pickleball Alberta commits to monitoring ongoing developments regarding national and
international participation guidelines for fransgender athletes and pledges to review and/or revise
this Policy whenever new information becomes available.

Should a Participant feel they have been subject to, or witness, discrimination, bullying,
harassment, sexual harassment, vilification, or victimization based on gender identity or expression,
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they should take appropriate action through Pickleball Alberta’s Discipline and Complaints Policy.
For more information, please refer to Pickleball Alberta’s web page for Safe Sport
(www.pickleballalberta.org).

Any decision rendered by Pickleball Alberta in accordance with this Policy may be appealed in
accordance with Pickleball Alberta’s Appeal Policy.

Any questions regarding this Policy or inclusion can be sent to inclusion@ Pickleballalberta.org.

Canada for the Advancement of Women and Sport and Physical Activity (CAAWS) (2017 Second
Edition). Leading the Way: Working with LGBT Athletes and Coaches. A Practical Resource for
Coaches. Access at:
http://www.caaws.ca/e/wp-content/uploads/2017/05/LeadingTheWay-v2017.pdf

Canadian Cenftre for Ethics in Sport (CCES) - Sex and Gender Diversity
https.//cces.ca/sex-and-gender-diversity

This Policy is subject to review at least once every three years Date of last review: March 2024.
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Screening policy & procedure policy

Pickleball Alberta understands that screening personnel and volunteers is a vital part of
providing a safe sporting environment for athletes. Like a growing number of sport organizations,
Pickleball Alberta requires its Personnel who interact with athletes or placed in a position of trust
or authority to obtain a Vulnerable Sector Check (VSC) which includes a Criminal Record Check
(CRC) and record of Safe Sport tfraining.

The following terms have these meanings in this Policy:

a. “Vulnerable Sector Check (VSC)"-is a police information check plus a check to see if a
person has a record suspension (pardon) for sexual offences.

b. “Criminal Record Check (CRC)"- a search of adult convictions held within the Royal
Canadian Mounted Police (RCMP) National Repository of Criminal Records.

C. “Safe Sport Trained” — When an individual has completed the Safe Sport training module
provided by the Coaching Association of Canada (CAC).

d. "Personnel": Pickleball Alberta personnel include members and volunteers whose position
with Pickleball Alberta is one of frust or authority. Pickleball Alberta personnel are required to
obtain a Vulnerable Sector Check (VSC) and be Safe Sport trained. Personnel include, but are
not limited to, coaches, Directors of Pickleball Alberta, Pickleball Alberta officials and Pickleball
Alberta employees. For the purpose of Safe Sport, Personnel also applies to volunteers and
parents of U18 athletes.

e. "Screening Committee": a committee of three (3) to five (5) members appointed by, and
at the sole discretion of, Pickleball Alberta to administer this policy.

f. “Safe Sport Training”: an online fraining course through the Coaching Association of
Canada that gives you the knowledge and skills to create inclusive sport environments by
recognizing, addressing, and preventing maltreatment in sport.

Q. “Screened” - refers to obtaining a Vulnerable Sector Check (VSC) and record of Safe
Sport fraining being complete are both uploaded to the Pickleball Alberta secure drive.

Purpose: This Screening Policy will outline who is required to be screened, the procedures of
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being screened, and steps to be taken in the event of a positive VSC or CRC.

10.

79

This Policy applies to all Personnel.

Not all Personnel associated with Pickleball Alberta will be required to undergo screening
through a VSC or CRC, as not all positions pose a risk of harm to Pickleball Alberta or to its
participants. Pickleball Alberta will determine which Designated Categories of Personnel will
be subject to screening.

VSCs and Safe Sport training is required for the following "Designated Categories" who
collaborate closely with athletes and who are in a position of trust, who supervise, direct, or
have authority over youth or vulnerable adults within Pickleball Alberta:

a. Coaches

b. Officials
c. Directors of Pickleball Alberta
d. Employees

VSC's must be obtained upon hiring and every three years thereafter. Safe Sport tfraining must
be refreshed every three years.

Failure to participate in the screening process as outlined in this policy will result in ineligibility
of the individual.

Pickleball Alberta will not knowingly place in a Designated Category an individual who has a
conviction for a relevant offence’, as defined in this policy.

However, where the Screening Committee is of the opinion that, notwithstanding a
conviction for a relevant offence, a person can occupy a position in a Designated Category
without adversely affecting the safety of Pickleball Alberta, an athlete or member of
Pickleball Alberta through the imposition of such terms and conditions as are deemed
appropriate, the Screening Committee may approve a persons' participation in a
Designated Category.

If a person in a Designated Category subsequently receives a conviction for, or is found guilty
of, arelevant offence, they will report this circumstance immediately to Pickleball Alberta.

If a person in a designated position provides falsified or misleading information, that person
will immediately be removed from their Designated Position and may be subject to further
discipline in accordance with Pickleball Alberta's Discipline and Complaints Policy.

Pickleball Alberta will accept a VSC obtained by personnel for use by other agencies and/or
employers provided the VSC was issued less than three years ago, and with the
understanding that a new VSC will be required at the three-year expiry date.



80

. The implementation of this policy is the responsibility of the Screening Committee of

Pickleball Alberta which is a committee of three (3) to five (5) members appointed by, and
at the sole discretion of, Pickleball Alberta. Pickleball Alberta will ensure that the members
appointed to the Screening Committee possess the requisite skills, knowledge, and abilities
to accurately assess VSC and render decisions under this Policy. The Quorum for the
Screening Committee will consist of three members.

Pickleball Alberta may, in its sole discretion, remove any member of the Screening
Committee. Where a position on the Screening Committee becomes vacant, either
because a member has been removed or because a member has resigned, Pickleball
Alberta, at ifs sole discretion, will appoint a replacement member.

The Screening Committee will perform its duties, in accordance with the terms of this policy,
independent of Pickleball Alberta.

The Screening Committee is responsible for receiving and reviewing all VSC with a "relevant
offence" and, based on such reviews, making decisions regarding the appropriateness of
individuals filling positions in Designated Categories within Pickleball Alberta. In performing
its duties, the Screening Committee may consult with independent experts including
lawyers, police, risk management consultants, volunteer screening specialists or any other
person.

VSCs must be obtained every three years and proof of the VSC must be submitted and
approved by Pickleball Alberta prior to interacting with young athletes (for other
Personnel).

Personnel may obtain a VSC by visiting a local police station, submitting two pieces of
government-issued identification (one of which must have a photo), and completing
paperwork.

The VSC fee for volunteers varies depending on local police service fees. Any such fees
are the responsibility of the personnel obtaining the check

The CRC fee for volunteers varies depending on local police service fees. Any such fees
are the responsibility of the personnel obtaining the check.

Safe Sport training must be completed every three years and proof of completion must
be submitted and approved by Pickleball Alberta prior to interacting with young athletes
(for other Personnel).

Safe Sport training can be completed through the Coaching Association of Canada’s
website: https://safesport.coach.ca. It is a free, 20-minute online module. You will need
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an NCCP number to access the training. NCCP numbers can be obtained by following
the link on the website or by visiting coach.ca

NCCP number, certificate of completion and completion date must be submitted to
Pickleball Alberta.

Individuals in a Designated Category will complete the application / consent for VSC
online at: https://forms.gle/RVTKIn3sT3owSbvm7

Once the application is submitted, reviewed, and accepted as complete, the PA
Screening Committee will prepare a letter requesting the VSC. The letter from PA
requesting the VSC will be provided to the individual member for submission to the local
police / RCMP.

Individual members will receive advice from the local police / RCMP regarding the results
of the VSC and will send the results to Screening@pickleballalberta.org. With clearance,
the PA Screening committee will confirm the results to the relevant PA or club organizers.

If the results of the screening indicate the applicant has a relevant offence, the PA
Screening Committee will review submitted documents and will either approve or deny
the application in accordance with the PA Screening Policy and guidelines.

The PA Screening Committee will retain records of the results and advise individuals when
it is necessary to reapply for a VSC every three years.

The club will identify a primary contact(s) who the PA Screening Committee will
communicate with.

The club will provide individual members who are applying for volunteer positions that
involve supervising, leading, training and chaperoning youth or vulnerable adults with
instructions and the link to the online form: PA Application / Consent for Screening

The club will receive confirmation from the PA Screening Committee as to whether the
individual member’s application is ‘approved,’ ‘denied’ or ‘approved subject to specific
terms and conditions. No further details with respect to the screening application will be
shared with the club.

Should an individual member indicate they have already passed the PA screening
process, the club will confirm this information with the PA Screening Committee who will
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advise whether the individual member is approved or declined for specific positions
working with youth or vulnerable adults and for what fime period.

The Screening Committee is appointed by the PA Board of Directors in consultation with
affiliated clubs. This is a volunteer committee. Members of the committee will need to pass a
vulnerable sector check (VSC) as part of the selection process. There will be a chair and 2 other
members who will manage the screening process in accordance with the PA Screening Policy
and Abuse Prevention policy. The Screening Committee will report to a designated member of
the PA Board of Directors (the Past President initially) and report on overall activities or
recommend changes to the policy and or procedures for consideration by the PA Board. Major
duties will include:

e communicating with members who wish to volunteer to clarify the process,
e reviewing the applications for screening/ consent form for completeness,

e preparing the VSC request and forwarding it to the member who is applying
e receive and frack screening results in a confidential drive on the PA website

e should a result have limitations, decide on whether to ask additional questions or to not
accept the application to volunteer

e communicate the results to the volunteer applicant

e communicate the results where appropriate to a club

Pickleball Alberta will retain copies of CRC and record of Safe Sport training for the period of its
validity. Pickleball Aloerta may also retain written records of communication with individuals
whose CRC indicates a relevant offence, as well as copies of its decisions and written reasons for
decisions. All records will be maintained in a confidential manner and will not be disclosed.
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Risk Management policy

The purpose of this policy is to provide a guidance on how risk will be identified, assessed, and
comprehensively managed to improve organizational performance by:

e understanding risk management

e providing an educational component for staff, board members, and stakeholders

e reinforcing a risk management culture for Pickleball Alberta

Successful risk management should benefit Pickleball Alberta by

e preventing and/or limiting injury or loss

e protecting against litigation

e ensuring compliance with applicable laws, regulations, and standards

e improving the quality and relevance of the programs and services provided to members,
partficipants, partners, and sponsors.

promoting improved business practices

promoting improved human resource management practices

enhancing Pickleball Alberta’s brand, reputation, and image

supporting the strategic objectives of Pickleball Alberta

The Board of Directors and Executive Director are responsible to ensure that risks have been
appropriately identified, documented, assessed, and managed.

The Executive Committee is responsible to the Board of Directors for implementation of risk
management plans and processes and is ultimately responsible to ensure that risks are assessed
and managed appropriately.

All persons identified in the Policy Statement are responsible for ensuring that all appropriate and
cost-effective steps are taken to minimize or control identifiable risks.

The Executive Director and the President will function as Risk Management Recovery Coordinators
to implement the recovery plan when required.

Risk Tolerance

The Board will take a comprehensive approach to determining the risk tolerance. This will be done
through an evaluation process. All risks assigned a high value must be evaluated by the Executive
Committee and mitigation strategies and changes will be reported to the board immediately.

Reporting and Ongoing Monitoring
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To ensure that risk management remains a high priority and to promote a risk management
culture, the following actions will be undertaken:

Pickleball Alberta will ensure that risk assessment is an integral part of strategic and business
planning and reporting.

Annually, the Executive Committee will present a review of the principal risks to the
Association to the Board of Directors for discussion and direction.

Annually, the Executive Director will review and update all operational risks and the
associated response to each.

At each meeting of the board, the Board of Directors will schedule time for a discussion on
risk; updating the registry, compliance, and progress as required.

Risk reporting will be completed by submitting a request or through discussion at a board
meeting and updated by a designated person.

The Executive Director is responsible for updating the risk registry.

The Executive Director will review the risk registry on a regular basis or as a risk arises and will
provide updates on matters of risk to the Board.

If changes or additional updates to the Risk Management Policy are needed during the
year, board members and/or staff will bring forward to the Board for discussion and
approval.

e Pickleball Alberta will report to members on any significant risks identified during the previous year
and report back on how the risk is being managed.
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Banner policy

Pickleball Alberta (CA) is committed to recognizing provincial teams and provincial host clubs.
The purpose of this Policy is to ensure the protection of Pickleball Alberta’s brand and to
uphold the value and prestige of its championships. This policy is in effect for the 2024-2025
season. Banner types and details:

cooo

Provincial Berth Winners - Berths to Provincial Championships and Games
Pickleball Alberta will design requested banners for this category.

Pickleball Alberta must approve all banner orders in this category.

Pickleball Alberta does not provide (pay for) or present banners for this category.
Teams or clubs wishing to order this type of banner can do so at their own cost through

the CA office.

coN

C.

Provincial Championship Winners

Pickleball Alberta will design banners for this category.

Pickleball Alberta will provide (pay for) one banner per winning team.

Pickleball Alberta will present banners in this category to the winning team at the

Pickleball Alberta annual awards banquet in the same season in which the Championship was
played.

i.If the team/club is unable to receive the banner at the awards banquet, Pickleball Alberta will
ship the banner to a recipient designated by the team.

o

d. Teams or clubs wishing to order duplicate banners can do so at their own cost
through the CA office.

Provincial Championship Hosts
Pickleball Alberta will design banners for this category.
Pickleball Alberta will provide (pay for) up to one banner per host club.
i.Host clubs have the choice to receive a banner or alternative award
(glass keeper trophy)
c. Pickleball Alberta will present banners in this category to the host club at the
championship event.

i.If the host club is unable to receive the banner at the championship event, Pickleball Alberta
will ship the banner to the host club.

b.
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Provincial Games Winners
Pickleball Alberta will design banners for this category.
Pickleball Alberta will provide (pay for) one banner per winning team.



C. Pickleball Alberta will present banners in this category to the winning team and/ or the
representing club (of the team’s designation) at the Pickleball Alberta annual awards banquet
in the same season in which the Championship was played.
.If the team/club is unable to receive the banner at the awards banquet, Pickleball Alberta will
ship the banner to the designated club.
d. Teams or clubs wishing to order duplicate banners can do so at their own cost
through the CA office.

5. National Championships/Games Winners
a. Pickleball Alberta will design banners for this category only when there is no
comparable banner provided to Alberta teams by the Canadian host organization(s). Eligible
Alberta teams are any team who represented as Team Alberta at the Canadian competition.
i.Pickleball Alberta will provide (pay for) one banner per winning team.
ii.Pickleball Alberta will present banners in this category to the winning team and/or the
representing club (of the team’s designation) at the Pickleball Alberta annual awards banquet
in the same season in which the Championship was played.
iii.If the team/club is unable to receive the banner at the awards banquet, Pickleball Alberta will
ship the banner to the team directly.

b. Teams or clubs wishing to order duplicate banners can do so at their own cost through the
CA office.

Pickleball Alberta owns the designs of all banners listed above and must approve all proofs
prior to production. Only names on the official roster for each competition will be permitted
on the banners. In addition, Pickleball Alberta must approve any use of its logo. Any misuse or
unapproved use of the Pickleball Alberta logo may result in disciplinary action or suspension.
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Travel and expense policy

The purpose of this policy is to provide all Pickleball Alberta employees and associates
(which includes contractors, consultants, Board members, players, etc.) general guidelines
and information regarding travel and allowable business expenses, and the procedure for
reimbursement of fravel and business expenses.

Legitimate expenses, related to approved Pickleball Alberta travel or business, will be
reimbursed by Pickleball Alberta, in accordance with this policy.

Pickleball Alberta will reimburse, or pay for, business fravel and expenses that are
legitimate, reasonable and appropriate for the business activity undertaken. All employees
and associates, incurring business-related expenses on behalf of Pickleball Alberta, should
bear in mind the following principles:

e Accountability — Pickleball Alberta has a responsibility to its stakeholders, including
donors and funding agencies, and to those who depend on Pickleball Alberta’s
programs and services, to use its resources appropriately.

e Moderation — Pickleball Alberta believes in being efficient with its resources.
Expenses should reflect the principle of moderation, ensuring that good value for
money is obtained.

e Integrity — We are who we say we are. Nowhere is this principle more important
than in the way employees and associates conduct themselves with respect to travel
and business expenses.

Expenses that have already been, or will be, reimbursed by another organization, or that
will be used for personal income tax purposes, may not be claimed from Pickleball Alberta.

Personal expenses incurred on behalf of the claimant, or his or her family or friends, will not be
reimbursed. Individuals should neither gain nor lose personally as a result of incurring
expenses on behalf of Pickleball Alberta. Any personal expenses incurred and paid for by
Pickleball Alberta will be charged back to the individual.

All expense claims should be submitted for reimbursement within 30 days. Expense claims
submitted later than the 30-day deadline may not be eligible for reimbursement. Expense
claims submitted after year-end cut-off may not be eligible for reimbursement.
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If there is any doubt as to the application and scope of this policy, the Treasurer or the CEO
should be consulted.

Travel is an important aspect of Pickleball Alberta’s operations. It represents a large
expenditure that is within its control. The high cost of tfravel dictates that careful
consideration should be given to the necessity and frequency of travel. At the same time,
Pickleball Alberta has a responsibility fo reasonably provide for the comfort, safety and
convenience of those who travel on its behalf.

Pickleball Alberta employees and associates who travel on Pickleball Alberta business shall
be entitled to claim and be reimbursed for reasonable and actual expenses incurred, in
accordance with this policy.

While the method of travel may be at the discretion of the traveler, he or she should
consider all costs and time available and should select the least expensive option.

Private automobile: Use of a private automobile should be limited to those trips where
suitable public transportation or car rental is not available or where a private automobile is
more efficient, considering costs and time available.

Pickleball Alberta reimburses as per current CRA mileage rates for personal vehicle usage.
The current rate for allowance may be re-evaluated and adjusted from time to time. This rate
is intended to cover the cost of gas, car insurance, repairs, maintenance, etc. No other
vehicle-related expenses will be reimbursed. Pickleball Alberta does not provide
personal automobile insurance. This is solely the responsibility of the driver or owner of the
vehicle.

All routes, more than 25 km, require documentation of the route (through Google maps for
example) to support the km’'s submitted.

Air, bus, or rail: All travel will be paid for, at the actual cost of the travel, based on an
economy class ticket. Travel must be arranged through the designated travel agency, if
one exists. For air travel, the travel must be booked using the lowest possible airfare available
from any airline for the requested trip, taking into consideration luggage fees, change fees,
etc. The best cost of travel will be booked within a one-hour window before or after the
requested fravel times, where possible. This option must be taken unless flight time or
additional stops are unreasonable, in which case an alternate flight may be booked.

Travel should be booked at least two weeks in advance of the scheduled dates, to obtain
the most reasonable fare.
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The traveler will also be reimbursed for the transportation to and from the departure point
(example - taxi from home to airport or airport parking while away).

Pickleball Alberta will not pay for airline club or lounge access, and loyalty program costs.

Car rental: For rental cars, Pickleball Alberta will reimburse the rental fees and any gas
receipfts for the rented vehicle.

Automobile rentals are reimbursed for infermediate, compact or subcompact sized
vehicles only. Collision Damage and Loss Damage coverage offered by the rental agency
is not necessary to purchase. The rental automobile value cannot be more than $75,000
and cannot be for more than 30 days.

Original rental agreements are to be attached to the claim form, along with related fuel
receipts. Before returning the vehicle to the drop-off location, the vehicle must be filled
with fuel (or pre-purchased).

Car rentals must be arranged through Pickleball Alberta’s exclusive car rental agency.
Arrangements can be made either through the organization’s tfravel agency or directly
with the car rental agency.

Taxi, Parking, Other: All taxi receipts are required. The receipt must indicate the date,
starting point, and destination of each trip.

Parking expenses are allowable and must be accompanied by a receipt.

Traffic fines for speeding, parking infractions, etc. are the responsibility of the driver and will
not be reimbursed or paid by Pickleball Alberta.

Pickleball Alberta does not provide personal automobile insurance. This is solely the
responsibility of the driver or owner of the vehicle.

Accommodations: Actual and reasonable expenses for accommodation at a hotel, motel,
or bed and breakfast facility, while travelling on official business, will be reimbursed. All
such accommodation should be provided at the lowest rate possible per night. Premiums
for suites or deluxe rooms will not be paid or reimbursed.

When possible, travelers should consider using Pickleball Alberta’s exclusive
accommodation supplier,

Reasonable and actual hotel, motel and lodging expenses shall be reimbursed at full cost
on submission of original receipts. These expenses include the room charges and taxes.
Meals should not be charged on hotel bills; they will not be reimbursed if a per diem
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applies (see section 4.0). Pickleball Alberta does not reimburse for additional services
provided by a hotel establishment, such as newspapers, movies, hotel tips, mini-bar and
personal items. These expenses should be paid personally.

Original receipts (detailed hotel bill) must be attached to the Expense Reimbursement
Claim Form. Documents such as credit card slips alone cannot be used for reimbursement, as
they do not provide a detailed list of the charges being paid for and taxes charged.

Lodging per diem: If an employee chooses to stay with friends or family during a Pickleball
Alberta business trip, he or she will be entitled to a $50.00 per night lodging per diem. This rate
may be reviewed and may be adjusted from time to time.

An employee travelling for Pickleball Alberta business purposes is entitled to receive a
subsistence per diem, at the current authorized levels, for the duration of the travel. The
maximum per diem is $60.00 per day, broken down as follows:

Breakfast
Lunch

Dinner

The per diem is instead of the reimbursement for actual costs. When receiving a per diem,
areimbursement may not be claimed over and above the per diem.

Food receipts are not required and need not be attached to the reimbursement form. The
reimbursement will be limited to $60.00 per day. The number of days claimed will include
the date of departure and date of arrival.

For travel outside Canada, the per diem will be calculated in US dollars, in Euros, or in
Pounds. The foreign currency per diem will then be translated to the Canadian dollar
equivalent at the rate outlined in section 6.0.

These per diem rates may be reviewed and may be adjusted from fime to time.

When attending a conference or meeting, meals are often included in the conference fee
or provided by the host. A per diem cannot be claimed in such cases.

Pickleball Alberta will reimburse full and actual meal expenses only when an employee is
acting as a host of visitors on official Pickleball Alberta business. The nature and purpose of the
event, including the name of the group, number of guests or names of the people being
entertained, must be listed on the receipt or Expense Claim Reimbursement Form.
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Only reasonable alcohol charges will be reimbursed where an employee is hosting visitors
on official Pickleball Alberta business.

For all business meals where more than one Pickleball Alberta employee is present, the
most senior person must pay for the meal and submit the claim for reimbursement.

Reimbursement may be claimed for gratuities paid while incurring business
expenditures, as follows:

e Baggage handling porters or valets — $2.00 per occurrence.

e Taxicab drivers — must be reasonable, usually up to 15% of the fare.

e Housekeeping staff in hotels/motels — $5.00 for the first day, and $2.00 for each
additional day.

e Restaurant wait staff — must be reasonable, usually up to 15% of the cost, excluding
taxes, unless a higher amount is automatically added to the bill by the restaurant.

There is no reimbursement for home office expenses.

There is no reimbursement for flight cancellation insurance, travel medical insurance, or
car insurance.

Normally, costs of laundry and dry cleaning are a personal expense; however, when a
business trip is planned for more than seven days or lasts longer than planned, if less than
seven days, reasonable costs of laundry services and dry cleaning may be reimbursed.
Receipts are required when available.

Personal leisure and entertainment expenses including, but not limited to, movies, exercise
facilities, sporting events and activities, theatre productions, tourist attractions, sightseeing
tfrips are not reimbursable by Pickleball Aloerta under any circumstances, whether incurred
on travel or at home, for personal enjoyment or while entertaining guests.
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Pickleball Alberta does not cover the costs of luggage, except for reasonable costs incurred
to purchase a carrying bag or briefcase for a Pickleball Alberta-owned laptop computer.
Pickleball Alberta will not pay for the cost of wrapping suitcases for travel. Pickleball
Alberta will not reimburse for the cost of lost luggage.

Pickleball Alberta will not reimburse any individual for the cost of a passport or other travel
documentation routinely required to travel outside the counitry, unless such costs are
incurred solely for business reasons. Pickleball Alberta will not reimburse the cost of the
NEXUS border clearing program.

Pickleball Alberta will reimburse the cost of a visa or other specific documentation that is
required to enter another country specifically for Pickleball Alberta business.

Pickleball Alberta employees and associates may be reimbursed for reasonable and
occasional out-of-pocket telephone costs, such as long distance, incurred in the
performance of their position responsibilities.

Pickleball Alberta employees and associates who fravel on Pickleball Alberta business may
be reimbursed for the reasonable costs of calling home during their absence.

While use of a business cell phone for personal use is permitted, any additional charges for
personal use including long-distance calls, roaming charges, and text messages, other than as
noted above, are to be considered a personal expense and reimbursed to Pickleball
Alberta. When a Pickleball Alberta employee is travelling outside of the country, he or she
must advise the CEO, prior to the departure, so that the appropriate travel plan can be
added to the cell phone package. Failure to inform the CEO may result in additional
charges that may be charged back to the individual. Please refer to the Cell Phone and
Portable Device Policy for additional information.

If an expense is paid in a currency other than the Canadian dollar, the actual amount paid
in the foreign currency must be indicated on the Expense Claim Reimbursement Form.
The reimbursement will be made in Canadian dollars only.

For US dollar or foreign currency transactions, if the exact equivalent amount paid in
Canadian dollars is available, such as included on a credit card statement, please attach the
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credit card statement on the claim form. That rate will be used to calculate the
reimbursement. If a US or foreign bank withdrawal was made and the expenses were paid
in cash, the rate used to calculate the reimbursement will be the actual exchange rate, as
per the banking slip, if provided.

In all other cases, Finance will use the most recent Bank of Canada rate available.

You are encouraged to exchange your money at alocal bank, prior to leaving on your trip, to
benefit from a better exchange rate.

A cash advance or request for per diem allowance is a lean given prior to travel to cover
various legitimate fravel and business expenses.

Individuals who are travelling on Pickleball Alberta business should pay for the expenses
and then claim reimbursement upon their return. If there are exceptional circumstances
warranting a cash advance, such as a trip fo a country where use of a credit card is not
possible, an advance is possible, within the following guidelines. A full accounting of the
funds used, along with an Expense Claim Reimbursement Form, must be provided within
five business days of the conclusion of the event, or return from the trip for which the
advance was provided.

Guidelines:

e A Cash Advance Request Form (see form attached — Appendix 2) must be submitted
at least two weeks prior to travel.

¢ The form must be approved by the CEO.

e Advances are available for employees of Pickleball Alberta only.

¢ The amount of the cash advance is determined on a case-by-case basis and
considers the location and duration of the trip.

e The maximum cash advance is $2,000, unless otherwise pre-approved by the CEO
and Treasurer.

e A flight itinerary or hotel confirmation must be aftached to the Request Form.

o |t is the responsibility of the employee to provide the itinerary (ies) as support for the
advance.

¢ Advances must be reconciled at the end of each frip and are considered a loan to the
employee until the Expense Reimbursement Claim Form is submitted. If expenses
are not submitted in a timely manner, the employee may be required to reimburse the
advance.
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The claimant is responsible for ensuring that claims for expenses are accurate and
reasonable. By signing the Expense Reimbursement Claim Form, the claimant confirms
that all expenditures incurred are related to Pickleball Alberta business, that charges
included have not been submitted to other organizations for reimbursement, that
expenditures are in accordance with Pickleball Alberta policies, and that they will not be
used forincome tax purposes.

The Expense Reimbursement Claim Form must be signed by both the claimant and the
Executive Director. Any claims submitted by the Executive Director must be approved by
another person with signing authority.

The individual who approves the Expense Reimbursement Claim Form is also responsible
for ensuring that the reimbursement is made in accordance with Pickleball Alberta policy and
that the amounts are charged to the proper accounts.

To be reimbursed, expenses must have been incurred by the claimant; no person may
request reimbursement for expenses that have been paid by another individual.

Approval and reimbursement of the expense claim does not constitute final acceptance.
All tfransactions are subject to subsequent audit adjustment. Amounts refused must be
reimbursed personally by claimants.

The Executive Director and Treasurer have the obligation to refuse claims that do not
conform to this policy. The Executive Director and Treasurer may also authorize expenses
that are not clearly covered by this policy.

For a prompt and efficient reimbursement, the claimant must complete an Expense
Reimbursement Claim Form (see Appendix 1 aftached). A form that is not properly filled
out, signed and approved, may be returned to the claimant.

The Expense Reimbursement Claim Form should be used only to reimburse individuals for
allowable travel and business expenses. For payments to companies or individuals outside
Pickleball Alberta, an invoice from that company or individual should be submitted to
Finance, in lieu of the Expense Reimbursement Claim Form.

Specific Requirements and Instructions:
e A separate Expense Reimbursement Claim Form should be submitted for each
project or trip.

94



The dates and purpose of the trip must be listed on the Expense Reimbursement
Claim Form.

The specific nature of all expenses must be clearly identified.

Claims should be submitted within 30 days weeks following the completion of travel, or
other activity for which expenses were incurred.

o« Timely reporting is important to ensure that charges are recorded against
departmental accounts in the correct accounting period.

e If an advance was processed, any delay in submitting the expense report, and
reconciling the advance, could delay reimbursement and prevent the
allocation of future advances.

Once the Expense Reimbursement Claim Form is completed and signed, attach all
original receipts and submit them to Finance for processing.

Receipts:

Original receipts must be submitted.

Receipts that are numbered and follow the order on the claim form are easier for
Finance to verify and this will speed up the reimbursement process. Receipts not
clearly identified and/or thrown into one envelope will delay the processing of the claim
and may be returned to the claimant.

Receipts are not required for per diem meal or lodging claims or for mileage
allowances. However, justification for the expense must be included with the claim
form.

If a receipt is missing, an explanation should be included.

To avoid any confusion, please do not label expense items as “miscellaneous.”
Original receipts must support all expense reimbursement claims, except when
allowances are paid on a per diem basis. When expenses are charged to a credit
card, both the credit card slip and the detailed receipt listing the items purchased
should be submitted. When original receipts are not available, a personal
declaration and detailed explanation must be provided. While expenses will
continue to be reimbursed to individuals who occasionally misplace a receipt,
provided the expense is reasonable and adequately explained, individuals who
repeatedly and frequently misplace receipts should be aware that Pickleball Alberta is
under no obligation to reimburse them.

Personal Expenses:

Personal expenses should never be incurred on a business expense claim. If a portion of a
claim is for personal reasons, the amount must be deducted from the claim. If items of a
personal nature are claimed, Pickleball Alberta will either refuse the claim, deduct the
amount directly on that claim, or decide for reimbursement via payroll or subsequent
claims. This may delay the reimbursement process.
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Processing:

The Executive Director and signing authority will review the expense reports for
compliance with the established policies/guidelines. Any discrepancy in policy must be
explained and be approved by the Executive Director and second signing authority.

A reimbursement, via direct deposit or cheque, will be processed at the next weekly
cheque run following the receipt of the properly completed and approved form. However,

e When a claim form is not complete, the processing will be delayed,

e Anyrequest for documentation or clarification of expenses will delay the payment of
expense claims, and

e Incomplete or unclear expense reports or missing original receipts will delay the
process.
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Purchasing policy

The purpose of this policy is to ensure the transparency of operations and to obtain the desired
quality of services and supplies at a competitive price.

1. An aftempt will be made in all cases to achieve the lowest priced, technically acceptable
product given time and availability constraints. Further, and where practical every effort
will be made to acquire the goods in the following order:

Alberta supplier first, then Canadian, then International.
Borrow

Rent or Lease

Purchase

00 uUa

2. All purchasing decisions shall recognize the following:
a. The contribution of the local business community to the Association’s success
b. The confribution of the Alberta business community to the Association’s success
b. The contribution and/or contractual agreements with the Association’s sponsors
and suppliers
The need for competitive bidding among suppliers; and
e. Budget constraints

oo

1. No purchases will be approved unless they are in the Board approved Budget.

2. The Pickleball Alberta Board may approve unbudgeted amounts or take other action to
address the Associatfion’s budget. The ED, financial coordinator and Committee Chair is
responsible to monitor not only expenditures, but also Gift-in-Kind required to support their
committees.

3. Purchases of up to $2,000 (no tenders or quotes required) may be approved by the ED as
per the Operational Budget Approved by the Board.

4, Purchases more than $2,000 and less than $10,000 (tenders or quotes required, minimum 2)
may be approved by the ED as per the Operational Budget Approved by the Board.
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5. For purchases more than $10,000, tenders of RFP's will be required except on the approval
of the Alberta Pickleball Federation Board of Directors.

Q. For all purchases more than $10,000, requests for proposals and tenders must be submitted
to the Executive Director or Financial Coordinator prior to being released. An attempt will be
made in all cases to achieve the lowest priced, technically acceptable product given time and
availability constraints. The ED/ Financial Coordinator will review the package with the president.
b. Given the need to consult with the above, it isimportant that Board Members or committee
chairs submitting packages allow a minimum of seven (7) working days for the Finance committee
to return the package with any changes required. A list of vendors where the RFP (Request for
Proposals) or RFT (Request for Tender) will be sent out should accompany the proposal or tender
as well. A list of approved vendors can be obtained by the Association’s office, but this list will not
limit where they can be sent.
C. The Executive Director and Treasurer are available to consult with Committee Chairs and
Board members who are in the process of developing tender packages. A tender template is
required which is available from the Association office if needed. Generally speaking; “Requests
for Proposals” — (RFP) or “Requests for Tender” — (RFT) should contain the following information:
i.Association’s legal name
i.Specific details of what goods or services re required.
ii.Specific terms and conditions of the goods and/or services required.
iv.Lowest or any proposal/tender will not necessarily be accepted.
v.Expiry date for the receipt of RFP or RFT
vi.Proposal or tender is revocable.
vii.Statement that the information provided in the request is believed to be accurate at the time.
viii.Selection Criteria to be used.
d. Pickleball Alberta’s Finance Committee shall have final approval on RFPs over
$10,000. This can be done by email/telephone survey. The Pickleball Alberta
Board shall have final approval on RFPs over $20,000 which may be done in the
same manner.
Petty Cash — The Executive Director will reimburse cash for purchase of office supplies:
If the Executive Director approved the purchase before the purchase.
Upon submission of an expense form containing original receipt with details of expenditure.

If the purchase is less than $50.

0 oao
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Investment policy

Pickleball Alberta maintains and manages funds to promote the growth of Pickleball within
its geographical boundaries. To maximize resources available, Pickleball Alberta will utilize an
investment strategy that will maximize returns while minimizing risk exposure.

This policy governs all financial assets of Pickleball Alberta.

Implementation of this policy is the responsibility of Pickleball Alberta Management, which
will report to the Finance Committee annually.

Review of this policy, on an annual basis, is the responsibility of the Finance committee.

Pickleball Alberta will annually review contractual obligations to ensure sufficient reserves are
maintained to meet these obligations. The reserve will include amounts to satisfy severance
pay, statutory obligations, lease payouts, and other contractual obligations. Due to the nature
of these obligations these funds should be invested minimizing risk and maintaining liquidity.

General Funds

Pickleball Alberta will manage its cash flows and maintain twelve months of cash flow on hand
to meet its financial obligations. These funds will be held in a combination of accounts within
a Canadian Chartered Bank, Credit Union, or Trust all of which are protected by Canadian
Deposit Insurance Corporation.

Surplus funds

Pickleball Alberta will invest surplus funds (i.e. funds left over after all financial obligations are
met) utilizing a conservative investment strategy which will allow to maximize returns within
acceptably low risk to principle while recognizing short-term losses could result in erosion of
principle.

Investments will be based on the short, intermediate, and long-term needs of Pickleball
Alberta, funds may be invested in:
e Cash
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e Demand or term deposits.

e Short-term notes

e Government and corporate bonds

e Treasury bills

e Floating rate bank loans

e Bankers' acceptances

e Commercial paper and asset-backed commercial paper; and

e Investment certificates issued by banks, insurance companies and trust companies.
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Finance procedures policy

Payments are received primarily via Stripe, cheque, EFT's, or Direct Payments are made directly
to the operating bank account (ATB). Cash transactions are rarer, and consist mostly of event
registrations, clothing, or equipment sales.

a. Payments by Cheque
Cheques are received by mail. A photocopy of every cheque is made and collected for
distribution to the Finance Coordinator. The cheque is then stamped on the back with
the bank deposit stamp and recorded on the deposit slip.

b. Payments by Cash
Cash is only received in person by a Pickleball Alberta staff member. The cash is
recorded on the cash receipt log immediately with source information (i.e.- payor, date,
amount, description of payment). The cash receipt log is to be emailed to the ED and
Finance Coordinator weekly for review/approval. Cash is stored in a lock box until it can
be deposited.

c. Payments by EFT/Direct Deposit
Notices of direct payments will usually come in the mail and are received by staff. If a
notice pertains to a grant or other support funding, a copy of that funding agreement
must be attached to the notice of direct payment and provided to the Finance
Coordinator. The Finance Coordinator will receipt the transaction in QuickBooks Online
(QBO) and retain the documents for filing with the bank reconciliation.

d. Deposits
Deposits should be made at a minimum twice per month, or at the discretion of the
staff. The bank teller will stamp a copy of the deposit slip in the deposit book. A
photocopy of the deposit slip is to be made and any cheque stubs/photocopies, cash
receipts, and any other info is to be attached and given to the Finance Coordinator for
processing. Any undeposited cheques will be help in a safe place.

Payments are made by cheque or by Telpay, an online payment system. Requests for cash
disbursements take many forms:
a. Invoices/Bills
Invoices may be received by mail or electronically by the staff. Each invoice must be
stamped with an accounting coding stamp. Any categorization of the expense, if known
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(i.e.- event, competition, or program), should be noted on the invoice. All invoices must
be reviewed and approved by the Treasurer and then forwarded to the Finance
Coordinator for processing. All invoices must have the word “Invoice” on the bill.

Expense Forms
Expense forms may be submitted by anyone for approved expenses incurred in the
operations of Pickleball Alberta. An expense form should meet the following criteria:

¢ Name and address of submitting party.

» Date/Description of expense claim (i.e.- event competition, meeting, etc.).

e If claiming mileage, kms driven and start/destination.

o If claiming per diem, number of days and date range

e If claiming accommodations/travel, a copy of receipt must be attached to the

report; - All amounts are clear and legible.
¢ Signature of expense claimee.

All expense reports must be reviewed and approved by the ED and/or a Board member.
Electronic copies will be accepted, provided that all receipts are scanned and legible.
Expense reports are submitted to the Finance Coordinator for payment processing.
Expense claims should be submitted no later than 30 days following the date(s) of the
expense activity. All claims must comply with the Pickleball Alberta Expense Policy.

Cheque Requisition Form
All other expense/payment requests must be submitted as a cheque requisition. It
should follow similar criteria:

e Name of submitting party

e Name and address of payable to (if other than requesting

e Date and description of requisition (i.e.- event, competition, meeting, etc))

e Amount

e Required date of payment

e Signature of requestor

All cheque requests must be reviewed and approved by the ED and/or a Board Member

Approved cheque requisitions are submitted to the Finance Coordinator for payment
processing.

Payments are processed on a weekly basis with the following methods:
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Cheque runs are done by the Finance Coordinator weekly or at the request of staff.
Cheques are issued from the operating account and printed from QBO. The cheque
package has three parts: cheque, remittance or detail stub, and the cheque stub



retained by accounting. The cheque stub for accounting is detached from the cheque
and attached to the supporting bills/expense report/cheque request. The cheque and
the remittance stub are then attached by paper clip to the front of the cheque
document package. Cheques are reviewed and signed by two authorized signatories,
only when the following criteria have been met:
e Payee name matches the payee name/supplier found on the supporting
documents.
e All supporting documentation to the payment amount is attached.
e All supporting documentation has been reviewed/approved (noted) by ED/Board
member.
e The cheque is NOT issued to the signor.

b. Telpay
Telpay is an electronic payment system that facilitates direct deposit payments, with an
approval process similar to the process to issue cheques.

1. Approved invoices, expense reports, and cheque requisitions are assembled and
processed as payment through the “Telpay Clearing Account” in QBO by the Finance
Coordinator.

2. The Finance Coordinator will set up each payment within the Telpay system and

indicate the date of direct deposit.

The Finance Coordinator will submit the payment batch within the Telpay system.

The Finance Coordinator will scan/email all supporting documents to the payment

batch to the Authorized Signors for their review.

The Finance Coordinator will submit the batch within the Telpay system.

An email will be generated from Telpay, detailing the payee, amount, nature of

expense, and date of deposit, to all authorized signors (see cheque signing).

7. Authorized signors will review the payment batch and, if accepted, approve the
Telpay batch, initiating one code sent by Telpay to the Finance Coordinator.

8. The Finance Coordinator requires two codes from the authorized signors to submit
the batch within the Telpay system. Any incorrect codes or changes to the payment
batch after being sent for approval will immediately terminate the process for
payment.

9. If a signor declines a payment for any reason, the appropriate correction must be
made, and the process is reinitiated.

N
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The Finance Coordinator and ED will receive a confirmation email from Telpay once the
payment has been processed. This confirmation is filed with the accounting records.

The human resources function within Pickleball Alberta acts to staff the necessary positions
required for operations. This section covers only the financial portion of employee
compensation and termination.
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a. New Hires
Accounting will require the following items to set up an employee for payroll:
¢ Signed Contract (Employee and Authorized Signor), indicating rate of pay and
start date.
e Completed TD1 (Federal and Provincial) forms, signed by the new employee.
e Void cheque or banking information for payroll deposit.

b. Payroll Process
e Payroll is processed monthly.
e Payroll deposits will be complete by the last day of each month.
e The Finance Coordinator will create recurring payment within the PA payroll
system for each employee, as per each employee’s approved contract.

T4sand T4 Summary are processed and issued by the PA Payroll System every February.
The manner of distribution should be a secure and confidential platform (see Epost
above). A copy of the T4s and T4 summary should be reviewed by the Finance
Coordinator, approved by the ED, and filed with accounting.

c. Termination of Employment
The financial process for termination is as follows:

e The President will advise the Finance Coordinator of the termination by email,
indicating the last day worked, last day of work, and any vacation owed. Any
written notice does not need to be provided but should be kept in the employee’s
personnel file.

e The Finance Coordinator will prepare a final pay memo and submit to the
President for review/ approval.

e Within 30 days, the Finance Coordinator will prepare the Record of Employment
for the departing employee. A copy is retained by accounting and human
resources. The President will mail the employee copy.

d. Payroll Changes

Any other changes to the payroll process, such as wage increase, bonus or other payouts
must be documented and approved by an authorized signor of Pickleball Alberta.

Regular review of the financial function within Pickleball Alberta is conducted by the Finance
Coordinator, Treasurer, ED, President, and Vice President, and the Pickleball Alberta Board of
Directors. The below outlines these processes:

a. Bank Reconciliations
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The Finance Coordinator will reconcile all bank/cash accounts within the QBO system.
A reconciliation report is generated and includes details of both outstanding cheques
and deposits. This report is attached to the monthly bank statement. The Finance
Coordinator will initial the report and submit to the ED for his or her review and approval.
Approved bank reconciliations will be filed within the accounting records. The last bank
reconciliation of the fiscal year is additionally reviewed and approved by the Treasurer.

. Accounting System Access

Access to QuickBooks Online is restricted to the following: Finance Coordinator, ED, and
the Treasurer. These parties have full rights to view all financial transactions, and regular
review is conducted as convenience allows.

Financial Statement Review
The Finance Coordinator prepares all financial reports including the following:
e Comparative Balance Sheet
e Comparative Profit & Loss Statement
e Budget vs Actual Profit & Loss Statement
e Program/Event Reports as Required

The financial statement package is prepared monthly by the Finance Coordinator
within 15 days of the new month. The package is reviewed by the Finance Coordinator
and ED, and supplementary information/notes may be prepared for presentation to the
Board. The financial statement package is presented to the Board of Directors by the
ED. Once presented and reviewed, a Board member will initial a copy of the financial
statement package. This copy is given to the Finance Coordinator to file within the
accounting records.

Draft and audited financial statements are presented annually to the Board of Directors,
and follow the same process as outlined above.

Any property purchased for over $500, and that has a useful life of one year or more, should be
capitalized for accounting purposes.

All property expenditures that do not meet the minimum cost of $500 and has a useful life of
less than one year, should be expensed.
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PICKLEBALL ALBERTA ACCIDENTS & INCIDENT REPORT FORM
ACCIDENT REPORT FORM

Patient information: Dafte:

Last Name: First Name:

Address:

City: Postal Code:

Mobile: Home phone:

Gender Male Female Age Height Weight

Known medical condifions:

INCIDENT INFORMATION REPORT

Date & Time of incident:

Time of first intervention:

Time of medical support arrival:

Describe the incident (person in-charge version):

Event & Conditions (name the event when the incident took place, the location, surface quality, light,
weather):

Actions taken:

After freatment, the patient was: Sent home
Sent to hospital
Back on the field

Form completed by (print)
Date Signature
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