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By-Laws 

Interpretation 

 
I. Definitions 

 
The term “ELS” refers to the Eat Local Sudbury Co-operative/Mangeons Local Sudbury 
Coopérative. 

 
The term “Board of Directors” refers to the elected Board Members of ELS. 

 
The term “member” refers to a member as defined in Section IV (four). 

 
The term “ELS meeting” refers to a meeting organized by ELS which is open to all members who 
wish to attend. 

 
The term “Managing Director” refers to the Managing Director of ELS.  

AGM refers to the Annual General Meeting. 

II. Purpose 

 
Eat Local Sudbury Co-operative serves to increase the amount of locally grown food 
products purchased in the Sudbury region. 
 

For more details consult the Product Policies. 
 
III. Objectives 

 
Without limiting the generality of the above purpose, ELS will: 
Support the Sudbury Healthy Community Cabinet’s “four pillars” of Health, Environment, Civic 
Engagement and the Economy. 

 
Health & Environment 

1.   Conduct meetings, conferences, workshops and other events that contribute to an 
increased awareness of the geographic, economic and environmental elements of the 
food system; 

2.   Encourage the use of ecological farming practices; 

 
Civic Engagement 

3.   Promote public awareness of the food system and encourage members of the public 
and other organizations to become involved in activities which protect or enhance food 
sustainability ; 

4.   Ensuring a safe and supportive work environment for ELS employees and volunteers; 
 
Economy 

5.   Support the development of new and existing sustainable farmers; 



 

 
 

6.   Increase the financial viability of farming by ensuring ELS pays an appropriate amount 
for all products; 

7.   Operate in a fiscally and environmentally responsible manner. 
 
IV. Membership 

 
Any person or organization which supports the Purpose, Objectives and By-laws of ELS may apply 
to become a member. The decision to accept a member will be made by the Board of Directors 
or their delegate. 
 
The following provides the process of determining membership and voting rights. 
a) Members must fill out a membership application form and pay membership fees in full. 
b) Each membership in good standing will be entitled to one (1) vote on matters presented at 

the AGM. 
 
Refer to the Membership Policy Document for further details. 

 
V. General Operating Procedures 

 
ELS is committed to working in a non-sexist, non-racist, non-violent and democratic manner in 
accordance with the Ontario Human Rights Code and the Canadian Charter of Rights and 
Freedom. ELS is committed to supporting both official languages and will offer services in both 
French and English. ELS is committed to the Co-operative principles as outlined below. 
 

 

ELS is committed to the International Co-Operative Alliance (ICA) principles. Refer to the ICA’s Cooperative 

identity, values and principles for further details. 
 

 



 

 
 

ELS Decision-Making Process Policy 
 
 

1. If a decision needs to be made before the next scheduled meeting decisions can be 
made by email by majority vote. 

 
2. As per the Staff Policy minor decisions can be made between the Board Chair and 

the Managing Director. 

 
3. Decisions will be made with the widest representation and consultation possible. 

 
4. The AGM will be subject to Roberts Rules of Order



 

 
 

5.  ELS will remain non-partisan on substantive food sustainability issues. 

 For all matters concerning the operation of the ELS cooperative store and its offices, please refer 
to the Board and Staff Role and Responsibilities document for further details.  
 
A Board member may participate in a Board meeting by means of teleconference and such a 
Board member will be deemed to be present at the Board meeting. Board members may be 
asked to vote via e-mail or facsimile when the Board determines that it is proper and/or 
necessary to do so. 

 
 
 
 

VI. Board of Directors 

 
General 

 
1.   Board makeup: The Board shall be comprised of a minimum of five and a maximum of  
nine representatives (the exact number to be determined from time to time by the directors) who 
shall be elected for a term of 3, 2, or 1 year(s), arranged so that one-third of the directors are elected 
each year. Directors shall be eligible for re-election upon completion of their term. The Board will include 
consumer members and producer members. ELS will strive to ensure that farmers receive 
proper representation on the Board of Directors and will make up 50% of the board where 
possible. 
 
2.   Qualifications: Any member in good standing and who commits to the Board member role 
and responsibilities  can be elected as a Board member at an ELS AGM. 

 
3.   Function: In line with its non-transferable duties prescribed by law, the Board of 
Directors is responsible, in particular, for the ultimate direction of ELS. 
 

 
 

4.   Elections and terms of office: As of 2009, the members of the Board are elected by the 
membership of ELS at the Annual General Meeting . The Board may prescribe the manner and 
procedures for membership elections except that the elections shall be held annually. 
 
5.   Staggered terms of office: Through staggered terms of office, an equal number of board members 

will come up for re-election every year. Thus, with respect to the annual re-elections, an important 

prerequisite has been established for ensuring continuity on the Board of Directors. There will be three 

terms of office, four members will stand for a three year term of office, three members will stand for a two 

year term of office and two members will stand for a one year term. The initial decision of which founding 

board members will stand for re-election at the AGM shall be arrived at through consensus failing which 

board members will draw lots.



 

 
6. Where the number of directors is more than five, the directors may elect from among 
their number an executive committee consisting of not fewer than three of whom a majority 
shall be resident Canadians, and may delegate to the executive committee any powers of the 
board of directors, subject to restrictions, if any, imposed from time to time by the directors. A 
majority of the executive committee shall constitute a quorum. 
 
7.Quorum: The quorum for the Board of Directors shall be fifty percent plus one. 

 
8.   Filling vacant positions and appointment of interim director(s): If a board member resigns 
during his or her term of office, or if there is a vacancy, the Board of Directors may appoint an 
interim member. The successor will serve only for the rest of that term and may run for 
election at the next annual meeting. 

 
9.   Conflict of Interest: Directors shall be under an affirmative duty to disclose an actual or 
potential conflict of interest in any matter under consideration by the Board. Directors and 
having such an interest may not participate in the discussion or decision of the matter unless 
otherwise determined by the Board. 
 
Refer to the Conflict of Interest policy for further details. 

 
10. Removal of a representative from the Board: The Board of Directors may declare the 
position of one of its members to be vacant if the person misses three consecutive 
meetings of the Board of Directors (nor offers regrets) without what it considers adequate 
cause. 

 
 
12. Job Description: Members of the Board of Directors will be required to read the Board 
Roles and Job Description and sign a form acknowledging their role and responsibilities and 
agreeing to live up to those responsibilities outlined in the job description to the best of their 
abilities. 



 

 
 

Mandate 

 
The mandate of the ELS Board is: 

 
1.   To ensure that any and all activities of the cooperative  are consistent with the Purpose and 
Objectives of ELS; 

 
2.   To allocate the core funds of ELS in accordance with an annual budget approved by the 
Board of Directors; 

 
3.   To hire and supervise the Managing Director of ELS and ensure that other staff of the 
cooperative are hired according to the approved annual budget and Purpose and Objectives as 
defined by the by-laws; 

 
4.   To encourage and enable the full involvement of member in organizational activities and 
decisions; 
 
5.    

 
6.   To organize Board meetings of ELS; the Board will meet at least six times within a calendar year. 

 
7.   To designate one (1) membership meeting annually as the AGM; 

 
Indemnities 

 
Every director of the Corporation and the heirs, executors, and administrators, and estate and 
effects, respectively, shall at all time, be indemnified and saved harmless out of the funds of the 
Corporation, and from and against: 

 
All costs, charges and expenses which such director sustains or incurs in or about any action, 
suit or proceedings which is brought, commenced or prosecuted against him, or in respect of 
any act, deed, matter of thing whatsoever, made, done or permitted by him, in or about the 
execution of the duties of office or in respect of any such liability; 

 
All other costs, charges and expenses which she/he sustains or incurs in or about or in relation to 
the affairs thereof, except such costs, charges or expenses as are occasioned by her/his own will 
neglect or default. 

 
 

 

 

 

 

 

 

 

 



 

 

Agenda for Board meetings 

Availability 

 

An agenda of business to be conducted will be prepared and distributed to Board members five days prior 

to each Board meeting. The agenda will be accompanied by copies of any supplementary material to be 

discussed or considered at the Board meeting. 

 

Content 

The agenda will identify the date, time and location of the Board Meeting and, where applicable, the call-in 

number or other means by which Board members may participate. Where possible, the agenda will also 

identify whether it is proposed that the Board meeting include a Closed session. 

 

Scheduling of agenda items 

In order to be placed on the agenda, an item requiring a decision by the Board must be submitted to the 

Secretary at least seven business days before the Board meeting. No additional matters requiring a decision 

by the Board may be brought forward at a regular Board meeting unless the matter is on the agenda, except 

that a new matter that requires a decision before the next regularly scheduled Board meeting may be added 

to the agenda.



 

 
 

VII. ELS Head Office 

 
The Head Office for ELS shall be located within the City of Greater Sudbury, in the province of 
Ontario. 

 
VIII. Financial Information 
 

1.   Fiscal Year: The fiscal year ends December 31st. 

 
2.   Reports: The Board will provide (or commission) a financial report to be presented to 
members at the Annual General Meeting each year. 

 
3.   Signing Authority: Signing authority will be determined by the Board of Directors from time 
to time. Two Board members shall be delegated this responsibility. 
 
IX. Annual General Membership meetings 

 
The Annual General Membership meeting: 

 
1.   Shall take place to conduct any business and/or actions consistent within the purpose of 
ELS ; 

 
2.   Quorum shall be at least fifteen members present (or 70% of the total membership, 
whichever is less); 

 
3.   Proper notice for the AGM shall be communicated at least 10 , but no more than 50 days 
prior to the meeting date; 

 
4.   Each year one membership meeting shall be designated as the AGM at which the 
following business inter alia will be conducted; 
a)   Election of the ELS Board of Directors; 
b)  Approval of an annual report, which shall include a financial report and a budget. 

 
5.   Voting by proxy is not allowed members must attend the AGM to vote. 

 
X Funding 

 
ELS may accept contributions from any source subject to the approval of the Board Directors and 
may from time to time conduct fundraising activities unless the receipt of such monies places an 
obligation upon the Board of Directors, or any member of the board or any member group to 
take actions or make statements that are inconsistent with the Purpose of ELS. 



 

 
 

 
XII Sponsorship Policy 

 
ELS accepts sponsorship from companies and organizations which, in its judgment, are 
environmentally responsible and demonstrate an ethical awareness of environmental, economic 
and social issues.  Decisions to accept sponsorships are made on a case-by-case basis in 
accordance with the ELS member’s interests. 
 
XIII Ethical Investment Policy 

 
ELS, when in a position to do so, will invest inactive capital in companies, organizations and 
investment opportunities which, in its judgment, are environmentally responsible and 
demonstrate an ethical awareness of environment, economic and social issues. Decisions about 
where to invest these monies are made on a case-by-case basis and priority will be given to those 
organizations that have a sustained record of being environmentally responsible and in keeping 
with in accordance with the ELS member’s interests. 

 
IX Amendments 

 
These bylaws may be amended at a general membership meeting  with at least fifteen 
members present (or 70% of the total membership, whichever is less) with the support of 2/3 
of the members present. Members must be given 30 days written notice of any proposed 
amendment. 



 

 

 
 
 

Board Roles and Job Description 

 
Qualifications Required: 

 Have current familiarity with food sustainability issues in the sector they represent. 

 Maintain a commitment to the purpose and objectives of ELS 

 Live or work in the area served by ELS, 

 For the position of Treasurer, the Board member selected for this role should have sound 
knowledge of finance and accounting. 

 
Benefits: 

 Contributing to and enhancing the activities and positive effects of a sustainable food 
system 

 Enhancing the culture of  food sustainability in the Northeastern Ontario 
 
Rights of ELS Board Members: 

 To have ready access to all ELS information, such as financial records and statements, 
minutes of decision-making meetings, organizational records, and policy manuals. 

 To receive fair and reasonable notice of all meetings and to have equal opportunity to 
participate in such meetings 

 To manage and make decisions with respect to ELS  finances, income and expenditures 
 To participate in the hiring, firing and evaluation of the Managing Director, and to 

direct his or her activities while in the employ of ELS as pertaining to ELS. 

 
Responsibilities of ELS Board Members: 

 To attend Board meetings regularly, and to participate in the discussions and decision- 
making of ELS. 

 To check for emails related to ELS in a timely manner. 

 To be familiar with The Co-operative Act, the Articles of Incorporation, the by-laws and ELS 
policies, procedures, and current programs. 

 To assume particular responsibility for aspects of ELS program and projects; 
 To recognize that, as a Board of Directors member, they are legally liable for any 

outstanding remittances to the Receiver General and outstanding salaries, should they 
organization cease to operate, or fail to meet those expenditures. 

 To manage and make decisions with respect to ELS finances, income and expenditures 

 To participate in the planning of projects and programs for ELS, and to represent the 
organization with respect to those programs and projects, or to appoint representatives 
to do so. 

 To oversee and provide feedback for   proposals for funding on behalf of ELS, in 
conjunction with staff. 

 To ensure that the activities of ELS proceed in accordance with the bylaws, 
internal policies, The Co-operative Act, and the Articles of Incorporation. 



 

 

Membership Policy 
 
 
Definition of Membership  

Any individual or producer who supports the Purpose, Objectives and By-laws of the Eat Local 
Sudbury Co-operative (ELS) may apply to become a member.  
 
 
Classes of Membership  
 
Individual Member 
a) Individual membership is available to any person of 16 years or older who supports the ELS 
mission statement and purpose, fills out a membership application form and pays the yearly 
membership fee in full as determined by the Board of Directors.  

b) All persons of a household can share one (1) membership for the purpose of member benefits 
excluding voting rights.  
 
Producer Member 
a) Farmer/Producer members must be 16 years of age or older, fill out a membership application 
form and pay the yearly membership fee in full as determined by the Board of Directors.  

b) Farmer/Producer Memberships are available to producers that supply and sell through ELS, 
maintain a good relationship with the co-operative, have transparent production methods, and 
support the ELS mission statement/purpose.  

c) All persons in a household can share one (1) membership for the purpose of member benefits 
excluding voting rights.  
d)  All local producers (those within a 150 mile radius of the store at 176 Larch Street, Sudbury) must 
purchase a membership in order to sell their product through the co-operative. Producers located 
outside the 150 mile radius are not obligated to buy a membership in order to sell their product 
through the co-operative, but membership is encouraged. Any local producer who is unwilling to 
purchase a valid membership, will be replaced by another producer of the same type, quality, 
quantity and value of product if available.  
e) Any local producer that sells under $500 (CAD) worth of products to the co-op in 1 year, is not 
required to purchase a membership.  
 
*Staff are first and foremost required to follow the product policy when sourcing product for the 
store.* 
 
 
 
 
 
 
 
 



 

 
Benefits of Membership 

Benefits to All Members 

 One (1) vote at our Annual General Meeting and member meetings  

 Open invitation to Board of Directors’ meetings  

 Opportunity to get involved on a project or committee 

 A 4% discount on all products at the co-op  

 Access to healthy sustainable local food 

 Support local farmers and businesses 

 Own your own grocery store 

 Build a robust and sustainable regional food system 
 

Producer Member Specific Benefits 

 Able to sell products through ELS  

 Featured write-up in the e-flyer 

 Listing on our website as a producer member 

 Opportunity to place flyers and pamphlets in the co-op store about their production system or 
related events 

 Meet Your Farmer Sessions – You’re invited to come and promote your business and    products 
in the store and to meet some of your customers. 

 Third party delivery services  

 Access to bulk supplies and goods at a reduced cost 

 

Requirements of Membership 

All members must have a valid membership, paid in full. 

 

Voting Rights of Members 

One (1) membership = One (1) vote 

Household memberships only receive one (1) vote per membership. Multiple members in the same 

household who wish to each exercise their democratic rights, must each have a valid membership.  

 

Terms of Membership 

Each membership is valid for one calendar year, based on the month purchased and valid to the end 

of the 12 months.  

The boards of directors reserves the right to withdraw membership from any individual or producer 

member, should it be deemed necessary by a vote from the board. The vote would require that 50 

percent plus one of the Directors vote to withdraw the membership in question. 



 

 

Cost of Membership 

Individual Membership: $25 

Producer Membership: $50 

Working membership: 

You can apply your ELS volunteer hours towards discounts on store products depending on the number of 
hours worked in the previous month: 

 1% discount per hour worked to a maximum of 15% cumulative (this is over and above your 
regular 4% discount as a member)  

 
We offer to any member the option of volunteering 20 hours towards receiving a membership. If a 
volunteer works 20 hours, the hours may be applied to next year’s membership. Volunteering is defined 
as working in the store, on specific ELS projects, on an ELS committee, and/or on the ELS Board of 
Directors. 
  
 
Approved by the Board of Directors 
 
 
Date: _______________________________________                     

 

 

 

 

 

 

 

 

 

 

 

 



 

Product Policies 
 
 

*Exceptions/changes can be made to this policy only with ELS board approval.* 
 

Products sold at the Eat Local Sudbury Co-operative Store are purchased based on the following 
hierarchy: 
 
Level 1: Ecologically-grown local food 
Level 2: Locally-grown food 
Level 3: Certified Organic Ontario-grown food 
Level 4: Ecologically-grown Ontario food 
Level 5: Ontario-grown food 
Level 6: Canadian Grown Food 
 

 
Definitions: 

 
1. Locally-grown food: Whole food products (i.e. vegetables, meat, etc) grown within a 150-mile 

radius of the City of Greater Sudbury OR value-added food products (i.e. jams, pickles, pies) that 
are made within 150-mile radius of the CGS AND contain at least one main ingredient grown 
within a 150-mile radius of the CGS.  

 
2. Ontario-grown food: Whole food products grown within the province of Ontario OR value-added 

food products that are made in Ontario AND contain at least one main ingredient grown within 
Ontario. 

 
3. Certified organic food: Food products that have been certified by a regulatory body as meeting all 

the requirements of organic food production and that are labelled as such. 
 

4. Ecologically-grown food:  
a) Meat: 

 Humanely-raised (i.e. access to pasture during the summer months and adequate space 
over the winter) 

 Free of growth hormones and sub-therapeutic antibiotics 
 

b) Produce: 

 Free from Genetically Modified Organisms (GMOs) 

 Free from chemical pesticides and fertilizers 

  
5.        Canadian Food: Food grown and/or processed within Canada, free from Genetically Modified 

Organisms (GMO), sustainably grown (either ecologically or organically) and independently or 
cooperatively owned, where as to maintain commitments to local economies. With preference 
given to those that are grown or processed within the closest distance to ensure minimal impact on 
the environment 

 
Additional Product Policies: 

  



 

1. Vegetables & Fruit: 
a. Eat Local Sudbury Co-operative will sell only locally-grown vegetables & fruit from June 1st 

to October 31st or as they are available. 
 

2. Meat Products: 
a. Eat Local Sudbury Co-operative will sell only locally-grown meat products year-round. 
 

3. Non-food Products:  
a. Non-food products (i.e. wool, books, preserving equipment, ELS promotional items) may 

be sold with board approval. Preference will be given to products of Ontario first, then to 
products of Canada, then to Internationally-made products.  

 
4. Food additives: 

a. Products containing food additives (such as artificial sweeteners or MSG) will not be sold 
at the co-op UNLESS those food additives are more or less essential to the preservation 
of that product (i.e. nitrites in deli meat) OR UNLESS otherwise deemed appropriate by 
the Board of Directors. 

5. Condition:  
a. Eat Local will work with local and regional producers to develop and expand the growth 

and production of local products, with the intent to replace any products that are being 
imported from other regions, in an effort to develop a strong and robust local food 
system.  

 
 Food Labelling Policies  
 

1. Informational sheets about ELS producers and their products will be made available in the co-op 
store as soon as possible (pending staffing) after a new product enters the store.   

 
2. Other labelling that provides an educational benefit to members and customers will be 

completed as time and staffing allows.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Eat Local Sudbury Employee Handbook 

 

 
Letter of Welcome 
 
Dear Employee: 
 
I would like to take this opportunity to welcome you to Eat Local Sudbury, on behalf the management 
team and all of our valued employees. From the moment you begin working at Eat Local Sudbury, you 
become an important part of our team. No matter what your job is, the entire company relies on you to 
help achieve our goals as an organization. Eat Local Sudbury relies on the energy, knowledge, skills and 
abilities of employees like yourself to provide our customers with quality products and services. 
 
Contained in this handbook is information about Eat Local Sudbury and its various personnel policies and 
practices. The purpose of this handbook is to let you know what you can expect from Eat Local Sudbury, 
and to inform you of what Eat Local Sudbury expects of you. 
 
As you get to know us better, I am confident that you will discover our proud tradition of achieving our 
objectives. Naturally, you will have many questions as you peruse this handbook; please do not hesitate 
to ask our management team. I believe that you will find that Eat Local Sudbury's employees will be more 
than happy to lend you a helping hand as you begin your career with us.  
 
With your help, Eat Local Sudbury's tradition will, without doubt, continue and flourish. Once again, I 
would like to welcome you aboard. We wish you success in your career with us. 
 
Sincerely, 
 
 
 
Peggy Baillie 
Managing Director 
 
 
  



 

SECTION 1 - Introduction 
 
This Handbook is designed to acquaint you with Eat Local Sudbury and provide you with information 
about working conditions, benefits, and policies affecting your employment. 
 
The information contained in this Handbook applies to all employees of Eat Local Sudbury. Following the 
policies described in this Handbook is considered a condition of continued employment. The contents of 
this Handbook shall not constitute nor be construed as a promise of employment or as a contract 
between Eat Local Sudbury and any of its employees. The information in this Handbook is a summary of 
our policies and practices, which are presented here only as a matter of information, and can be altered 
by Eat Local Sudbury at any time. 
 
This Handbook should be read in its entirety so that employees familiarize themselves with Eat Local 
Sudbury's policies and procedures, thus avoiding the inadvertent contravention of them. For a more in-
depth explanation of anything covered in this Handbook, please ask your Supervisor. 
 
You are responsible for reading, understanding, and complying with the provisions of this Handbook. Our 
objective is to provide you with a work environment that is constructive to both personal and 
professional growth. 
 
 
 
CHANGES IN POLICY 
 
This Handbook supersedes all previous employee handbooks and memos that may have been issued from 
time to time on subjects covered in this Handbook. 
 
However, since our organization is subject to change, we reserve the right to interpret, change, suspend, 
or cancel with or without notice all or any part of our policies, procedures, and benefits at any time. We 
will notify all employees of these changes. Changes will be effective on the dates determined by Eat Local 
Sudbury. 
 
If you are uncertain about any policy or procedure, speak with your direct Supervisor. 
 
 
 
ABOUT EAT LOCAL SUDBURY 
 
 
Eat Local Sudbury (ELS) was incorporated in 2007 as a not-for-profit multi-stakeholder cooperative to 
increase the availability of and access to locally grown foods, to educate the public on the importance of a 
sustainable food system, to connect farmers and consumers and to keep food dollars in our community. 
Since that time, Eat Local has grown to a 600+ member co-op, with over 0,000 in annual sales revenue, 
operating year round in a permanent retail grocer location.  
 
Eat Local Sudbury operates as a ?Local 1st? food retailer, where local is defined as that which is grown 
within a 150 mile radius. Priority is given to locally grown foods that come direct from the producer. If a 
product isn?t available locally, then it can be source from beyond the 150 mile radius. In 2013, product 



 

was sourced from 87 different producers, of which over 80% are local. In addition to the retail operations, 
Eat Local Sudbury has a local food distribution division that aggregates food from across Ontario to and 
from various retail and commercial clients across the North.  
 
Eat Local strives to support new, and entrepreneurial businesses by providing a marketplace for their 
products. In 2013 Eat Local Sudbury sourced product from 18 new producers (not previously having sold 
through the coop), of which 11 are in the first 5 years of business. As a multi-stakeholder coop, we also 
provide services to producer members that allow them to increase the capacity of their business. This 
includes business training and workshops geared to farmers and value-added food producers, a 
cooperative UPC code program for small producers to get their products into multiple retail markets, and 
administering government funded micro-lending to support small infrastructure purchases that are 
otherwise difficult to secure financing for. We feel that by providing these supports, services and market 
access, we are assisting in developing a robust and prosperous agri-food sector in the region.  
 
 
 
 
OUR MISSION AND VALUES 
 
MISSION STATEMENT: 
Environment: 
Educate the public on the importance of local foods in reducing a city?s carbon footprint, and creating a 
sustainable, robust, food system. 
 
Health: 
Facilitate the purchase of a wide variety of fresh, whole, locally-grown foods. 
 
Community: 
Build relationships between Sudburians and local farmers who are growing and producing food products 
in Northern Ontario. 
 
Economy: 
Keep food dollars within the community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

WHAT YOU CAN EXPECT FROM EAT LOCAL SUDBURY 
 
We appreciate your commitment to Eat Local Sudbury. As a valued member of our team, you can expect 
us to show the same commitment towards you. We do this by striving to offer competitive compensation, 
respect and recognition for good performance, and a positive and productive work environment. 
 
 
 
WHAT EAT LOCAL SUDBURY EXPECTS FROM YOU 
 
Your first responsibility is to know your own duties and how to do them promptly, correctly, safely and 
pleasantly. Secondly, you are expected to cooperate with your fellow co-workers and maintain a good 
team attitude. How you interact with fellow co-workers and our clients, and how you accept direction 
affects our success. Consequently, whatever your position, you have the important assignment to 
perform every task to the very best of your ability. The result will be better performance for us overall 
and personal satisfaction for you. 
 
 
  



 

SECTION 2 - Working with Eat Local Sudbury 
 
The descriptions contained in this Section describe the policies and procedures that will be of interest to 
those starting an employment relationship with Eat Local Sudbury. 
 
 
 
PROBATIONARY PERIOD 
 
Probationary Periods are useful for allowing us to evaluate the work habits and abilities of newly hired 
employees. The Probationary Period also serves as an orientation period for new hires to learn and 
understand what is expected of them in the employment relationship and how to perform at an 
acceptable level. Either Eat Local Sudbury or the employee may end the employment relationship at any 
time during the Probationary Period without notice or pay in lieu of notice (except where notice or pay in 
lieu of notice is required by legislation). 
 
All new and rehired employees shall serve a Probationary Period. For Full-Time employees, the 
Probationary Period shall be the first 3 months after their date of hire unless otherwise noted in the Offer 
of Employment. For Part-Time employees, the Probationary Period shall be the first 3 months worked 
unless otherwise noted in the Offer of Employment. Extended absences during the Probationary Period 
will automatically extend the period by the length of the absence. 
 
 
 
ATTENDANCE 
 
Every employee plays a vital role in keeping our business productive and competitive. Eat Local Sudbury 
expects employees to be prompt and regular in their attendance. Management recognizes that 
occasionally there are good reasons for tardiness or absence from work. 
 
Employees are responsible for being at work when scheduled and not leaving early without authorization 
from their immediate Supervisor. Employees are also responsible for notifying their Supervisor, as soon as 
possible prior to the start of the shift, of any absence, the reason(s) for the absence, and their expected 
return date. The employee should notify their Supervisor as much in advance of the absence as possible. 
 
Employees will be subject to counselling and/or formal discipline if they are absent or late without 
authorization.  
 
Absence from work, without notification to the immediate Supervisor, may be considered to be an 
abandonment of your employment with Eat Local Sudbury. 
 
 
 
WAGES AND PAY PERIODS 
 
Eat Local Sudbury believes in fairly and equitably rewarding each employee for the sustained competent 
performance of a job. Employees are paid by cheque, bi-weekly. 
 



 

 
 
OVERTIME 
 
For any hours worked in excess of 44 hours in a one week period, the employee will be entitled to 
Overtime Pay that is paid at the rate of one and one-half (1 1/2) times the employee's base hourly rate, or 
its equivalent for salaried employees. 
 
In most circumstances, all overtime is accrued and taken in lieu. At no point, can any employee exceed 17 
hours of accrued overtime. Eat Local will not pay for overtime, unless it has been approved by the 
Managing Director, is over 44 hours have been worked in any given week, or otherwise stated in the 
employee contract 
 
All Overtime must be authorized by the employee's immediate Supervisor in order for it to qualify for 
Overtime Pay. In lieu of receiving Overtime Pay, an employee may request to receive paid time off work 
at the rate of one and one-half (1 1/2) hours for every one (1) Overtime hour worked. 
 
Commuting between home and workplace is not considered working, travel or waiting time. 
 
 
 
 
  



 

SECTION 3 - Personnel Practices and Policies 
 
The descriptions in this section relate to the personal conduct expected of employees at Eat Local 
Sudbury. Personal misconduct will not be condoned by Eat Local Sudbury and any individual in 
contravention of any of the following policies may be subject to disciplinary action, which in some cases, 
may be up to and including discharge for cause without notice or pay in lieu thereof. 
 
 
 
CONFIDENTIALITY 
 
Eat Local Sudbury regards all information related to customers or employees, and any proprietary 
information or trade secrets as strictly confidential. Eat Local Sudbury will take every effort necessary to 
respect the right to privacy of its customers and employees and to protect its proprietary information. 
 
All employees of Eat Local Sudbury are to maintain the confidentiality of information they are privy to in 
the course of their employment at Eat Local Sudbury. This policy continues even after the employment 
relationship between Eat Local Sudbury and the employee has ended. 
 
Employees may be required to sign a Confidentiality Agreement. 
 
 
 
CONFLICT OF INTEREST 
 
No employee of Eat Local Sudbury is to use his/her position of trust and confidence with the organization 
to further private interest. 
 
Every employee should examine carefully his/her personal dealings with our suppliers, contractors, 
customers and his/her duties within the organization to make certain there is no conflict of interest. Any 
conflict, or something that may be perceived to be a conflict, must be immediately reported to 
management. 
 
 
 
PERFORMANCE APPRAISALS 
 
Performance Appraisals are in place to periodically provide feedback to employees by informing them on 
their actual performance compared to the established performance standards. Performance Appraisals 
may be used by management to determine future training needs and for determining pay increases. 
 
Performance Appraisals will be conducted annually using a consistent and fair appraisal method. 
Management will endeavor to ensure Performance Appraisals are fair for all employees, that feedback is 
provided to all employees, and that any training needs will be addressed 
 
 
 



 

PERSONAL CONDUCT AND BEHAVIOUR 
 
The conduct and behaviour of our employees reflects upon people's perceptions of Eat Local Sudbury. 
Because of this, Eat Local Sudbury requires its employees to exhibit appropriate conduct and behaviour 
when conducting business for Eat Local Sudbury. 
 
Inappropriate and unacceptable conduct and behaviour could result in disciplinary action up to and 
including termination without notice or pay in lieu thereof, depending on the severity of the infraction. 
 
 
We expect all employees to: 
 
• Adhere to published policies, practices and procedures; 
• Competently perform all job duties assigned; 
• Have prompt and regular attendance at work; 
• Act courteously to and show respect for co-workers, customers, suppliers or any other person who 
deals with Eat Local Sudbury in the conduct of its business; 
• Wear proper attire and footwear during working hours, appropriate to the job performed. 
 
 
 
 
SMOKING 
 
Eat Local Sudbury is a smoke-free workplace. Any employee wishing to smoke shall do so outside the 
building away from public entrances. Employees are only permitted to smoke during break periods in the 
designated smoking area. Smoking is not permitted in company vehicles. 
 
 
 
TELEPHONE AND NETWORK USE 
 
Eat Local Sudbury's telephones and computer networks are intended for the use of serving our customers 
and in conducting our business.  
 
While Eat Local Sudbury recognizes the need for some personal usage of telephones and computer 
networks from time to time, management would like to discourage personal usage as much as possible. 
Any personal telephone calls should be kept brief to avoid congestion on the telephone line. 
 
To respect the rights of all employees and avoid miscommunication in the office, employees must inform 
family members and friends to limit personal telephone calls during working hours. 
 
Our computer systems (including email and internet access) belong to the organization, and are intended 
for business use only. Those using our systems should not have any expectation of privacy. We may, at 
any time and at our sole discretion, monitor usage and take disciplinary action against any employee's 
inappropriate use of our systems. 
 



 

 
 
CHANGE OF STATUS 
 
In order to keep our records up to date, we ask that every employee notify Eat Local Sudbury of any 
changes to name, address, telephone number, tax information, and Social Insurance Number (and any 
other information required to show legal ability to work in Canada). 
 
 
 
HUMAN RIGHTS 
 
At Eat Local Sudbury, every person has a right to freedom from discrimination. Eat Local Sudbury is an 
equal opportunity employer and prohibits discrimination based on any of the following grounds: 
 
 
• Race; 
• Ancestry; 
• Place of origin; 
• Colour; 
• Ethnic origin; 
• Citizenship; 
• Creed; 
• Marital status; 
• Sex; 
• Sexual orientation; 
• Family status; 
• Handicap; 
• Age (when 18 or older); 
• Record of offenses. 
• Same-sex partnership;  
 
 
 
Actions, words, jokes, or comments based on any of the above legally protected grounds will not be 
tolerated. 
 
If you believe you have been the victim of harassment or discrimination, or know of another employee 
who has, report it to management immediately. Employees can raise concerns and make reports without 
fear of reprisal. All reports will be handled in a timely and confidential manner. 
 
Eat Local Sudbury also has a duty to accommodate disabled or handicapped persons, and shall endeavor 
to do so. 
 
 
 
 



 

DRIVING OF COMPANY OR PRIVATE VEHICLES FOR WORK PURPOSES 
 
Employees whose work requires operation of a motor vehicle must present and maintain a valid driver's 
license and a driving record acceptable to our insurer. Any changes in an employee's driving record must 
be reported to their Supervisor immediately.  
 
Employees who operate company vehicles during their assigned work, or operate their own vehicles in 
performing their jobs, are financially and legally responsible for any traffic or parking violations incurred 
while performing their job.  
 
Employees driving their own vehicle for business purposes are required to maintain adequate insurance 
at all times at their own expense. 
 
 
 
PROGRESSIVE DISCIPLINE 
 
Eat Local Sudbury believes in encouraging consistent self-discipline and corrective action in the event of 
undesirable or unacceptable conduct, behaviour, or violations of policies, procedures or standard 
practice. Where discipline is required, it is the policy of Eat Local Sudbury to administer discipline fairly. 
 
Disciplinary action may call for any of five corrective steps - informal counselling, verbal warning, written 
warning, suspension with or without pay, or termination of employment. The severity of the concern and 
the number of past occurrences will dictate the corrective steps necessary. Any of the steps may be 
repeated, with the exception of termination of employment, or skipped depending on the severity of the 
matter. 
 
 
 
TERMINATION & RESIGNATION OF EMPLOYMENT 
 
Should we decide to terminate your employment, including the need for a temporary or permanent 
layoff, we will comply with all provisions contained in applicable employment legislation, unless otherwise 
stated in an employment contract or agreement.  
 
If you decide to leave your job, we would appreciate written notice of at least two weeks and your reason 
for leaving, or longer if stipulated in an employment contract. You may be asked to participate in an exit 
interview with management in order for us to better understand your reasons for leaving and to assist us 
in improving working conditions for those employees that remain. 
 
 
 
 
 
 
 
 



 

SECTION 4 - Health and Safety 
 
Management of Eat Local Sudbury is vitally interested in the health and safety of its employees. 
Protection of employees from injury or occupational disease is a major and continuing objective. All 
employees, both supervisors and workers, must be dedicated to the continuing objective of reducing the 
risk of injury. 
 
It is the policy of Eat Local Sudbury to comply with legislative requirements and to make our facilities safe 
places to work. We will strive to eliminate any foreseeable hazards which may result in personal injuries 
or illnesses, fires, security losses, property damage and accidents. We will provide training to all in the 
recognition and correction of hazards and the proper use, handling, and storage of hazardous materials 
that may be used in our facilities. 
 
Loss prevention is the direct responsibility of all who are associated with Eat Local Sudbury. Management 
expects and encourages active participation in identifying and eliminating hazards, minimizing accidents, 
working safely at all times, and following procedures necessary for the protection of all. 
 
Through cooperation and the full acceptance of the responsibility to consider health and safety in every 
activity, we will be able to ensure that Eat Local Sudbury remains a safe place to work. 
 
 
HEALTH AND SAFETY REPRESENTATIVE  
 
Eat Local Sudbury have identified a Health and Safety Representative. Health and Safety Representatives 
are important in ensuring a safe and healthy working environment and in encouraging employees to 
participate in workplace health and safety issues. Eat Local Sudbury fully supports their work in making 
Eat Local Sudbury a safer place to work, and will endeavour to co-operate with them whenever possible. 
All managers, supervisors and employees are also expected to extend their full cooperation and support 
to these representatives. 
 
 
 
THE RIGHT TO STOP/REFUSE UNSAFE WORK  
 
Eat Local Sudbury would like to remind each employee of their right provided under Health and Safety 
legislation to refuse or stop any work that they reasonably believe to be unsafe. Should work be stopped 
or refused, the Supervisor and a Health and Safety Representative will investigate and evaluate the 
situation to determine what needs to be done to correct the situation. 
 
 
 
INJURY AND ACCIDENT REPORTING  
 
It is essential to immediately report all injuries and accidents, as well as any potential hazards in the 
workplace, to your Supervisor, no matter how minor they may seem. By reporting to your Supervisor, 
steps can be taken to prevent future injury to people, and damage to equipment and property. 
 



 

PERSONAL PROTECTIVE EQUIPMENT (PPE)  
 
Eat Local Sudbury requires all persons, be it employees or visitors, to wear the Personal Protective 
Equipment required for the area that they are in. Where PPE is required, signage will be posted stating 
such requirements. Failure to wear the required PPE is an extremely dangerous activity, and will be 
subject to severe disciplinary action. It is imperative that all employees are familiar with the PPE required 
for their work area and familiar with its use.  
 
 
 
DRUGS AND ALCOHOL IN THE WORKPLACE  
 
Eat Local Sudbury must insist that none of its employees report to work while intoxicated. Also, the use of 
illegal drugs is not permitted on Eat Local Sudbury property, or during any rest or meal period. The use of 
alcohol is not permitted on the premises, with the exception of specially organized events that have 
received authorization from the Managing Director. At any Company-sanctioned event, drinking and 
driving will not be tolerated. Eat Local Sudbury will make arrangements for transportation for those 
consuming alcoholic beverages. This is for the safety of our employees, the safety of the public at large, 
and to maintain the good reputation Eat Local Sudbury has in the community. 
 
 
 
MODIFIED WORK PROGRAM  
 
In order to achieve a fair and consistent policy for workplace accommodation and rehabilitation of 
employees who have been injured on the job, Eat Local Sudbury has developed a Modified Work 
Program. 
 
Eat Local Sudbury will undertake to provide meaningful employment for temporarily injured employees, 
thereby returning valuable human resources, benefits and productivity to the organization. The Modified 
Work Program states the following: 
• Injured employees on a temporary Modified Work Program shall receive their regular rate of pay. 
• The rules and policies of Eat Local Sudbury still apply to all employees on the Modified Work Program. 
• Employees in the Modified Work Program are subject to organizational policies and the guidelines 
within all applicable acts of law. 
• Management will review Modified Work assignments on a weekly basis to determine the injured 
employee's progress and to determine if the assignment is of benefit to the injured worker. 
 
 
Senior Management will consider the application of a Modified Work Program on a case-by-case basis in 
the event of a permanent disability (i.e. a disability lasting longer than six months) or a non-occupational 
disability. 
 
 
 
 
 



 

WORKPLACE VIOLENCE PREVENTION 
 
Eat Local Sudbury is committed to the prevention of workplace violence. We will take whatever steps are 
reasonable to protect our workers from workplace violence from all sources. Violent behaviour in the 
workplace is unacceptable from anyone. Everyone that enters our workplace is expected to uphold our 
workplace violence prevention policy and to work together to prevent workplace violence. You will 
receive information related to our workplace violence prevention policy and program, in order to better 
ensure the safety of yourself and others.  
 
All workers are encouraged to raise any concerns about workplace violence and to report any violent 
incidents or threats to management. There will be no negative consequences for reports made in good 
faith. Management pledges to investigate and deal with all incidents and complaints of workplace 
violence in a fair and timely manner, respecting the privacy of all concerned as much as possible. 
 
 
 
WORKPLACE HARASSMENT 
 
Eat Local Sudbury is committed to providing a work environment in which all individuals are treated with 
respect and dignity. Workplace harassment will not be tolerated from any person in the workplace. All 
persons that enter our workplace are expected to uphold our policy on workplace harassment. 
  
Workplace harassment means engaging in a comment or conduct that is known or ought reasonably to 
be known to be unwelcome.  
 
Workers are encouraged to report any incidents of workplace harassment. There will be no negative 
consequences for reports made in good faith. Management will investigate and deal with all concerns, 
complaints, or incidents of workplace harassment in a fair and timely manner while respecting workers' 
privacy as much as possible. 
 
 
  



 

SECTION 5 - Employee Benefits 
 
This Section briefly describes some of the benefits that Eat Local Sudbury provides to you, our valued 
employees. 
 
 
 
VACATION 
 
Vacations are granted annually, based on each completed vacation entitlement year of employment with 
Eat Local Sudbury. 
 
Employees on the payroll who have one or more years of continuous employment with Eat Local Sudbury 
at the end of a vacation entitlement year are entitled to: 
 
 
All staff are required to take a two weeks of vacation in any 18 month period. For all part-time staff, 
vacation pay is retained for each pay period and is paid out on request at the time of vacation. All full 
time staff have vacation allocation and requirements outlined in their contracts.  
 
 
Earned, but unused vacation time may not be carried over into the next year. 
 
Employees will accrue vacation pay at 2% of wages multiplied by the number of weeks of vacation 
entitlement. 
 
The scheduling of vacations is done on a first-come, first-served basis. Where all other factors are equal, 
the manager will give preference to vacation requests in order of the employee's length of service with 
Eat Local Sudbury. Vacation scheduling will be the duty of each Manager. Vacation requests will not be 
denied, unless the Manager feels that granting it would have a serious negative effect on operations or if 
essential services would not be covered. 
 
 
 
HOLIDAYS 
 
Eat Local Sudbury recognizes certain holidays and grants employees time off work on these days for 
which the employee is paid Holiday Pay. The recognized holidays are: 
 
• All employees at Eat Local Sudbury entitled to statutory holidays as per those given to municipal 
employees in the City of Greater Sudbury. 
 
 
In order to be eligible for Holiday Pay, an employee must work all of their last regularly scheduled day of 
work immediately prior to and all of their first regularly scheduled day of work immediately following a 
holiday, unless absence is approved in advance by the employee's immediate manager. 
 
The employee and Eat Local Sudbury may agree that the employee will work on a Holiday. Should this 



 

occur, the employee will be paid Holiday Pay plus the rate of one and one-half (1 1/2) times the 
employee's Regular Rate for all hours worked on the holiday. 
 
 
RETIREMENT PLANS 
 
Eat Local Sudbury is committed to assisting employees respond to individual situations by providing Leave 
of Absences. All leaves must be approved by Management in order to ensure that business operations 
will not be significantly affected. No request for leave will be unduly denied. 
 
When an employee returns to work after an authorized Leave of Absence, they will be returned to their 
former position. If that position is unavailable or no longer exists, the employee will be reinstated to a 
comparable position at a wage rate not lower than the wage rate of their former position, where a 
comparable position is available. 
 
Each type of leave provided to employees will now be briefly discussed. For further information on any of 
these leaves, please consult your Supervisor. 
 
 
Pregnancy Leave: 
Pregnancy Leave provides up to seventeen weeks for eligible pregnant employees. An employee wishing 
to take a Pregnancy Leave must provide at least two weeks written notice to their Manager, stating the 
date when the Leave will commence. A request for Pregnancy Leave will never be denied. 
 
 
Parental/Adoption Leave: 
Parental/Adoption Leave provides up to thirty-seven weeks of unpaid leave to eligible employees who are 
the parent of a new child. Employees are responsible for providing at least two weeks of written notice 
when requesting a Parental/Adoption Leave. 
 
 
Bereavement Leave: 
In the event of a death of a member of an employee's family, an employee is entitled to and shall be 
granted a Bereavement Leave for the purpose of arranging and/or attending the funeral. 5 days of paid 
leave will be granted for a death in the employee's Immediate Family. Any leave, whether paid or unpaid, 
counts towards an employee's entitlement to Personal Emergency Leave. Additional unpaid leave may be 
taken under Personal Emergency Leave. 
 
 
For the purposes of this policy, immediate family means: 
 
• Any family member of direct blood relation or direct blood relation to the spouse ( eg. mother 
• father 
• brother 
• sister 
• grandparent 
• aunt 
• uncle or cousin) 



 

 
 
Personal Emergency Leave: 
In the event of an employee's personal illness, injury or medical emergency or a death, illness, injury, 
medical emergency or an urgent matter that concerns an employee's family, Personal Emergency Leave 
may be granted. Each employee is entitled to a maximum of ten days of Personal Emergency Leave per 
calendar year. 
 
 
Family Medical Leave: 
All employees are eligible to receive up to eight (8) weeks Family Medical Leave in order to provide care 
and support for a family member for whom a medical doctor has issued a certificate indicating that the 
family member has a serious medical condition and there is a significant risk of death occurring within a 
twenty-six (26) week period. The family members included for the purposes of Family Medical Leave are: 
 
 
• the employee's spouse, including same-sex spouse; 
• a parent, step-parent or foster parent of the employee; 
• a child, step-child or foster child of the employee or of the employee's spouse. 
 
 
 
Reservist Leave: 
Employees who are military reservists and who are deployed to an international operation or to an 
operation within Canada that is or will be providing assistance in dealing with an emergency or its 
aftermath (including search and rescue operations) are entitled to leave for the time necessary to engage 
in that operation. In the case of an operation outside Canada, the leave would include pre-deployment 
and post-deployment activities that are required by the Canadian Forces in connection with that 
operation. 
 
Employees must provide reasonable written notice of the day on which they will begin and end the leave. 
Upon return from leave, the employee will be reinstated to the same position if it still exists or to a 
comparable position if it does not. 
 
 
Organ Donor Leave: 
You will be entitled to up to 26 weeks leave without pay should you donate an organ (specifically, if you 
donate part or all of your kidney, liver, lung, pancreas or small bowel) that results in you being medically 
unable to perform your job. Your length of service will continue for the duration of the leave, as will your 
benefits and pension contributions, provided that you continue to pay your share of 
premiums/contributions. 
 
 
Personal Leave of Absence: 
Should none of the other types of leave apply, an employee may request to take an unpaid Personal 
Leave of Absence. The approval of a Personal Leave of Absence will be judged on its merit with 
consideration to the potential impact on Eat Local Sudbury's operations. The only Personal Leave of 
Absence that cannot be denied is for Jury Duty or other court summons. A leave will not be granted to 



 

allow for an employee to do work for another employer or to serve a jail sentence. The decision to 
approve or deny a Personal Leave of Absence is the sole discretion of the employee's Manager. 
 
 
 
EDUCATION ASSISTANCE PROGRAM 
 
Eat Local Sudbury wishes to encourage employees to continually upgrade and develop their skills and 
knowledge through attendance at colleges and universities in part-time studies, and / or in professional 
development courses. Eat Local Sudbury offers reimbursement of tuition fees and other expenses should 
Management deem that both Eat Local Sudbury and the employee stand to gain from the education. 
Reimbursement of funds is usually provided when proof of successful program completion is provided to 
Management. Eat Local Sudbury may, as a condition of reimbursement, require an employee to agree to 
a defined minimum length of service by entering into a Return of Service Agreement. 
 
 
  



 

SECTION 6 - Communication 
 
 
OPEN-DOOR POLICY 
 
Eat Local Sudbury encourages input from all employees. Should you have an idea or suggestion on how 
we can improve our processes, improve employee relations, or improve customer service, please do not 
hesitate to meet with a member of Eat Local Sudbury's Management Team to discuss your ideas. We 
place great value on the input of our employees. 
 
 
 
DISPUTE RESOLUTION 
 
Eat Local Sudbury's problem-solving and dispute resolution process provides a vehicle by which 
employees may lodge complaints or express concerns to management about their employment 
relationships with Eat Local Sudbury, or on other issues. 
 
Should you have any concerns or disputes with any person associated with Eat Local Sudbury, we 
encourage you to take your concerns to your immediate Manager, or failing that, any other member of 
Eat Local Sudbury's Management. 
 
Employees who express any concerns, or lodge a formal complaint under this policy, or who provide 
information regarding a complaint under this policy may do so without fear of retaliation or reprisal. 
 
Eat Local Sudbury believes in resolving employee concerns and disputes, related to their employment 
relationship, in a prompt and equitable manner. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                  



 

Privacy of Information Policy 

 
- For mass emails always use BCC 
- No member information will be shared with 3rd parties without that members written 

consent 
- Digital files may be used by ELS staff, ELS board members and ELS committee members.   
- The first contact by email should be from a Eat Local Sudbury email address introducing a 

board member or committee chairs that will be working with member info. 
- Staff computers will be password protected 
- Digital backup files will be stored in a locked filing cabinet or safe. 
- Hard copies of member information should be stored in a locked filing cabinet 

  



 

 

Board Member Responsibilities 
 

The board of directors is elected by the members to run the co-op in the members' best 

interests. Directors approve new members, budgets, important contracts, and plans for 

expansion. Directors must be members of the co-op, at least 18 years old, and may not be 

undischarged bankrupts. 

Officers are elected or appointed by the board of directors. Examples of officers are the chair of 

the board, secretary, and treasurer. Officers oversee the operations and hire and supervise 

managers, if any. 

 

Board Member Responsibilities  

 

The co-op's Board of Directors has important responsibilities in the overall conduct and direction 

of the co-operative's activities. They are acting on behalf of the membership, and represent the 

members' collective interests. The legal obligations of Directors are outlined in the co-op 

legislation. The ongoing duties of Directors include: 

 Hire, supervise and appraise the general manager/executive director;  

 Direct the activities of the co-op according to the co-op's by-laws and the co-op 

legislation;  

 Act as liaison between the manager and the members;  

 Remain accountable and report to the membership as per the co-op's by-laws; 

 Establish the mission of the co-op;  

 Formulate and implement policies to meet the co-op's objectives;  

 Oversee the co-op’s finances; 

 Maintain the co-op’s property and assets; and 

 Calling an Annual General Meeting for members. 

 

 

Eat Local Sudbury By-laws 

 

The following excerpts are from Eat Local Sudbury Co-operative’s bylaws and deal with the 

rights, responsibilities and the qualifications of board members: 

 

Section V. General Operating Procedures 



 

The Board shall be governed as a working board as defined by the United Way. (see attached 
table from United Way for summary features) 

Section VI. Board of Directors 
 
Qualifications: Members in good standing who meet the qualifications as set out in the Board 
Roles and Job Description appended to these bylaws and who are confirmed by the Membership 
and Communication Committee can be elected at an ELS AGM.12. 
 
Job Description: Members of the Board of Directors will be required to read the Board Roles and 
Job Description and sign a form acknowledging their role and responsibilities and agreeing to live 
up to those responsibilities outlined in the job description to the best of their abilities. 
 
 
Board Roles and Job Description 
 
Qualifications Required: 

 Have current familiarity with food sustainability issues in the sector they represent. 

 Maintain a commitment to the purpose and objectives of ELS 

 Live or work in the area served by ELS 
 
Benefits: 

 Contributing to and enhancing the activities and positive effects of a sustainable food 
system 

 Enhancing the culture of food sustainability in the Northeastern Ontario 
 
Rights of ELS Board Members: 

 To have ready access to all ELS information, such as financial records and statements, 
minutes of decision-making meetings, organizational records, and policy manuals. 

 To receive fair and reasonable notice of all meetings and to have equal opportunity to 
participate in such meetings 

 To manage and make decisions with respect to ELS finances, income and expenditures 

 To participate in the hiring, firing and evaluation of staff, and to direct their activities 
while in the employ of ELS as pertaining to ELS. 

 
Responsibilities of ELS Board Members: 

 To attend Board meetings regularly, and to participate in the discussions and decision-
making of ELS. 

 To check for emails related to ELS in a timely manner. 

 To be familiar with ELS constitution, policies, and current programs. 

 To assume particular responsibility for aspects of ELS program and projects, and to report 
on these at Board of Directors meetings, as appropriate. 



 

 To recognize that, as a Board of Directors member, they are legally liable for any 
outstanding remittances to the Receiver General and outstanding salaries, should they 
organization cease to operate, or fail to meet those expenditures. 

 To manage and make decisions with respect to ELS finances, income and expenditures 

 To participate in the planning of projects and programs for ELS, and to represent the 
organization with respect to those programs and projects, or to appoint representatives 
to do so. 

 To participate in overseeing the production and distribution of any and all information on 
behalf of ELS, for reasons consistent withELS. 

 To initiate and develop proposals for funding on behalf of ELS, in conjunction with staff. 

 To ensure that the activities of ELS proceed in accordance with the bylaws and 
constitution of the Co-operative. 

  



 

 
 
  

ELS Decision-Making Process Policy  
 

All ELS Board meetings will be subject to the following modified consensus model:  

a) U-1 consensus will be utilized.  

b) Item is discussed. The Chair gives each board member the opportunity to speak briefly on the 
issue.  

c) A proposal is put forward by the Chair or one of the other board members. Proposal wording 
is recorded in minutes.  

d) The Chair tests for consensus. Each board member has to respond with a “yes”, a "block" or a 

"stand aside." If more than one board member responds with a "block" then consensus 
has not been achieved. If one or more board members respond with a "stand aside" there is 
still consensus as long as a two-thirds majority of board members responded with a yes. If 
enough board members "stand aside" so that there is not a two-thirds majority declaring yes, 
then there is no consensus.  

e) If there is consensus the proposal is recorded in the minutes as approved and becomes an 
action item.  

f) If consensus is not achieved the Chair allows another round of discussion, and each board 
member is given the opportunity to speak to the issue briefly to raise their concerns. The 
proposal is modified, either by the Chair or a board member. The Chair once again tests for 
consensus. Each board member once again has to respond with a “yes”, a "block" or a "stand 
aside."  

g) If consensus is achieved at this point, the proposal is recorded in the minutes as approved 
and becomes an action item.  

h) If consensus is not achieved, the Chair calls for a vote on the proposal. A majority vote will 
decide if the proposal is accepted or rejected. If decision is accepted it is recorded in the 
minutes as approved and becomes an action item.  

 

1. Time sensitive decisions can be made by email by majority vote. 
2. As per the Staff Policy minor decisions can be made between Chair and Managing Director.  
3. Decisions will be made with the widest representation and consultation possible.  
4. The Board chair may vote at any meeting to break a tie in the case where a majority vote has 

been requested.  
5. The AGM will be subject to Roberts Rules of Order.  
6. ELS will remain non-partisan on substantive food sustainability issues.  

7. Day to day operation of the ELS store and offices shall be under the direction of the 
Managing Director, including hiring of staff and all approved expenditures as per the 
budget, within delegated limits 



 

 
8. The Board may in its wisdom allow board members to participate in regular Board meetings 

via teleconference and board members may be asked to vote via e-mail or facsimile when 
the board determines that it is proper and/or necessary to do so.  

 
9.  The Board shall be governed as a working board as defined by the United Way.  

 

 
 
 

Board Approvals Policy  
 

The Board must be consulted for approval on the following items: 

 

1. Contracts or formal commitments between ELS and another party. 
2. Final draft of new policy/procedures documents. 
3. Official correspondence expressing the opinion of ELS, such as letters of support, letters of 

opposition, or items regarding public policy.  
4. Final draft of advertisements, marketing materials and educational materials (greater than $500). 
5. Final layout of signage (greater than $500). 
6. Signing of funding applications. 
7. Public affiliation or official partnership with another organization including usage of our logo. 
8. Hiring and firing of staff. 
9. Board to receive all reports seven days prior to regular monthly board meeting. 

 

Executive Committee: 

 

1. Inform executive of staff vacation time exceeding 3 days (this is not a request for permission). 
2. Approval on spending that is over $150 for day-to-day (not in budget) or inventory exceeding 

$2,000. 
3. Co-signature on spending that is in a project budget but over $500. 
4. Signature on self-written paycheques. 
5. To receive financials for any project funding commitments. 

 

 

 

 

 

 



 

 

Code of Conduct Policy 
 
FOR BOARD MEMBERS 
Board members will: 

 Represent the best interests of the members and the organization over and above 
personal and professional interests 

 Respect confidentiality of information received in the course of Board meetings and 
activities 

 Declare potential conflict of interest and refrain from discussion and voting when 
applicable 

 Give recognition to others who contribute to the success of the organization and its 
activities 

 Not speak on behalf of the association unless designated by the Chair or the Board as a 
whole 

 Adopt clear, documented processes and equal access to information 

 Not use their individual authority when dealing on an individual basis with staff or 
volunteers 

 Ensure there are competitive opportunities when services of contractors or employment 
opportunities arise 

 Treat staff and fellow Board members with respect and listen to their points of view 

 Participate in Board meetings and keep informed about developments and issues 
relevant to Board operations 

 Attend Board meetings on a regular basis, an provide advance regrets if unable to attend.  
 
Failure to abide by the Code of Conduct may result in removal from the Board. 
 

 

 

Conflict of Interest Policy 
 

A conflict of interest arises when interests of a board member or employee have the potential to 
be at odds with the best interests of the organization.  For details and examples of conflicts of 
interest specific to the co-operative board please refer to the May 2008 publication “Governance 
Matters” distributed by the Canadian Co-operative Association. 
 
At the beginning of a meeting, the chair will ask for a declaration of any potential conflicts.  A 
board member with a perceived conflict of interest shall declare the conflict to the board prior to 
the discussion of a motion or decision.  The board member should then refrain from entering the 
discussion of the motion and should do their utmost to keep from unduly influencing other 
directors.   


