Mount Brenton Golf Course Ltd.

Policies & Procedures Guidelines

Policies and Procedures Manual (2014 - amended 2021*)
i

Introduction: This manual contains the policies and procedures adopted by the Board of
Directors, Mount Brenton Golf Course Ltd. The policies and procedures are responsive to the needs
of the shareholders and the golfers of the Club, and establish the future direction of the Club.

ii

General Index: The index covers existing policies and procedures and allows for future
development.
1. Foundations & Philosophic Commitment
2. Governance
3. Membership*
4. Annual dues*
5. League, Member Functions
6. Course Rules & Local Rules of Play
7. Conduct of Members, Guests, Green Fee Players
8. Golf Course Infrastructure or Equipment Improvement/Purchases
9. Finances
10. Employees/Contractors
11. General Office /Club House/House and Holding Property
12. First Tee
13. Tournaments/Complimentary Rounds
14. Promotions, Best Western Chemainus Festival Inn
15. Policies & Procedures

A complete index in back of manual

1.

Foundations & Philosophic Commitment

Mount Brenton Golf Course Ltd., is a non-profit company formed to foster the growth of the game of golf,
and to provide facilities for the playing of golf. The Club welcomes players of all ages and abilities, and
strives to offer quality golf at an affordable price.
Date of Adoption:

July 6, 1998, Policy & Procedure Manual

Date of Revision:

November 19, 2007

1.1

Rules of Golf: The rules of golf as established by the RCGA and BCGA will govern play.

1.2

Compliance: The policies and procedures will comply with the Business Corporations Act, 2002,
the current Articles of the Club, and the current Mount Brenton Golf Course Ltd. Rules.
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Governance: This section contains statements about the Board of Directors of the Mount
Brenton Golf Course Ltd. It speaks to its own operations, procedures and practices, and its own
conduct as a board. Some statements will set forth guidelines concerning our closest relationships,
and in matters related to policy development with employees, contractors and their staff, members
and green fee players.
The Directors’ responsibility is to represent the shareholders in matters concerning the objectives,
plans and directions of the Club. Policies and procedures will be consistent with the Articles of
Mount Brenton Golf Course Ltd. and the Business Corporations Act of B.C., 2002.

Cross Reference:

2.1

Business Corporations Act, Part 5 2002
Articles, Sections 10, 11, 12 and 13 to 22 April 6, 2009
Mount Brenton Golf Course Ltd. Rules, 3, 4 July 23, 2007

Mandate and Authority of Board
The Board of Directors function in two major ways:

1. Externally: It has the responsibility of serving the club effectively in its relations to the community, to
government and its departments of taxation and regulation and to the governing golf bodies.
2. Internally: It has the authority to establish policies and to see they are properly carried out by the staff
and indirectly, through the president, to establish committees and oversee their functioning, to advise
the Administrative Assistant, to appoint a solicitor, and to appoint the auditor and review the annual
report.
BCGA Manual 2000
2.2.
Policy:

Composition of Board/Board Meetings
The number of directors is no less than 8 and no greater than 10.

Date of Adoption:
Date of Revision:
Date of Revision:

2.3
Policy:

June 18, 1973, Articles of Association
December 7, 1989
May 24, 2007 AGM

Conflict of Interest
If a Director has any concerns of “Conflict of Interest,” refer to Business Corporations Act, 2002
and the current Articles of the Mount Brenton Golf Course Ltd.

Procedure: If a Board member does not have a copy of the Business Corporations Act, 2002 or the current
Articles of the Mount Brenton Golf Course Ltd., copies are available to read or obtain at the Club’s Office.
Cross Reference:
Date of Adoption:
Date of Revision:

Articles, 13.6 April 6, 2009
July 6, 1998, Policy & Procedures Manual
November 19, 2007
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Reimbursement of Expenses of Directors
Directors to be reimbursed for training functions subject to prior Board approval. Directors may
be reimbursed for personal expenses while on Company business.

Procedure: The Administrative Assistant will approve the expenses.
Cross Reference:

Articles, 13.6

Date of Adoption:
Date of Revision:
Date of Revision:

February 19, 2006
March 5, 2006
November 19, 2007

2.5

Board Meetings

Cross Reference:
2.5.1
Policy:

Policy:

Policy:

Policy:

Business Corporations Act, Part 5, 140 (6) 2002

Posting
Minutes of all the meetings are to be posted.
June 14, 2003
November 19, 2007

Motion Makers
Names of motion makers will be included on the posted minutes.

Date of Adoption:
2.5.5

June 16, 1990
December 15, 2003
November 19, 2007

Minutes

Date of Adoption:
Date of Revision:
2.5.4

April 6, 2009

Board meetings are to be closed, but there will be occasions when individuals will be asked to
attend Board meetings.

Cross Reference:
2.5.3

Articles, 18

Closed Meetings

Date of Adoption:
Date of Revision:
Date of Revision:
2.5.2

April 6, 2009

August 18, 2000

Circulation of Minutes
Minutes of meetings are to be available a week before the next scheduled meeting for all
Directors.

Date of Adoption:
Date of Revision:

April 17, 1989
November 19, 2007
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Meetings of Shareholders/Annual General Meetings

Cross Reference:

2.6.1
Policy:

2.6.2
Policy:

Policy:

Business Corporations Act, Part 5, Division 6 2002
Articles, 10, 11, 12 April 6, 2009

Annual General Meeting Minutes
The annual minutes are not approved until the next annual meeting, so they are available subject
to approval.
Proxies
Guidelines to proxies will be posted and included in meeting notices.

Date of Adoption:
2.6.3

Policies & Procedures Guidelines

Statement November 17, 2003

Legal Advice
Any requests for legal opinions must be approved by the Board. Every director must receive a
copy of the lawyer’s response.
All legal correspondence is confidential.

Procedure: The Administrative Assistant shall ensure that each Board member receives the lawyer’s
response. Directors will sign a master copy to denote they have read the lawyer’s advice.
Date of Adoption:
2.7
Policy:

November 29, 2007

Roles and Responsibilities of Board
Directors will carry out their duties honestly, in good faith and in the best interest of the Club
while exercising care, diligence and skill.

Procedure:
1. All Directors will familiarize themselves with the Business Corporations Act.
2. All Directors will familiarize themselves with the current Articles of the Club.
3. All Directors will read and understand all contracts.
4. All Directors will act in unison and harmony with the other Directors of the Club and to respect and
gracefully accept the majority decisions democratically made by the Board as a group.
5. All Directors will respect the confidentiality of the proceedings of the Board.
6. All Directors will direct any project assigned.
7. All Directors are expected to attend any scheduled Board and committee meetings.
The following specific responsibilities will form part of the duties of Directors:
President
1. Appoints standing and ad hoc committees to be ratified by the Board of Directors.
2. Supervises the Administrative Assistant and chairpersons of committees in the execution of their duties.
3. Presides at all regular and annual meetings.
4. Calls annual and extraordinary meetings of the shareholders.
5. Presents the annual report to the members.
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Vice-president
1. Performs all of the duties of the president in his/her absence.
2. Does other duties as assigned.
Finance
1. Supervises and controls revenues and expenditures of Club.
2. Prepares a proposed capital and operational budget for consideration by the Directors with an estimate
of anticipated revenue in advance of the fiscal year.
3. Does other duties as may be assigned.
Checks the monthly bank reconciliation’s and initials as such. The checking should include re-adding the
totals, agreeing bank balances to bank statements, agreeing bank balances to the GL, and reviewing of the
outstanding cheque list for stale dated or recurring items. Also, a part of the process, the monthly bank
statements should be perused for unusual items such as debit memos or transfers, and canceled cheques
reviewed for proper signature. All bank reconciliation checks should be performed on a timely basis. This
ensures that any problems will be caught in a timely manner and reconciled.
Greens and Fairways
1. Ensures that all aspects of the Course Superintendent’s contract are being fulfilled.
2. Works with and directs the Course Superintendent in the maintenance of the playing area and those
buildings used for course maintenance.
3. Establishes and/or approves regular maintenance routines and manpower schedules to meet course
standards as approved by the Board of Directors.
4. Ensures that manpower and material costs to meet Board approved standards of the course are provided
at minimal cost to the Club.
5. Approves any purchase of materials or parts required by the Course Superintendent as outlined in their
annual operating budget or by Board approved projects.
6. Evaluates and makes recommendations for the Board’s approval the purchase or repair of any
equipment required to maintain the course.
7. Provides input to the Board of any impact of any proposed project on the course.
8. Assists any individual, appointed by the Board, to complete a project by scheduling manpower and
material purchases.
9. Ensures that time sheets for any employee of the Club are provided as required.
10. Ensures that any legislated Labour, Health and Safety Standards are met.
11. Liaises with Club Captains and Professional to preclude conflict between events and course
management.
12. Does other duties as assigned.
Membership
1. Fosters and promotes drive for full membership.
2. Serves as a welcoming committee to new members and sees they are made aware of club events and
appropriate club captains.
3. Is responsible for public relations and promotional activities to ensure membership is full.
4. Keeps an accurate, up-to-date membership list.
5. Investigates delinquent members.
6. Does other duties as assigned.
Junior Development (Material not included due to not being a current Board position.)
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Club Captain
1. Interprets Rules of Golf.
2. Renders decisions on questions, disputes, rules and other matters concerning Mt. Brenton Golf Course
play.
3. Is responsible for discipline problems.
4. Has general supervision of all activities of League Captains.
5. Supervises the handicap system.
6. Is responsible for local playing rules - general and tournament.
7. Arranges for League Captains to meet and reports information to the Board.
8. Oversees all Club operated tournaments.
9. Is involved in the organizing of the Mount Brenton Amateur tournaments with the chairs of these
events.
10. Does other duties as assigned.

1st Tee
Purpose: To optimize the use of golf facilities for members, green fee players and finances for the Board.
1. Meets with the Professional to understand utilization, problems and opportunities, and develops actions
with the Professional to bring forward to the Board.
2. Is aware of all activities of the Professional and the Pro Shop.
3. Reports to the Board activity levels and any perceived problems or opportunities, and action
recommendation.
4. Advises the Professional of Board decisions affecting the operation of the Pro Shop and general
information Pro Shop staff need to be aware of.
5. Attends Captains Meetings when invited to provide liaison and to understand league issues and
priorities, assures league play scheduling is in place.
6. Is available to the Professional to discuss/advise/approve decisions that may be needed on an
operational basis.
7. Assists in developing policy positions for such matters as affect the First Tee - tournament bookings,
green fee rates, marketing promotions.
8. Liaises as needed with restaurant, maintenance and grounds for the Pro Shop.
9. Liaises with Pro Shop and the Board concerning league play, inter 3club events tournament booking,
requesting the Board’s approval for any requested changes.
10. Requests from the Board financial assistance for selected Pro-Am events.
11. Consults with Club Captain concerning discipline issues/concerns from the Pro Shop.
House
1. Ensures all aspects of the restaurant contract are abided by.
2. Is responsible for care and maintenance of all equipment, building, furnishing and cleaning of the club
house and walkway areas.
3. Is responsible for care and maintenance of cart sheds.
4. Is responsible for maintenance for rental house.
5. Does other duties as assigned.
Date of Adoption:
Date of Revision:
Date of Revision:

July 6, 1998
April 24, 2000, Policy & Procedure Manual
November 19, 2007
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3. Membership
This section deals with dues paying members. The policies and procedures are cognizant of the needs of all
members and shareholders.
Individual categories are designed to offer a continuum of relevant membership for all ages, abilities and
affordability in the enjoyment of the game of golf at Mount Brenton.
(Refer to Section 4 for dues relevant to each category and applicable payment schedules.)

Cross Reference: Articles, 16.3 April 6, 2009

3.1 Regular Membership
The following provisions apply to regular membership:
1.

New members are required to purchase a share and pay an entry fee in effect at the time of joining;

2.

Only a shareholder of the company may apply to be a regular member;

3.

Only a shareholder of the company may be a regular member;

4.

A spouse of a regular member may become a new regular member on purchase of a share and payment
of an entry fee equivalent to 50% of the entry fee in effect at the time of joining,
a.) Spouse is defined as a significant other in a marriage, civil union,
or
common law relationship and is gender neutral,
b.) Proof of cohabitation may be required;
5. There are two sub-categories of Regular membership, generally applicable to prospective members over
the age of 40:
a.) Full regular - full access to the booking tee sheet and play at any time; dues
100% of baseline annual rate;
b.) Limited regular – booking and playing privileges after 1 PM during the high season
and unlimited privileges during the low season; may book tee times or be booked by a full regular
member prior to 1 PM at the guest green fee rate; dues 66% of baseline annual rate;

6. Regular members have full use of the club facilities, Pro Shop discounts on in-stock products, power cart
rental discounts, and reciprocal privileges at select Vancouver Island and lower mainland courses as published annually;
7. Regular members may book up to 3 guests per round.

3.2 Sustaining Membership
Policy: A Sustaining member is an inactive member of the Golf Course who has chosen to take a leave of
absence.
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The following provisions apply to Sustaining Membership:
1. Only a regular member may apply to become a sustaining member;
2. Only a shareholder of the Company may be a sustaining member;
3. Sustaining members will comprise two categories of Leaves of Absence;
a.) Medical LOA
b.) Non-medical LOA
4. Medical LOA is defined as a temporary circumstance of ill health, debility, infirmity, or convalescence
of the member, or compassionate care of a family member, which prevents the member from active participation in golf at Mount Brenton for a prolonged period of time; (a physician letter may be required);
5. Non-Medical LOA is defined as a temporary circumstance of work relocation, family circumstance
and/or relocation of residence and prevents the member from active participation in golf at Mount Brenton
for a significant period of time; (LOA will not be granted for extended holidays or ‘snowbird’ absences);
6. A regular member who has paid annual dues may apply to the Board through the administrative office
for Sustaining status at any time during the year and if the period of sustaining membership begins,
a.) prior to June 30, the member will be given a credit pro-rata in respect of future annual dues, less
the sustaining member fee for that year as specified in item 8,
b.) after July 1, the member will not be given a refund or credit, and will not pay the sustaining
member fee for that year;
7. A Sustaining membership will have a maximum term of 2 years (in addition to the year of commencement) beginning on January 1 of the following year, and on annual application to the Board office prior to
January 1 of the requested year;
8. Sustaining annual membership dues will be 20% of baseline dues established annually by the Board;
9. Sustaining members returning to active regular membership must pay the applicable prorated annual
dues, less any credit and/or value of sustaining dues paid for the year of return to regular status;
10. In the event of a membership cap and waiting list, a member going to the sustaining category will create
an opening on the active roster;
11. On return from sustaining to active status, in the event of a membership cap and wait list, the member
will be placed in a priority position on the list (see 3.8.1);

12. Sustaining members will have full use of the club facilities except for access to the handicap computer,
and will have full voting privileges;
13. Sustaining members will pay green fees either at the 18 or 9 hole ‘guest’ rate or lowest rate applicable
to the tee time being booked, at the discretion of the Club Pro;
14. Sustaining members on Medical LOA who wish to assess their playing capability prior to returning to
active status should consult with the Club Pro for assistance in determining the most appropriate booking,
playing time and associated costs;
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15. At the conclusion of two full years of sustaining status (in addition to the initial year), the membership
will be terminated with no credit owing, other than return of the initial share cost, however an appeal (in
writing) for an extension may be made to the Board under exigent circumstances;
16. A Sustaining member may terminate membership at any time however no refund or credit will be given
in respect of any dues or entry fee paid, other than return of the share cost.

3.3 Legacy Membership (formerly Senior Membership)
Policy: Mount Brenton GC wishes to reward those senior members who through a combination of longevity and loyalty to the club have attained honoured status.
The following provisions apply to Legacy Membership:
1.

Only a person who is 75 years of age or older and who has been a regular or sustaining member for 20
years or more, consecutive or otherwise, may apply to become a legacy member;

2.

Eligibility will apply in the first full year following the 75th birthday and the 20th anniversary of membership;

3.

Only a shareholder of the company may be a legacy member;

4.

Booking and playing privileges limited to after 1 PM during the high season and unlimited during the
low season; may book, or be booked for play by a regular member prior to 1 PM at the applicable
guest green fee rate during high season; may book up to 3 guests per round;

5.

Legacy members have full use of the club facilities, Pro Shop discounts on in-stock products, power
cart rental discounts and reciprocal privileges at select Vancouver Island and lower mainland courses
published annually.

6.

Dues 25% of baseline annual rate.

3.4 Intermediate Membership
The following provisions apply to Intermediate membership:
1.

Eligible from age 19 to 39, (proof DOB required);

2.

One year contractual obligation from time of joining;

3.

No entry or share fee, no voting privileges;

4.

Full booking privileges and up to 3 guest bookings per round;

5.

Intermediate Members have full use of the club facilities, Pro Shop discounts on in-stock products,
power cart rental discounts and reciprocal privileges at Vancouver Island and lower mainland courses
published annually;

-9-

Mount Brenton Golf Course Ltd.

Policies & Procedures Guidelines

6.

Intermediate Members receive 10 % off entry fee for each year of membership when transitioning to
Regular Membership;

7.

Dues 75% of baseline annual dues.

3.5 Student Membership
The following provisions apply to Student Membership:
1.

Student Members must be age 19 plus;

2.

Student Members must be enrolled in a recognized full time post-secondary program for the duration of
their annual membership and provide documented proof of same, on request;

3.

One year contractual obligation from time of joining;

4.

No entry or share fee; no voting privileges;

5.

Full booking privileges and up to 3 guest bookings per round;

6.

Student Members have full use of club facilities, Pro Shop discounts on in-stock products, Power cart
rental discounts and reciprocal privileges at select Vancouver Island courses;

7.

Student members receive 10% off entry fee for each year of membership (cumulative with Intermediate
Membership) when transitioning to Regular Membership;

8.

Dues 20% of baseline annual dues.

* Full time is defined as regular attendance at a college, university, or other educational institution in a program at a post-secondary level (whether in Canada or not); and during a particular semester are taking at
least 60% of the usual course load for the program or a minimum of 12 credit hours per semester. Online
studies are not eligible.

3.6 Junior Membership
The following provisions apply to Junior Membership:
1.

Junior members must be between the ages of 10 and 18;

2.

Junior members must complete (or provide proof of) an introductory course administered by the Club
pro, equivalent to Level 2 of the Future Links Program;

3.

Beginning golfers should be encouraged to take further training under the auspices of the Professional
staff and/or participate in training programs set up by the club;

4.

One year contractual obligation from time of joining;
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5.

No entry or share fee; no voting privileges;

6.

Full booking privileges and up to 3 guest bookings per round;

7.

Junior Members have full use of club facilities, Pro Shop discounts on in-stock products, and reciprocal
privileges at select Vancouver Island courses;

8. Junior members receive 10% off entry fee for each year of membership (cumulative with Student and
Intermediate membership) when transitioning to regular membership;
9. Junior members may participate in the RCGA handicap system and have access to the club handicap
computer; they may participate in sanctioned Club, Golf BC and RCGA tournaments representing Mount
Brenton GC;
10. Dues 20% of baseline annual dues.

3.7 Juniors -in-waiting
Policy: The Club encourages the play of children in fostering the advancement and enjoyment of the game
of golf at Mount Brenton.
1. The Board endorses a Junior training program through volunteer efforts of members, the Club Captain
and the Club’s Professional staff;

2. Juniors under the age of 10 must have an orientation session with the Club Pro equivalent to Level 2 of
the Future Links program and must be accompanied by an adult on the golf course at all times;
3. Juniors under the age of 10 may play for free after 2 PM when accompanied by an adult;
4. Juniors over the age of 10 are encouraged to join the club and take advantage of the facilities, training
programs, discounts and amenities offered.

3.8 Membership and Waiting lists
Policy: The Board may from time to time cap the total membership list or any constituent member category
at a number deemed in the best interests of the club.
The following provisions apply to membership caps and waiting lists:
1.

In the event of a cap, a waiting list will be established through the Board office and any new member
applicant may register on the wait list;

2.

A non-refundable deposit of $300 must accompany the application for new membership and will be
applied to the first year of dues once accepted;

3.

When eligible for membership, the applicant will be notified by telephone and email, and will have 10
days to complete their application, payment of entry fee, share and dues;
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4.

Should an applicant decline or fail to complete the application within 10 days, their name will go to the
bottom of the list;

5.

Waiting list resignations will forfeit their deposit.

3.8.1 Priority of Membership and List placement
Applications for Membership and/or placement on the waiting list will be dealt with by the Board in the order they are received with the exception of the following:
1.

A Qualified Transferee, within the meaning of that term as it is used in the Articles of Mount Brenton Golf Course Ltd., who is approved and who applies for membership within five years of the issuance of a Class “B” Common share, either may not be required to be placed upon the Golf Club
Members Waiting List or may be placed on the Golf Club Members Waiting List in a priority position to any person then on the Golf Club Members Waiting List who is not a shareholder of the
Company, all as determined by Article 27.1(8)(d) of the Articles of the Company;

2.

A Sustaining Member transitioning to Regular or Legacy Membership will not normally be placed
on a waiting list unless unusual circumstances exist, in which case they will move into a priority position to any person then on the list; No deposit will be required;

3.

A current member in the Junior, Student or Intermediate category transitioning to the next higher
category of membership will not normally be placed on a waiting list, unless unusual circumstance
exist, in which case they will move into a priority position to any person then on the list with the
exception of provisions 1. and 2. above; No deposit will be required;

4.

All new member applications will be placed on the list in the order they are received with the exception of provisions 1, 2 and 3.

3.9 Booking Privileges and Tee times
Policy: All members will have advanced, priority booking privileges for tee times as specified in the terms
of their membership category.
The following provisions apply to booking privileges:
1.

All members have advanced booking privileges 7 days in advance of their play date;

2. The on-line booking period will begin at 8pm, 7 days in advance of the play date;
3. Bookings may be made in person, by telephone or on-line using the Chronogolf booking widget or such
booking system as may be employed by the Pro Shop; Mount Brenton encourages use of on-line booking;
4. Bookings are on a first-come-first served basis and no advantage may be garnered by one booking
method over others;
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5. No member may book more than one tee time within a 4 hour period, or be booked by another member
into more than one tee time within a 4 hour period;
6. Non-member green fee players may book 6 days in advance of their play date, generally 7am or such
time as determined by the Pro Shop; on-line, telephone or in person;
7. At the discretion of the Club Pro, in consultation with the Board, some tee times may be blocked for
green fee players in the interest of golf promotion for the benefit of the club;
8. At the discretion of the Club Pro, in consultation with the Board, advanced bookings may be made for
small groups of golf tourists or ‘Play and Stay’ packages with local hotels.

Date of Adoption: November 1, 2020
Note: The contents of Section 3 take precedence over any other Policies or Procedures contained within
these Guidelines which contradict or pre-date the above, pending further revisions.
4. Annual Dues and Membership fees
Policy: The Board of Directors will annually update the required fees for entry fee and baseline dues in late
fall. The Share cost for Mount Brenton Golf Course Ltd is set at $100. Dues are paid on an annual basis
and form a one year contract of membership with Mount Brenton Golf Course Ltd.
The following provisions apply to annual dues and membership fees:
1.

New Regular members are obligated to purchase a Share (refundable) of $100 and pay an Entry fee
(non-refundable) established by the Board from time to time and published on the Mount Brenton website. The spouse of a new or existing Regular, Sustaining or Legacy Member will receive a 50% discount
on the Entry Fee.

2.

Intermediate, Student and Junior Members are not required to pay a Share or Entry fee.

3.

The membership renewal date for all members categories (Regular, Sustaining, Legacy, Intermediate,
Student and Junior) is January 1.

4.

All new members joining part way through the initial year of membership will have annual dues prorated at a daily rate to December 31.

5.

Any lapse in membership or default of dues payable by a Regular, Legacy or Sustaining Member may
be interpreted as termination, with refund of share, and penalties as may be determined by the Board of
Directors. Membership re-entry will constitute a new membership with appropriate fees.

6.

Any lapse in membership or dues payable by an Intermediate, Student or Junior Member may be interpreted as termination, and will invoke penalties as may be determined by the Board of Directors.
Membership re-entry will be prohibited for one year from the date of termination.

7.

The schedule of annual dues relative to the baseline established annually is as follows;
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a. Regular (full) members - 100%
b. Regular (limited) members - 66%
c. Sustaining - 20%
d. Legacy - 25%
e. Intermediate - 75%
f. Student - 20%
g. Junior - 20%

4.1 Payment Options; Late payment and Default
1. Payment of dues (and other fees as applicable) may be made in full for the annual or pro-rated amount
by cheque or e-transfer at time of joining or on the renewal date of membership;
2. With the exception of Student and Junior Members, payments may be made in equal monthly bank autodebit arranged through the Board office; this is a legally binding contract for a 12 month period or lesser
period for pro-rated members;
3. No administrative fees will be charged for monthly payment plan;

4. Late payment of annual dues or failure to complete auto-debit before January 1 will result in a penalty of
2% of total dues, per month, compounding monthly until such time as payment is made; After 30 days from
renewal date a registered letter will be sent advising members that all member privileges will be cancelled
and membership may be revoked if no response within 15 days;
5. Monthly payments in arrears will result in cancellation of member privileges, punitive penalties as
above, potential bank charges and other measures as may be adopted by the Board of Directors;
6. When a membership is revoked or terminated, no refund of dues are payable. The only exception to this
rule is in the case of a deceased member, whose heirs or estate will receive a pro-rated refund of prepaid
dues from the date of death as noted on a death certificate.

4.2 Cart Shed Storage, Trail Fees and other supplementary charges
Policy: Supplementary charges are applied to individual members, are not part of annual dues and are not
subsidized by general membership dues.
Cross reference: Policies & Procedures Section 11.6 Golf Cart & Cart Shed Policy.
The following provisions apply:
1.

Member carts may be stored in the Mount Brenton Cart Shed under the terms of the MB Cart Storage
Agreement at a rate established by the Board in late fall;
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2.

Annual rental rate is all-inclusive and includes storage, hydro, trail fees and security/insurance costs;

3.

Payment must be made at time of annual dues renewal or initial contract on a pro-rated basis, under the
terms list in 4.1;

4.

Default of payment may result in removal and impound of the member cart from the Shed;

5.

Trail fees (member carts not stored), club storage and locker fees may be charged on an annual basis.

4.3 Green Fee and Cart Rental Rates
Policy: The Board of Directors in consultation with the Club Professional will establish green fee rates and
cart rental rates on an annual basis in keeping with industry standards and competitive rates to other Island
golf courses.
The following provisions apply:
1.

Green fees will be published at the rack rate specific to the season of the year;

2. Green fees may be discounted for early bird and twilight tee times as determined by the Club Pro on a
seasonal basis;
3. Course maintenance rates may be instituted at specific times of year in consultation with the Club Pro
and Course Superintendent;
4. A discounted guest and/or reciprocal green fee rate may be instituted at the discretion of the Club Pro in
consultation with other Island or lower mainland courses;
5. Power cart rental rates may be discounted and/or offered in a punch card system for members at the
discretion of the Club Pro.

Date of Adoption: November 1, 2020
Note: The contents of Section 4 take precedence over any other Policies or Procedures contained within
these Guidelines which contradict or pre-date the above, pending further revisions.

5.

Leagues/ Member Functions

5.1

League Finances
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Policy:

All league captains must keep a set of books which must be made available to the Board of
Directors if requested.

Date of Adoption:
Date of Revision:
5.2
Policy:

Policy:

The league captains are to identify the last group’s starting hole to the Pro Shop and this group
advises the Pro Shop as they go from #18 green to #1 tee.

Policy:

March 9, 1998

Guest Status in Leagues
No active shareholder is to be denied access to the leagues at the expense of guests or until
numbers on the course become unmanageable.

Date of Adoption:
5.4

April 16, 1990
1998, Members Rules & Regulations

League Shot Gun Play

Date of Adoption:

5.3

Policies & Procedures Guidelines

March 27, 1995

League Booking
There should be enough tee times in all situations for league play without interfering with nonleague play bookings on the same day.

Procedures:
1. A league schedule detailing the days, dates and starting times to be made available to the Pro Shop and
Restaurant as early in the season as possible to facilitate the securing of specific needs.
2. This schedule to be placed on the leagues’ respective bulletin boards so league members are informed.
3. Before 2:45 pm three and one-half days prior to the actual play day, the league captain/or draw
chairperson or draw committee person must inform the Pro Shop how many participants will be playing
in the league day as well as any other requirements that may pertain to the upcoming play day, e.g.,
proximity markers needed, etc. The ladies draw chair or draw committee will also inform the Pro Shop
if they will be playing in threesomes or foursomes so appropriate allocation of tee times can be blocked
off.
4. The Pro Shop will provide adequate number of tee times to accommodate the number of players signed
up to play, plus the Pro Shop will allow further tee times as below. Two extra tee times to allow others
to play should they show up late and hadn’t signed up, and two further tee times to be used as a buffer
for slow play. Therefore, the Pro Shop will add a total of four extra tee times beyond those designated to
cover the number of players signed up to play.

5. Prior to the league play day, the league captain or draw committee member will fill out the draw sheets
(templates available at Pro Shop) with the names of the players on the corresponding hole assignments.
A copy of this draw sheet to be given to the Pro Shop staff at the earliest opportunity. Should a player
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wish to be added to the draw, or removed from the draw, they may do so by contacting the Pro Shop
who will adjust the draw sheet accordingly.
6. Non-members participating in league play are required to pay green fees at the guest rate.
7. The Pro Shop will give the restaurant staff copies of all league schedules.
8. The Senior Men’s League on Wednesdays may have a 7:45 start time on those days when an inter club
event is scheduled.
Date of Adoption:
Date of Revision:

6.

Course Rules & Local Rules of Play

Cross Reference:

6.1
Policy:

April 9, 2007
December 1, 2009

Business Corporations Act, Part 5, Division 2 2002
Articles, 16.3 April 6, 2009
Mount Brenton Golf Course Ltd. Rules, 4 July 23, 2007

Course Open for Play
The course is open for play at 7 am from May to September, opening times are adjusted through
the rest of the year depending on light conditions.

Procedure: The Course Superintendent or an authorized greens staff member will advise the Pro Shop of
opening times and post the times for the members.
Date of Adoption:
6.2
Policy:

November 19, 2007

Greens Staff, Right of Way
The greens staff in the performance of their duties shall have the right of way on the course.

Procedure: Golfers are requested to cede right of way and not interfere with the greens crews. The greens
crews are expected to use discretion in these circumstances.
Date of Adoption:
6.3
Policy:

November 19, 2007

Course Playability
The Course Superintendent or an authorized greens staff member has the authority to determine
course playability. All questions regarding course, playability, etc., are to be directed to the
Course Superintendent or the Director of Greens & Fairways.

Procedure:
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1. Upon the request of the Course Superintendent, or an authorized greens staff member, the Pro Shop
shall place Course Close signs on the first and/or tenth tee as required.
2. Any member found using the course when the Course Closed signs are on the first or tenth tee will be
asked to leave the course until such time as it is declared open. Refusal to do so and repeated
infractions of this rule may result in disciplinary action of the member involved.
Date of Adoption:
Date of Revision:
Date of Revision:

6.3.1
Policy:

April 2002, Policy & Procedure Manual
November 19, 2007

Course Closures Due to High Winds, Saturated Ground Conditions, Frost and Snow
The course will be closed due to safety reasons when winds are in excess of 70 kilometers per
hour, and when there are overly saturated conditions due to heavy rain conditions. There will be
no play on the greens under frost conditions. In the case if a heavy frost or snow, the course may
be closed.

Procedure:
1. The Course Superintendent, or an authorized green staff member will decide on the playability of the
course, and advise the Pro Shop.
2. To determine wind speeds, information will be accessed from the Nanaimo Airport.
3. In the case of frosted and frozen greens, the golf greens will be opened for play as soon as conditions
allow. If regular greens do not reopen prior to 11:00 am, they will remain closed for that day.
Members must be aware that the greens do not all thaw at the same time. When the majority of greens
are ready for play, a staff member will reopen as many greens as allowable for that day.
Date of Adoption:
6.3.2
Policy:

November 19, 2007

Course Closures, After Hours
In after-hours situations, or when the Course Superintendent or his representative are not
available, the Club Professional or his delegate has the authority to determine course playability.

Procedure:
1. The Club Professional or his delegate will assess the situation and following the above guidelines, close
the course or restrict play on some surfaces.
2. The 1st Tee Director, Director of Greens & Fairways or another Board member will be consulted.
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3. Signs are to be posted, advising restrictions on the course or course closed.
Date of Adoption:

6.4

November 19, 2007

Outside Alcohol

Policy:

No outside alcoholic beverages allowed on the golf course.

Procedure:
1. Signs are to be posted.
2. The Pro Shop must monitor for outside alcohol brought onto the course either in coolers or visible
liquor bottles.
3. Green fee players and members in violation will have their coolers and/or alcoholic beverages taken
away and stored in the Pro Shop until the golfer is ready to leave the course, when they may be
returned.
4. Members who persist in violating this policy will be reported to the Club Captain.
Repeated infractions are to be dealt with by the Board on an individual basis.
Cross Reference:

Class B Liquor License Regulations

Date of Adoption:
Date of Revision:

July 15, 1991
September 11, 2006

6.5
Policy:

Memorials
Individuals or groups wanting to install memorial benches or have specimen trees planted as
memorials, must request permission from the Board. Regarding memorial plantings, the Club is
not responsible to replace if the planting is unsuccessful. The Club is not responsible for
maintenance and vandalism to memorial benches.

Date of Adoption:
Date of Revision:
6.6
Policy:

April 17, 1989
November 19, 2007

Dress Code
It is required that all members, guests and visitors wear suitable attire on the Course and in the
Club House. The staff of the Pro Shop and the course marshal have the authority to enforce the
Dress Code. Failure to comply will result in individuals being asked to change into suitable attire
or leave the Club’s premises and course.

Procedure: Members must inform their guests of the Dress Code, to avoid any unnecessary
embarrassment.
Members who do not comply after the Pro Shop staff have spoken to them, will be reported to the Club
Captain. The Club Captain in turn, will consult with the Board for those not responding.
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Dress Code: Dress Standard
No Cut-offs, bathing suits, tank tops, muscle shirts, cycling pants, short skirts, leggings and bare
midriffs
Shoes must be worn at all times.
Shorts must be tailored mid-thigh length.
Shirts must have either sleeves or a collar.
Persons who violate this standard will not be afforded the privilege of play.
Cross Reference:

Mount Brenton Golf Course Ltd. Rules, 4.1 (e) (h) July 23, 2007

Date of Adoption:
Date of Revision:

July 8, 1985
November 19, 2007

6.7
Policy:

Pace of Play
To promote the enjoyment of the game, the following guidelines apply.

Procedure: The recommended playing time for the course is 4 hours and 10 minutes or less
All golfers are permitted on the course on the basis they maintain a reasonably close relationship to the
group in front of them. Groups unable to keep this pace could be asked to skip one hole.
Date of Adoption:
Date of Revision:
6.8
Policy:

April 2002, Policy & Procedure Manual

Starting on the 10th Tee
No starting on #10 without Pro Shop permission.

Procedure: The Pro Shop shall make every effort to accommodate members who wished to start on #10.
Date of Adoption:
Date of Revision:
Date of Revision:
6.8.1
Policy:

Checking into Pro Shop
All players must check into the Pro Shop 20 minutes before teeing off.

Date of Adoption:
Date of Revision:
6.9
Policy:

April 2002, Policy and Procedures Manual
November 19, 2007

February 26, 2001
May 17, 2010

Foursomes
The maximum number of people to tee off at #1 Tee is four unless approved by the Pro Shop.
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Procedure: This will be monitored by the Pro Shop.
Date of Adoption:
November 15, 2004
6.10
Rain Checks
Policy:

No rain checks to be given if golfers start in the rain.

Procedure: If rain commences during play:
Less than 9 holes
Full rain check
Played 9 - 12 holes
9 hole rain check
More than 13 holes
No rain check
The Pro Shop will issue to those golfers affected by rain, in accordance to the preceding

procedure, a rain check pass.
Date of Adoption:
Date of Revision:
6.11
Policy:

August 27, 2001
December 1, 2009

Junior Player Under Age 10
A junior player under the age of 10 may play golf on the Course properly supervised by an adult
playing member.

Date of Adoption: January 18, 1987
6.12
Policy:

Wildlife feeding
Feeding of wildlife on the course is discouraged.

Date of Adoption:

7.

February 26, 2009

Conduct of Members, Guests, Green Fee Players, Employees, Contractors
and Their Staff This section deals with the policies related to conduct, disciplinary actions and
harassment.

Cross Reference:
7.1

Articles, 16.3 April 6. 2009

Conduct Policy for Green Fee Players and Complimentary Pass Play

Policy: Green fee players and persons with complimentary passes are expected to conduct themselves in an
appropriate manner and to treat every person at the course with courtesy, respect and dignity.
Procedure:
1. Intoxication will not be accepted as an excuse for improper conduct.
2. Green fee players and those individuals playing with complimentary passes not abiding by the above
policy will be asked to leave the premises.
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3. On the first incident, a warning will be issued. The Board also reserves the right to apply more severe
penalties depending on the nature of the incident.
Cross Reference:

Mount Brenton Golf Course Ltd. Rules, 4.1 (h) July 23, 2007

Date of Adoption:
Date of Revision:
Date of Revision:

1998, Members Rules & Regulations
November 19, 2007

7.2

Incident Reports

Policy:

Members, green fee players and guests not observing the Club’s rules of conduct, may be
reported on incident report forms. The Club Captain and the Club Professional are responsible
for the processing of these reports.

Procedure:
1. Actions or behavior are recorded on an incident report form.
2. For minor offences, the player will be warned if inappropriate conduct or actions continue, they will not
be allowed to play at the Club or in the case of a member, they will be reported to the Club Captain.
3. For major offences. the player could be asked to leave the course or in the case of a member; the
member will be reported immediately to the Club Captain.
4. The Club Professional or whoever reported the incident, should receive written documentation on the
outcome of the incident report. Both the incident report and the documentation should be filed.
Cross Reference:

Members Rules & Regulations Ltd. Rules, 4.2(b) July 23, 2007

Date of Adoption:
Date of Revision:

1998, Members Rules & Regulations
November 19, 2007

7.3

Discipline

Policy:

7.4

The Club Captain will be responsible to dealing with discipline problems. If the problems are
more complex and cannot be resolved by the Club Captain, it will be referred to the Discipline
Committee and/or the Board to be dealt with as per Discipline Rules Policy.
Personal & Sexual Harassment

Policy:

Mount Brenton is committed to providing an environment which affirms and promotes the
dignity of our employees, contractors and their staff. The purpose of this policy is to ensure that
all employees, contractors and their staff have the right to participate in work related activities
without fear of personal or sexual harassment.

Definitions:
1.

Sexual Harassment

For the purposes of this policy, sexual harassment is defined as:
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One or a series of incidents involving unwelcome sexual advances, request for sexual favours, or other
verbal or physical conduct of a sexual nature.
i) when such conduct might reasonably be expected to cause insecurity, discomfort, offense or
humiliation to another person of a sexual nature. when submission to such conduct is made either
implicitly or explicitly a condition of employment; or
ii)

when submission to or rejection of such conduct if used as a basis for any employment decision
(including but limited matters of promotion, raise in salary, job security and benefits affecting the
employee, contractor and their staff); or

iii) when such conduct has the purpose or effect of interfering with a person’s work performance or
creating an intimidating hostile work environment.
Types of behaviors which constitute sexual harassment include, but are not limited to:
▪ unwelcome remarks

▪
▪
▪
▪
▪
▪

jokes, innuendos, propositions or taunting about a person’s body, attire, sex or sexual
orientation
posting pornographic offensive material
request for sexual favours
unwanted touching
verbal abuse, or threats
sexual assault

2. Personal Harassment
For the purpose of this policy, personal harassment is defined as:
The abusive, unfair or demeaning treatment of an employee or group of employees, or contractors and their
staff that has the effect or purpose of unreasonably interfering with their status or performance or creating a
hostile or intimidating working environment.
i) when such treatment abuses the power that one employee holds over another or misuses authority;
or
ii) when such treatment has the effect or purpose of offending or demeaning an employee or group of
employees or contractors and their staff on the basis of race, colour, ancestry, place of origin,
nationality, religion, family or marital status, physical or mental disability, age, sex, sexual
orientation, or conviction for a criminal charge; or
iii) when such treatment has the effect or purpose of seriously threatening or intimidation an employee,
contractor or their staff
Types of behavior which constitute personal harassment include, but are not limited to:
i)

unwelcome remarks, jokes, innuendoes or taunting about a person's racial or ethnic background,
colour, place of birth, citizenship, ancestry or religion, or any of the other prohibited ground listed
above

ii) displaying racist or bigoted ethnic materials

- 23 -

Mount Brenton Golf Course Ltd.

Policies & Procedures Guidelines

iii) behavior which is likely to cause offense or humiliation to an employee, contractor or their staff
Procedure:
Complaint Procedure - Informal Resolution
Employees, contractors and their staff who feel that they have been harassed, have several options available
to them, which should be initiated as soon as possible after the alleged incident.
a) Let the person responsible for the harassment know that their behavior is considered offensive.
b) Seek advice from the appropriate Board member if possible, if a satisfactory solution cannot be
found, then refer the area of concern to the Board. Any discussions entered into will be in the
strictest confidence.
c) Approach the person responsible for the action with the Board member and /or Board of Directors
to make it known that their behavior is considered offensive.
d) All people concerned should try to resolve the issue amicably and with due diligence.
Complaint Procedure - Formal Resolution
If the matter cannot be resolved informally an employee, contractor or their staff, may initiate a formal
complaint as follows:
a) The complainant must provide the Board of Directors with a written statement giving details of the
incident(s) and authorization to proceed with a formal investigation. The complaint must be filed
within a period of 30 days from the time that the informal resolution failed unless exceptional
circumstances justify delay. However, it is recommended that the complaint be filed as quickly as
possible.
b) The complainant must present the complaint in person and may be accompanied by a witness or
representative as appropriate.
c) If any legal action has been initiated by either party prior to the formal resolution stage no further
action will take place until the conclusion of the legal action.
d) The investigation will be conducted by the Board of Directors or their designate and should be
concluded as quickly as possible, normally within 30 working days of the request.
e) Within 10 working days of the conclusion of the investigation, the Board will convey the decision
and recommendations to both parties.
f) All information concerning the case will be kept confidential.
Outcomes
a) If it is determined that a form of harassment has occurred, counseling and/or disciplinary measures,
as appropriate, may be taken.
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b) If the complainant is not satisfied with the action taken, he/she may pursue the matter by appeal to
the Board.
c) This policy does not infringe on the rights of employees/contractors and their staff to register a
complaint with the British Columbia Council of Human Rights. The Council normally requires a
complaint to be registered within 6 months of the date of the alleged incident.
d) Records will only be inserted in a personal file where a formal complaint has been initiated and
where an incident of harassment has been substantiated
Date of Adoption:
Date of Revision:
7.5

July 27, 1998
November 19. 2007

Alcohol, Consumption / Advertising

Policy:

All provisions of the Liquor Control Act and the Liquor License Act of British Columbia and
their regulations must be strictly adhered to.

Procedure:
1. No alcoholic beverages other than those provided by the Golf Course shall be permitted anywhere
on the premises.
2. No person shall consume alcoholic beverages to the point of intoxication.
3. Any person not adhering to the above rules shall have all privileges suspended and is subject to
removal from the premises.
4. The golf course assumes no liability for any injury, wrongdoing or problems caused by the breach
of these rules.
5. As a condition of the use of the Golf Club’s premises and more particularly, the provision of
alcoholic beverages by the Golf Club, all persons hereby expressly waive any liability on the part of
the Golf Club arising out of the consumption of alcoholic beverages and agree to indemnify and
save harmless to the Golf Club from any and all claims, damages or law suits referable to the
consumption of alcoholic beverages.
6. A copy of this Policy and Procedure is to be prominently displayed in any area of the premises
where alcoholic beverages are sold and consumed.
Cross Reference:

Date of Adoption:
7.6

National Golf Course Owners Association Canada
Policies & Procedures, 3.7 Outside Alcohol

September 11, 2006

December 1, 2009

Advertising - Bulletin Boards, Golf Course Buildings/Property

Policy:

Only those authorized by the Board and paid advertisements will be allowed on the tee boxes.

Procedures:
1. Any outside advertising for business, services or events will be removed from the facilities of the
Mount Brenton Golf Course.
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Flyers, pamphlets and booklets that are not golf related will be removed from the facilities.

Date of Adoption:
7.7
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December 1, 2009

Carts

Policy:

No business advertising is allowed on carts.

Procedure:
1. Members will be requested to remove any advertising relating to their personal business or service
from their carts. This is also applicable to any rental carts.
2. Failure to remove advertising when requested, the owner of the cart will be reported to the Club
Captain.
Date of Adoption:

8.
Policy:

December 1, 2009

Golf Course, Infrastructure or Equipment Improvements / Purchases
All improvements or changes shall be presented to the Board for approval. If improvements are
major, requiring financing or special funding, the shareholders will be consulted for their
approval.

Procedure: Submission for course improvements or changes will be presented with:
1.
2.
3.
4.
5.

Design (where feasible).
Anticipated funds and labour required to complete. **
Anticipated disruption to play of the course.
The season (winter, spring, summer or fall) when improvements or changes will occur.
Reasons or justification for improvements or changes.

** If the majority of the directors are unable to satisfy themselves on the cost or validity of the cost of a
project or purchase, the Board will follow the procedures for a competitive bid / tendering process.
Date of Adoption:
Date of Revision:

September 28, 2000, Policy & Procedure Manual
May 2014

8.1 Competitive Bid/Tendering Process
Policy: A minimum of three quotations or proposals, where possible, will be solicited from private
contractors bidding on various projects/equipment, put to tender by Mount Brenton Golf Course.
Procedure:
1. Reasonable time will be provided to all vendors for response to requests for written quotations, a
minimum of 30 days. Such responses will only be accepted in writing, returned in sealed envelopes
prior to the time and date of closing. Faxed written responses will be accepted provided that original
documents are identical to the faxed version are received within two working days after the date of
closing.
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2. Quotations received after the closing date and time will not be considered.
3. Bids submitted are accepted on a final, firm basis. Revisions to a submitted bid will not be accepted. In
the event that new developments arise or supplied information is found to be in error after the closing
date, all qualified vendors will be given equal opportunity to revise their bids.
4. Quotations and related documentation collected will remain confidential until selection decisions.
5. Bids of $10,000 or less, a thirty day hold back of 5% will be in effect.
Bids in excess of $10,000, a thirty day hold back of 10% will be in effect.

Date of Adoption:
Date of Revision:
Date of Revision:
Date of Revision:

8.2
Policy:

January 27, 1998
July 6, 1998, Policy & Procedure Manual
November 19, 2007
May 2014

Contracts, Remuneration Packages and /or Agreements
The Board is to be aware of and approves all contractual proceedings that affect the Company in
order to ensure the best interests of the Company are maintained.

Procedure:
Any contracts, remuneration packages and/or agreements shall be first negotiated by a current Board
member/members, or by an individual/individuals who have been authorized by the Board to do so on the
Board’s behalf.
Any and all negotiated contracts, remuneration packages and/or agreements shall be presented to the Board
for approval.
If in the instance, there is any change to the above negotiated contracts, remuneration packages and/or
agreements, this change will require Board approval.
All current and future employees, contractors and Directors are to be aware that all contracts, agreements
must be approved by the Board and signed by two Directors.
The appropriate contractual forms, as approved by the Board of Directors, must be used in all instances.
Copies of all such contracts, agreements shall be filed in the Company’s office and be available for Board
members only.
Any contract must not exceed a three-year term.
Cross Reference:

Business Corporations Act, Part 5, Division 2 2002
Articles, 16 April 6, 2009

Date of Adoption:
Date of Revision:

May 29, 2000
May 5, 2012
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Finances: This section provides policy statements concerning the finance and control aspects of
the Company. It provides guidelines for effective and efficient stewardship of funds by the Board as
well as policies pertaining to the budget and budget procedures as well as other related matters.

Cross Reference:
9.1
Policy:

Policy:

The fiscal year for the Company shall be the year ending on the 31st of December in each
calendar year.
July 13, 2005, Policy & Procedure Manual

Annual Audited Financial Report
The auditors report is to be available for the shareholders before the AGM.

Date of Adoption:
Date of Revision:
9.3
Policy:

2002

Fiscal Year

Date of Adoption:
Date of Revision:
9.2

Business Corporations Act, Part 5, Division 2, Part 6, Part 7
Articles, 16, 22, 23 April 6, 2009

December 17, 1977 AGM
November 19, 2007

Annual Budget
In January, the Board will approve a budget for presentation to the shareholders at the AGM. The
approved budget will be accompanied by the auditor’s annual report.

Procedure:
1. The Director of Finance will present a preliminary budget to the Board, in January of each year.
2. The budget will contain a forecast for the forthcoming year of revenues, expenses and projects of a
capital and non-capital nature.
3. Copies of the budget will be handed out at the AGM.
Date of Adoption:
Date of Revision
9.4
Policy:

December 17, 1997
November 19, 2007

Operational Expenses and Revenues
All operating expenses and revenues shall be budgeted yearly.

Procedure:
1. All Directors shall submit yearly budgets.
2. Budgets will be completed and forwarded to the Director of Finance before the end of the current fiscal
year.
3. From the information received and review with the Director involved, the Director of Finance will
submit the original or a revised version in the preliminary budget to the Board.
Date of Adoption:
Date of Revision:

July 6, 1998, Policy & Procedure Manual
November 19, 2007
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Projects, Capital & Non-Capital
The Board will approve by priority, for golf course improvements, buildings and equipment in
the budget.

Procedure:
1. Individual projects for approval will be presented to the Director of Finance before the end of the
current fiscal year, for review and inclusion in a preliminary budget for the Board.
2. Estimates will include project materials, labour and outside services.
Date of Adoption:
Date of Revision:

9.6
Policy:

July 6, 1998, Policy & Procedure Manual
November 19, 2007

Purchasing Policy
It is a requirement that all business transactions conducted by Mount Brenton Golf Course
employees be done in an ethical and business-like manner.

Procedure:
1. Request for quotations and proposals will be made from a minimum of two quotes, as is practical and
all qualified vendors will be afforded an equal opportunity to bid.
2. Award decisions will be made according to most suitable bid for products meeting documented
standards of quality, safety, compatibility and ease of use. Trials and evaluations may be required, low
bid may be rejected. Preference will be given to local suppliers, if price/product is equivalent.
3. Capital equipment award decisions will be made using documented criteria and in consultation with
representatives from the user departments and Board of Directors.
Cross Reference:

9.7
Policy:

Policies & Procedures, 11 Competitive Bid/Tendering
Date of Revision: November 19, 2007

2007

Disposal of Capital Assets
Any Club assets deemed to be disposable should be offered to the membership first whenever
possible.

* Exception to this policy: When equipment is being used as a trade for newer equipment.
Procedure:
1. Any item considered a disposable asset, will have to be posted on the main notice board. Parties
interested in any item will be required to submit a sealed bid in care of the Administrative Assistant.
The name of the successful bidder and value of item sold will be posted on the main notice board.
2. If there is no interest after 30 days’ notice of the asset being disposed of, then the asset will be sold at
the discretion of the Board at what is considered fair market value.
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3. Money from any capital asset sold will go into general revenue as per AGM motion, January, 1998.
Date of Adoption:
Date of Revision:
9.8

January 1998
July 6, 1998, Policy & Procedure Manual

Receipts and Bank Deposits

Policy:

The Bookkeeper/Administrative Assistant shall make all deposits for the Club. Bank deposits
will be made on a weekly basis or sooner at the discretion of the Bookkeeper/Administrative
Assistant.

Procedure:
Pro Shop
1. The Pro Shop will give to the Club on a daily basis all revenues received.
2. The Pro Shop will be paid all funds due to them on a weekly basis.
Club Office
1. Cheques and cash held in the office are to be placed in a cash box that is kept in the fire proof filing
cabinet.
2. All cheques are to be photocopied.
3. A duplicate of any deposit is to be made. This record to be retained in the fire proof filing cabinet until
the deposit has been made.
4. Whenever the Bookkeeper/Administrative Assistant is absent from the Club office, the fire proof filing
cabinet is to be locked as well as the office. This is applicable whether or not cheques/cash are in
the filing cabinet.
5. While preparing the deposit, the office door is to be locked and no access is to be permitted.
6. Upon completion of the deposit book, the Bookkeeper/Administrative Assistant is to proceed as soon as
possible to the financial institution to make the deposit.
7. At no time is the deposit book, cash or cheques to be left unattended.
Date of Adoption:
Date of Revision:
9.9
Policy:

Signing Authorities/Officers
The Company shall have four signing authorities, three of whom will be Board members, and the
fourth will be the Bookkeeper/Administrative Assistant.

Date of Adoption:

10.

June 6, 2002, Policy & Procedure Manual
November 19, 2007

November 19, 2007

Employees/Contractors: This section is concerned with the Board’s relationship to staff
(employees and contractors), written policies ensure the rights of both the staff and the Board.
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The Board gives policy directions with the authority to carry on operations, sees that the staff is
properly organized and compensated to accomplish the tasks necessary, and sets the remuneration,
hours of work, duties and responsibilities and other terms of employment. BCGA Manual 2000.
Cross Reference:

10.1
Policy:

Business Corporations Act, Part 5, Division 2 2002
Articles, 16.1. 16.2, 20 April 6, 2009

Employee Wages and Benefits
A fair and comparative approach will be the rule when negotiating all wage and benefit contracts
for employees.

Procedure:
1. All wages and benefits will be compared to those of like positions in local golf clubs.
2. The size and layout of Mount Brenton Golf Course, compared to other local clubs, will form part of the
comparison process.
3. The general economic conditions of the area will also be considered.
Cross Reference:

Policies & Procedures, 6.8 Contracts

2007

Date of Adoption: July 16, 1999, Policy & Procedure Manual
Date of Revision: November 19, 2007
Note: For information on benefits, consult the current staff and contractors’ contracts.
10.2
Policy:

Employee Personal Information
All information regarding present and past employees will be handled in a confidential manner.

Procedure:
1. Other than government regulated legal documents, information regarding present or past employees will
not be made available without prior written consent of the employee involved.
2. The Administrative Assistant will be responsible for the securing of all employee records.
Cross Reference:

Personal Information and Privacy Act, Federal Government
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July 6, 1998, Policy & Procedure Manual

Hiring of Employees, Contractors

Policy:

The Board will consider any suitable candidates for vacancies before advertising.
The Course Superintendent handles greens crew hiring.

Procedure:
1. All new positions which become available will be advertised in local newspapers with required
qualifications for employment.
2. If necessary to avoid conflict, the Board may hire a personnel consultant.
3.

Only those submissions with a resume of qualifications and experience will be considered.

4. Final selection will be approved by the Board.
Date of Adoption:
Date of Revision:
10.4
Policy:

July 6, 1998, Policy & Procedure Manual
November 19, 2007

Playing Privileges
The grounds crew may have the privilege of the Course.

Procedure: Access to the Course will be determined by the Pro Shop. There will be no conflict with green
fee and member play.
Date of Adoption:
Date of Revision:

10.5
Policy:

May 1, 1989
May 15, 1989

Mileage/Kilometer Allowance
An allowance is available to company staff for the use of their personal vehicles on company
business.

Procedure:
1. A detailed log supporting the claim must be submitted.
2. The reimbursement will be at .50 cents per kilometer all inclusive.
Date of Adoption:
10.6
Policy:

October 25, 2006

Windfall Trees
Employees are permitted to cut up windfall trees that have no market value. Any wood suitable
for lumber, should either be sold at fair market value or make some arrangements with a portable
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sawmill operator to come in and saw up windfalls. This lumber could be used for course
maintenance.
Procedure: Employees wishing to cut up firewood for personal use, will do so, on their own time and with
their own equipment, but only with prior approval of the Greens and Fairways Chair.
Date of Adoption:
Date of Revision:

11.

General Office/ Club House/Power Cart Sheds/Security/House and
Holding Property

Cross Reference:

11.1

August 17, 1998, Policy & Procedure Manual
November 19, 2007

Business Corporations Act, Part 5, Division 2 October 2, 2002
Articles, 16.2, 16. April 6, 2009
Mount Brenton Golf Course Ltd. Rules, 5.1, 5.2 July 23, 2007

General Office

Policy:
Procedure:
1. The operating of office equipment is the responsibility of the Administrative Assistant.
2. The Administrative Assistant will assist all Directors in carrying out their respective duties in matters
pertaining to the Club when the office equipment and/or supplies are required.
3. Reports or correspondence will be kept secure and confidential at all times by the Administrative
Assistant.
4. The Administrative Assistant will be responsible for document management systems.
Date of Adoption:

11.2
Policy:

July 6, 1998, Policy & Procedure Manual

Club House Keys
The Board has the authority to restrict the number of sets of keys made available to Staff,
Directors and Pro Shop. All keys will be kept in a secure manner.
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Procedure:
1. Any person who requires a set of keys to the club house will have to sign for their keys and also agree
not to have any duplicate keys made up. If a set of keys are lost, it is imperative that the individual
report it promptly to the Director of House or to the Administrative Assistant.
2. Any employee or individual who retains a set of club house keys are required to return their set
promptly to the Club Secretary if they are no longer employed with the Club or no longer require a set
of keys.
3. The Director of House will set up a disbursement plan for keys.
4.

The Administrative Assistant will be responsible for the care, issuing and return of all keys.

Date of Adoption:
Date of Revision:

11.3
Policy:

Metal Spikes
Spiked shoes are prohibited in the inside upper level of the Club House and Deck.

Date of Adoption:
Date of Revision:
11.4
Policy:

July 6, 1998, Policy & Procedure Manual
November 19, 2007

May 20, 2003
November 19, 2007

Power Carts
Cart paths only on par 3’s
90 degree rules
Keep back from behind white lines in front of greens

Date of Adoption:

May 2006

11.4.1 Restrictions
Policy:

The 90 degree rule is in effect for all power carts throughout the late spring, summer and early
fall. The Course Superintendent will decide on the access to the playing surface of the course.

Procedure: When in a cart path only situation, no power carts are allowed to leave the cart paths, including
those equipped with medical flags.
Power cart restrictions will come into effect when heavy rains arrive. Once power carts are restricted to
paths due to wet conditions, no access to the playing surface is permitted. All carts must remain on the
paths until the course dries up enough that all riders can gain access to the playing surface. This access is
normally allowed in late April, early May.
Cross Reference:

Mount Brenton Golf Course Ltd. Rules, 4 (d) July 23, 2007

Date of Adoption:
Date of Revision:

April 19, 2004
May 17, 2006
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Mobility Challenges/Medical Flags
The intention of the flag is to enable those golfers with mobility challenges to get better access to
their golf balls by allowing them much closer access to the greens.
During the late spring, summer and early fall months, medical flag bearers will have access to all
holes on the golf course. Power cart restrictions due to weather conditions will limit access. The
applicant may lose the privilege of having a disability flag if it is misused.

Procedure: The Club Captain will approve the applications of all Club members who have mobility
challenges to have privileges of medical flags and the Club Professional will assess the green fee players.
Only golf course supplied flags may be used. The flags may be picked up at the Club Office. The flags
entitle users to close access to tees and greens, but under no circumstances may a power cart be driven on a
tee or green.
When the course is deemed “Cart Paths Only” by the Superintendent, no power carts including those with
medical flags may leave the cart paths for any reason.
Handicapped riders will have full privileges to drive on the grassed portions of all par 3’s.
If handicapped players have extreme difficulty walking, they may encroach on the apron portion of the
green by crossing the white lines that are strict boundaries for able-bodied players.
Extreme caution must be exercised on the steep hills of #5, 13 and 18.
A $20.00 deposit for replacement cost is required and will be refunded when the flag is returned.
Date of Adoption:
Date of Revision:

July 13, 2003
December 1, 2009

11.6 Member Golf Cart and Cart Shed Policy
1. The following is the policy and rules established by Mount Brenton Golf Course Ltd. for the operation and storage of golf carts on Mount Brenton golf course and the Mount Brenton Cart Storage facility.
2. Cart Shed spaces will only be allocated to active members of Mount Brenton Golf Club.
3. The Cart Shed Rental Agreement must be completed by the owner(s) in full and signed by the owner and the Board Office Manager. The Agreement is an integral part of this Policy.
4. Annual Cart Shed rental fee is established annually, payable January 1 in each calendar year, or at
the time that a Cart Shed Rental Agreement is signed in its initial year. New Cart Shed Rental
Agreements signed during the year will have the initial annual cart rental fee prorated. Payment
may either be made in full or by monthly debit incorporated in annual dues.
5. Any electric cart and charger older than 20 years at the time of application for storage must have a
certificate of good electrical and mechanical condition provided from a recognized Golf Cart service agent or dealer, approved by the Board. (Month and year of manufacture is encoded in the serial number and is located on a decal on the chassis of the cart. Location varies as to manufacturer.)
6. All carts in the Cart Shed, and all mechanical and electrical components and battery chargers, forming part of or attached or contained in such cart, must be maintained in good condition by the own-
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er. Such good condition will be determined at the discretion of the Board using such service agents
as the board deems appropriate from time to time. Failure to remedy and provide proof of such
remedy of any identified issues, within a reasonable period of time, may result in removal of the
cart from the Cart Shed, and termination of the Cart Shed Rental Agreement by the Board. Where
an immediate risk to the cart or the cart shed exists the board may authorize and pay for immediate
repairs. The owner of the cart agrees to reimburse the Club for the cost of these repairs.

7. Part ownership of golf carts, and co-rental of a cart space, will be allowed only at the time of signing a Cart Shed Rental Agreement. A co-renter may convert to a sole renter at any time. A sole
renter or co renter may not add or change a co renter without Board of Directors approval, which
may be granted or denied at the discretion of the Board. In granting or denying approval Directors
will consider in addition to all relevant facts, whether co-ownership requested would have an unfair
impact on those on the Cart Shed Rental waiting list.
8.

If a member becomes inactive, i.e. a Sustaining Member, for whatever reason, storage may continue for the duration of Sustaining status on payment of the full and applicable annual storage fees.
Any member terminating their membership will receive a pro-rated refund of the annual fee for
such portion of the pre-paid year remaining after removal of the cart.

9. Sale of a member Cart does not automatically confer the storage space to the buyer who, if a member, will need to go on the wait list for available space, should a wait list exist at that time.
10. Cart spaces cannot be gifted, deeded, loaned, or otherwise turned over to another member.
11. Storage or use of accelerants or any inflammable substance (gasoline, propane, etc.) in the Cart
Shed or near the Cart Shed will not be allowed under any circumstances, and if found will be removed by staff. Smoking or vaping in, or within 10 m of the Cart Shed is strictly prohibited. Refueling of gas carts must take place outside this 10 m zone. Any member who contravenes this rule
may, at the discretion of the Board, have his or her membership at Mount Brenton Golf Club, and
Cart Shed Rental privileges suspended or permanently revoked with immediate effect.

12. Mount Brenton Golf Club is an electric golf cart only course. The only exception to this will be
Grandfathered gas propelled carts which may be stored in the Cart Shed, or used on Mount Brenton
Golf Course, only by their original owner. A Grandfathered gas propelled cart is a cart that was
owned by a Member prior to June 26, 2019. Any such Grandfathered cart must be registered as
such with Mount Brenton Golf Club, after having provided proof of ownership on the relevant date.
No Grandfathered gas propelled cart may be driven by another member or guest without the owner
member being present on the cart. No Grandfathered gas propelled carts will be allowed on Mount
Brenton Golf Course on or after January 1, 2030. Gas carts will only be stored in designated shed
stalls.
13. Active members who wish to continue off course storage and trailering of electric carts, or Grandfathered gas propelled carts, will be required to complete a Cart Trailering Agreement and pay an annual trail fee established annually by the Board. The Cart Trailering Fee is payable on January 1,
and no prorated return of an annual fee will be made in the case of discontinuance of trailering.
Failure to pay this fee may result in suspension of booking privileges and/or termination of membership.
14. All carts stored in the Cart shed or registered for trailing shall prominently display a dated Mount
Brenton Golf Club cart license attached to the windshield of their cart.
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15. All carts, whether stored in the Cart Shed, or registered for trailing, shall be appropriately insured
by their owner against all perils, including damage or loss of the cart due to any cause whatsoever,
and damage, injury or loss to persons or property by or in connection with use or storage of the cart,
due to any cause whatsoever. Such insurance policies shall meet the requirements set out in the
Cart Rental Agreement, and as may be communicated to members from time to time.
16. Storage of unused or abandoned carts in the Cart Shed is not permitted. Should a member or former member fail to remove a cart from the Cart Shed within 30 days of the posting of written notice
by the Board of Directors on the cart that such member’s cart has been assessed by the Board, in its
discretion, as being unused or abandoned, then the cart shall be deemed to be abandoned and may
thereafter be removed and disposed of by Mount Brenton Golf Club without any recourse by its
owner.
17. Mount Brenton Golf Club will have no responsibility or liability whatsoever for any death, damage,
injury or loss occasioned to a golf cart, or occasioned by a golf cart’s storage or use on or in the
proximity of the Mount Brenton Golf Course Cart shed or grounds. All such death, damage, injury,
and loss will, to the fullest extent of the law, be the responsibility of the owner of the cart, regardless of the actions, inactions, or negligence of Mount Brenton Golf Club or its members, guests,
employees and agents.
18. The Pro Shop will determine suitability of any non-member electric golf carts for use on a day rate
basis. The Pro Shop shall set and amend the day rate for use of such carts from time to time, and
shall have full discretion to allow or disallow any such cart to operate on Mount Brenton Golf
Course.
19. All golf carts operated at Mount Brenton Golf Course whether member owned, rentals or day use,
must adhere to these Cart rules and all posted rules of driving on the golf course and within club facilities, including those rules restricting and governing use in and around the parking lot . Under no
circumstances will any cart be allowed to cross Henry Road either over the roadway or by the pedestrian crosswalk. Carts may approach greens only to the perimeter indicated by white chalk lines
and must follow directional cart signs All carts are prohibited from traversing the clearly demarcated hillside of hole #13 and the #18 hill and the approach to the pond on #18. All carts must be operated at all times in a responsible manner to avoid injury or damage to persons, property and/or
vegetation. Transgression may result in removal of golf carts from Mount Brenton Golf Course,
loss of Cart Shed Rental, cart trailing, and cart rental privileges and such as other punitive measures
determined Board including suspension of booking privileges or termination of membership.

Date of Adoption: May 19, 2021
11.7

Security

11.7.1 Maintenance Buildings, Course Equipment and Supplies
Policy: All buildings, supplies, tools and equipment will be kept in a secure manner monitored by the
Course Superintendent.
Procedure:
1. All supplies will be kept in secure containers and storage.
2. All supplies, buildings, tools and equipment will be used exclusively for the maintenance of the golf
course and buildings.
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July 6, 1998, Policy & Procedure Manual
November 19, 2007

Club House, Pro Shop & Maintenance Facility

System :
First Response:
Pro Shop:
Maintenance:
Club House:

Price’s Alarms
Representatives in order of contact
Club Professional, Assistant Pro
Course Superintendent, delegated representative
Chairman House, delegated representative

Lock-up Procedures
Pro Shop: Lock safe, turn off lights, lock doors, key monitor
Maintenance Facility: Lock all doors, key monitor, lock back and front gates, fuel and outbuilding,
Club House: Check all areas for any person left in building, lock all access to kitchen & bar, lock all doors
to building, both up and down, key monitor.
Procedures:
1. Price’s Alarms will contact First Response.
2. If there is evidence of a break-in, First Response will contact the police. First Response will remain
until the police arrive. It will be the responsibility of the First Response representative to make the
necessary arrangements for temporarily securing any damage caused by entry, for keying monitor and
locking.
Monitor Keying: Pro Shop, Maintenance, Club House to have their own number for the monitor.
Administrative Assistant is to keep Price’s Alarms up-to-date as to contacts, issue keys and maintain
records of who has what key.
Date of Adoption:
Date of Revision:
Date of Revision:
11.8

June 11, 2002, Policy & Procedure Manual
November 19, 2007
December 1, 2009

Rental/Maintenance of House and Holding Property – 2755 Crozier Rd

11.8.1 Rental of House – 2755 Crozier Rd:
Policy

The house situated on the Golf Course Holding Property will be rented in accordance with the
Residential Tenancy Act.

Cross Reference: Policies & Procedures, House, 6.2

November 19, 2007

Procedure: The Administrative Assistant of the Golf Course will be responsible for the leasing, repair, rent
collection and resolution of all complaints regarding the rental unit. A list of appropriate repair persons will
be kept by the Administrative Assistant for use in keeping the house in good repair.
Date of Adoption:

July 8, 1998, Policy & Procedure Manual
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First Tee: This section includes those policies related to the provision of services and utilization
of the Golf Course by the Pro Shop.

Cross Reference:

12.1

Mount Brenton Golf Course Ltd. Rules, 4.1 July 23, 2007
Current Professional’s Contract, 2006 to 2013

Utilization of the Golf Course

Procedure:
1. Club Leagues have priority to available dates in any calendar year.
2. Club Championships, Two-Balls, Men’s and Ladies Amateur Tournaments have second priority.
3. Outside large tournaments may be booked at 8:00 am Saturdays (shotgun start back nine) leaving a
minimum of two Saturdays per month for Club functions and/or member play.
4. On Saturdays when outside tournaments have been booked, a two hour window of tee times for member
play shall be left after the field has come through 1st tee. After this time, running tee tournaments can
be booked.
5. Every effort shall be made to combine groups to maximize use of the Golf course. In the event
members are not co-operative in doing this, the Director of First Tee shall be informed.
Date of Adoption::
Date of Revision:
12.2

April 2002, Policy & Procedure Manual
November 19, 2007

Calling Golfers to the Tee

Procedure:
1. All tee times shall be announced over the loudspeaker in a professional manner indicating the time of
the group on the tee and the times of the next two groups.
2. Any group not checked in 15 minutes prior to their tee time will be asked to report to the Pro Shop.
Date of Adoption:
Date of Revision:
12.3
Policy:

April 2002, Policy & Procedure Manual

Booking Tee Times
Members have 3½ days in advance to book for tee times, green fee players will have two days.

Procedure: Members/green fee players may book either in person or by telephone, first come, first choice
in playing times. For members booking in advance, no tee times will be offered until 3 pm, 3½
days in advance.
Date of Adoption:
Date of Revision:

February 24, 1997
November 19, 2007

12.3.1 Number of Tee Times
Policy:

Members may book only two tee times per day.

Date of Adoption:
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Booking on League Days
Tee times available to members/guests prior to the start of League play on Wednesday, Thursday,
Friday and Sunday.

Date of Adoption:
12.5
Policy:

July 27, 1998

GST, Green Fees
To add GST to green fees rather than included as presently charged when it is determined that no
conflict in advertising exists.

Date of Adoption:
12.6

Policies & Procedures Guidelines

June 15, 2005

Entering Groups in the Computer

Procedure:
1. The number of players in each group shall be confirmed and if different to the number booked, the
computer shall be changed to conform.
2. The Pro shall keep track of all rounds played and at what rate.
Date of Adoption:
Date of Revision:
12.7

April 2002, Policy & Procedure Manual

Reciprocals

Procedure: The Pro shall negotiate reciprocal rates with other clubs and provide the Director of First Tee
with a list of such clubs and post same for the general membership.
Date of Adoption:
12.8
Policy:

April 2002, Policy & Procedure Manual

Pro Am Tournaments ( BCPGA Tournaments)
Fees for events for the Professional and C.P.G.A. Assistants, approved by the Club are to be
reimbursed after receipts are submitted to the Company. Approval requests shall be submitted to
the Board six weeks prior to attending said events.
The Board will approve paying the entry fee for all team events. Approval requests to be
submitted to the Board at least six weeks prior to attending said events.

Procedure:
1. All team events financed by the Board will be posted on the notice boards, so any qualified member
may apply.
2. The Club Captain will advise the league captains of the team events.
3. Selection of the team will be by random draw or by a qualifying tournament.
4. The Club Captain or appointee by the Board will supervise the selection of the team.
Date of Adoption:

November 19, 2007
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Marshal
Will be an employee on a part-time basis, have a job description which can be updated and
modified from time to time by the Board and/or Director of 1st Tee.

Procedure: The marshal will report to and receive his instructions from the Pro Shop before starting his
assigned duties.
Date of Adoption:
12.10
Policy:

Cart Fuel Disbursement
To have a service charge for providing fuel for the Pro Shop.

Date of Adoption:

12.11
Policy:

1998, Members Rules & Regulations

July 17, 2006

Prepaid Green Fee Tickets
Books for tickets are for sale at the Pro Shop, other books of these tickets are available at the
Club Office for promotions at the Chemainus Festival Inn.

Procedure:
1. All tickets are numbered for control, and records of these tickets are to be kept.
2. The tickets used for promotions with the Chemainus Festival Inn will differ in design with those sold
from the Pro Shop.

13.

Tournaments, Complimentary Rounds

Cross Reference:

13.1
Policy:

Business Corporations Act, Part 5, Division 2
Articles, Section 16April 6, 2009
Policies & Procedures, 10.1 2007

2002

Tournaments
A tournament consists of 16 or more players who wish to book in advance of the Club’s
established booking times. Eighty or more players will be considered a large tournament.

Procedure:
1. Tournaments which do not fall under established guidelines require the permission of the 1st Tee
Director.
2. All tournament participants shall pay the rate in effect at the time of play. No two for ones shall be
accepted.
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3. All tournament fees shall be paid prior to play. Tournament Organizers are to inform the Pro Shop, 2
days prior to the tournament, of the exact number of players participating in the tournament. If the
number of players is less than indicated, the organizers must pay for the full number agreed to.
4. The 1st Tee Director is to inform on a monthly basis the Course Superintendent and Caterer of shot gun
starts outside the normal guidelines.
5. At the time of booking, the Pro Shop shall provide the tournament organizers with a tournament
package as approved by the Board and inform the caterers. A current list of bookings shall be available
to the Director of the 1st Tee. These shall show the organizers name and contact number, number of
players, date and nature of start.
6. At the time of booking, the Pro Shop refers the tournament organizers to the tournament package on our
web site.
7. A marshal fee may be assessed at the discretion of the Pro and/or the Director of the 1st Tee as
indicated in the tournament package.
8. Two free passes shall be given to each tournament that has a minimum of 16 participants. Two
additional passes can be given at the discretion of the head professional. The additional passes may be
used in the case of an extra-large tournament (80 or more participants).
9. If requests for tournament passes come to the Pro Shop, the Pro Shop will take the contact name and
phone number to the Administrative Assistant to allow her to communicate with the Director
responsible for Complimentary Passes (First Tee Director). The Pro Shop will not give out any other
free passes for tournaments as this may duplicate the issuance of passes to a specific tournament.
10. The Pro will complete a tournament report if there is a circumstance that requires one.
11. No restrictions may be placed on the tournaments other than those approved by the Board, i.e., no
requirements to purchase prizes, rent carts, purchase food or beverages. It is expected the Pro Shop and
catering contractors make every effort to meet the need of the tournament organizers.
12. Any exceptions to the above policies require the written permission of the Director of 1st Tee or the
Board as a whole.
Date of Revision:
Date of Revision:
Date of Revision:

April 2002, Policy & Procedure Manual
November 19, 2007
December 1, 2009

13.1.1 Rental Carts Brought in by Pro Shop, Trail Fees
Policy:

No trail fee assessment for rental carts brought in for outside tournaments.

Date of Adoption:
13.2
Policy:

October 15, 2007

Contract for Tournaments
The Club will draw up a formal contract to tournaments new to Mount Brenton; this will be given
to the tournament organizers on booking. This contract will list all the rules, dress code, etc.,
when attending a tournament at the course. A contract or letter of agreement is required for all
tournaments.
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November 20, 1990
November 19, 2007

Charity Tournaments
Tournaments for charities is on a rotational basis. Golfers Against Cancer is the only annual one.
One other maybe complimentary every other year.

Procedure: It is expected that all charity tournaments will submit a report and financial statement
following the event to the Board.
Date of Adoption:
Date of Revision:

13.4

January 29, 2001
November 19, 2007

Zone 6 Tournaments, Green Fees

Policy: To charge 75% of the reciprocal rate including GST per non-member player for Zone 6
tournaments.
Date of Adoption:
Date of Revision:
13.5

April 30, 2001
May 17, 2010

Amateur Tournaments

13.5.1 Financial Accounting
Procedure:
1. There will be three signing authorities of the tournament account, one of whom will be the Club
Captain.
2. The tournament financial statement will be submitted to the Board within 60 days of completion of the
tournament.
3. Cancellation notice and confirmation of player total must be given to the Pro Shop the week of the
event. Organizers are responsible to pay for the number of players they have confirmed.
Date of Adoption:
Date of Revision:
Date of Revision:

April 19, 2004
March 26, 2007
November 19, 2007

13.5.2 Role of Mount Brenton Amateur Tournaments Chairpersons and Club Captain
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The chairpersons must co-operate fully with the Club Captain in organizing the Mount Brenton
Amateurs to ensure the success of these annual events. The chairpersons are also required to
keep a set of books with a record of all money transactions and receipts (where applicable) which
should be made available to the Board of Directors upon request. The chairpersons will be
responsible for submitting a financial statement before year’s end, for the Auditor’s Annual
Report.

Procedure: The Amateur chairpersons and the Club Captain will agree to and sign the Mount Brenton
Amateur Tournament Event Form.
Date of Adoption:
Date of Revision:
Date of Revision:

1998, Rules & Regulations
March 26, 2007
November 19, 2007

13.5.3 Green Fees and Practice Rounds
Policy: To charge $15.00 including applicable taxes per round per entrant. The rate for practice rounds for
non-Mount Brenton players is $25 including applicable taxes.
Procedure:
1. Green fees for all entrants are due and to be paid to the Club, seven days after the event.
2. Practice rounds may be booked one week in advance of amateur tournaments.
3. All practice rounds to be recorded, with a limit of one round per entrant
4. Practice rounds may be played:
After 1:00 pm Wednesday & Thursday
After 10:00 am Friday
5. One week before the event, the tournament organizer will give the Pro Shop a list of entrants for their
records. All outside players will be identified, and the Pro Shop will monitor the booking and paying of
green fees by these players.
Date of Adoption:
Date of Revision:
Date of Revision:

August 2000
March 26, 2007
December 15, 2009

13.5.4 Complimentary Passes
Policy:

To donate 4 double passes for each Amateur tournament to be used for prizes and the tournament
organizers may purchase up to 10 double passes at the current guest rate.

Date of Adoption:

November 15, 2007

13.5.5 Marshaling
Policy:

Marshals for Amateur Tournaments are no longer supplied by the Club. Tournament organizers
will make their own arrangements for a marshal.

Date of Adoption:

November 19, 2007
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Complimentary Passes

Policy:

The following guidelines describe who is authorized to issue complimentary passes at the golf
course. The secondary purpose is to allow the Board of Directors to control the number of free
passes given out each year, and to allow for accountability to the membership if required.

Cross Reference:

Policies & Procedures, Tournament Passes April 20, 2009
Policies & Procedures, Complimentary Passes November 19, 2007

Date of Adoption:

April 20, 2009

13.6.1 Issuing of Passes
Policy:

The Professional, the Course Superintendent and the President may approve complimentary
passes.

Procedure:
1. The Professional, the Course Superintendent and the President must keep a record of all passes
issued, and shall provide a written report each time they issue a complimentary pass outlining
the reason for issuing the pass and to whom the pass was given.
2. The Complimentary Pass form is available at the Club Office. The completed form is to be
given to the Administrative Assistant at the end of December each year, or when the full page
has been filled prior to year-end.

3. The completed forms will be reviewed annually by the 1st Tee Director.
Date of Adoption:

April 20, 2009

Date of Revision:
Date of Revision:

November 19, 2007
December 1, 2009

13.6.2 Limitations to
Policy:

Any passes issued will only be valid for one year from date of issue and cannot be used for any
promotions or discounts.

Date of Adoption:
Date of Revision:

November 16, 2001
December 1, 2009

13.6.3 Tracking of Complimentary passes
Policy:

All complimentary passes are to be numbered and accounted for.

Procedure:
1.
The Administrative Assistant will sequentially number any free passes issued by Mt. Brenton Golf
Course Ltd. so that a tracking mechanism can be established.
2.

All correspondence for complimentary passes will be forwarded to the Club Office.

Date of Adoption:

June 24, 1996
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February 5, 2007
April 20, 2009
December 1, 2009

13.6.4

Pro Shop Monthly Revenue Comparison and Category Summary Reports

Policy:

The Pro Shop will provide on a quarterly basis, a detailed breakdown of “Club issued”
complimentary passes.

Procedure:
1. The breakdown should be categorized to show the number of passes issued for charity tournaments,
junior events/tournaments, and other outside organizations.
2. The Pro Shop will provide to the Board of Directors a documented report of any other passes issued that
cannot be easily determined from review of the monthly Revenue Comparison and Category Sunnary
Report.
3. The Pro Shop will continue to provide on the first tee report the number of passes redeemed using the
following headings/categories: Green Fee Comp: Charity Events, Club Issue, CPGA Professional
Comp, Lung Book Comp Green Fee, Pass Exchange, Pro Issue Pass, Rain Check, VIP Card.
Date of Adoption:
Date of Revision:

April 20, 2009
December 1, 2009

13.6.5 Charities
Policy:

Complimentary passes be 2 for 1 after 12 noon for selected charity donations. If a request for
free golf passes is received from a charity organization, the request must be made in writing.

Procedure:
1. The Board of Directors will approve all complimentary 2 for 1 passes.
2. If a request is received via a telephone call, the caller should be instructed to put their request in writing
and either bring it to the Administrative Assistant or mail or fax it to the golf course.
3. Requests of this nature should be made to allow enough time for the Director 1st Tee to review and
respond to the request.
4. If there isn’t enough time given, the charity organization should be informed that we cannot
accommodate their request at this time, but any future requests will be considered providing adequate
time is given for a response.
Date of Adoption:
Date of Revision:

September 28, 1998
December 1, 2009

13.6.6 Exchange with Other Clubs
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On an annual basis Mt. Brenton Golf Course Ltd. receives a number of free passes from other
golf clubs on Vancouver Island. For the purposes of this procedure, the passes received by
Mount Brenton Golf Course will be referred to as “exchange issued” passes.

Procedure:
1. The Administrative Assistant will be responsible for issuing the exchange passes from Mount Brenton.
Golf Course, annually. These passes will be sequentially numbered so when they are redeemed at the Pro
Shop, the Administrative Assistant will be able to track the number used and how many remain
outstanding. Any exchange passes will flow through the Administrative Assistant who will maintain a
file of said passes.
2. The distribution of exchange issued passes received from other clubs, will be as follows:
 10% to Ladies club captain
 10% to Bronze Division club captain
 10% to Men’s club captain
 10% to Senior Men’s club captain
 60% to be given out at the direction of the Board of Directors
Each club captain has the discretion to use their share of the exchange passes as they see fit. With the
use of electronic mail it is suggested any Director wishing to give out any of these passes should email
other directors outlining the number of passes he/she wishes to give out and to whom, as well as an
outline of the reason that warrants the giving out of a pass. There is no need to hold a meeting for this
purpose. It is assumed a majority decision of the Directors will be needed to approve the request.

3. Annually, a review of the reciprocating courses will be conducted before the issuance of any Mount
Brenton Golf Course Ltd. passes. The intention of the review is to assess whether we are using the other
courses passes. If it is determined we are not using those passes, no Mount Brenton passes will be
forwarded to that course. A review of the process outlined above will be conducted on or around April
15th of each year. The intent of the review is to adjust any of the process that needs amending, and to
update as necessary with any changes needed.
Date of Adoption:
Date of Revision:
Date of Revision:

April 2002, Policy & Procedure Manual
April 20, 2009
December 1, 2009

14.

Promotions, Best Western Chemainus Festival Inn

14.1

Best Western Chemainus Festival Inn

Procedure:
1. The hotel may book tee times in advance for their guests. These times are based on availability, with
regularly scheduled events at the Club given priority.
2. The hotel will contact the Pro Shop requesting tee times; no more than two consecutive tee times will be
allowed without the Professional’s approval. Tournament booking rules may apply.
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3. The hotel will collect the green fee money at the full rate.
4. At the end of the season, the Pro Shop will invoice the hotel $5.00 less than the full rate for each green
fee.
Date of Adoption:
Date of Revision:

November 19, 2005
November 19, 2007

14.1.1 Invoicing
Policy:

Invoices should be paid within 15 days.

Date of Adoption:

February 19, 2006

14.1.2 Discount
Policy:

The regular green fee rate is to be reduced by 10% for the marketing destination package of the
Chemainus Festival Inn.

Date of Adoption:

15.
Policy:

July 23, 2007

Policies & Procedures
The Board believes it is an important responsibility to develop policies and procedures that will
provide direction for the operation of the Club. The process should include those affected by the
policies/procedures and offer an opportunity to give input to the proposals.

Procedure:
1. Any new policy or procedure, or amendment to existing policies/procedures should be prefaced by the
need for such a proposal.
2. A draft is referred to the Board who:
▪ Accepts in principle (first reading); or
▪ Rejects; or
▪ Amends: or
▪ Refers back to the individual or group who drafted the proposal.
3. If accepted in principle by the Board, the proposal is referred to staff members, contractors, if
applicable for their comments and suggestions.
4. At the next Board meeting, the proposal will be presented for a final reading.
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With amendments
With staff and contractors comments or suggestions if applicable
With amendments by the individual or group who drafted the original proposal
Or in its original form.

5. The Board may:
▪ Approve the policy/procedure in its original form; or
▪ Amend the draft, and then approve the amended policy/procedure; or
▪ Return the policy/procedure with instructions re consideration; or
▪ Reject the original draft, and or the amended draft.
Note: In some circumstances, the shareholders would be required to approve some policies/procedures. In
this circumstance, an approved draft would be circulated before a shareholder meeting for ratification at that
meeting.
Date of Adoption:
Date of Revision:

15.1

November 19, 2007
December 1

Manual, Revisions, Review

Policy:

The Board is responsible for the development, review and revisions of policies in keeping with
the requirements of government legislation, RCGA and the Company’s Articles.

Procedure:
1. The official Policies & Procedures manual shall be compiled and kept in the custody of the
Administrative Assistant. Copies to be distributed as follows:
▪ One to each Board member on loan for the duration of the Board member’s term of office
▪ One for the Grounds Superintendent
▪ One for the Club Professional
▪ One for the Company’s auditors, lawyers
1.

The President shall ensure that all new policies and procedures, revisions approved by the Board are
circulated to the above individuals so they may upgrade the copies assigned to them.

2.

Development or review of a specific policy or procedure may be initiated at any time by a Board
members, or staff member/contractor who is personally affected by the policy or procedure. The
request must detail the issues and concerns associated with the policy/procedure, and if possible in the
case of a review, offer suggestions for revision.

3.

Concerning minor policy amendments when the policy has been drafted as a result of legal argument or
where the revisions are minor and do not affect the intent of the policy, or when the matter is urgent,
draft policies or revisions will not be circulated to staff members or contractors for their comments.

4.

The Board shall evaluate a portion of the Policies & Procedures at least three times a year in order to
determine whether or not it is meeting its intended purpose. This review should solicit input from staff
members and contractors.
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Revision date must be included when revisions are done.

Date of Adoption:

March 31, 2008
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