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MANITOBA WRITERS’ GUILD PREAMBLE 
Purpose (1988) incorporation documents and bylaws 
The aims and objectives of the Manitoba Writers’ Guild shall be to promote and advance the art of writing in the Province 
of Manitoba. 

Mission 
The Manitoba Writers’ Guild is a membership-based arts organization for professional and emerging writers in Manitoba. 
The Guild’s mission is to encourage, develop, promote and celebrate writers and writing to support the freedom to write 
and to read and to advocate for the well-being of writers. 

Vision 
A community of writers who hone their craft, engage others in the profession, and understand the world of publishing. 

Values 
The Manitoba Writers’ Guild values inclusivity, integrity, excellence and community. 

Board of Directors 
Current Board members and their respective lengths of service are listed on the Guild website  www.mbwriters.ca 

Membership 
Membership has grown to over 250 members. Membership is diverse with writers at all levels of experience in all writing 
genres. While most members reside within the City of Winnipeg, many live in other centres and rural areas of Manitoba. A 
few members reside outside the province and Canada. 

Key Partnerships 
The MWG supports and advocates on behalf of writers by partnering with the following organizations in 2024/25: 

• Access Copyright 
• Arts and Cultural Industries Association of Manitoba 
• Association of Manitoba Book Publishers 
• Book and Periodical Council 
• Canadian Conference for the Arts 
• Canadian Writers’ Summit Committee 
• Contemporary Verse 2 magazine 
• Freedom to Read Week 
• McNally Robinson Booksellers 
• Millennium Library 
• Plume Winnipeg 
• Prairie Fire magazine 
• Red River College 
• University of Winnipeg 
• University of Manitoba 
• Winnipeg Public Library System 
• Winnipeg Foundation 
• Manitoba Arts Council 
• Winnipeg Arts Council 

All partnerships after 2024/25 are posted on the Guild’s website www.mbwriters.ca  

http://www.mbwriters.ca/
http://www.mbwriters.ca/
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History of the Guild 
The Manitoba Writers' Guild (MWG) was inaugurated in August 1981 at Aubigny, Manitoba, as a grassroots organization 
created for and by Manitoba writers. In that first year, the Guild attracted 18 founding members: 
 

Alexandre Amprimoz, Shirley Kitchen, David Arnason, Robert Kroetsch, Sandra Birdsell, Valerie Reed, 
Kate Bitney, Al Reimer, Elizabeth Carriere, Michael Rennie, Dennis Cooley, Jacqui Smyth, Victor Enns, 
Andris Taskans, Patrick Friesen, Dave Williamson, Smaro Kamboureli, Armin Wiebe 

 
Shortly after its founding on February 11, 1982, the MWG was incorporated as a corporation without share capital (i.e., a 
not-for-profit corporation) under the laws of Manitoba. The legal name of the organization is MANITOBA WRITERS’ GUILD 
INC. Its business number is 11903-0856-RP0001. 
 
The MWG was granted charitable tax status on January 30, 1986; its charitable tax number is 11903-0856-RR0001. The 
fiscal year of the MWG runs from July 1 to June 30. Audited financial statements are prepared annually by a professional 
accountant. Legal counsel provides advice to the Guild Board as required. 
 
In 1986, when a group of literary and visual artists formed Artspace Inc., the Guild moved its office into its current home at 
100 Arthur Street in Winnipeg’s historic Exchange District. As one of the handful of founding Artspace members who first 
moved into the building, the MWG started by sharing space in a large area on the second floor with the Manitoba 
Association of Playwrights, the Canadian Book Information Centre, and, eventually, Prairie Fire Press. In the late 1980s and 
early 1990s, the Guild added the Burns Family Classroom, as it had grown substantially in size and operations. When 
funding was cut, the Guild moved into a smaller, more sustainable space on the fifth floor. 
 
In 1991, the Guild produced the first edition of The Writers’ Handbook. This comprehensive manual offers clear and 
concise guidance and information for writers in Manitoba. 
 
In 2006, in celebration of its 25th anniversary, the Guild compiled an anthology comprised of submissions by Guild 
members and other writers who lived in Manitoba between 1981 and 2006. A/Cross Sections, New Manitoba Writers is a 
meeting and merging of the literal and literary landscapes of Manitoba. 
 
In 2014, the Sheldon Oberman Mentorship Program pairs emerging writers with established professional writers for one-
on-one work sessions over five months. 
 
Since 2022, the Youth Program has helped young people explore writing as an extracurricular activity and become the next 
generation of writers in Manitoba. The anthology, Nothing Is As It Seems, is released at the end of each program year. 
 
Since 2023, the Dave Williamson National Short Story Competition has encouraged all writers who are 18+ years of age, 
including writers with disabilities, writers in the 2SLGTBQIA+ communities, Black, Indigenous, and People of Colour, and 
other underrepresented communities to submit stories, with the winners included in an anthology, Beyond Boundaries. 
 
Since 2023, the Rabindranath Tagore Poetry Competition, sponsored by Dr. Kamal Malaker for five years, has been open 
to Manitoba poets with the winning poems posted to the guild website www.mbwriters.ca 
 
As is the case with many arts organizations, the success of the Guild was built on the time, energy, conviction, and 
determination of the many volunteers who worked for the Guild in its early years, and this remains true today.  

List of Board Chairs Since Inception 
The Chairs of the Board of Directors since inception are listed on the Guild’s website www.mbwriters.ca  

http://www.mbwriters.ca/
http://www.mbwriters.ca/
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MANITOBA WRITERS’ GUILD BYLAW 1 
 
BYLAW 1 
(amended March 25, 1995, May 13, 2005, May 2009, October 2013, October 2014, October 2019, October 2020, 
October 2023, October 2025) 
 
Preamble: 
 
Whereas the Manitoba Writers’ Guild is a provincial arts service organization representing professional and emerging 
writers in Manitoba. 
 
And whereas its mission is to encourage, develop, promote and celebrate writers and writing, to support the freedom to 
write and to read and to advocate for the well-being of writers; 
 
Therefore, the following is enacted as Bylaw No.1 of the Manitoba Writers’ Guild:  
 
Interpretations 

1.0 Interpretation 
a. In this Bylaw and all other Bylaws of the Guild, unless the context otherwise specifies or denotes: 

i. “Guild” means the Manitoba Writers’ Guild; 
ii. “Bylaw” means any Bylaw of the Guild from time to time in force and effect; 

iii. “The Corporations Act” or “Act” means The Corporations Act C.C.S.M. c. C225 of Manitoba, 
as from time to time amended and by every statute that may be substituted therefore and, in 
the case of such substitution, any references in the Bylaws of the Guild to the provisions of 
the Act shall read as references to the substituted provisions thereof in the new statute or 
statutes; “Regulations” means the Regulations under the Act as published or amended from 
time to time; 

iv. All terms which are contained in the bylaws of the Guild, and which are defined in the Act or 
the Regulations, shall have the meanings given to such terms in the Act or Regulations; and 

v. The singular shall include the plural, and the plural shall include the singular; the feminine 
shall include the masculine, and with ‘they,’ shall include and encompass all diverse 
genders; 

vi. “A resident of Manitoba” means residing in Manitoba at the time of the acceptance of the 
individual’s membership by the Guild or an individual who has established Manitoba as a 
permanent residence; 

vii. “Youth” means an individual who is under the age of 18 or a student in primary or secondary 
school; 

viii. “Student” means an individual who is over the age of 18 and in post-secondary schooling; 
ix. “Low-income” means an individual who self-declares as low-income. 

Article 1 – Name and Objectives 
1.0 The name of the Guild is the Manitoba Writers’ Guild. The Guild was incorporated under The Corporations Act in 

1982 and designated as a federally registered charitable organization in 1986. 
 

2.0 Its objectives are set out in the Mission Statement, and to carry out such other activities as may be decided by 
the Board of Directors from time to time. 

Article 2 – Registered Office 
1.0 The Registered Office of the Guild shall be in the City of Winnipeg in the Province of Manitoba. 

Article 3 – Membership 
1.0 Eligibility 

a. Membership shall be open to individuals, associations, organizations, corporations, partnerships, 
trusts, or other persons who accept and support the purpose, mission and objectives of the Guild. 
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2.0 Categories Of Membership  

a.  Regular Members  
i. Regular members shall be residents of Manitoba. 

ii. Students 
iii. Low-Incomes 
iv. Lifetime members appointed by the Board from time to time who shall have the privileges of 

full membership. 
b. Associate Members 

i. Youths 
ii. Interested persons who do not reside in Manitoba. 

iii. A corporation, institution, association, organization, business, partnership or trust 
 

3.0 Membership Rights and Obligations 
a. Members are entitled to such privileges of membership as may be determined by the Board of 

Directors from time to time. 
b. All members must abide by the bylaws and policies of the Guild. 
c. All Regular members: 

i. are entitled to vote at the Annual General Meeting and all membership meetings, and, 
ii.  if 18 years of age or older, serve on the Board of Directors, subject to Article 5, 3.0, and 

iii. shall pay the membership fee prescribed by the Board from time to time. 
d. All Associate members: 

iv. shall not have the right to vote at the Annual General Meeting or any other meetings of the 
membership, and other than notices of the Annual General Meeting, shall not receive notices 
of any meetings of the members. 

v. may not be eligible to stand for or be elected as a director; and 
vi. shall pay the membership fee as prescribed by the Board from time to time. 

 
4.0 Admission or Termination of Membership  

a. The Board of Directors shall have discretion to accept or reject any application for membership, with 
any such rejection subject to a reasonable appeals process. 

b. Failure to comply with the eligibility requirements, a misrepresentation to the Guild or third parties 
regarding one’s role in the Guild, or such other circumstances that the Board of Directors, acting 
reasonably, deems appropriate, may result in revocation of membership by the Board of Directors, 
subject to a reasonable appeals process. 

c. Any member or associate member may withdraw by giving notice in writing to the Board of Directors of 
the member’s intention to withdraw, effective the date of the resignation notice. 

d. A member may terminate their membership by failing to renew their annual membership. 
 

5.0 Membership Fees 
a. Annual membership fees shall be prescribed by the Board of Directors and shall take effect upon 

ratification by the membership at the next general meeting. 
b. Membership fees shall be payable on the first day of July each year. 
c. A lifetime member is not required to pay a membership fee. 

Article 4 – Membership Meetings 
1.0 Annual General Meeting 

a. An Annual General Meeting of the membership shall be held within four (4) months of the previous 
fiscal year-end.  

b. Members will be given twenty-one (21) days’ notice of the Annual General Meeting and must be in good 
standing for sixty (60) days prior to the Annual General Meeting to be eligible to vote.  

c. Notice may be served in writing or by other means such as telephone, fax, email or electronic means 
and shall state the place, date, and time of the meeting. 

d. The Board of Directors may, from time to time, change the number of days required to provide notice 
for an Annual General Meeting and or the number of days for good standing, in exceptional 
circumstances. 

e. Meetings may be conducted virtually using videoconferencing software. 
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2.0 Regular business at the Annual General Meeting includes: 
a. Minutes of the previous Annual General Meeting and any Special General Meetings held since, 
b. Chair and Committee Reports to the membership, 
c. Treasurer’s or auditor’s report, which includes the Financial Statements, 
d. Appointment of the auditor or accountant, 
e. Election of Directors. 

 
3.0 Elections 

a. Elections will be held at the Annual General Meeting.  
b. The Nominations and Governance Committee will prepare a report made available to the membership 

twenty-one (21) days in advance of the Annual General Meeting.  
c. Directors may be proposed to the Nominations and Governance Committee by Regular Members and 

by the Board of Directors itself. 
 

4.0 Special General Meetings 
a. Special General Meetings of the membership may be called at any time by the Board of Directors, or by 

fifty (50) members of the Guild. 
b.  All requests for a Special General Meeting shall be made in writing to the Board of Directors and shall 

state the purpose of the meeting. Members will be given twenty-one (21) days' notice of such a 
meeting and must be in good standing for sixty (60) days prior to the Special General Meeting to be 
eligible to vote.  

c. Notice may be served in writing or by other means such as telephone, fax, email or electronic means 
and shall state the place, date, and time of the meeting as well as the nature of the business to be 
transacted. 

 
5.0 Quorum 

a. The quorum for the transaction of business at any General Meeting of the Guild shall be ten percent 
(10%) of the membership or twenty-five (25) members in good standing, whichever is lower. 

 
6.0 Voting 

a. Every Regular Member shall be entitled to one (1) vote at General Meetings, subject to the requirement 
that the members be in good standing for sixty (60) days prior to any General Meeting. 

b. A majority of votes shall decide ordinary resolutions or motions arising at any meeting of the Guild. In 
the event of a tie, the Chairperson shall call for a second vote. In the event that the second vote results 
in a tie, the resolution or motion shall be defeated.  

 
7.0 Waiver of Notice 

a. A member may, in any manner, waive notice of a meeting of members. Attendance of any such person 
at a meeting of members shall constitute a waiver of notice of the meeting, except where such person 
attends a meeting for the express purpose of objecting to the transaction of any business on the 
grounds that the meeting is not lawfully called. 

b. The Secretary must retain waivers of notice or formally note them in the minutes. 
 

8.0 Board of Directors Submission 
a. The Board of Directors, at its discretion, may submit any contract, act or transmission for approval or 

ratification at any Annual or Special General Meeting of the members. 
b. Subject to the provisions of section 115 of The Corporations Act any such contract, act or transmission 

that shall be approved or ratified or confirmed by a resolution passed by a majority of the votes cast at 
any such meeting (unless any different or additional requirement is imposed by the Act or by the 
Guild's articles or by any other bylaw) shall be as valid and as binding upon the Guild and upon all the 
members as though it had been approved, ratified or confirmed by every member of the Guild. 
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Article 5 – Board of Directors 
1.0 Powers of the Board of Directors 

a. The governing body of the Guild shall be the Board of Directors.  
b. The Board shall have supervision, control and direction of the property and business affairs of the 

Guild, its committees and publications; shall determine its policies or changes therein; and shall 
actively pursue its purpose and supervise the disbursement of its funds. 

c.  The Board may adopt such rules and regulations for the conduct of its business as shall be deemed 
advisable and may, in the execution of the powers granted, delegate certain of its authorities to the 
Officers of the Guild and appoint or release an Executive Director and such other agents as it may 
consider necessary.  

d. The Board of Directors shall serve the interests and objectives of the membership in supervising, 
controlling and directing the affairs of the Guild, in determining policies, and in performing its duties. 

 
2.0 Number and Election of Directors 

a. Subject to the articles of the Guild, and until changed by special resolution, the Board of Directors 
shall consist of a minimum of six (6) and a maximum of fifteen (15) Directors, including the immediate 
Past-Chair, who shall all be residents of Manitoba.  

b. Voting members of the Guild may, by special resolution passed at a General Meeting of members, 
change the number of Directors with a majority of seventy-five percent (75%) of members in 
attendance. 

c. Members of the Board of Directors will be elected or, if appointed, their appointment to the Board 
must be ratified by the members of the Guild at the next Annual or Special General Meeting. 

 
3.0 Terms of Office and Vacancies 

a. Directors are elected for a term of two (2) years and can be re-elected for a maximum of four (4) terms 
(8 years).  

b. Past Directors may be re-elected after eight (8) consecutive years of service, provided two (2) years 
have passed since their last term ended. 

c. Terms of Directors begin at the Annual General Meeting.  
d. Directors may fill any vacancies by a majority vote of the Board of Directors when vacancies arise 

between Annual General Meetings. Directors appointed in this manner shall be ratified by a majority of 
the voting membership present at the following Annual General Meeting. 

e. The Immediate Past-Chair shall be an ex officio, non-voting member of the Board of Directors. Time 
served as Immediate Past-Chair is not included in the years and terms of service as Director. 

f. The office of the Director shall be vacated: 
i. if the Director becomes bankrupt or makes an unauthorized assignment, or is declared 

insolvent, 
ii. if the Director is convicted of a criminal offence, 

iii. if the Director moves out of the province of Manitoba or 
iv. if the Director dies or resigns. 

g. Voting members of the Guild may, by special resolution passed at a General Meeting of members, 
remove any Director or Directors from office with a majority of seventy-five percent (75%) of members 
in attendance at the meeting and may, by ordinary resolution passed by a simple majority of the votes 
cast at that meeting, elect any person in the Director’s stead for the remainder of the term. 

h. The Board of Directors may, at its discretion, by an affirmative vote of two-thirds (2/3) of its members, 
remove any Director, with the Director being considered for removal not participating in the vote. 
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i. Within fourteen (14) days of their election, the Secretary shall file an Annual Return stating elected 
Directors with the Companies Office for Manitoba. 

Article 6 – Duties of Directors 
Good Faith 
1.0 Every Director shall exercise the powers and discharge the duties of the office honestly, in good faith and in the 

best interests of the Guild, and shall exercise the degree of care, diligence and skill that a reasonably prudent 
person would exercise in similar circumstances.  
 

Authority 
2.0 No individual Director shall have any authority to act on behalf of the Board of Directors with respect to the 

appointment or hiring or the release or termination of agents or employees of the Guild, except as provided in 
the Bylaws or by resolution of the Board. No individual Director shall have any authority to act on behalf of the 
Guild with respect to the transaction of the affairs of the Guild, except as provided in the Bylaws or by resolution 
of the Board of Directors. 

 
Appointment of an Executive Director 
3.0 The Board of Directors may appoint an Executive Director to manage the affairs of the Guild under the general 

direction of the Board.  
a. The Executive Director shall ensure overall delivery of the programs and services offered by the Guild, 

adhering to its bylaws, objectives, strategic and business plans, and operating policies.  
b. The Executive Director shall be accountable to the Board for the proper and legal conduct of the 

business of the Guild. 
c. The Executive Director shall be responsible for the organization of the work of the Guild and the 

engagement, supervision, direction, and discharge of all employed personnel.  
d. The Executive Director shall not be a Director of the Guild. 

 
Appointment of Officers 
4.0 The Board of Directors may, from time to time, appoint such officers and agents as it shall deem necessary, who 

shall have such authority and shall perform such duties as may from time to time be prescribed by the Board. 
 

Signing Authority 
5.0 Officers shall sign such contracts, documents or instruments in writing that require their signatures and shall 

respectively have and perform all powers and duties incident to their respective offices and such other powers 
and duties respectively as may, from time to time, be assigned to them by the Board of Directors. 

 
Donations and Benefits 
6.0 The Directors shall take such steps as they deem necessary to enable the Guild to receive donations and 

benefits to further the objectives of the Guild. 
 

Remuneration 
7.0 Directors shall receive no remuneration for acting as such, and no Director shall directly or indirectly profit from 

his or her position as Director. Directors may receive reasonable compensation for expenses incurred by them 
in the normal course of their duties. 

 
Meetings 
8.0 There shall be a minimum of six (6) Board of Directors meetings in each year. 

 
9.0 A meeting of Directors may be convened by the Chair (Co-Chair), a Vice-Chair or any two (2) Directors at any 

time. The Secretary, when directed or authorized by any of such officers or any two (2) Directors, shall convene 
a meeting of Directors.  

a. Meetings may be conducted virtually through the use of videoconferencing software. 
b. Notice of any such meeting may be served in writing or by other means, such as telephone, fax, email 

or electronic means, seven (7) days before the meeting is to take place and shall state the place, date, 
and time of the meeting.  

c. The notice of any such meeting need not specify the purpose of the business to be transacted at the 
meeting. A Director may waive notice of a meeting of Directors. 

d. Attendance of a Director at a meeting of Directors shall constitute a waiver of notice of the meeting, 
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except where a Director attends a meeting for the express purpose of objecting to the transaction of 
any business on the grounds that the meeting is not lawfully called. 

e. Notice of the First Meeting:  For the first meeting of the Board of Directors to be held immediately 
following the election of Directors by the members, or for a meeting of the Board of Directors at which 
a Director is appointed to fill a vacancy on the Board, no notice of such meeting shall be necessary to 
the newly appointed Director or Directors to constitute the meeting legally, provided a quorum of the 
Directors is present.  

 
Quorum 

f.  For the purposes of convening any meeting of the Board of Directors, a quorum shall consist of a 
simple majority of the number of directors entitled to vote at a meeting of directors. No business shall 
be transacted at a meeting of directors unless a quorum of the board is present. 

 
Participation 

g.  A director may participate in a meeting of directors by means of such telephone or other 
communication facilities as permit all persons participating in the meeting to hear each other and 
participate effectively during the meeting, and a director participating in such a meeting by such a 
means is deemed to be present at the meeting. 

 
Voting 

h. Resolutions or motions arising at any meeting of the Board of Directors shall be decided by a majority 
of votes. In the event of a tie in votes, the Chair of the meeting shall have the right to cast the deciding 
vote.  

 
Proxy 

i. A director may attend and vote by assigning their vote to another director using an official Proxy form. A 
director may only attend a meeting and vote through proxy for a maximum of two (2) times within the 
Guild’s year. 

 
Signed Resolution 

j. Notwithstanding any of the foregoing provisions of this bylaw, a resolution in writing signed by all the 
Directors entitled to vote on that resolution at a meeting of Directors is as valid as if it had been passed 
at a meeting of the Directors. Such a resolution is effective from the date specified therein, which shall 
not be prior to the date on which the first Director signed the resolution. 

 
Rules of Order 

k. Robert’s Rules of Order will apply, or general meeting rules decided upon. 
l. submit the bylaw, amendment or repeal to the members as required under subsection 10(8), the 

bylaw, amendment or repeal ceases to be effective and may not take further effect until it is accepted 
or confirmed as amended by a majority of members present at the next meeting of members. 

 

Article 7 – Officers and Executive Committee 
1.0 The Executive Committee of the Guild shall consist of the following positions: 

a. Chair 
b. One (1) or two (2) Vice-Chairs, 
c. Secretary, 
d. Treasurer, 
e. Immediate Past-Chair, and, 
f. Executive Director, ex officio, if employed. 

 
 

2.0 The Chair shall be the Chief Executive Officer of the Guild. The Chair shall be vested with and may exercise all 
the powers and shall perform all duties of the Chairperson of the Board of Directors when present at all 
meetings of the Directors or the members of the Guild. 
 

3.0 The Vice-Chair(s) shall be vested with all the powers and shall perform all the duties of the Chair if the Chair is 
absent or is unable or unwilling to act. 
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4.0 The Secretary shall give, or cause to be given, notices for all meetings of the Board of Directors and the 

members when directed to do so. The Secretary shall have charge of the minute books and records of the Guild 
(other than accounting records) and shall keep, or cause to be kept, records containing: 

a. a copy of the Bylaws of the Guild and all amendments thereto; 
b. minutes of meetings and resolutions of members and Directors, and any committee thereof; 
c. the names, addresses and other occupations, if any, of all persons who are or have been Directors of 

the Guild, with the several dates on which each became or ceased to be a director, and 
d. the names and addresses of all persons who are members of the Guild. 

 
5.0 The Treasurer, subject to the provisions of any resolution of the Board of Directors, shall have care and custody 

of all the funds of the Guild and shall deposit the same in the name of the Guild in such bank or banks, or with 
such other depository or depositories, as the Board of Directors may direct. 
 

6.0 The Board of Directors may, by resolution, appoint a director to any office of the Board should any office 
become vacant. 
 

7.0 The Executive Director shall be a resident of Manitoba and shall exercise such powers and such authority as are 
delegated to the Executive Director by the Board of Directors. 

a.  The work of the Executive Director is supervised by the Chair and shall be evaluated annually by the 
Board.  

b. The Executive Director, when employed, is an Officer of the Guild and an ex-officio, non-voting 
member of the Executive Committee. 

 
8.0 The Officers of the Guild shall constitute the Executive Committee of the Board of Directors and may carry out 

all necessary business of the Guild between meetings of the Board of Directors, according to the bylaws and 
policies of the Board, and any such duties as assigned by the Board of Directors. 
 

9.0 For the purposes of convening any meeting of the Executive, a quorum shall consist of a simple majority of the 
number of Directors entitled to vote at a meeting of Directors. 

Article 8 – Committees 
1.0 The standing committees of the Guild shall be: 

1.0 the Executive Committee, 
2.0 the Finance & Audit Committee, 
3.0 the Nominations and Governance Committee, 
4.0 the Program Committee, 
5.0 the Marketing, Communication and Membership Committee, 
6.0 the Resource and Fundraising Development Committee, and 
7.0 the Diversity, Equity and Inclusivity Committee. 

 
2.0 Each Director shall sit on at least one (1) standing committee. 
3.0 The Board of Directors shall designate the Chairperson of each committee of the Board. 
4.0 The Chairperson of each committee shall report to the Board of Directors as specified in its mandate. 
5.0 The Board of Directors may appoint such other special committees or working groups as deemed necessary. 
6.0 The Board of Directors shall determine committee membership. 
7.0 Membership on such committees shall not be limited to members of the Guild. 

Article 9 – Protection for Directors and Officers 
Protection 
1.0 Without limiting any rights conferred upon Directors by section 115 of the Act, no Director shall be disqualified 

by his/her office from, or vacate his/her office by reason of, holding any office or place of profit under the Guild 
or under any body corporate in which the Guild shall be a member, or by reason of being otherwise in any way 
directly or indirectly interested or contracting with the Guild as vendor, purchaser or otherwise, or being 
concerned in any contract or arrangement made or proposed to be entered into with the Guild in which 
he/she/they is in any way directly or indirectly interested as vendor, purchaser or otherwise; nor shall any 
Director be liable to account to the Guild or any of its members or creditors for any profit arising from any such 
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office or place of profit. 
 

2.0 Subject to section 115 of the Act, no contract or arrangement entered into by or on behalf of the Guild in which 
any Director shall be in any way directly or indirectly interested shall be avoided or voidable, and no Director 
shall be liable to account to the Guild or any of its members or creditors for any profit realized by or from any 
such contract or arrangement by reason of any fiduciary relationship. 

 
3.0 Subject to section 115 of the Act, no Director or Officer shall be obliged to make any declaration of interest in 

respect of a contract or proposed contract with the Guild in which such Director or Officer is in any way directly 
or indirectly interested, nor shall any Director be obliged to refrain from voting in respect of any such contract. 
 

Limit of Liability 
4.0 Except as otherwise provided in the Act, no Director or Officer for the time being of the Guild shall be liable for 

any of the following: 
a. the acts, receipts, neglects or defaults of any other Director or Officer or employee; 
b. joining in any receipt or act for conformity; 
c. any loss, damage or expense happening to the Guild through the insufficiency or deficiency of title to 

any property acquired by, for, or on behalf of the Guild; 
d. the insufficiency or deficiency of any security in or upon which any of the moneys of or belonging to the 

Guild shall be placed out or invested; or for any loss or damage arising to the Guild from the 
bankruptcy, insolvency or tortious act of any person, firm or corporation, including any person, firm or 
corporation with whom or which any moneys, securities or effects shall be lodged or deposited; 

e. any loss, conversion, misapplication or misappropriation of, or any damage resulting from any dealing 
with, any moneys, securities or other assets belonging to the Guild; 

f. any other loss, damage or misfortune whatever which may happen in the execution of the duties of 
his/her respective office or trust, or in relation thereto, unless the same shall happen by or through 
his/her failure to exercise the powers and to discharge the duties of his/her office honestly and in good 
faith with a view to the best interests of the Guild and in connection therewith to exercise the care, 
diligence and skill that a reasonably prudent person would exercise in comparable circumstances. 
 

The Directors for the time being of the Guild shall not be under any duty or responsibility in respect of any 
contract, act or transaction, whether or not made, done or entered into in the name or on behalf of the Guild, 
except such as shall have been submitted to and authorized or approved by the Board of Directors.  
 
If any Director or Officer of the Guild shall be employed by or shall perform services for the Guild otherwise than 
as a Director or Officer of a body corporate which is employed by or performs services for the Guild, the fact of 
his/her/they being a Director or Officer of the Guild shall not disentitle such Director or Officer or such firm or 
body corporate, as the case may be, from receiving proper remuneration for such services. 

 
Indemnities to Directors and Officers 
5.0 Subject to section 119 of the Act, every Director and Officer of the Guild and his/her heirs, executors, 

administrators and other legal personal representatives shall from time to time be indemnified and saved 
harmless by the Guild from and against: 

a. all costs, charges and expenses reasonably incurred by them in respect of any action, suit or 
proceeding that is proposed or commenced against them for or in respect of anything done or 
permitted by them in respect of the execution of the duties of their office; and 

b. all other costs, charges and expenses reasonably incurred by them in respect of the affairs of the 
Guild. 

Article 10 – Finances 
Fiscal Year 
1.0 The Board of Directors shall have the power to fix and, from time to time, change the fiscal year of the Guild. 

However, in the absence of action by the Board of Directors, the fiscal year of the Guild shall end each year on 
June 30. 

 
Signing Authority 
2.0 All cheques, drafts or orders for the payment of money, and all notes and acceptances and bills of exchange, 

shall be signed by any two (2) such Officers or Directors of the Guild in such a manner as the Board of Directors 
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may from time to time designate by resolution. 
 

Execution of Instruments 
3.0 Contracts, investments, documents or instruments in writing requiring the signature of the Guild shall be signed 

by any two (2) of the following:  
a. Executive Director, the Chair, a Vice-Chair, the Secretary or the Treasurer, and all contracts, 

documents and instruments in writing so signed shall be binding upon the Guild without any further 
authorization or formality. 

b. The Board of Directors shall have power, from time to time, by resolution, to appoint any Officer or 
Director, or any person or persons, on behalf of the Guild to sign contracts, documents and 
instruments in writing generally or to sign specific contracts, documents or instruments in writing. 
  

Books and Records 
4.0 The Board of Directors shall see that all necessary books and records of the Guild required by the bylaws of the 

Guild or by any applicable statute or law are regularly and properly kept. 
a. Such books and records shall be kept in the office of the Guild and shall be open to inspection by 

members at all reasonable times upon reasonable notice at the office of the Guild. 
 

Audit of Accounts 
5.0 The financial records shall be handed over to an auditor approved by the Board of Directors at the end of each 

fiscal year. The audited financial report shall be presented at the Annual General Meeting. 

Article 11 – Administration 
Dissolution of the Guild 
1.0 It is the unalterable provision of this bylaw that members of this Guild shall have no interest in the property and 

assets of the Guild; and that, upon dissolution or winding up of the Guild, any funds and assets of the Guild 
remaining after satisfaction of its debts and liabilities shall be distributed to a recognized Charitable Guild in the 
area whose objects most closely accord with those of this Guild as determined by its members at dissolution. 

2.0 The books, records and minutes of the Guild shall be stored with the Provincial Archivists and made freely 
available under their charge to researchers and writers of the future. 

 
Amendment of Bylaws 
3.0 Subject to the provisions outlined in the bylaws, the Board of Directors may, by majority vote, make, amend or 

repeal any bylaw. 
a. The Board of Directors shall submit a bylaw, amendment or repeal of a bylaw made under subsection 

11(1) to the members at the next meeting of the members, and the members may by the majority of 
those present accept the new bylaw; confirm the bylaw as amended; or reject the bylaw, amendment, 
or repeal of the bylaw. 

b. If the membership rejects a bylaw, amendment, or repeal, or if the Board of Directors does not submit 
the bylaw, amendment or repeal to the members as required under Article 11 3.0 a, the bylaw, 
amendment or repeal ceases to be effective an may not take further effect until it is accepted or 
confirmed as amended by a majority of members present at the next meeting of members 

 

Enactment 
 
The prior Guild Bylaw 1, as approved by members of the Manitoba Writer Guild at the Annual General Meeting on October 
X, 2023, is hereby repealed. This amended Bylaw 1 is hereby enacted and shall come into force as confirmed by Members 
at the Annual General Meeting on October 18, 2025, in accordance with The Corporations Act. 
 

Chair Signature 

 

Secretary Signature 
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SECTION A, BOARD OF DIRECTORS 

Board of Directors - Responsibilities 
Stewardship 
The Board of Directors is the steward of the Manitoba Writers’ Guild (Guild) mission and vision, maintaining 
accountability and financial responsibility to ensure the organization’s future. 
 
Members of the Guild’s Board of Directors must believe in its mission, vision, and its importance to the community, 
maintaining public trust, and acting in the best interest of its members. 

Governance 
The Guild’s volunteer Board of Directors is a governing board, not an advisory board. The Board is legally responsible for 
governing the Guild. 
 
Its role is to: 

a. Ensure the mission and goals of the Guild are being met, 
b. Ensure that the Guild members are being effectively served, 
c. Ensure the long-term viability and stability of the Guild, 
d. Ensure that the Guild’s activities and services are accessible to all Manitobans, and 
e. Ensure it represents and supports the interests of all Manitoba writers in terms of writing genre, employment 

status, career stage, place of residence, gender, age, ability and ethnocultural background 
 
The Board of Directors: 

a. Sets the mission, vision, values and success factors of the Guild, 
Ensures the Guild is operated according to the laws, 

b. Exercises reasonable care in safeguarding the assets of the Guild, 
c. Ensures all remittances to the Receiver General are kept up-to-date, 
d. Ensures all payments to writers and members are up-to-date, 
e. Ensures debts are paid and collected as appropriate, 
f. Approves the Strategic and Business Plans, including the budget, 
g. Receives, reviews, and approves the audited statement, including the management letter, 
h. Recommends the acceptance of the audit and the appointment of auditors to the members at the Annual 

General Meeting, 
i. Implements plans and evaluates their progress, reviewing and updating them regularly, 
j. Recruits, evaluates and renews or replaces the Executive Director,  
k. Provides direction and counsel to staff and volunteers, and 
l. Evaluates its own performance, recruiting and training new members as needed. 

 
In establishing a strategic direction, the Board must be satisfied that all the relevant factors influencing the future 
direction of the Guild will be considered. Once approved, the Strategic Plan provides a basis for evaluating the 
performance of the organization1. 
 
The Board’s role in Strategic Planning is that of leadership. Board members bring their individual expertise and knowledge 
to the formulation of the Manitoba Writers’ Guild's policy and direction. They are not typically involved in the day-to-day 
operations of the Guild. 
 
In cases where there is no paid staff, Board members may be required to step into roles to maintain daily operations or 
find volunteers to take on these roles, with strict governance in place to ensure all policy requirements are met. 

 
1  Volunteers may be needed to assist, as there is never enough staff to accomplish everything. It is important to distinguish the role of a volunteer and a 

Board member. A Board member provides direction through governance. Volunteers take direction from the Board as a whole, a committee, or staff, but 
do not direct staff. 
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Expectations of Board Members 
The Guild draws extensively on its Board to accomplish its goals, and joining the Board will require a solid commitment of 
time and resources. The time commitment expected of a Board member is approximately 60 hours per year or an average 
of about 5 hours per month. This includes time spent in Board and committee meetings and related work, as well as time 
spent on fundraising and attending MWG-sponsored events. 
 
Directors are expected to participate fully in the affairs of the Board as follows: 

a. Work together with other Directors in a manner that is mutually respectful and cooperative 
b. Attend and participate in full Board meetings on a monthly basis, or as meetings are called 
c. Sit on at least one (1) committee, meet an average of once per month with the committee, and actively work to 

both develop and fulfill the objectives of that committee 
d. Contribute to the fundraising efforts of the Guild 
e. Make financial contributions according to one’s ability 
f. Attend Guild-sponsored events 
g. Promote the Guild generally 

Legal Duties and Exercise of Due Diligence 
A director, once elected, has legal duties under Manitoba law2. Volunteer Directors are required to exercise the care, 
diligence and skill that a reasonably prudent person would exercise in comparable circumstances. 
 
Directors should be up-to-date and knowledgeable about the policies and activities of the Manitoba Writers’ Guild and 
should make reasonable inquiries about its operations. They should promptly complete tasks assigned to them and 
prepare for and attend Board meetings. Directors may not complain or plead ignorance if decisions are taken at meetings 
that they ought to have attended. Directors with more than three (3) unexplained absences may be removed by a 
resolution of the Board at a Board meeting. 
 
Directors who are present at a meeting are deemed to have consented to any resolution passed unless a formal dissent 
is added to the minutes. Absent Directors must record their dissent within twenty-one (21) days of becoming aware of the 
resolution objected to, or else consent is deemed to have been given. The receipt of minutes of a meeting is sufficient 
notice of any resolutions passed at the meeting. The minutes of the previous meeting will be circulated prior to the next 
Board meeting. 
 
Directors must use a certain degree of skill in managing the affairs of the Manitoba Writers’ Guild. The test of whether a 
director has used proper skill is a subjective one (1) based on the individual circumstances of that director. If a director 
has special training in areas such as law or accounting, then that director must exercise a degree of care commensurate 
with their special skills. 
 
Directors always believe in our mission, vision, values and importance to the community. always act in good faith and in 
the best interest of the Manitoba Writers’ Guild. 

Legislation 
The Manitoba Writers’ Guild, as an incorporated entity and as a registered charity, is required to comply with provisions of 
several federal and provincial laws, including: 

a. The Corporations Act, C.C.C.M., c. C225, Manitoba 
b. The various statutes specific to not-for-profit corporations 
c. The Income Tax Act, R.S.C., 1985 c.1, Canada 
d. The Charities Endorsement Act, R.S.M., 1987, c. C60, Manitoba 

  

 
2 The Manitoba Corporations Act RSM 1987 includes not-for-profit corporations. 
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Board of Directors - Job Descriptions 
Effective May 2009 

Board Member (Director) 
Authority/ Responsibility 
The tasks and responsibilities of any board of Directors charged with a governance function are: 

1. Developing a long-term perspective (approach) 
2. Ensuring sound performance and organizational health 
3. Ensuring financial health 
4. Ensuring sound relationships 
5. Rendering account (services that have been completed and delivered and an invoice is issued to the client for 

payment) 
6. Anticipating and managing risk 
7. Representing and advocating effectively 
8. Ensuring a sound governance framework 

[ From: Laskin, Barbara. Governance Works! A guidebook of governance essentials. Arts and Cultural Industries 
Association of Manitoba Inc. and SaskCulture Inc., 2006, pp. 24-33.] 
 
The Board of Directors is the legal authority for the Manitoba Writers’ Guild. As a member of the Board, a director acts in a 
position of trust for the community and is responsible for the effective governance of the Guild. A director must be a 
person with ability, experience, judgment and integrity consistent with the needs of the organization. A director’s duty is 
to protect Guild assets, set strategic direction for fulfilling its mission, honour the rights of employees, stakeholders and 
creditors, and ensure the financial health of the Guild. 
 
As an individual Director, the individual has no specific authority but only has authority as part of the Board of Directors. A 
director cannot unilaterally operate, give directions to management or staff, or authorize transactions unless specific 
authority has been delegated by the Board and is properly transacted. 
 
When a motion has been decided by the proper decision-making protocol of the Board, every director is expected to 
support the decision. If the director is strongly opposed to the Board's decision and cannot agree to support it, the 
individual should consider resigning from the Board. 
 
Qualifications/ Skills 
Knowledge and skills in one (1)or more areas of Board governance: policy, finance, resource development, personnel or 
programs. 
 
Term 
Directors are elected by the membership at the Annual General Meeting. Directors serve for a two-year term and may be 
re-elected for three (3) additional terms (6 years). Directors appointed between Annual General Meetings by the Board 
will serve until the next AGM, when they may stand for election. The partial term is not considered in their length of 
service, which begins when they are elected. 
 
Duties 
Every Director, in discharging his or her duties, must exercise the care, diligence and skill that a reasonably prudent 
person would exercise in comparable circumstances. 
 
Actions to be taken by discharging their duties include: 

1.0 Directors are to attend all Directors’ meetings. (Directors who do not attend Directors’ meetings will be deemed 
to have consented to the resolutions passed at those meetings unless dissenting notices are sent out according 
to the Corporations Act); 

2.0 Directors are to prepare adequately for each Board and Committee meeting that they attend. This includes 
reading the material, analyzing the information, and conducting independent research, if necessary, to better 
understand the material; 

3.0 Directors are to make reasonable enquiries about information provided to them by management and staff to 
ensure the information is correct; 

4.0 Directors are to stay informed about writing, the environment of writers and the business of writing 
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professionally, and in particular those events sponsored by the Manitoba Writers’ Guild; 
5.0 Directors are to read critical documents issued by the Guild to stakeholders; 
6.0 Directors should utilize the programs and services of the Manitoba Writers’ Guild as appropriate; 
7.0 Directors make a serious commitment to participate actively in committee work and must serve on at least one 

(1) committee, 
8.0 Directors volunteer for and willingly accept assignments and complete them thoroughly and on time; 
9.0 Directors are to get to know other Board and Committee members to build a collegial working relationship that 

contributes to consensus; 
10.0 Directors are active participants in the Board and Committees' annual evaluation and planning efforts; 
11.0 Directors must comply with the Manitoba Writers’ Guild’s Code of Ethics and 
12.0 Directors are expected to take time to educate themselves on their governance duties and sound governance 

practices. 
 
Legal Responsibilities and Liabilities 
The Guild is incorporated as a not-for-profit corporation required by law to be governed by a Board of Directors. 
Generally, directors are legally expected to carry out duties honestly, skillfully, and diligently, acting at all times, in the 
best interests of the Guild. If a director is negligent in carrying out duties, he/she/they are liable for any loss sustained by 
the organization arising from this negligence. 
 
To protect themselves from such liability as a board member of the Guild, directors should do the following: 

1.0 Act reasonably, prudently, and sagaciously, honestly, in good faith, and the best interests of the Guild. 
2.0 Exercise the same degree of skill and diligence that is reasonably expected of someone of your knowledge and 

experience when carrying out your duties. 
3.0 Act within the law. 
4.0 Keep informed about the management of the Guild and make sure it is properly managed by attending and 

participating in all Board meetings. Ask questions and ensure that such questions have been answered to your 
satisfaction. 

5.0 Ensure that specific functions and tasks have been assigned to individuals and/or committees that are 
accountable to the Board and monitor and supervise those persons. 

6.0 Do not let personal interests or the interests of a third party conflict with those of the Guild. 
7.0 Do not use confidential information given to you in your capacity as a director for your own personal purposes. 
8.0 Do not allow Board duties to serve personal ends. 
9.0 Do not contract another director as to how they will vote at a meeting of the Board or its committees. 
10.0 Do declare any interest in any arrangement and refrain from voting in any such arrangement. 

 
Directors can be held legally liable for any loss sustained by the Guild if the loss arises from negligence in the 
performance of their duty as a director. 
 
Director’s Evaluation 
Directors’ performance is evaluated annually through a process to be identified by the Board. The Chair will 
communicate the results of the evaluation. Where the evaluation results determine that the Board member is not 
operating at a satisfactory level, a development program could be initiated, the director may be terminated from the 
Board, or the director’s term will not be renewed. 
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Chair 
Term 
The Chair is elected for up to a two-year (2) term and may be re-elected for a maximum of four (4) years of service. 
 
Accountability 
The Chair is accountable to the Board of Directors and the membership. 
 
Duties 
The Chair serves as the Chair of the Board of Directors, providing leadership to the Board and ensuring that it performs its duties 
on behalf of the Guild. The Chair must fulfill the expectations of a director as set out in the role description for a director and has 
the following additional duties. 
 
Board Operations 
The Chair: 

1.0 Sets Board agendas, effectively chairs Board meetings, including encouraging participation and the free flow of ideas; 
ensuring appropriate material is distributed in advance; ensuring meetings are conducted in a timely and orderly 
fashion; and promoting a spirit of collegiality where tough questioning and discussion are encouraged. 

2.0 Ensures all delegated Committee functions are followed through with feedback to the Board. 
3.0 Ensures there are sufficient opportunities for directors to meet in the absence of management. 
4.0 Acts as the Board’s representative when communications are required with external parties, including the media. 
5.0 Serves as liaison between the Board and chairs of Board Committees, and liaison between the Board and the 

Executive Director. 
6.0 Ensures annual accountability reporting on the performance of the Board is provided to stakeholders. 
7.0 Chairs Annual General Meetings and, with the Executive Director, provides a summary of the Guild’s performance on 

the strategies of the Guild and its financial results. 
8.0 Approves such expenses of directors that require reimbursement. 

 
Board Effectiveness 

1.0 Ensures the Board’s responsibilities are clear to the Board, and the boundaries between the Board and 
Management/staff are understood by the Board and by Management/staff. 

2.0 Provides the leadership and direction necessary to ensure the Board works as a well-organized and unified team. 
3.0 Ensures the Board has sufficient resources— specifically, timely and pertinent information— to support informed 

decision-making. 
4.0 Ensures there are procedures to monitor legislation and best practices relating to Board responsibilities. 
5.0 Ensures the Board represents and protects the interests of the Guild. 
6.0 Is available to individual Board members for questions, counsel and discussion regarding the Guild. 

 
Management Performance and Succession 

1.0 Acts in a mentoring and advisory capacity to the Executive Director when employed. 
2.0 Directs the annual evaluation of organizational performance. 
3.0 Leads the conduct of the annual Executive Director evaluation when employed. 
4.0 Approves and monitors the Executive Director’s expense reports, referring all requests for advances to the Board 

through the Finance and Audit Committee. 
 
Board Evaluation/ Selection/ Succession 

1.0 Ensures, together with the Nominating and Governance Committee, that annual evaluations are conducted of the 
performance of the Board as a whole, the Board committees and the contribution of individual directors. 

2.0 Provides feedback annually to each director on their performance on the Board. 
3.0 Together with the Nominating and Governance Committee, reviews nominees to the Board to ensure they meet the 

requirements outlined in the Directors’ qualification document. 
4.0 Ensures there is a process for new Board members to receive orientation to the mission, strategies, business and 

structure of the Guild, as well as the duties and responsibilities of all Board members. 
5.0 Together with the Nominating and Governance Committee, facilitates Board succession planning. 

 
Evaluation 

The Chair’s performance is evaluated annually through a process to be identified by the Board. Results of the evaluation will be 
communicated by the Immediate Past-Chair and or one of the Vice-Chairs of the Guild. 
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Vice-Chair (s) 
The Manitoba Writers’ Guild should have up to two (2) Vice-Chairs*. By mutual agreement, one (1) will act in the absence 
of the Chair. The Vice-Chair(s) is/are accountable to the Board of Directors. 
 
*When the Board has limited numbers, only one (1) V.P. may be feasible 
 
Term 
Vice-Chair(s) is/are elected for terms up to two (2) years by the members at the Annual General Meeting and may be re-
elected for a maximum of four (4) years. 
 
Duties 

1.0 May act in the absence of the Chair. 
2.0 Serves on the Executive Committee. 
3.0 Is available to support the work of the Chair. 
4.0 Learns the role and responsibilities of the Chair so succession is possible and easily implemented. 
5.0 One Vice-Chair chairs the Resource and Fundraising Development Committee, and the other chairs the 

Membership, Communications and Marketing Committee. 
6.0 May act as a signing officer for the Guild. 
7.0 Orients the new Vice-Chair (s). 

 
Evaluation 

1.0 The Nominating and Governance Committee annually reviews the Vice-Chairs’ Job Descriptions. 
2.0 Recommended changes are presented to the Board. 
3.0 The Vice-Chairs’ performances are evaluated annually through a process to be identified by the Board. 
4.0 The Chair will communicate the results of the evaluation. 
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Treasurer 
The Treasurer, subject to the provisions of any resolution of the Board of Directors, shall have care and custody of all the 
funds of the Guild and shall deposit, or cause to have deposited, the same in the name of the Guild in such bank or 
banks, or with such other depository or depositories, as the Board of Directors may direct. 
 
Accountability 
The Treasurer is accountable to the Board of Directors. 
 
Term 
The Treasurer shall be elected by the members at an Annual General meeting for a term of up to two (2) years. The 
Treasurer may be re-elected for another two (2) years for a maximum term of four (4) years. 
 
Duties 

1.0 Serves on the Executive Committee. 
2.0 Chairs the Finance and Audit Committee. 
3.0 Oversees an independent audit from an outside accounting firm. 
4.0 Acts as a signing officer for the Guild. 
5.0 Monitors the financial operations of the Guild to ensure it meets the objectives of the business plan and the 

annual budget. 
6.0 Leads the budget process, presenting it, on behalf of the Finance and Audit Committee, to the Board for 

approval. 
7.0 Receives and reviews cash flow statements to ensure the ongoing viability of the Guild. 
8.0 Ensures that all GST and employee remittances are paid and that such payments are verified by a signed 

statement to that effect, normally by the Executive Director, to the Board of Directors. 
9.0 Keeps financial reports on file. 
10.0 Reviews the terms of reference of the Finance and Audit Committee, with the Committee, and makes any 

recommendations for revision to the Board of Directors. 
11.0 Orients the new Treasurer. 

 
Evaluation 

1.0 The Nomination and Governance Committee annually reviews the Vice-Chairs’ Job Descriptions. 
2.0 Recommended changes are presented to the Board. 
3.0 The Treasurer’s performance is evaluated annually through a process to be identified by the Board. 
4.0 The Chair of the Board will communicate the results of the evaluation. 
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Secretary 
Accountability 
The Secretary is accountable to the Board of Directors. 
 
Term 
The Secretary is elected by the membership at an Annual General Meeting for up to a two-year (2) term and may be re-
elected for a maximum of a four-year (4) term. 
 
Duties 
The Secretary: 

1.0 Serves on the Executive Committee. 
2.0 Give or cause to be given, notices for all meetings of the Board of Directors, and the Members when directed to 

do so, and shall have charge of the minute books* and records of the Guild (other than accounting records) and 
shall keep or cause to be kept records containing: 

a. a copy of the Bylaws and all amendments thereto; 
b. minutes of meetings and resolutions of Members and Directors and any committee thereof; 
c. the names, addresses and other occupations, if any, of all persons who are or have been Directors of 

the Guild, with the several dates on which each became or ceased to be a director, and 
d. the names and addresses of all persons who are members of the Guild. 

3.0 Keeps records of Board attendance. 
4.0 Signs Board minutes. 
5.0 Records or causes to be recorded all corrections to the Board minutes. 
6.0 Conducts General Board Correspondence. 
7.0 Ensures members of the Guild are notified of the General Meetings. 
8.0 Orients the new Secretary. 
9.0 Is a member of either the Nominating and Governance Committee, the Membership, Marketing and 

Communications Committee or the Program Committee. 
 
Evaluation 

1.0 The Nominating and Governance Committee annually reviews the Secretary's Job description.  
2.0 Recommended changes are presented to the Board. 
3.0 The Secretary’s performances are evaluated annually through a process to be identified by the Board. 
4.0 The Chair of the Board will communicate results of the evaluation. 
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Board of Directors - Committees 
Terms of Reference 
Committees are an essential tool for the effective and efficient functioning of a not-for-profit corporation's board of 
Directors. An appropriate committee structure enables a board to focus its expertise where it can be most effectively 
utilized and manage the flow of information, so That Directors are not burdened with unnecessary material that can 
hinder rather than facilitate good decision-making. Solid committee work—i.e., a thoughtful assessment of information 
that results in well-focused recommendations or options—is a linchpin of prudent and informed board decisions. All 
Board members are expected to serve on at least one (1) standing committee. 

Executive Committee3  (Exec) 
Membership 

▪ Chair  
▪ Immediate Past-Chair 
▪ Vice-Chair(s) 
▪ Treasurer 
▪ Secretary 
▪ Executive Director (non-voting), when one is employed 

 
Reports to 

1.0 Board of Directors at every Board meeting. 
 

Frequency 
1.0 Meets between Board meetings and in emergencies. 

 
Responsibilities 

1.0 Carries on the work of the Board of Directors between meetings. 
2.0 Oversees Personnel4. 
3.0 Provides leadership for policy, planning, finance and personnel. 
4.0 Serves as steward of the Guild’s Strategic Plan and ensures Board activities support that Plan. 
5.0 Addresses matters specifically referred to it by the Board of Directors. 
6.0 Authorizes expenditures, in accordance with Board policy, on behalf of the Guild between meetings. 
7.0 A report of such expenditure shall be made at the next meeting of the Board Authority. 
8.0 The Chair of the Executive (or designated member) is the Chair of the related working groups created as the 

need arises. Working Groups report to the Executive Committee, which in turn reports to the Board. 
 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The full Board is to review the terms of reference and the effectiveness of the Committee’s performance every 
two (2) years. 

  

 
3 There are differences of opinion regarding the necessity of Executive Committees. They can alienate the rest of the Board members if they hoard 
information and make the majority of the decisions, just taking them to the full Board for ratification. In the current situation, with no Executive 
Director and some Board members possibly unwilling to handle details, it would seem prudent. The need for an Executive Committee should be 
reviewed every two to four (2 to 4) years. 
4 When the Guild again has staffing, a separate Personnel Committee with individuals with experience in Human Resources could be created and 
chaired by an Executive Committee member. 
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Finance and Audit Committee5 (FAC) 
Membership 

▪ Chair: Treasurer or as designated by the Board. 
▪ Two (2) members of the Executive Committee. 
▪ At least one (1) member at large. 

 
Reports to 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

1.0 Ensures activities are in support of the Guild’s strategic plan. 
2.0 Financial planning to develop annual budgets for consideration and approval by the Board. 
3.0 Monitors performance of actual against budget by reviewing financial statements. 
4.0 Develops, reviews, and recommends financial policies to the Board. 
5.0 Negotiates the payment of debt and lines of credit as necessary. 
6.0 Manages financial risk. 
7.0 Serves as steward of the Guild’s business plan. 
8.0 Implements and oversees the Guild’s insurance plans. 
9.0 Oversees the Guild’s financial and control systems. 
10.0 Reviews and recommends to the Board for approval the annual financial statements, including the selection of 

appropriate accounting policies and practices. 
11.0 Recommends the appointment of the external auditor and the appropriate fee. 
12.0 The Chair of the FAC (or designated member) is the Chair of the related working groups created as the need 

arises. Working Groups report to the FAC, which in turn reports to the Board. 
 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The full Board shall review the terms of reference and the effectiveness of the Committee’s performance every 
two (2) years. 

 

  

 
5 Eventually the Audit Committee might be a separate Committee that needs to meet only twice a year and is only responsible for the audit 
functions. For now, the functions will be combined. It may also need to be responsible for day to day banking, ensuring the remittances are made, 
and receipts written during the transition. 
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Nominations and Governance Committee (NGC) 
Membership 

▪ Chair: Immediate Past-Chair or as designated by the Board6. 
▪ One other member of the Executive Committee. 
▪ Two other members of the Board of Directors. 
▪ One (1) representative from the membership. 

 
Reports to 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

1.0 Recommends Board and Committee structure, including their size and composition. 
2.0 Reviews and makes recommendations for any changes as appropriate to governance documents. 
3.0 Ongoing review of the governance manual and making recommendations for revision and edits. 
4.0 Recommends qualifications for Directors, including, among other things, the competencies, skills, experience 

and personal qualities recommended for candidates for Board membership. 
5.0 Identifies Board candidates performing such due diligence as may be deemed appropriate on individuals 

believed to be qualified candidates for Board membership. 
6.0 Ensures all newly appointed directors are provided with an orientation as to the nature and operation of the 

business and affairs of the Guild and as to the role of the Board and its committees. 
7.0 Facilitates ongoing training of directors concerning matters of corporate governance. 
8.0 Recommends and implements an annual self-evaluation to assess the effectiveness and contribution of the 

Board, of all committees of the Board and of the directors. 
9.0 The Chair of NGC (or designated member) is the Chair of relevant working groups as the need arises.  Working 

Groups report to the NGC, which in turn reports to the Board. 
 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation: 

1.0 The Board shall review the terms of reference and the effectiveness of the Committee’s performance every two 
(2) years. 

 
 

  

 
6 There should be two (2) potential Vice-Chairs in training, though they could also just be community volunteers. 
Note1: Consideration could be given to including the Vice-Chair, even serving as Chair, as the nominees will be the people he or she will be 
working with when becoming Chair. Past-Chairs are often used however, for their experience, understanding what’s required in a director, and 
with a bit of distance and independence. 
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Program Committee (PC) 
Membership 

▪ Chair: Vice-Chair or as designated by the Board. 
▪ At least two (2) other members of the Board of Directors. 
▪ At least two (2) representatives from the membership. 

 
Reports to: 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

1.0 Ensures activities undertaken are in support of the Guild’s Strategic Plan. 
2.0 Listens to the membership as to their priorities for programs and services of the Guild. 
3.0 Recommends priorities for membership programs and services. 
4.0 If staff are present, the PC oversees programs and services. In the absence of staff, the PC plans and prepares 

program and service proposals, oversees and monitors the programs, and recruits volunteers to carry out 
implementation directly or recruits coordinators or working groups who are responsible for implementation.  

5.0 The Chair of PC (or designated member) is the Chair of related programs working groups, or recruits 
coordinators, as the need arises, such as for 

a. The David Williamson National Short Story Competition. 
b. The Rabindranath Poetry Competition. 
c. Other Guild programs and services. 

6.0 Coordinators and Working Groups report to the PC, which in turn reports to the Board. 
7.0 Ensures programs and activities abide by Guild guidelines, policies and procedures. 

 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The Board shall review the terms of reference and the effectiveness of the Committee’s performance every two 
(2) years. 
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Marketing, Communication and Membership (MCMC) Committee 
Membership 

▪ Chair: Secretary or as designated by the Board. 
▪ At least two (2) other members of the Board of Directors. 
▪ At least two (2) representatives from the membership. 

 
Reports to 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

a. Ensures activities are in support of the Guild’s strategic plan. 
b. Recommends policies for membership recruitment and renewal. 
c. Ensures a membership list is kept and is up to date. 
d. Ensures Membership cards are provided to new and renewing members. 
e. Provides analysis of membership information to assist with Board decisions and strategic approaches. 
f. Negotiates discounts and other membership card benefits. 
g. Oversees communication management, including social media. 
h. Oversees marketing management. 
i. Oversees website management. 
j. Chair of MCM Committee (or designated member) is Chair of related working groups as the need arises. The 

WDP Working Group reports to the MCM Committee, which in turn reports to the Board.  
a. The Website and Digital Protocols Working Group (WDP), created on June 25, 2025, 

i. Provides oversight and direction for the operation of the Guild’s website, including website 
maintenance, Standard Operating Procedures (SOP, step-by-step instructions for tasks to 
ensure consistency, efficiency and compliance with standards) 

ii. Provides oversight and direction for volunteers assisting with the website. 
b. All digital materials, including website passwords, registration, files and related materials will be 

stored in the Secretary's digital drive (approved June 25, 2025) 
k. Coordinate with other standing committees or working groups, as necessary 

 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The Board shall review the terms of reference and the effectiveness of the Committee’s performance every two 
(2) years.  
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Resource Development and Fundraising Committee (RDFC) 
Membership 

▪ Chair: Vice-Chair or as designated by the Board. 
▪ Two other members of the Board of Directors. 
▪ One (1) representative from the membership and one (1) community member appointed by the first four for their 

fundraising expertise in the community. 
 
Reports to 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

1.0 Ensures activities are undertaken in support of the Guild’s strategic plan. 
2.0 Reviews and recommends to the Board a long-term resource development strategy for securing operating, 

capital and endowment funds for the Guild. 
3.0 Develops annual fundraising plan, including budget and targets for the Board’s consideration and approval. 
4.0 Monitors fundraising plan. 
5.0 Recommends resource development policies to the Board. 
6.0 Develops and recommends to the Board the policy for involving the Board and individual directors in fund-

raising and resource development activities. 
7.0 Recruits, develops, and coordinates volunteers. 
8.0 The Chair of RDF (or designated member) is the Chair of related working groups created as the need arises. 

Working Groups report to the RDFC, which in turn reports to the Board. 
 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The Board shall review the terms of reference and the effectiveness of the Committee’s performance every two 
(2) years.  
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Diversity, Equity and Inclusion (DEIC) Committee 
Membership 

▪ Chair: Immediate Past-Chair or as designated by the Board. 
▪ One other member of the Executive. 
▪ At least two (2) other members of the Board of Directors. 
▪ At least two (2) representatives from the membership. 

 
Reports to 

1.0 Board of Directors at every Board meeting. 
 
Frequency 

1.0 As determined by the Board, monthly meetings are recommended. 
 
Responsibilities 

1.0 Ensures Diversity, Equity and Inclusion (DEI) activities are undertaken in support of the Guild’s Strategic Plan. 
2.0 Keeping up to date on best practices in DEI. 
3.0 Reviewing each planned program with a DEI lens to ensure compliance with Guild DEI guidelines, policies and 

procedures. 
4.0 Overseeing that Board members and volunteers undergo appropriate orientation in the Guild’s DEI guidelines, 

policies and procedures. 
5.0 Reviewing individual complaints promptly and the timely submission of the recommended course of action to 

the Board of Directors. 
6.0 The Chair of the DEI Committee (or designated member) is the Chair of the related working groups created as 

the need arises. Working Groups report to the DEIC, which in turn reports to the Board. 
 
Authority 

1.0 Its decisions are subject to approval by the Board of Directors. 
 
Evaluation 

1.0 The Board shall review the terms of reference and the effectiveness of the Committee’s performance every two 
(2) years. 
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Board of Directors - Meetings 
A Typical Board Meeting 

1.0 The Board meets an average of six times per year. 
2.0 Meetings are held virtually and may be held in the Guild Boardroom on the fourth floor of the Artspace Building, 

521-100 Arthur Street in Winnipeg. The Board meets virtually using such platforms as Zoom videoconferencing 
or other telecommunication means. 

3.0 Meetings are chaired by the Chair, Co-Chair, the Vice-Chair or a designated Board member in the Chair’s 
absence.  

4.0 The quorum at the meetings is 60%. 
5.0 Voting is by a show of hands. 
6.0 Proceedings loosely follow Roberts’ Rules of Order or as agreed upon. 
7.0 Items typically considered at a regular Board meeting are as follows: 

 
AGENDA 
1. Approval of the agenda, 
2. Approval of previous minutes, 
3. Business arising from the minutes, 
4. Correspondence, 
5. Reports 

a. Board Chair – Executive Committee 
b. Treasurer – Finance and Audit Committee 
c. Chair – Nomination & Governance Committee 
d. Chair – Program Committee 
e. Chair – Membership, Communications & Marketing Committee 
f. Chair – Resource Development and Fundraising Committee 
g. Chair - Diversity, Equity and Inclusion Committee 

6. Review of recovery or strategic plans, 
7. Task assignments with timelines, 
8. Governance (including meeting evaluation), 
9. Next meeting dates and possible agenda items, 
10. Adjourn. 

 
8.0 After the meeting or as agreed, the Chair or designate will request directors to fill out the Meeting Evaluation 

Form (see attached form) and submit it to the Secretary. The Secretary will provide a summary of the 
evaluations to the Board at the next meeting. 
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Meeting Evaluation Form 
Please indicate your degree of satisfaction with the following statements by placing a check mark in the appropriate box. 
Your options are: 

___ Very Satisfied 
___ Somewhat Satisfied 
___ Satisfied 
___ Dissatisfied 
___ Somewhat Dissatisfied 
___ Very Dissatisfied 

 
1. We spent sufficient meeting time addressing broad future issues and did not dwell on past problems. 
2. We worked to respect and advance the aims expressed in our current Strategic Plan. 
3. We all had a fair opportunity to voice our comments and opinions. 
4. We were given sufficient documentation to exercise our responsibilities appropriately. 
5. The time allotted to individual agenda items was sufficient. 

 
Comments: 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
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A Typical Annual General Meeting Agenda 
The Guild’s annual general meeting, held once per year (usually in the fall), deals with business that the Bylaw requires 
the Guild to address (See Article 4, Manitoba Writers’ Guild Bylaw 1).  
 
A typical agenda for the Annual General Meeting is as follows: 
 

AGENDA 
1. Welcome 
2.  Land Acknowledgement 
3. Approval of agenda 
4. Review and approve minutes of the previous General Meeting 
5. Business arising from the minutes 
6. Correspondence 
7. Chair’s Report 
8. Treasurer’s Report 
9. Motion to accept the audited financial statements 
10. Appointment of the auditor 
11. Committee Reports 
12. Directors’ election 
13. Volunteer Appreciation 
14. Adjournment of AGM 

 
Typical documents that would be distributed at the Annual General Meeting include: 

15. Agenda 
16. Minutes from the previous General Meeting 
17. Annual Report – includes Chair’s Report, Treasurer’s Report and Committee Reports 
18. Audited Financial Statements for the fiscal year just ended 
19. Annual Operating Budget for the Upcoming Year 
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SECTION B, GUILD GUIDELINES 
Guidelines for Guests at Board and Committee Meetings 
Approved June 2013 
 
PURPOSE 
These Guidelines help prepare guests to attend meetings of the Board of Directors (the Board) of the Manitoba Writers’ 
Guild or its Committees. 
 
The business of Board and Committee meetings will proceed in an accessible, safe, and secure manner for all meeting 
participants, where possible. These Guidelines describe measures that are consistent with past practice and with the 
relevant Board-approved bylaws, policies and procedures. 
 
GUIDELINES 

1.0 Board and Committee meetings are generally not open to the public, as discussions at such meetings may 
involve confidential matters. Attendance at a meeting is limited to those guests whom the Chair has explicitly 
invited. All such guests are required to maintain confidentiality regarding everything they hear and receive 
during the meeting. 

2.0 Guests may be asked to comply with measures to address safety and accessibility considerations. Whenever 
possible, these measures will be conveyed to a guest in advance of his/her/their arrival at a meeting. 

3.0 Guests may be required to sign in upon arrival at a meeting, and the names provided through this process may 
be listed among the attendees included in the official minutes of the meeting. 

4.0 Guests may request a copy of the portion of the minutes from a meeting they attend, but the Chair of the 
meeting will have the discretion to provide them. 

5.0 Guests attending meetings of the Board or a Committee do not have speaking privileges unless they have been 
advised of such privileges in advance of the meeting or are granted speaking privileges at the meeting. 

6.0 Guests may be asked to leave a Board or Committee meeting at any time by the Chair of the meeting and are 
expected to do so without delay. 

7.0 Interference with the progress of a meeting by a guest will not be permitted, and the Chairperson of the meeting 
will instruct any guest who attempts to impede the business of the meeting to leave. In such circumstances, 
guests are expected to leave the meeting promptly. 

8.0 No audio or visual record or transmittal by any guest of any Board or Committee meeting is permitted without 
prior approval by the Chair of the relevant meeting.  

9.0 Questions concerning these guidelines may be directed to the Secretary or Executive Director. 
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Guidelines For Volunteers 
Approved August 2014, revised October 2025 
 
WHO WE ARE 
The Manitoba Writers’ Guild is a provincial arts service organization representing professional and emerging writers in 
Manitoba. Its mission is to encourage, develop, promote and celebrate writers and writing, to support the freedom to 
write and to read, and to advocate for the well-being of writers. 
 
WHY VOLUNTEER FOR THE GUILD? 
Volunteering offers an opportunity to form connections and contribute to the broader writing and arts communities. You 
can meet people from diverse backgrounds and with a wide range of interests. You'll be involved in events and programs 
that enrich the arts scene in Manitoba. 
 
Volunteers benefit the Guild in many ways, too. Like many arts organizations, we run on a small budget. The contributions 
of volunteers to the Guild's events and programs enable us to offer more and better programming. Volunteers bring a 
broad range of skills, interests and experience, diverse perspectives, and a wide range of community contacts. 
 
BECOMING A GUILD VOLUNTEER 
When you join the Guild or renew your membership, you can check the appropriate box on the membership form, or you 
can e-mail manitobawritersguild3@gmail.com or submit via the Volunteer page on the Manitoba Writers’ Guild website. 
 
When a volunteer opportunity comes up, the Guild will contact the volunteers on the list with a description of the duties 
involved. 
 
The Guild may occasionally conduct interviews for volunteer positions, depending on the nature of the task and the level 
of responsibility. In such cases, the Guild may also seek references if the volunteer would be required to handle cash or 
other material assets of the Guild. For example, suppose the volunteer is expected to work with vulnerable individuals as 
part of their duties. In that case, the Guild may require additional information, such as background or criminal record 
checks, as may be required by law or as reasonable in the circumstances. 
 
TRAINING AND SUPPORT 
Volunteers will receive orientation and, where necessary, training appropriate to their assigned tasks. When a volunteer 
signs up for a task, they will receive clear information about their responsibilities and the person they will report to. 
 
HEALTH AND SAFETY PROVISIONS 
The Guild takes the health and safety of its volunteers seriously. The Guild will ensure that all volunteers are aware of the 
fire exits, both within the Artspace building and in other venues where events are held, and will inform them of any 
relevant safety procedures. If volunteers have any health or safety concerns about the nature of the duties assigned, they 
should discuss them with a Guild member as soon as possible. 
  
ACCESSIBILITY 
The Artspace building is wheelchair accessible. When events are held in other venues, the Guild will ensure volunteers 
are informed about the accessibility features of that venue. The Guild will make reasonable efforts to accommodate 
volunteers with specific accessibility needs. 
 
GRIEVANCES 
If a volunteer has a concern related to their duties, they should first speak with their supervisor (the Guild contact) and 
attempt to resolve the problem. If this does not resolve the situation, the volunteer may address their concerns in writing, 
giving pertinent details of dates and circumstances, to the Guild's Chair by sending an email to 
manitobawritersguild3@gmail.com  
 
If the supervisor has concerns about the volunteer's performance, they will speak directly with the volunteer to resolve 
the issue. If this is unsuccessful, the supervisor will refer the matter to the Board for consultation at its next regularly 
scheduled meeting. 
 
REIMBURSEMENT OF EXPENSES 
Volunteers will be reimbursed for out-of-pocket expenses related to their role with the Guild when those expenses are 

mailto:manitobawritersguild3@gmail.com
mailto:manitobawritersguild3@gmail.com
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reasonable and have been pre-approved by the Guild. Volunteers should record their expenses and submit receipts 
wherever possible. 
 
CONFIDENTIAL INFORMATION 
When volunteers come across or are provided with confidential information about the Guild, its Board, its staff, or its 
members, they must respect the confidentiality of that information and not share it with anyone, except as required in the 
course of their duties with the Guild. Volunteers may be required to sign a Confidentiality Agreement. 
 
CONTACT INFORMATION 
Email: manitobawritersguild3@gmail.com  
 
 
  

mailto:manitobawritersguild3@gmail.com
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Programs and Services Guidelines 
Programs and Services Guidelines are developed under the oversight of the Program Committee to ensure continuity of 
programs and services offered by the Guild. All guidelines are living documents and will be revised as required.  
  
 

Beta Reader Service (BRS) - Under development 

Book Chats - Under development 

Book Launches - Under development 

Guild Sanctioned Workshops and Educational Events - Under development 

Manitoba Book Awards - Under development 

Sheldon Oberman Mentorship - Under development 

Writing, Rants and Ramblings Evenings - Under development 

Youth Writing Program - Under development 
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Critique Circles Guidelines – Multi-Genre Prose, BIPOC and Poetry 
Guidelines: Planning and Conducting Effective Critique Sessions – Multi-Genre Prose 
Poetry and Black, Indigenous, People of Colour (BIPOC) Critique Circle guidelines to be developed if different from the 
Prose guidelines (or points added to the current Prose Guideline). 
Approved by Prose Coordinators: October 2023 
 
The objectives of the Critique Sessions are 

a) to provide a supportive environment, 
b) to allow writers of all abilities to read a sample of their work to build their self-confidence in reading in public, 
c) to receive constructive feedback from the moderators and other participants and observers, and 
d) to practice the art of giving and receiving positive and respectful feedback. 

 
The sessions also allow writers to build their own writing community, strengthen their skills and talents and hopefully 
build friendships with like-minded folks. Due to the time available and the demand from writers, it is not possible or 
practical for participants to submit more than a sample of their work. For those who would appreciate feedback on more 
substantial works, the Guild’s beta reading service is one option; alternatively, writers may seek to develop relationships 
with other writers outside of the formal sessions. 
 
Pre-Session Process 

1. Coordinator: Orient all new participants before the first session. 
2. Coordinator: Send invitations to the email list on the 1st of the month. List the type, time, date, maximum 

number of participants (and observers) and moderators of each session.  
3. Participants: List a preferred date and an alternative date, and self-identify as a participant or an observer. 
4. Coordinator: Once available slots are filled, send a confirmation email to the email list, confirming the 

participants and observers for each session. Note alternative participants in the event of cancellations. 
5. Participants: If confirmed but unable to attend, please inform the coordinator as soon as possible to allow 

them to arrange an alternate participant. 
6. Coordinator: Send an email reminder on the Friday before each event, requesting that participants submit their 

work immediately. Note submissions should meet the guidelines. 
7. Participants: In the submission email, please identify the word count and any warnings (See the Code of 

Conduct on our website, mbwriters.ca, for more details). Please submit a Word document with each page 
containing the participant’s name, title, and page number. For Prose sessions, a maximum of 1,500-2,000 
words (approximately five pages, double-spaced, using 12-point font) is recommended. Depending on the 
Circle, no PDFs or other formats are allowed. 

8. Coordinator: Send out the Zoom invite on the morning of the session. 
9. Moderators: Create and distribute an agenda with allotted time slots or establish a process, such as inviting a 

volunteer to start the readings, to ensure participants can read and receive feedback. Read the work 
beforehand and be ready to add feedback if time allows. 
 

Session Process and Responsibilities 
1. Moderators and Participants: Ensure the Zoom link is open before the start time, and be ready for the session. 

The Zoom link will be available 30 minutes before the official start time for those who would like to discuss the 
session beforehand. 

2. Moderators: Have the responsibility and authority to ensure an orderly, respectful meeting. If necessary, read 
out any guideline reminders at the start of the session, such as respecting others' time and sharing feedback 
after the session. 

3. Moderators: Oversee readings. Giving time limit warnings if necessary. Politely stop reading if necessary and 
invite feedback. Monitor the input as accurately as possible to ensure that all who wish to provide feedback can 
do so. Provide feedback. 

4. Participant Readers: Respect time allotment to allow for full participation of everyone. Listen to feedback and 
respect differences in experiences. 

5. Participant/Observer Feedback: Read submissions. Provide feedback in a positive manner. Prioritize 
comments based on their value to ensure that all participants have sufficient time to provide feedback. Any 
additional comments not shared due to time constraints can be shared with the individual by email after the 
meeting, with the participant’s permission. Observers are welcome to provide feedback. 

6. Moderators: Promptly inform the coordinator of any improvement opportunities or items that require additional 
attention from the sessions. 
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The Art of Giving and Receiving Feedback 

 
Participants Receiving Feedback 

• Be open to feedback. 
• Be aware that people have different knowledge and life experiences, which may influence the type of feedback 

they provide. 
• Be aware of sensitive topics that, while not a trigger for the writer, could trigger other people. 
• Listen without defending your approach. 
• Recognize that you don't have to incorporate everyone’s feedback. 
• Select the feedback that you feel works best for your story. 

 
Participants Providing Feedback 

• Be respectful. 
• Be positive in comments, i.e., identify phrases, sentences or paragraphs that really work for you 
• Be as concise as possible. 
• Select the most essential point first; if time permits, add other points for the writer’s consideration. 
• Be aware that people have different knowledge and life experiences, which influence their stories 
• Be aware of your own triggers and point of view. 
• Be open to different points of view. 
• Remember that the writer chooses what feedback to incorporate since it is their story. 
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Short Story and Poetry Competitions 
Coordinators in 2024/25: Sharon Hamilton and Christiane Dunia 
Approved by Coordinators: July 2025 
 
The Guild currently offers two competitions: The Dave Williamson National Short Story Competition (“The Dave”) and The 
Rabindranath Tagore Poetry Competition (“The Tagore”) for Manitoba. Overall, the two competitions share a similar 
approach, as shown below. 
 
These competitions depend on the extraordinary support of volunteers. The Guild acknowledges and gives respectful 
thanks to the team of volunteers, including the coordinators, for their generous contributions. 
 
PLANNING AND PREPARATION: Identify any changes for the upcoming year based on the debriefing from the previous 
year (Pre-September). The coordinators 

1. Develop an initial budget and timeline. 
2. Determine the number of preliminary judges and contact them to serve as judges. 
3. Determine the number of lead judges and contact them to serve as judges. 
4. Review competition theme and guidelines, as appropriate, including submission, story or poem length, prepare 

rubrics for use by preliminary and lead judges, etc. 
5. Review programming calendar - approximately 10-month calendar to provide more time for judging and editing 

for “The Dave” and 5 months for “The Tagore.” 
6. Review any necessary changes for the preparation of the anthology. 
7. Develop initial budget. 
8. Apply for funding, approach sponsors, and provide a revised gift agreement for sponsors, as necessary. 
9. Provide a draft report for Board approval before commencement of the process. 
10. Contact the Chairs of appropriate committees with relevant information about planning aspects, and especially 

changes from previous years, for items that the committee oversees (i.e., MCM and the website). Provide 
opportunity for committee input, if appropriate. 

PROMOTIONS: promoted competitions in the following ways (September, October and November). The coordinators, 
with a team of volunteers 

1. Develop the annual poster with revised guidelines, as necessary. 
2. Provide promotions in the Guild newsletter and on social media. 
3. Provide promotions on the Guild website and add dates and guidelines. 
4. Organize volunteers to send the competition posters and guidelines to organizations and individuals across the 

country, and provide posters to all Winnipeg libraries. 
5. Follow-up promotions are sent out in December, January, and February. 

JUDGING: identification of the short stories and poems for the Long List, Short List, Finalists, Winners and Honourable 
Mentions (January through March). The coordinators 

1. Recruit and confirm judges by mid-September (mid-to-late October may be more feasible) and review 
guidelines with them. 

2. Review a plan to deal with entries, especially last-minute entries, in coordination with the website administrator 
and the judges (January). 

3. Meet with all preliminary judges to discuss the judging process, the rubric, commenting for feedback to the 
writers, selecting their top three, and a timetable of when to expect batches of entries to arrive, etc. (first week 
of January). 

4. Begin to send batches of 15 entrees to pairs of judges as soon as entries arrive so that judges can begin their 
work as quickly as possible. 

5. Monitor the judging of batches, allowing two weeks (3 weeks maximum) per batch of 15 entries (a very intense 
judging time). 

6. Compile two lists:  
a. A “Gold List” comprised of entries that both of the paired preliminary judges considered to be 

potential winners (i.e., 15 entries for “The Dave”), and  
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b. A “Silver List” comprised of entries that at least one preliminary judge had selected as a potential 
winner (i.e., 27 entries for “The Dave”).  

7. Provide support for the final judging process, including providing the “Gold List” to the lead judges who read, 
deliberate and determine the Long List, Short List, and Finalists and ultimately the prize winners and honourable 
mentions. The final decisions about prize winners and honourable mentions are kept confidential until the Gala 
and Reception. 

8. Take notes, make the appropriate lists and distribute them to the Guild volunteers for circulation through the 
newsletter, website and social media. 

9. Write a congratulatory email to the authors on the Silver List. 
10. Write an email notifying the author that their entry has not made the finalist list if they were on the Silver List. 

PUBLICATION – AN ANTHOLOGY or THE GUILD WEBSITE (as appropriate) 
For “The Dave” (while the judging is occurring, March to April), the coordinator 

1. Arranges for the design of the cover of Beyond Boundaries (as appropriate) 
2. Begins working on the publication details (front cover info; ISBN, Introduction, Welcome, Acknowledgements, 

etc.) and arranging a timeline with the printers (PrintPro) – to the printer ideally by May 1, May 10th at the latest. 
3. Collects judges’ photos and bios. 
4. Sends contracts to all finalists as soon as the finalists are decided (end of March, and even before the 

decisions about 1st, 2nd, and 3rd are made). The contract template was developed by a lawyer (Guild member).  
5. Collects photos and bios of the authors.  
6. Organizes the editorial staff to begin working on the finalists’ stories once the finalists are known. Editing is 

minimal and focused on typos, formatting, punctuation, and other surface errors, so the stories appear as 
close as possible to their “competition” state, without the distraction of apparent mistakes or errors.  

7. Determines the printer, the number of copies and the cost/price. Complimentary copies are given to winners, 
judges, and editors and distributed to judges who were unable to attend the reception. 

8. Requests Beyond Boundaries to be added to the Shop section of the Guild website (price plus postage) after 
“The Dave” Reception and Launch. 

9. Arranges with the treasurer/accountant and the judges for their preferred way of receiving their Honoraria. 

For “The Tagore,” the coordinator 
1. Sends contracts to all finalists as soon as the finalists are decided (approximately the end of March, and even 

before the decisions about 1st, 2nd, 3rd and honourable mentions are made). 
2. Collects bios of the authors. 
3. Collects judges’ photos and bios. 
4. Arranges posting of the winning poems on the Guild website after the Gala and Launch. 
5. Arranges with the treasurer/accountant and the judges for their preferred way of receiving their Honoraria. 

RECEPTION AND LAUNCH  
The coordinators 

1. Undertake event planning, including location, in-person and Zoom coordination (as necessary), volunteers to 
assist with signage, speeches, food and drink, etc., before the event (end of May, early June) 

a.  Over 70 participants attended either in-person or online sessions for “The Dave” in 2025. 
b. Twenty-five people RSVP'd and brought guests, resulting in a total attendance of close to 35 people for 

“The Tagore” in 2025. 
2. Gather finalist prizes, including cheques and certificates for “The Dave,” and cheques, trophies, medals and 

scarves are collected from the sponsor and his brother for “The Tagore.” 
3. Arrange for videoconferencing and audio equipment. Thanks to our volunteers, technology plays a crucial role in 

ensuring that everyone can be seen and heard, as needed.  
4. Arrange for a volunteer host (online) to engage online participants throughout the evening. 
5. Arrange for Guild reporters to cover the events, if possible, with coverage posted online on the website Blog or 

prepare a report for posting. 
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6. Provide letters to authors highlighting key comments from judges and invite them to submit the following year 
for “The Dave.”  

REPORT TO THE BOARD OF DIRECTORS INCLUDING FINANCIAL ACCOUNTING 
Coordinators (early June) 

1. Seek recommendations for improvement from their respective teams and meet to discuss coordinated 
improvements. 

2. Prepare a final report for the Board by mid-June summarizing the key details of the competitions, including 
timeline, languages, themes, preliminary and final judges, number of entries, number of entries on long list, 
short list, finalists (winners, honourable mentions), reception, identified challenges and possible solutions, and 
recommendations.  

3. Coordinate the final financial statement with the Treasurer after all expenses are submitted. The goal is to grow 
competitions to be self-supporting. 

4. Notes:  
• For “The Dave,” a grant from the Manitoba Arts Council was received for two of the three (2of 3) years 

(2024 and 2025) of the competition.  “The Tagore” is sponsored by Dr. Kamal Malakar for five years, 
with 2025 being the second year of his sponsorship. 

• Honoraria are essential for those who volunteer with professional expertise, such as judges, 
editors/designers, and technicians. Covering these areas of expertise is always a challenge.  Several of 
the volunteers donate their honoraria to the Guild. 
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SECTION C, POLICIES AND PROCEDURES 
 

Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Corporate Administration Issued: Oct. 1, 2023 

Subject: 
 Membership Policy Effective: Oct. 1, 2023 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued 
by: 
 

Nomination and Governance 
Committee 

Dated: Oct. 1, 2023 

 
1.0 PURPOSE 

To outline the requirements for and responsibilities of Manitoba Writers’ Guild (MWG) Directors and staff 
members with regard to membership. 
 

2.0 APPLICATION 
This policy applies to all Directors, staff members of the Manitoba Writers’ Guild and its general membership. 

 
3.0 MEMBERSHIP GENERAL NOTE 

Membership in the Manitoba Writers' Guild is open to writers working in all genres and at all levels of 
development. Membership is also open to persons who are not writers but who are interested in the art of 
writing and who support the aims of the Guild. 
 

4.0 POLICY 
I. Membership Categories and Fees 

Categories of membership are described in Article 3 of the Guild's bylaws. 
 
Reduced fees are designated for full-time post-secondary students, youth, and those on fixed 
incomes. 

Note 1: For the purposes of Guild membership, “youth” denotes an individual who is under the age of 18 
and/or a student in primary or secondary school. A lifetime member is not required to pay a membership fee. 

 
II. Appeal Process 

The Board may reject an application for membership or revoke membership under certain 
circumstances. 
 
Where the Board, in its discretion, rejects any application for membership or revokes any person’s 
membership in the Guild, the Board’s decision must be communicated in writing to the affected 
applicant or member. 
 
The affected applicant or member may appeal the decision of the Board by setting out, in writing, the 
reasons why their application should be accepted, or their membership not revoked. The Board must 
receive any written appeal within two weeks from the date of service of the Board’s original decision. 
The affected applicant or member will be deemed to have accepted the Board’s decision if they fail to 
appeal the decision in writing and within the timeframe specified. 
 
Where the Board receives an appeal in writing within the timeframe specified, the Board will review the 
appeal and provide the affected applicant or member with the Board’s final decision in writing. No 
further appeal from this final decision is available. 
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Manual: 
 

Not-for-Profit  
SPP No. 

 

Section: 
 

Corporate Administration Issued: 1 July 2009 

Subject: 
 Conflict of Interest 

Effective: 1 January 2009 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
1.0 PURPOSE 
To outline the expectations placed upon the Manitoba Writers’ Guild (MWG) Directors and staff members with regard to 
situations where there may be real, potential, or apparent conflicts of interest. To protect the interests of the MWG as an 
ongoing concern and its stakeholders, including but not limited to all MWG members, past, present, and potential. 
 
To provide guidance to Board and Staff members and a point of reference for other stakeholders. 
 
2.0 BACKGROUND 

The many stakeholders of the Manitoba Writers’ Guild expect the Directors and the staff of the MWG, as well as its 
committee members and jurors, to maintain high standards of honesty, integrity, impartiality, and ethical conduct. 
MWG Directors and staff must be constantly aware of the need to avoid situations that could result in actual or 
perceived misconduct, or conflicts of interest. As such, MWG Directors and staff must conduct themselves, in their 
official and personal relations (which could be associated with MWG activities), in a manner that encourages the 
respect and confidence of MWG stakeholders and other observers in the broader community. 
 

3.0 DEFINITIONS 
Conflict of Interest means any situation in which a director or staff member, either for himself/herself or for other 
interested parties as listed below, attempts to promote a private or personal interest which results or appears to 
result in an improper personal material gain or advantage by virtue of his/her position, or an interference with the 
objective exercise of his/her duties as a director or staff member. 
 

a. For the purposes of this policy, interested parties shall include: 
the Directors’ or staff members’ immediate family (partner, parents, children, brothers or sisters); 

b. the Directors’ or staff members’ business partner (even if it pertains to an unrelated venture); 
c. an organization in which the director or staff member is serving as an officer, director, trustee, partner or 

employee, including a business, non-profit organization, arts organization, or a municipal, provincial or 
federal body; or 

d. any person or organization with whom the member has or is negotiating an arrangement concerning 
prospective employment. 

 
4.0 POLICY 

General 
I. A. Policy Statement shall be made readily available to all Directors, staff members and members of the 

MWG and forwarded to appropriate stakeholders (as the Board Executive or Executive Director deems 
necessary) in order that appointments to the MWG staff or Board may be made with due regard to the 
policy outlined herein. Prospective staff or Board members shall be requested to disclose to the MWG any 
existing or foreseeable activities, with which he or she may become involved, that could constitute a 
Conflict of Interest (examples of such activities are set out in paragraph 4.11 below). Prior to the 
appointment to the MWG Board or staff, Executive members will be fully informed of the disclosure (if any). 
Should any Conflict of Interest activities arise once the director or staff member has been appointed, he or 
she shall disclose said Conflict of Interest activity to the MWG Executive Director, if staff, or the Chair in the 
case of the Executive Director. When no Executive Director is employed, it should be brought to the 
attention of the Board Chair, who shall subsequently inform the MWG Board of Directors. Activities as set 
out in paragraph 4.12 shall not constitute a Conflict of Interest. 
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B. Disclosure shall be made annually by Directors and staff, and at the beginning of Board, Executive or 
other committee meetings in which discussion will occur and decisions will be made in which the staff or 
Board member may appear to have an interest. Once conflict has been disclosed, the individual with the 
conflict of interest will not participate in the discussion and will not vote on the matter. 
 

II. MWG Directors and staff members shall perform their official duties in such a manner that confidence and 
trust in the integrity, objectivity, and impartiality of the MWG and its board are preserved and enhanced. 
 

III. MWG Directors and staff members shall be obligated to act in a manner that will bear the closest scrutiny, 
an obligation that is not fully discharged by simply acting within the law. 

 
IV. MWG Directors and staff shall not have a financial or other interest that could conflict in any manner with 

the discharge of their duties. Involvement or employment outside the MWG, or financial or other interests 
which reduce, or demonstrate the potential to reduce, the ability to give the MWG impartial or disinterested 
service shall be avoided. 

 
V. Upon appointment to the MWG Board or staff, and thereafter, the individual shall make all reasonable 

attempts to arrange their private affairs in a manner that will prevent real, potential, or apparent conflicts of 
interest arising. But suppose such a conflict does arise between the private interests of a director or staff 
member and the official duties and responsibilities of that director or staff member. In that case, the 
conflict shall be a) disclosed and b) resolved in the interest of the MWG and its stakeholders. 

 
VI. MWG Directors or staff members shall not solicit or accept transfers of economic benefit other than salary 

and benefits, incidental gifts, customary hospitality, or other benefits of nominal value from the MWG, its 
members, customers or suppliers, unless the transfer is pursuant to the usual and enforceable contract or 
property rights of the member. (For instance, a director or staff member may not solicit or accept a MWG 
contract which would favour the individual in a manner inconsistent with normal MWG distribution 
practice, but may pursue and accept their normally contracted share of revenues from the contract.) 
 

VII. MWG Directors and staff members shall not step out of their official roles to assist private entities or 
persons in their dealings with the MWG where this would result in preferential treatment to any such private 
entity or person. 
 

VIII. MWG Directors and staff members, for purposes of their private or personal interests, shall not take 
advantage of, or benefit from, information that is obtained in the course of their official duties and 
responsibilities and that is not generally available to other MWG members specifically or the public 
generally. 
 

IX. MWG Directors or staff members shall not directly or indirectly use, or allow the use of, MWG resources of 
any kind, including property leased to the MWG, for anything other than activities formally approved by the 
Board, the Executive Committee, or the Executive Director. If approved by the Executive Director or 
Executive Committee, these activities shall be reported to the Board at the first meeting following their 
approval. 

 
Appointment Obligations & Disclosure 

X. Upon appointment to the MWG Board or staff, and as a condition of appointment, Directors and staff 
members shall resign from such positions that would reduce their ability to give the MWG impartial service. 
 

Activities Constituting Conflict of Interest 
XI. The following activities shall be examples of conflict of interest activities, and is not meant to be an 

exhaustive list: 
o membership on boards of organizations, or on committees that could receive benefits from the MWG; 
o receipt of gifts, whether of a monetary nature or not, that may confer expectations of benefit from 

individuals or organizations; 
o ownership of assets that could receive benefits from the MWG; 
o involvement in workshops or mentorships for the MWG. 

 
Activities Not Constituting Conflict of Interest 
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XII. The following activities shall be examples of activities not constituting a Conflict of Interest, but is not 
meant to be an exhaustive list: 

o receiving honoraria, reading fees, speaking fees, or stipends for participating in conferences, 
serving on juries, or writing articles for the MWG; 

o serving on not-for-profit Boards unrelated to the activities of MWG. 
 

Potential Conflicts 
XIII. A. When a director or staff member is under consideration for a grant, award or position by the Board or by 

any jury or committee of the MWG, the director or staff member associated with the grant application or 
nomination shall: 

o disclose his/her interest, and not participate in the consideration of, or vote upon, such 
application for a grant or recommendation for an award or position; and 

o refrain from attempting, directly or indirectly, to influence the decision(s) of the board, jury or 
committee. 

B. An interest in such a grant, award or position includes any matter or situation where a member of the 
MWG board or the people and entities described in 3.1 a) to d) inclusive has a direct or indirect interest 
beyond the interest of an ordinary citizen. 

C. The minutes of the MWG board (or jury, committee or staff ) meeting shall, in each case, record the 
Directors’ or staff members’ disclosures of interest and the fact that they took no part in the 
discussion or decision. 

 
XIV. A. Members of the MWG Board and staff shall be eligible to apply for any grants, or be nominated for 

awards during the course of their term as Board or staff members of MWG, provided that they do not in any 
way participate in or influence, the application process, and that they dismiss themselves from any 
discussion or decision making regarding the recommendations of, or process of, or appeals or challenges 
involving the jury. 
 
B. These restrictions do not limit the MWG Board or staff member, if she/he is a working writer, from 
secondary benefits from individuals, organizations and activities funded by the MWG, provided that such 
benefits result from normal and generally accepted arrangements between an individual or organization 
and a writer, and are not the result of a gain or advantage by virtue of his/her position as a member of the 
MWG Board or staff. 
 
D. MWG Directors and Board members shall be eligible to participate in any program administered, 

directly or indirectly, by the Manitoba Writers’ Guild (training/educational programs, outreach 
programs, etc.) after obtaining the formal approval of the MWG Chair or the Executive Director. 
Notwithstanding the rights and powers of the other stakeholders and participants in the program, the 
Staff or Board member must acknowledge and accept that the Chair or Executive Director may at any 
time restrict, terminate, or prohibit further participation in the program, in the interest of the MWG or 
other stakeholders or participants in the program. 
 

XV. No Director or member of the MWG staff shall forward any individual’s application for a MWG grant, award 
or position involving a competitive process. 

 
Restriction of Board Service 

XVI. MWG staff may not serve on the MWG Board of Directors. The Executive Director represents staff and 
serves as an ex officio member of the Board and the Executive Committee and is an officer of the 
organization, but is not a director. 

 
Dispute Resolution 

XVII. The resolution of disputes arising from the interpretation of this Statement on Ethics and Conduct of MWG 
board members shall be the responsibility of a committee composed of the Chair of the MWG board, the 
Vice-Chair of the MWG board and the Executive Director of the MWG. If the dispute involves a committee 
member, that individual will withdraw from the committee’s membership. The committee may choose to 
appoint a fourth person from outside the current MWG board membership if, in its view, the circumstances 
warrant it. The committee's decision is final. 

 
Post-Appointment Obligation 
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XVIII. MWG Directors and staff members shall not act, after they leave their MWG position, in such a manner as 
to take improper advantage of their previous office as a staff member of the Manitoba Writers’ Guild. 
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DISCLOSURE OF A CONFLICT OF INTEREST 
for Manitoba Writers’ Guild Directors, officers, committee members, and staff 
 
At this time, I am a Board or committee member, or an employee, partner, or owner, of the following organizations: 
 
____________________________________________ 
 
Now this is to certify that, except as described below, I am not now nor at any time during the past year have been: 
 
 

1. A participant, directly or indirectly, in any arrangement, agreement, investment, or other activity with any 
vendor, supplier, or other party doing business with the MWG, that has resulted or could result in personal 
benefit to me. 

2. A recipient, directly or indirectly, of any salary payments, loans, gifts of any kind; or any free service or discounts 
from or on behalf of any person or organization engaged in any transaction with the MWG. 

 
Any exceptions to 1 or 2 above are stated below with a full description of the transactions and of the interest, whether 
direct or indirect, which I have (or have had during the past year) in the persons or organizations having transactions with 
the MWG. 
 
Date:  ____________________ 
 
Signature: ____________________ 
 
Printed name: ____________________ 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Corporate Administration Issued: July 1, 2009 

Subject: 
 Confidentiality 

Effective: Jan. 1, 2009 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued 
by: 
 

 Dated:  

 
5.0 PURPOSE 

To outline the requirements for Manitoba Writers’ Guild (MWG) Directors and staff members in the use and 
disclosure of confidential information pertaining to the Manitoba Writers’ Guild. 
 

6.0 APPLICATION 
This policy applies to all Directors and staff members of the Manitoba Writers’ Guild. 

 
7.0 POLICY 

I. Manitoba Writers’ Guild Directors and staff members shall serve the MWG and its Board using all best 
efforts to promote the interests thereof and will not directly or indirectly disclose the private affairs of the 
Manitoba Writers’ Guild, its Board, MWG members, applicants, or other stakeholders. Directors and staff 
members shall not directly or indirectly use for their own purposes any confidential information that they 
may acquire with respect to the affairs of the MWG. This restriction on the use or disclosure of information 
shall be in effect during the term of appointment and at all times thereafter, unless and until that 
information becomes public knowledge through another source. 
 

II. Confidential information pertaining to the Manitoba Writers’ Guild, its Board, its members, and its staff 
shall be discussed internally and with other related agencies with discretion and only as needed to carry 
out one’s duties as a member of the Board or staff of the Manitoba Writers’ Guild. 

 
III. Any breach of confidence is considered a serious matter and will be dealt with by the Executive Director, or 

by the Chair of the MWG in the case of the Executive Director, and by Board members, as appropriate. The 
Executive Director or Chair will report the breach of confidence to the Executive, and to related agencies or 
individuals as required by the circumstances, request that the Executive Director (or the Executive 
Committee, in the case of the Executive Director or a Board member) consider suspension, termination or 
non-renewal of the staff member’s contract, or the termination of the Director’s service on the Board. 
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NON-DISCLOSURE AGREEMENT 
 

Non-Disclosure Agreement 
 

This Non-disclosure Agreement (the "Agreement") is entered into by the Manitoba Writers’ 
Guild (“Disclosing Party) and _______________________________________ (“Receiving”  
                                                              (print name of employee/volunteer) 
Party) collectively referred to as the "parties" for the purpose of preventing the 
unauthorized disclosure of Confidential Information as defined below. The parties agree to 
enter into a confidential relationship with respect to the disclosure by one or each (the 
"Disclosing Party") to the other (the "Receiving Party") of certain proprietary and 
confidential information (the "Confidential Information"). 
 
1. Definition of Confidential Information. For purposes of this Agreement, "Confidential 
Information" shall include all information or material that has or could have commercial 
value or other utility in the business in which Disclosing Party is engaged. If Confidential 
Information is in written form, the Disclosing Party shall label or stamp the materials with 
the word "Confidential" or some similar warning. If Confidential Information is transmitted 
orally, the Disclosing Party shall promptly provide a writing indicating that such oral 
communication constituted Confidential Information. Confidential Information, with 
respect to the Manitoba Writers’ Guild, includes all member information, personal 
information of fellow employees and volunteers, or financial details to which the Receiving 
Party may be privy. 

2. Exclusions from Confidential Information. Receiving Party's obligations under this 
Agreement do not extend to information that is: (a) publicly known at the time of disclosure 
or subsequently becomes publicly known through no fault of the Receiving Party; (b) 
discovered or created by the Receiving Party before disclosure by Disclosing Party; (c) 
learned by the Receiving Party through legitimate means other than from the Disclosing 
Party or Disclosing Party's representatives; or (d) is disclosed by Receiving Party with 
Disclosing Party's prior written approval. 

3. Obligations of Receiving Party. Receiving Party shall hold and maintain the 
Confidential Information in strictest confidence for the sole and exclusive benefit of the 
Disclosing Party. Receiving Party shall carefully restrict access to Confidential Information 
to employees, contractors, and third parties as is reasonably required and shall require 
those persons to sign nondisclosure restrictions at least as protective as those in this 
Agreement. Receiving Party shall not, without prior written approval of Disclosing Party, 
use for Receiving Party's own benefit, publish, copy, or otherwise disclose to others, or 
permit the use by others for their benefit or to the detriment of Disclosing Party, any 
Confidential Information. Receiving Party shall return to Disclosing Party any and all 
records, notes, and other written, printed, or tangible materials in its possession pertaining 
to Confidential Information immediately if Disclosing Party requests it in writing. 
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4. Time Periods. The nondisclosure provisions of this Agreement shall survive the 
termination of this Agreement, and the Receiving Party's duty to hold Confidential 
Information in confidence shall remain in effect until the Confidential Information no 
longer qualifies as a trade secret or until the Disclosing Party sends the Receiving Party a 
written notice releasing the Receiving Party from this Agreement, whichever occurs first. 

5. Relationships. Nothing contained in this Agreement shall be deemed to constitute 
either party a partner, joint venturer or employee of the other party for any purpose. 

6. Severability. If a court finds any provision of this Agreement invalid or unenforceable, 
the remainder of this Agreement shall be interpreted so as best to affect the intent of the 
parties. 

7. Integration. This Agreement expresses the complete understanding of the parties with 
respect to the subject matter and supersedes all prior proposals, agreements, 
representations, and understandings. This Agreement may not be amended except in a 
writing signed by both parties. 

8. Waiver. The failure to exercise any right provided in this Agreement shall not be a waiver 
of prior or subsequent rights. 

This Agreement and each party's obligations shall be binding on the representatives, 
assigns, and successors of such party. Each party has signed this Agreement through its 
authorized representative. 

Disclosing Party 

By: _________________________________ 
                                  (Signature) 

Printed Name: ________________________ 

Title: ________________________ 

Dated: _________________ 
 
 

Receiving Party 

By: ______________________________________ 
                                     (Signature) 

Printed Name: _____________________________ 

Title: _____________________________ Dated: ______________ 
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Manual: 
 

 Not-for-Profit SPP No.  

Section: 
 

 Corporate Administration Issued: July 1, 2009 

Subject: 
  Privacy 

Effective: Jan. 1, 2009 

Issue to: 
 

 All Manual Holders Page:  

 Replaces:  
Issued by: 
 

  Dated:  

 
1.0 PURPOSE 

To outline the requirements for Manitoba Writers’ Guild (MWG) Directors and staff members in the way that 
personal information of our members is handled and managed. 
 

2.0 APPLICATION 
This policy applies to all Directors and staff members of the Manitoba Writers’ Guild. 
 

3.0 STATEMENT 
The privacy of personal information of our members is of the utmost importance to the Manitoba Writers’ Guild. 
Any information gathered by the Guild will be kept strictly confidential and will only be used as outlined below. 

 
4.0 POLICY 

The Manitoba Writers’ Guild does not sell, rent or trade personal information to any commercial third party. We 
will take special care to protect the privacy and security of your information. 
 
The Guild uses the information provided by members of the Manitoba Writers’ Guild: 

o to identify you as a member; 
o to contact you about your membership or other benefits that may be available to Guild members; 
o to distribute our electronic and paper publications, notice of Annual General Meetings, and other 

relevant mailings; 
o to email the electronic update; 
o to contact you about Manitoba Writers’ Guild programming, and notify you of changes to programs 

and/or services; 
o to record and support your participation in the activities you select; and 
o to forward messages received by the Guild on your behalf. 

 
Personal information that you provide to The Manitoba Writers’ Guild will not be made available to any other 
company for that company’s use without your permission. The Manitoba Writers’ Guild may disclose aggregate 
information about our membership (i.e., overall statistics) to third parties for research or promotional purposes. 
Information that personally identifies you will be kept strictly confidential. However, we may use, disclose, and 
communicate your personal information if required to do so by law, including in response to a court order. 
 
Please note that any information you post on a public bulletin board, chat or discussion room (when made 
available) on the Manitoba Writers’ Guild’s website may be available to all persons accessing that electronic or 
online product or service. 
 
Furthermore, any information you choose to provide to another party or website will be subject to their 
respective Privacy Policy, Terms of Use, and Disclaimer. For example, if you access a site from our information 
or a link while on our site, the information you provide to that party is subject to their Privacy Policy, rather than 
ours. We will not be responsible for any use or disclosure of any such information by that party. 
 
If you notify us in writing or by email that you do not wish to receive any further contact, we will respect your 
request and remove your data. 
 
The Privacy Officer of the MWG shall be appointed annually by the Board from among the officers. 



54 

 
Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Corporate Administration Issued: Jul. 31, 2023 

Subject: 
 Working with Youth 

Effective: Jul. 31, 2023 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

Nomination and Governance 
Committee 

Dated: Jul. 31, 2023 

 
 

1.0 PURPOSE 
To outline the requirements for keeping youth safe as it pertains to any Manitoba Writers’ Guild activity or joint 
programs with other related organizations for which the Manitoba Writers Guild has a primary responsibility. 
 

2.0 APPLICATION 
This policy applies to all board members, volunteers and staff working with youth under the age of eighteen. 
 

3.0 POLICY 
I. Manitoba Writers’ Guild, its  Directors, volunteers and staff will act in the best interest to ensure the safety 

of all youth members and other youth involved in Guild or joint community programming at all times. 
 

II. A Board-appointed Director of the Youth Programming will coordinate all Youth activities. 
 

III. The Board will ensure the Director of the Youth Programming has a valid criminal record and a child and 
adult abuse registry check. It is the responsibility of the Director of Youth Programming to ensure that any 
volunteer (including Board members) and staff engaged in working directly or indirectly with youth are also 
subjected to the same checks. (One on one direct or indirect contact is prohibited.) 

 
IV. The checks noted in III should be conducted prior to, or as soon as reasonably possible after, the date of 

hire or volunteer service. 
 

V. In addition to III and IV, the specific hire or volunteers assigned to any youth initiative will fall under the 
supervision of the Director of Youth Programming. 

 
VI. If at any time during the course of the hire or volunteer service, there is a change in the status related to the 

searches or checks, the individual must immediately disclose this to the guild. 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Finance Issued: June 25, 2013 

Subject: 
 Financial Policies & 

Procedures 

Effective: June 25, 2013 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
 

1.0 PURPOSE 
The purpose of this policy is to explain the way bank accounts will function, define how financial transactions 
must occur, and clarify the use of petty cash and credit cards. This includes ensuring the Board of Directors has 
authorized all bank accounts. 
 

2.0 APPLICATION 
This policy applies to all officers of the MWG. 
 

3.0 PROCEDURE 
I. Bank Accounts and General 

A resolution of the Board of Directors must approve all bank accounts. The resolution of the Board of 
Directors must approve all signing authorities. The signing authorities shall be any two of: Executive 
Director, Chair, Vice-Chair, Treasurer or Secretary. 
 
All payments by the Guild, with the exception of payments from Petty Cash, must be made by cheque, 
credit card or transfer from one of the Guild’s bank accounts. 
 
All funds received by the Guild must be deposited in one of its bank accounts. 
 
The Board must approve all advance payments for contracts or wages of Directors. 
 

II. Cheques 
All cheques require two signatures by persons who are either Directors or officers. No one may sign a blank 
cheque, or sign cheques in advance, leaving cheques with one signature on hand (in effect requiring only 
one signature to complete the cheque). 
 
The Executive Committee has the authority to authorize cheques up to $1,000 and may, if it chooses, 
delegate that authority to the Executive Director, provided that all cheques will still require two signatures. 
Any such expenditure shall be reported to the Directors at the next meeting of the Board of Directors. 

 
III. Petty Cash 

Petty cash amounts will be limited to a $100 float. 
 

IV. Credit Cards 
The Board of Directors will approve the use of any credit card for Guild business purposes. The Board of 
Directors will not permit the use of a Guild credit card by any person unless their functions and duties 
necessitate the use of a Guild credit card. 
 
All corporate credit cards are the property of the Guild, and authorized users shall take the necessary 
precautions to ensure the safekeeping of such credit cards. 
 
A person authorized to use a Guild credit card will not: 
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a. use the credit card for any expenditure not directly related to that person’s role with the Guild. 
b. exceed any maximum limits set for the credit card from time to time. 
c. request that the maximum limit for the credit card be raised unless directed to do so by the Board 

of Directors; 
d. obtain cash advances through the card; 
e. authorize any personal expenditure; or 
f. claim double allowances (i.e. request reimbursement for an expense already paid by the card). 

 
 

A person authorized to use a Guild credit card will be personally liable for any unauthorized transactions 
unless the card is lost, stolen or subject to fraud on the part of a third party. 
 
A person authorized to use a Guild credit card will return the credit card to the Executive Director (or such 
other person specified by the Board of Directors) where: 

a. that person resigns or their contract with the Guild is terminated, as applicable; 
b. the Board of Directors determines that there is no longer a need for the person to have access to 

Guild credit cards; or 
c. the bank has canceled the credit card. 

 
The Executive Director is responsible for providing an expense report for credit card purchases to the Board 
of Directors prior to any regularly scheduled Board meeting, where any transactions have taken place since 
the last report. 
 
The Executive Director is responsible for assuring that any individual authorized by the Board of Directors to 
use a Guild credit card receives and reads a copy of this Policy and signs a statement, substantially in the 
form attached hereto as Appendix “A”, agreeing to adhere to this Policy. 
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MWG CREDIT CARD AGREEMENT 
 
As a representative of the Manitoba Writers’ Guild (the “Guild”), I have been provided access to a Guild credit card and 
permitted to use said credit card for bona fide, acceptable business purposes related to the business of the Guild. 
 
As a condition of the use of the credit card, I agree that I have read and understood and will comply with the Guild policy 
entitled “The Financial Management Policy” (the “Policy”) as it relates to credit cards. 
 
I further understand that failure to abide by this agreement or the Policy can result in disciplinary action up to and 
including termination of employment or my contract, as applicable. 
 
I further agree to immediately return the card to the Guild upon the termination of my employment or contract with the 
Guild, as applicable, and for whatever reason. 
 
Accepted and Agreed to this __ day of ______, ______.  
 
Per: 
_________________________ 
Signature 
 
_________________________ 
Name 
 
_________________________ 
Title 
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Manual: 
 

Not-for-Profit  
SPP No. 

 

 
Section: 
 

 
Finance 

 
Issued: 

 
Jun. 25, 2013 

Subject: 
 Cash Management 

Effective: Jun. 25, 2013 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
1.0 PURPOSE 

This policy defines the method by which cash flow requirements will be evaluated and how cash will be 
managed to meet these requirements. This policy also defines the authority required for maintaining and 
utilizing a line of credit and other methods of borrowing funds. 
 

2.0 APPLICATION 
This policy applies to the Board of Directors, Finance and Audit Committee, Executive Committee and MWG 
staff. 

 
3.0 PROCEDURE 

Manitoba Writers’ Guild management, which in the absence of staff is the Executive Committee of the Board of 
Directors, will prepare a cash flow analysis as part of the annual budget process, taking into account the 
availability of cash for operations, capital needs and special projects throughout the budget cycle. 
 
Cash flow statements will be considered by the Board of Directors reviewing actual performance against 
projections at every meeting as part of the Finance and Audit Committee (Treasurer’s) Report. 
 
MWG management will provide statements to every Board of Directors’ meeting confirming that all wages due 
have been paid and remittances to the Receiver General have been made as required. 
 

  



59 

 
Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Finance Issued: Jun. 25, 2013 

Subject: 
 Budget Development 

Effective: Jun. 25, 2013 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
1.0 PURPOSE 

To provide oversight of MWG finances, develop revenue and expense budgets. 
 

2.0 APPLICATION 
This policy applies to the Finance and Audit Committee, MWG management and the Board of Directors. 

 
3.0 PROCEDURE 

MWG Management, which serves as the Executive Committee in the absence of staff, will develop revenue and 
expense budgets for the Board's approval. In the absence of staff, these budgets will be initially developed by 
the Finance and Audit Committee, then recommended to the Executive. The Executive will review and revise the 
budget before referring it to the full Board of Directors for approval. 
 
Budgets, including those for annual operations, capital needs, grant applications and any projects to be 
undertaken by the MWG, shall be reviewed by the Finance and Audit Committee, which will make 
recommendations to the Board. All budgets must balance or show a surplus. Actual performance against 
budget will be reviewed by the Finance and Audit Committee before being referred to the Board of Directors, 
with any necessary recommendations to maintain the organization's financial health. 

 
Revenue designated for use in the following year or for specific projects shall not be entered as cash when 
received, but shall be entered as deferred revenue, not to be used for purposes other than for which it was 
designated. 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Finance Issued: June 25, 2013 

Subject: 
 Investment 

Effective: June 25, 2013 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
1.0 PURPOSE 

This policy is meant to give guidelines and direction to the ongoing funds of the Manitoba Writers’ Guild. 
 

2.0 APPLICATION 
This policy applies to the Finance and Audit Committee, MWG management and the Board of Directors. 

 
3.0 PROCEDURE 

The MWG Finance and Audit Committee will identify excess funds consistent with the requirements of the Cash 
Policy. 
 
The organization, after paying all debts, shall invest excess funds, as identified by the Finance and Audit 
Committee, in an investment account. 
 
Investments will only be made in low-risk securities, including: 

a. obligations of the Government of Canada or guaranteed by the Government of Canada 
b. obligations of a Province of Canada or guaranteed by a Province of Canada 
c. obligations of a Schedule 1 Canadian Chartered Bank, including securities such as bonds or 

debentures, and other investments such as Guaranteed Investment Certificates or term deposits. 
Investment of excess cash balances must satisfy the following investment objectives: 

o Investment yields that maximize returns to ensure continued growth while minimizing capital 
erosion by inflation at a low level of risk to the organization  

o a level of liquidity to provide flexibility to adjust to changing market conditions  
o maturity terms ensuring sufficient cash is available. 
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Manual: 
 

Not-for-Profit  
SPP No. 

 

Section: 
 

Finance Issued: June 25, 2013 

Subject: 
 Annual Audit 

Effective: June 25, 2013 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issued by: 
 

 Dated:  

 
1.0 PURPOSE 

To ensure the accurate preparation of independent annual audited statements. 
 

2.0 APPLICATION 
This policy applies to the Finance and Audit Committee, MWG management and the Board of Directors. 
 

3.0 PROCEDURE 
The Finance and Audit Committee shall serve as the audit committee until it is possible to establish a separate 
audit committee. Both shall include the Treasurer (See also Finance and Audit Committee terms of reference). 
 
The Finance and Audit Committee shall review the year-end statements of the organization prior to the audit 
and ensure that all books, records, and information related to financial transactions have been accurately 
incorporated by the bookkeeper (normally contracted for services) so that they are ready for the audit review. 
 
The draft audit will be reviewed by the Finance and Audit Committee, ensuring it receives the entire audit, 
including any management letter and notes to the statements, and recommending any changes that may be 
required from the auditors. 
 
The completed audited statements will then be reviewed by the Board of Directors, who in turn will recommend 
the acceptance of the audited financial statements to the membership at the Annual General Meeting. 
 
The Finance and Audit Committee will regularly review the work of the appointed auditors and will call for bids 
from audit firms, including the current auditors, unless their performance has been unsatisfactory, every three 
years. 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Corporate Administration Issued: Jul. 31, 2023 

Subject: 
 Accessibility 

Effective: Jul. 31, 2023 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issue by: 
 

Diversity, Equity  and Inclusivity 
Committee 

Dated: Jul. 31, 2023 

 
1.0 PURPOSE 

To outline the requirements for Manitoba Writers’ Guild (MWG) Directors, staff members and volunteers in their 
role in ensuring that the MWG upkeeps its promise of adhering to The Accessibility for Manitobans Act and as 
outlined in the MWG’s Accessibility Statement. 
 

2.0 APPLICATION 
This policy applies to all Directors, staff members, volunteers and members of the Manitoba Writers’ Guild 
(MWG). 
 

3.0 POLICY 
I. The Manitoba Writers’ Guild is committed to bridging the gap that socio-economic boundaries may impose 

on access to membership by ensuring that options are provided to those who are unable to pay the regular 
annual membership fee. 

II. The Manitoba Writers’ Guild is committed to ensuring that all events that it hosts are accessible to 
members of the community with disabilities. This includes: 

a. Request for Accommodation 
b. Venue accessibility (access to ramps, elevators). 
c. Website accessibility 
d. Access to American Sign Language (ASL) interpreters 
e. Welcoming of Support Persons 
f. Welcoming of Service Animals 
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MWG ACCESSIBILITY STATEMENT 
MWG is dedicated to extending a high level of customer service to all of its Members, associates, and visitors. In order to 
facilitate fulfilling experiences for our differently abled members and guests, we are working to identify, remove and 
prevent barriers in our various venues. 
 
We take accessibility seriously and are in the process of adopting strategies that encompass the unique needs of our 
diverse community. 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

Corporate Administration Issued: Jul. 31, 2023 

Subject: 
 Diversity, Equity and Inclusivity 

Effective: Jul. 31, 2023 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issue by: 
 

Diversity, Equity and Inclusivity Committee Dated: Jul. 31, 2023 

 
1.0 PURPOSE 

To outline the requirements for Manitoba Writers’ Guild (MWG) Directors, staff members and volunteers in 
their role in ensuring that the MWG upkeeps its promise of adhering to the commitments outlined in its 
Diversity and Inclusivity Statement created to address the systemic issues that may impact Indigenous 
peoples, peoples belonging to racialized and marginalized groups, people with disabilities, women and 
members of the 2SLGBTQ+ communities. 
 

2.0 APPLICATION 
This policy applies to all Directors, staff members, volunteers and members of the Manitoba Writers’ Guild 
(MWG). 

 
3.0 POLICY 

I. The Manitoba Writers’ Guild (MWG), as a member-based Arts organization supporting and 
representing aspiring, emerging and established Manitoban writers, is committed to providing a safe 
and inclusive space for all our members to work on their craft and optimize their writing potential. 
Keeping in mind, that Indigenous peoples, peoples belonging to racialized and marginalized groups, 
people with disabilities, women and members of the 2SLGBTQ+ communities are generally 
underrepresented. 
 

II. The Manitoba Writers’ Guild (MWG) board must ensure that the conversation about the systemic 
issues faced by Indigenous peoples, peoples belonging to racialized and marginalized groups, people 
with disabilities, women and members of the 2SLGBTQ+ communities is ongoing within the Guild and 
that research and training in relation to these issues are accessible to the Directors and staff members 
of the Guild. 
 

III. The Manitoba Writers’ Guild (MWG) board must ensure that there is an effective Diversity, Equity and 
Inclusion Board Standing Committee that meets regularly, hears complaints and issues in relation to 
Diversity and Inclusivity practices of the MWG, reviews guidelines and best practices and reports 
regularly to the Board for recommendations for action. 

 
IV. The Manitoba Writers’ Guild (MWG) is committed to working with others in the implementation of the 

recommendations outlined in the Truth and Reconciliation Commission of Canada, where they 
specifically pertain to the writing community and our membership. 

 
V. The Manitoba Writers’ Guild (MWG) will read its Land Acknowledgement statement and Diversity, 

Equity and Inclusivity statement at all public, formal events –whether they be in person or online – 
events. These statements will also be read at the opening of all Board meetings. 

 
VI. Any opportunities hosted by the Manitoba Writers’ Guild (MWG), including – but not limited to – events, 

programs, mentorships, are assessed from a Diversity, Equity and Inclusivity lens and barriers that 
may be present for Indigenous peoples, peoples belonging to racialized and marginalized groups, 
people with disabilities, women and members of the 2SLGBTQ+ communities are addressed. 
 

VII. The Board approved the MWG’s Land Acknowledgement of Directors on June 25, 2025. 
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MWG DIVERSITY, EQUITY AND INCLUSION STATEMENT 
 
The Manitoba Writers’ Guild (MWG) endeavours to create a space, and by extension a world, where writers can work, 
play, and create to further develop the expression of their art, where their unique voices are respected and supported. We 
encourage writers from diverse backgrounds to join the MWG family, particularly our Black, Indigenous, People of Colour, 
Queer, Transgender, and Two-Spirited peers. We are further committed to providing an environment wherein the 
discourse on inequality can take place and where silenced voices can be honoured and amplified. 
 
 

MWG LAND ACKNOWLEDGEMENT 
As a provincial non-profit, the Manitoba Writers’ Guild acknowledges that Manitoba is on Treaty 1,23, 4, 5, 6 and 10 
Territories and Agreements, and the ancestral lands of the Anishinaabe, Anishininewuk, Dakota Oyate, Denésuline, 
Ininiwak and Nehethowuk Peoples. We acknowledge that Manitoba is located in the homeland of the Red River Métis. We 
acknowledge that northern Manitoba includes the ancestral lands of the Inuit.  
 
The Guild’s office is on Treaty 1 Territory, Anishinaabe (Ojibwe) and Nehiyaw (Cree) First Nations. Our drinking water and 
electricity are sourced from lands covered by Treaty Territories and Agreements.  
 
The Guild remains committed to working in partnership with First Nations, Inuit, and Métis peoples in the spirit of truth, 
reconciliation, and collaboration. This acknowledgement will change as it reflects our mutual journey of understanding.  
 
June 2025 
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Manual: 
 

Not-for-Profit SPP No.  

Section: 
 

 Issued:  

Subject: 
 Respectful and Safe Environment 

Effective: June 2025 

Issue to: 
 

All Manual Holders Page:  

Replaces:  
Issue by: 
 

Diversity, Equity and Inclusion Committee 
 

Dated: June 2025 

 
1.0 Purpose 
This policy sets expectations for MWG board members (directors), staff, members, volunteers and everyone involved in 
Guild activities, in creating and maintaining a respectful, inclusive, and safe environment within the organization and at 
all MWG-hosted events. 
 
2.0 Scope 
This policy applies to all MWG board members, staff, members, volunteers and everyone involved in Guild activities. This 
ensures the Guild can take appropriate action to protect its community, programming, and values. 
 
3.0 Guiding Principle 
The MWG is committed to fostering a welcoming, inclusive, respectful, and safe space where individuals can express 
themselves artistically and engage in constructive dialogue. The Guild does not condone hate speech, harassment, 
abuse, or violence in any form—including racism, xenophobia, homophobia, transphobia, ableism, sexism, or other 
discriminatory behaviours. 
 
4.0 Commitment to a Respectful Environment 
The MWG will: 

•  Implement safeguards to maintain respect and safety across all programming and operations. 
• Expect all participants to contribute to a harassment-free space. 
• Address concerns with fairness and sensitivity, recognizing that individuals adapt to social 
• change at different rates. 
• Treat each case as a learning opportunity and strive to improve MWG policies and 
• programming. 
• Prioritize education over punishment when handling diversity, equity, and inclusion (DEI) 
• concerns. 
• Implement a conciliatory and restorative approach to resolving conflict. 

 
5.0 Reporting a Concern 
Concerns can be raised in-person with a volunteer at an MWG event or submitted confidentially via [designated email 
address], monitored by the Chair of the Diversity, Equity, and Inclusion (DEI) Committee (or their designate). The Chair 
will acknowledge receipt promptly and follow up as appropriate. 
 
6.0 Note on Controversial Topics 
MWG values artistic freedom but recognizes that some topics may cause harm or distress. 
Event leaders and facilitators are asked to provide advance notice before presenting material that includes violence, 
trauma, or other sensitive content. Participants are expected to engage with such material respectfully and responsibly. 
 
7.0 Conclusion 
This policy ensures that the MWG responds to concerns fairly and consistently. It prioritizes education, respects due 
process, and reinforces the MWG’s commitment to an inclusive, safe, and respectful community for all. 
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Appendix: MWG Respectful and Safe Environment – 
Process for Addressing Concerns 
 
1.0 Reporting a Concern 

 
Initial Step – On-Site Volunteers: 
At MWG events, Guild volunteers who are overseeing the event may be approached if a concern arises. While these 
volunteers are not designated or trained to formally address issues, they can: 

• Listen respectfully. 
• Offer basic support and reassurance. 
• Refer the individual to the appropriate channel for follow-up, such as the DEI Chair (or their designate). 

This allows concerns to be acknowledged promptly and ensures individuals are guided toward the correct process for 
resolution. 
 
Formal Reporting: 
Members or attendees may submit concerns confidentially via [designated email address], monitored by the Chair of the 
Diversity, Equity, and Inclusion (DEI) Committee (or their designate). The Chair will acknowledge receipt promptly and 
initiate the resolution process. 
 
2.0 Concern Resolution 
The DEI Chair (or designate) will: 
1. Meet privately with the complainant to gather: 

• Name and contact details. 
• Names of involved parties. 
• Date and details of the incident. 

2. Explain the investigation process. 
3. Meet separately with the respondent(s) to gather their perspective. 
4. Consult confidentially with relevant individuals if needed. 
5. Decide whether further investigation is necessary. 

• If not, explain the decision to both parties. 
• If appropriate, facilitate a mediated discussion. 

All discussions remain confidential at this stage. 
 
3.0 Investigation 
The Investigation Panel—comprising the MWG Board Chair, Vice Chair, and an independent expert in mediation, human 
rights, or human resources—will: 
 
Review the concern and determine if MWG policies were violated. 

• if no violation occurred, meet separately with both parties to explain the findings with 
• sensitivity. 
• if a violation occurred, meet separately with both parties to discuss: 

○ The impact on the complainant. 
 ○ The intent and perspective of the respondent. 

•  Determine an appropriate resolution. 
• Maintain confidentiality throughout. 

 
Regardless of the outcome, all parties must feel heard and supported. The process should not 
Invalidate the complainant’s experience, nor assume malicious intent from the respondent. 
 
4.0 Resolution 
Within a conciliatory approach, the MWG prioritizes education over punishment and seeks to 
resolve concerns through: 
 
4.1 Educational Interventions: 
a. Facilitated Dialogue: A structured conversation between both parties to promote 
understanding. 
b. Mediated Discussion: A guided conversation with a neutral mediator to foster resolution. 
c. Formal Discussion with the Investigation Panel: A meeting where the panel provides 
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recommendations for improvement. 
 
4.2 Disciplinary Actions for Violations 
Depending on the nature and severity of the concern, the MWG may take the following actions: 

• Members may be suspended for: 
○ Explicit hate speech. 
○ Real-world violence (at an MWG event or meeting, excluding written works). 
○ Inappropriate behaviour, including harassment, abuse, or ongoing failure to comply with this policy. 
○ Conduct that the MWG Board deems inappropriate or harmful to its community. 
 

Suspension is effective upon the date of the written notice. For safety reasons, any meeting to communicate suspension 
should involve at least two board members and should not be conducted in person if there is a risk of violence. 

• Non-member participants (e.g., guests, facilitators, or workshop attendees) may be asked to leave an event or 
be denied further participation if their behaviour is inconsistent with the values and expectations outlined in 
this policy. 

 
4.3 Reinstatement and Future Membership: 

• Suspended members may reapply after their suspension period. 
• Repeat violations may result in permanent membership denial. 
• Denied applicants may submit a written appeal for review by the MWG Board Chair and Vice Chair. 

 
5.0 Commitment to Support 
Throughout this process, MWG strives to ensure all parties feel heard, supported, and treated with fairness and 
sensitivity. Our approach emphasizes education, growth, and a commitment to maintaining a safe and respectful space 
for artistic expression. 
 


