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Bicycle Nova
Scotia Mission:
Bicycle Nova Scotia is supporting and
building a provincial cycling culture through
increasing access to and participation in safe
cycling.

Core Values
Excellence || We support the development of
athletes through quality coaching, events and
programming while celebrating their
successes.
Collaboration || We work with organizations,
individuals, and all levels of government to
achieve more than we could alone. We
pursue opportunities to foster new
relationships towards shared goals.
Equity || We acknowledge the inequities built
into our society's structures and actively aim
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to build a more equitable society. By applying
a social justice lens during our work, we
ensure our programs make cycling accessible
to all Nova Scotians.
Community || We aim to build an
environment of acceptance and trust, where
people feel welcomed and excited to be
involved. We work with businesses,
organizations, and individuals in Nova Scotia
to build relationships across the province.
We value our staff and seek to create a
rewarding, safe, inclusive and creative work
environment.
Health & Safety || We shape policy, run
programs, and disseminate knowledge to
help cyclists in Nova Scotia feel safer, and
keep other users safe. We take a Vision Zero
approach to road safety and prioritize
infrastructure improvements over
enforcement. We recognize that cycling is a
healthy activity and prioritize health in our
work.
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Environment || We understand the
environmental impact of the transportation
sector and work on mitigating climate change
by reducing the total emissions caused by
transportation in Nova Scotia.
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BNS Board of Directors
Strategic planning for BNS is handled by a volunteer Board of
Directors. Board positions are generally divided into two
categories: Competition & Development (C&D) and Member
Services, Training, Education & Design (MTED). Some positions
are involved in both sides of BNS, or serve as a supporting role
for the Board.
Listed below are the BNS board positions and a brief summary
of their functions.
Co-Presidents
The Co-Presidents manage the board of directors and serve as
the chair for board and annual meetings. The Co-Presidents
also have a non-voting position on each program committee.
Above all, the Co-Presidents are responsible for keeping BNS
on track with respect to achieving long-term plans or goals.
Secretary
The Secretary is responsible for recording the business of the
board and assists the Co-President in setting the board’s
agenda.
Treasurer
The Treasurer is the financial officer for BNS. The Treasurer’s
responsibilities include reporting the association’s finances to
the board and membership, creating an annual financial
report, and doing the day-to-day banking and bookkeeping for
the association.
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Registrar
The Registrar has responsibility over all activities involving
registering members of the association. This includes creating
and maintaining event registration forms, fine-tuning the
registration process, and printing out memberships and race
licenses. The registrar also maintains a membership database
of both individual members and affiliated cycling clubs.
VP Marketing
This position involves the management of BNS’ public face to
world. This includes policies on how to respond to media
inquiries, management of the BNS web site, and all
promotional media. Other important activities include
marketing BNS to potential sponsors and maintaining
relationships with existing sponsors.
VP Gender, Equity and Inclusion
This position involves ensuring that all people who want to be
involved in cycling in Nova Scotia feel welcome and included,
regardless of identity, race, gender identity or expression,
sexual orientation, or ability, or any other analogous
characteristic. This person will attend board meetings and be a
consulted when creating new policies or documents to ensure
appropriate language is used and that there is fair
representation of all BNS members.
Events Coordinator
This position involves working with the other board members
to see where there are opportunities to host or organize
events that will benefit the BNS membership. Some of these
events will be reoccurring, while others may be developed

based on the timely needs of the membership and
organization.
VP Road Competition
This position involves managing all things related to road
racing in Nova Scotia. Duties include maintaining standards
among events, holding event organizer meetings, and working
with the Events Coordinator to establish the BNS race
calendar.
VP Mountain Bike Competition
This position involves managing all things related to mountain
bike competition in Nova Scotia. Duties will include
maintaining standards among events, holding event organizer
meetings, and working with the Events Coordinator to
establish the BNS race calendar.
VP BMX
This role is to promote the competitive and recreational use of
BMX bicycles in Nova Scotia by working toward the
construction of BMX facilities, assisting BMX clubs, and
generally facilitating the growth of the sport of BMX.
VP Athlete Development
This position’s primary focus is to promote, grow and
strengthen youth and coach participation in competitive
cycling. The roles and responsibilities include enhancing
participation through grassroots initiatives, club involvement,
provincial structure capacity enhancement, and optimizing
community and stakeholder needs. The person will develop
and schedule coaching initiatives and coordinate youth and

6

coach development opportunities. The role contains
administrative duties and community outreach to ensure all
members have access to relevant opportunities.
VP Off-Road Advocacy
This position involves helping to promote, develop, and
maintain trail systems for mountain biking in Nova Scotia,
including the construction of new trail systems, securing
access to existing trails, and provision of infrastructure. This
position also represents the interests of mountain bikers and
helps support education of cyclists on safe and
environmentally responsible off-road riding.
VP Road and Bikeway Advocacy
This position helps to make roads and bikeways of Nova Scotia
safe and accessible for all cyclists. Coordination with all levels
of government and other organizations is key to pursue the
goal that all municipalities in Nova Scotia are accessible by
safe bikeways and that bicycle infrastructure and bikeways
planning are integrated into transportation strategies at
municipal and provincial levels.
VP Education
This person is BNS’ link to all service groups and government
departments that may be in any way concerned with teaching
the public about aspects of cycling safety, including
transportation, recreation, and competition. This person will
work closely with the VP of Marketing to develop BNS
messaging around increasing public interest in cycling.

Director at Large
This position helps BNS meet its strategic goals by
working with the co-presidents and other board
members on various projects and initiatives. Your role
will involve working with committees to help provide
oversight and perspective to some of the many
elements that make up the organization.
Director at Large (Youth)
This position will be helping BNS meet its strategic goals
by working with the co-presidents and other board
members on various projects and initiatives. Your role
will involve working with committees to help provide
oversight and perspective to some of the many
elements that make up the organization.
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TOP: RIDERS ENJOYING A RIDE ALONG THE HARVEST MOON TRAIL IN THE ANNAPOLIS VALLEY. BOTTOM: BNS BOARD MEMBERS AND STAFF MOVE THE BNS TENT DURING
THE MAYORS BIKE RIDE FOR DEVOUR IN 2018.

VP Touring and Recreation
This person is BNS’ link to touring clubs and represents
BNS on government committees (at all levels) having to
do with cycling as a means of transportation. They are
also responsible for promoting the recreational use of
bicycles in Nova Scotia.

Staff Directory
Bicycle Nova Scotia is comprised of a volunteer Board of
Directors, some volunteer coordinators as well as paid staff.
Below is a list of staff positions with a summarized outline of
their job descriptions.
Director of Operations
The Director of Operations is a core position that applies
planning, organizing, leadership and quality control to the
financial management of the organization, provides support to
the BNS Board of Directors, manages insurance for
competitive and recreational events, is the first point of
contact for member and public inquiries, and helps to monitor
and manage BNS registration lists. The position also is assists
with program development and policy creation. This position
works primarily from the Sport Nova Scotia building.
Director of Bikeways and Blue Route Implementation and
Cycling Advocacy
The Bikeways and Blue Route Implementation Director assists
communities and municipalities throughout Nova Scotia in the
creation of Active Transportation (AT) Plans and engages with
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communities interested in establishing AT corridors in their
region. As a member of the Provincial Blue Route committee,
the Director also encourages municipal and provincial partners
in the creation of the Nova Scotia Blue Route. In addition to
this, the Director also coordinates and manages other BNS
programs such as the Bike Friendly Certification Program and
the Cycle Nova Scotia website and touring guides.

Provincial Cycling Coach
Bicycle Nova Scotia’s Provincial Cycling Coach is committed to
identifying high performance potential in the province’s youth
and developing them into national-caliber competitors.
Competitive riders grow into high performance athletes
following the Long Term Athlete Development model (LTAD).
Women on Wheels (WoW) Coordinator
Women on Wheels is the only club directly managed by a BNS
Volunteer Coordinator. The WoW Coordinator controls the
Facebook WoW group and coordinates and promotes WoW
weekly rides and special events throughout the province.

BNS Organizational Chart
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Bicycle Nova Scotia Code of Conduct
Bicycle Nova Scotia (BNS) is the Provincial Recreation Organization and Provincial Sporting Organization representing Cycling in Nova
Scotia. Board members, staff, volunteers and others who engage in activities with BNS routinely interact with BNS members,
athletes/coaches/officiants, the general public, the media and sponsors or advertisers. Conduct of each member of Bicycle Nova
Scotia’s leadership team, staff, general and race license members, volunteers, and others engaging with BNS reflect on the
organization as a whole.
As such, participation in Bicycle Nova Scotia is subject to the observance of the organization’s rules, policies and procedures. The
activities outlined below are strictly prohibited. Any individual engaged with activities with BNS who violates this Code is subject to
discipline, up to and including termination, board dismissal and/or removal from committees:
• Abusive or discriminatory language or hate speech towards general members, staff members, board members, event
attendees or volunteers.
• Discourtesy or rudeness to general members, staff members, board members, event attendees or volunteers.
• Verbal, physical or visual harassment of general members, staff members, board members, event attendees or volunteers.
• Actual or threatened violence toward any individual or group.
• Conduct endangering the life, safety, health or well-being of others.
• Failure to follow organization policy or procedure.
• Willful blindness that may result in injury or risk of injury to any individual or group.
• Bullying or taking unfair advantage of general members, staff members, board members, event attendees or volunteers.
• Participation in activities that can reasonably be expected to impact negatively the reputation of BNS or cycling in Nova
Scotia.
I have read and I understand BNS Code of Conduct and agree to abide by the rules described above. I understand that I may be
disciplined, up to and including termination/board dismissal, if I violate any of these rules1.
Signature __________________________________________

1

Date _______________

Additional information on harassment and sexual harassment can be found in Appendix A of the BNS Organizational Handbook for employees, volunteers and
board members.
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Bicycle Nova Scotia:
Organizational Policies and
Procedures
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BNS Harassment and Sexual Harassment Policy
1. Bicycle Nova Scotia (BNS) regards the dignity and
autonomy of all people as core values of the organization.
Every individual has something to contribute and
maintaining relationships underpinned by mutual respect,
empathy, inclusivity, reciprocity, self-leadership, and shared
accountability are fundamental to the success of the
organization.
2. Harassment, sexual harassment, and discrimination
(offensive behaviour) affect the workplace and the wellbeing of individuals and will not be tolerated. Whether from
within BNS or an outside party, any allegation of offensive
behaviour will be taken seriously and dealt with promptly.
3. It is the intent of this policy to promote involvement at all
levels in resolving situations. Resolution through the
informal process is encouraged, as is the use of mediation,
at any stage.
4. The Nova Scotia Human Rights Act prohibits sexual
harassment and discrimination on the basis of the protected
characteristics set out in the Act. BNS policy goes beyond
the parameters of legislation by prohibiting other types of
harassment within the workplace of BNS.

5. Generalized Violence, Lateral Violence, Discrimination,
Harassment (including Sexual Harassment), Mobbing, and
Bullying jeopardize mental and physical well-being and will
not be tolerated.

6. Workers will support one another as a collective and will
strive to replace disrespectful behaviour in all of its forms
with acts of Lateral Kindness.
POLICY OBJECTIVES AND ACCOUNTABILITY
Policy Objectives

7. This policy seeks to:
7.1. promote awareness for members and participants and
create understanding as to what is considered offensive
behaviour
7.2. provide a work environment that is free from all forms
of offensive behaviour
7.3. provide a mechanism to have offensive behaviour
addressed and eliminated from the workplace
Application
8. This policy applies to all members, participants, and any
person performing work for BNS. This policy applies to any
type of communication including telephone, email, text
messaging, or Social Media. It also applies to interactions
with members, partners, consultants, and others doing
business with BNS.

DEFINITIONS
9. Below are definitions as they relate to cultural respect and
humility, discrimination and harassment, and the parties
involved in work processes, the work environment, and
investigative processes.
10. Cultural Humility
10.1.
A process of self-reflection to understand
personal and systemic biases and to develop and
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maintain respectful processes and relationships based
on mutual trust. Cultural humility involves humbly
acknowledging oneself as a learner when it comes to
understanding another's experience.
Cultural Safety
10.2.
An outcome based on respectful engagement
that recognizes and strives to address power
imbalances inherent in systems. It results in an
environment free of racism and discrimination, where
people feel safe when working together.
Lateral Kindness
10.3.
Occurs when we strive to replace all forms of
violence with acts of kindness, drawing upon First
Nations cultural protocols, traditional moral teachings,
ceremonies, and spiritual practices.
Lateral Violence
10.4.
Occurs when feelings of dissatisfaction are
directed towards one another rather than recognizing
that colonization and internalized racism are the true
adversaries. Lateral violence is expressed in many
forms, such as gossip, verbal and non-verbal assaults,
passive and aggressivebehaviours blaming, shaming,
attempts to socially isolate others, demeaning
activities, bullying, and threatening or intimidating
behaviour.
Generalized Violence
10.5.
Any action, conduct, threat or gesture of a
person towards a person in the workplace that can
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reasonably be expected to cause harm, injury, or illness
to that person.
Discrimination

10.6.
Means discrimination as defined under the Nova
Scotia Human Rights Act. A person discriminates where
the person makes a distinction, whether intentional or
not, based on a characteristic, or perceived
characteristic, that has the effect of imposing burdens,
obligations or disadvantages on an individual or a class
of individuals not imposed upon others or which
withholds or limits access to opportunities, benefits
and advantages available to other individuals or classes
of individuals in society.
10.7.
Currently, under the Human Rights Act, those

grounds are age, race, colour, religion, creed, sex,
sexual orientation, gender identity, gender expression,
physical disability, mental disability, an irrational fear of
contracting an illness or disease, ethnic, national, or
aboriginal origin, family status, marital status, source of
income, political belief, affiliation, or activity, or that
individual’s association with another individual or class
of individuals referred to above. The BNS also
recognizes that person has been convicted of a criminal
or summary conviction offence that is unrelated to the
employment as grounds.

Harassment
10.8.
Derogatory (e.g. condescending, insulting,
belittling) or vexatious (e.g. aggressive, angry,
antagonistic) conduct or comments that are known or
ought reasonably to be known to be offensive or
unwelcome and includes actions or comments that are
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directed at no person in particular but that create an
intimidating,
demeaning,
or
offensive
work
environment. Bullying is a form of harassment.
Harassment detrimentally affects a person or has
adverse job-related consequences such as reduced job
security, or a negative impact on career advancement.
Harassment does not include any reasonable action
taken by an employer or supervisor relating to the
management and direction of Workers or the place of
employment.
Sexual Harassment
10.9.
A form of harassment based on sex, sexual
orientation, sexual activities, gender, gender identity, or
gender expression that involves unwelcome conduct of
a sexual nature, including making suggestive or
inappropriate comments, inappropriate touching, or
making or threatening reprisals after a negative
response to sexual advances. This includes:
10.10.
Vexatious sexual conduct or a course of
comment that is known or ought reasonably to be
known as unwelcome,
10.11.
A sexual solicitation or advance made to an
individual where the other individual is in a position to
confer a benefit on, or deny a benefit to, the individual
to whom the solicitation or advance is made, where the
individual who makes the solicitation or advance knows
or ought reasonably to know that it is unwelcome, or
10.12.
A reprisal or threat of reprisal against an
individual for rejecting a sexual solicitation or advance
10.13.
Comments, gestures or physical conduct of a
sexual nature, or actions or comments with a sexual
connotation or component that are directed at no
person in particular but that create an intimidating,
demeaning or offensive work environment, where an

individual knows or ought to reasonably know that the
behaviour is unwelcome.
Bullying
10.14.
Persistent, unwanted, offensive, or intimidating
behaviour (verbal comments, actions, or gestures) that
ought reasonably to have been known as behaviour
that would adversely affect a person's self-confidence,
dignity, or psychological or physical integrity, and which
results in a harmful environment for the individual.
Mobbing is a form of Bullying undertaken by a group
against one person to cause physical and/or
psychological harm.
Offensive Behaviour
10.15.
Means harassment, sexual harassment, or
discrimination.
Unwelcome and Unwanted

10.16.
Any action or attitude which are undesired by
the person(s) experiencing the harassment and which
the harasser(s) knows, or ought to reasonably know,
are not desired by the victim(s).
Retaliation
10.17.
Taking or threatening to take an unjustified
employment action against an employee who has made
a complaint or participated in an investigation under this
policy. Retaliation may include any negative changes in
the terms and conditions of an employee’s
employment, including transfers, changes in work
schedule or assignments, negative performance
evaluations, unwarranted discipline, harassment,
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denial of promotion or work schedule requests, or
denial of training. Retaliation may also include any
offensive behaviour towards the employee by another
employee. Retaliation does not include a complaint or
a response to a complaint, made in good faith, under
this policy.
“Reasonably Ought to Know or Have Known”
10.18.
The “reasonably ought to know or have known”
standard refers to an objective assessment of how a
specific behaviour might generally be received.

REPORTING
11. Harassment or sexual harassment can occur in a variety of
settings. Where BNS hosts events throughout Nova Scotia,
it is recommended that individuals experiencing or
witnessing incidences of harassment or sexual harassment
report the incident to:
11.1.
Event Commissaire(s)
11.2.
Race Organizer(s)
11.3.
Any coaching staff or volunteer(s)
11.4.
BNS Director of Operations
11.5.
BNS Event Coordinator
11.6.
BNS VP of Road Competition or VP MTB
Competition
11.7.
BNS Co-Presidents
12. A Complainant has the right to report to the authorities at
any time when an incident has occurred.

13. Where the incident may have occurred at a nationally
sanctioned training or racing event, reporting to Cycling
Canada is possible through the Safe Sport portal at
https://www.cyclingcanada.ca/resources/safe-sport/
14. Complaints may be reported formally or informally.
15. Complaints may lead to investigation and/or mediation.
Incidents may also be reported to law enforcement
authorities after deliberation by the BNS Board of
Directors.
16. Both the Complainant and Respondent have rights and
responsibilities related to formal and informal complaints.
Appendix B of this document provides more information in
regards to the complaints process

Gender Equity and Harassment Policy
First adopted at the 1997 AGM, re-adopted with additions by
the 2013 Board of Directors
1. The Goal
1.1. To attain and maintain equality for all genders in all
aspects of participation and access within Bicycle
Nova Scotia (BNS), including:
1.1.1. Competition, coaching, officiating,
administration, organization, leadership and
instruction;
1.2. The recognition that not all individuals may always
share the same interests in cycling, however BNS
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supports the interests of every gender fairly and
without bias.
2. Participation Development
2.1. It should be a goal of BNS to attain and maintain equal
participation levels by all genders by:
2.1.1. Identifying and addressing issues which might
discourage participation by members of all
gender;
2.1.2. Encouraging members of all genders to assume
leadership roles;
2.1.3. Encouraging members of all genders to hold
positions on boards, committees and BNS
organizations;
2.1.4. Advocating equitable treatment of all genders
at events and competitions;
2.1.5. Creating affirmative action programs to
encourage entry-level and continued participation
by all genders in events and competitions.
3. BNS should make funding available for groups, programs
or activities that are deemed by the Board to be
affirmative steps toward creating an equal level of
participation in cycling in Nova Scotia among all genders.
4. Leadership Development
4.1. BNS will ensure equal opportunity for all genders at all
levels of leadership and where necessary will provide
training opportunities to allow members of every
gender to attain the skills or knowledge necessary to
assume leadership positions within the organization.

5. Advocacy
5.1. BNS will ensure that the programs developed,
activities performed and decisions made throughout
the association reflect the ideals of this policy on
equal opportunity and that this attitude be
encouraged within affiliated clubs, sanctioned events
and representative activities.
5.2. BNS will assume a leading role in reacting negatively
to situations which discourage equal status of all
genders within cycling. Likewise, BNS will assume a
leading role in reacting positively to situations which
encourage equal status and promote equal
participation within cycling.
6. Promotion
6.1. Promotional activities and aids implemented by BNS
will represent participation of all cyclists fairly and
without bias, so as to encourage equal participation
and represent equal status within the organization.
7. Education
7.1. BNS will take affirmative action on educating its
members, affiliated clubs and organizations about the
issues of gender equality within cycling and will help
develop initiatives which foster awareness of the
rationale behind this policy.
8. Resource Allocation
8.1. BNS will ensure equitable allocation of human and
financial resources among men’s and women’s
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programs.
9. Monitoring and Evaluation
9.1. The performance of BNS regarding this policy should
be monitored and evaluated on a regular (yearly)
basis, and necessary changes should be implemented
to ensure that the policy remains effective and
progressive in achieving its goal.
10. Harassment and Discrimination
10.1.
Harassment can be described as actions,
behaviours, comments or any physical contact that
is/are unwelcome, inappropriate, unreciprocated and
objectionable. It may relate to age, gender, racial
group, disability, religion or belief, social status,
sexuality or some other ground of discrimination.
10.2.
Fair and reasonable criticism, delivered
appropriately, is not harassment.
10.3.
BNS is committed to ensuring that its
employees, members, volunteers and other
participants are able to conduct their activities in an
environment that is free from any harassment or
discrimination. BNS regards discrimination and
harassment, as described above, as gross misconduct.
Any employee, participant or volunteer who engages,
on a balance of probabilities, in such conduct will be
liable to appropriate disciplinary action in the
circumstances, be such action the jurisdiction of the
Executive, and/or attending commissaire, or other
body or individual as circumstances require.

11. Interpretation
11.1.
Interpretation of this policy is to be done
reasonably, taking into consideration BNS’ limited
financial resources; its volunteer-driven leadership
and coaching systems, and the maintenance thereof;
the decentralized and long-term nature of endurancesport athletic development; the differing goals of highperformance and grassroots-level programs; and the
recognition that meaningful changes often require
long- term efforts by committed volunteers. Come get
involved!
Relevant sections of the Memorandum of Association and
By-Laws:
3.3 NON DISCRIMINATORY POLICY In conducting all or
any aspect of its business Bicycle Nova Scotia ensures the
equality of opportunity for cycling participation.
4.8 RIGHT TO REFUSE MEMBERSHIP The Association has
the right to adopt rules that restrict membership in that
such rules do not conflict with the Charter of Rights and
Freedoms of the Canadian Constitution.
4.9 TERMINATION AND DISCIPLINE
b) The discipline of a regular member shall be the
responsibility of the Executive if the reason for such
discipline is outside the rules of competition.
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Vulnerable Persons Policies and Procedures
1. Bicycle Nova Scotia delivers services to Nova Scotians of all
ages in a competitive and recreational capacity. We are
thankful that we are able to inspire Nova Scotians of all
ages to start or continue to enjoy cycling as a means to
stay fit and use as a form of transportation and recreation.
2. BNS acknowledges that Staff and Board Members work
with vulnerable persons. The aim of this Vulnerable
Person’s Policy is to support the following goals:
2.1. Provide children and vulnerable adults with an
expectation of safety while engaging with BNS
Volunteers, Staff and Board Members.
2.2. Establish reporting expectations of Volunteers and
Staff when abuse is suspected or observed.
3. Screening Requirements, Records and Storage
3.1. All members working directly with youth in a Bicycle
Nova Scotia program will need to submit a current
Criminal Record Check and Child Abuse Registry.
3.2. This Documentation will be held in a password
protected or locked file.
3.3. Files are to be accessed only by Athlete Development
and Coaching Coordinator and Head Coaches for
matters relating to the athlete development program
and/or team-related functions.
3.4. Consent will be given with the stipulation that
documentation is good for one year only and will be
destroyed at the end of the year.
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3.5. The Athlete Development and Coaching Coordinator
and Head Coaches will sign a contract that the
information is strictly private and confidential, and will
not share information unless required to do so by the
nature of the program and/or required by law.
4. Zero Tolerance Statement
4.1. Bicycle Nova Scotia maintains a zero-tolerance stance
on verbal, emotional, mental, physical or sexual abuse
of vulnerable persons by staff, volunteers or
members. Anyone found guilty of such an offence will
be subject to immediate dismissal from the
organization (per section 49b of BNS Bylaws).
5. Duty to Report
5.1. BNS staff, volunteers and board members have a duty
to formally report any suspicions, allegations or
incidences of abuse of vulnerable persons to proper
authorities.
5.2. BNS staff, volunteers and board members do not have
training to engage in situations of abuse or to decide
that abuse has occurred.
5.3. Instead, staff should record allegations or record
observations as thoroughly as possible and report
instances to the BNS Board of Directors (Co-President
Recreation and Co-President Competition) as soon as
possible.
5.4. Volunteers should likewise record allegations or
observations as thoroughly as possible and report
instances to the BNS Board of Directors (Co-President

Recreation and Co-President Competition) as soon as
possible.
5.5. Staff and volunteers should not ask others to help
determine if abuse has occurred; they must report to
the BNS Board of Directors (Co-President Recreation
and Co-President Competition) as soon as possible.
5.6. If staff or volunteers suspect that a vulnerable person
under their care is in immediate danger, call the police
and report to the BNS Board of Directors (CoPresident Recreation and Co-President Competition)
as soon as possible.
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6. Practices to be avoided by BNS Volunteers and Staff
6.1. Avoid spending time alone with children or vulnerable
adults away from others
6.2. Avoid taking or dropping-off a child or vulnerable
adult to an event or activity without another BNS
staff, volunteer or witness (preferably a parent or
guardian) accompaniment.
7. Documentation Guidelines
7.1. Documentation must be hand-written and legible if
not typed
7.2. Documentation must be written by the person who
reported the suspected or actual abuse
7.3. Documentation must be objective; do not include
personal thoughts or theories about how the abuse
may have occurred, or what you think may have ledup to the abuse –record only what was observed
7.4. You may record what someone told you, as long as it
is relevant to the situation at hand, and you include
the name of the person who shared information
7.5. Sign and date the record and, when able, place in an
envelope with the child’s name on it and marked as
CONFIDENTIAL
7.6. Deliver the envelope to the BNS Board of Directors
(Co-President Recreation or Co-President
Competition) as soon as possible. This can be done by
mailing the envelope to the BNS office at 5516 Spring
Garden Rd, Halifax NS B3J 1G6, or delivering the
envelope the BNS Board of Directors personally.
8. Penalties

8.1. Upon review, the BNS Board may choose to pursue,
but is not bound strictly to, the following actions:
8.1.1. Notifying the authorities of suspected or
observed abuse
8.1.2. Notifying the parents or guardians of
vulnerable persons in situations where abuse is
suspected or observed
8.1.3. Consulting with a third party in regards to
situations where abuse is suspected or observed.
8.1.4. Termination of staff, volunteers or BNS
members if abuse is determined to have occurred
(per section 49b of the BNS Bylaws)

Conflict of Interest Policy and Annual
Statement for Directors and Officers and
Members of a Committee with Board
Delegated Powers
1. Article I -- Purpose
1.1. The purpose of this Board conflict of interest policy is
to protect BNS’s interests when it is contemplating
entering into a transaction or arrangement that might
benefit the private interests of an officer or director of
BNS or might result in a possible excess benefit
transaction.
1.2. This policy is intended to supplement, but not replace,
any applicable provincial and federal laws governing
conflicts of interest applicable to nonprofit
organizations.
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1.3. This policy is also intended to identify “independent”
directors.
2. Article II -- Definitions
2.1. Interested person -- Any director, principal officer, or
member of a committee with governing board
delegated powers, who has a direct or indirect
financial interest, as defined below, is an interested
person.
2.2. Financial interest -- A person has a financial interest if
the person has, directly or indirectly, through
business, investment, or family:
2.2.1. An ownership or investment interest in any
entity with which
BNS has a transaction or
arrangement,
2.2.2. A compensation arrangement with BNS or with
any entity or
individual with which BNS has a
transaction or arrangement, or
2.2.3. A potential ownership or investment interest
in, or compensation arrangement with, any entity
or individual with which BNS is negotiating a
transaction or arrangement. Compensation
includes direct and indirect remuneration as well
as gifts or favours that are not insubstantial. A
financial interest is not necessarily a conflict of
interest. A person who has a financial interest
may have a conflict of interest only if the Board or
Executive Committee decides that a conflict of
interest exists, in accordance with this policy.

2.3. Independent Director -- A director shall be
considered “independent” for the purposes of this
policy if they are “independent” as defined as:
2.3.1. is not, and has not been for a period of at
least three years, an employee of BNS or any
entity in which BNS has a financial interest;
2.3.2. does not directly or indirectly have a
significant business relationship with BNS,
which might affect independence in decisionmaking;
2.3.3. is not employed as an executive of another
corporation where any of BNS’s executive
officers or employees serve on that
corporation’s compensation committee; and
2.3.4. does not have an immediate family member
who is an executive officer or employee of BNS
or who holds a position that has a significant
financial relationship with BNS.
3. Article III -- Procedures
3.1. Duty to Disclose – In connection with any actual or
possible conflict of interest, an interested person
must disclose the existence of the financial interest
and be given the opportunity to disclose all material
facts to the Board or Executive Committee.
3.2. Recusal of Self – Any director may recuse himself or
herself at any time from involvement in any
decision or discussion in which the director believes
he or she has or may have a conflict of interest,
without going through the process for determining
whether a conflict of interest exists.
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3.3. Determining Whether a Conflict of Interest Exists –
After disclosure of the financial interest and all
material facts, and after any discussion with the
interested person, he/she shall leave the Board or
Executive Committee meeting while the
determination of a conflict of interest is discussed and
voted upon. The remaining Board or Executive
Committee members shall decide if a conflict of
interest exists.
3.4. Procedures for Addressing the Conflict of Interest –
An interested person may make a presentation at the
Board or Executive Committee meeting, but after the
presentation, he/she shall leave the meeting during
the discussion of, and the vote on, the transaction or
arrangement involving the possible conflict of interest.
3.5. The Chairperson of the Board or Executive Committee
shall, if appropriate, appoint a disinterested person or
committee to investigate alternatives to the proposed
transaction or arrangement.
3.6. After exercising due diligence, the Board or Executive
Committee shall determine whether BNS can obtain
with reasonable efforts a more advantageous
transaction or arrangement from a person or entity
that would not give rise to a conflict of interest.
3.7. If a more advantageous transaction or arrangement is
not reasonably possible under circumstances not
producing a conflict of interest, the Board or Executive
Committee shall determine by a majority vote of the
disinterested directors whether the transaction or
arrangement is in BNS's best interest, for its own
benefit, and whether it is fair and reasonable. In
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conformity with the above determination, it shall
make its decision as to whether to enter into the
transaction or arrangement.
4. Violations of the Conflicts of Interest Policy
4.1. If the Board or Executive Committee has reasonable
cause to believe a member has failed to disclose
actual or possible conflicts of interest, it shall inform
the member of the basis for such belief and afford the
member an opportunity to explain the alleged failure
to disclose.
4.2. If, after hearing the member's response and after
making further investigation as warranted by the
circumstances, the Board or Executive Committee
determines the member has failed to disclose an
actual or possible conflict of interest, it shall take
appropriate disciplinary and corrective action.
5. Article IV – Records of Proceedings
5.1. The minutes of the Board and all committees with
board delegated powers shall contain:
5.1.1. The names of the persons who disclosed or
otherwise were found to have a financial interest
in connection with an actual or possible conflict of
interest, the nature of the financial interest, any
action taken to determine whether a conflict of
interest was present, and the Board's or Executive
Committee's decision as to whether a conflict of
interest in fact existed.
5.1.2. The names of the persons who were present
for discussions and votes relating to the

transaction or arrangement, the content of the
discussion, including any alternatives to the
proposed transaction or arrangement, and a
record of any votes taken in connection with the
proceedings.
6. Article V – Compensation
6.1. A voting member of the Board who receives
compensation, directly or indirectly, from BNS for
services is precluded from voting on matters
pertaining to that member's compensation.
6.2. A voting member of any committee whose jurisdiction
includes compensation matters and who receives
compensation, directly or indirectly, from BNS for
services is precluded from voting on matters
pertaining to that member's compensation.
6.3. No voting member of the Board or any committee
whose jurisdiction includes compensation matters and
who receives compensation, directly or indirectly,
from BNS, either individually or collectively, is
prohibited from providing information to any
committee regarding compensation.
7. Article VI – Annual Statements
7.1. Each director, principal officer and member of a
committee with Board delegated powers shall
annually sign a statement which affirms such person:
7.1.1. Has received a copy of the conflict of interest
policy,
7.1.2. Has read and understands the policy, and
7.1.3. Has agreed to comply with the policy,
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7.2. Each voting member of the Board shall annually sign a
statement which declares whether such person is an
independent director.
7.3. If at any time during the year, the information in the
annual statement changes materially, the director
shall disclose such changes and revise the annual
disclosure form.
7.4. The Executive Committee shall regularly and
consistently monitor and enforce compliance with this
policy by reviewing annual statements and taking such
other actions as are necessary for effective oversight.
8. Article VII – Periodic Reviews
8.1. To ensure BNS operates in a manner consistent with
not for profit purposes. The periodic reviews shall, at a
minimum, include the following subjects:
8.2. Whether compensation arrangements and benefits
are reasonable, based on competent survey
information (if reasonably available), and the result of
arm's length bargaining.
8.3. Whether partnerships, joint ventures, and
arrangements with management organizations, if any,
conform to BNS's written policies, are properly
recorded, reflect reasonable investment or payments
for goods and services, and do not result in inurement
or impermissible private benefit or in an excess
benefit transaction.
9. Article VIII – Use of Outside Experts
9.1. When conducting the periodic reviews as provided for
in Article VII, BNS may, but need not, use outside

advisors. If outside experts are used, their use shall
not relieve the Board of its responsibility for ensuring
periodic reviews are conducted. BNS may, but need
not, use outside advisors. If outside experts are used,
their use shall not relieve the Board of its
responsibility for ensuring periodic reviews are
conducted.

BNS Board, Staff and Volunteer Communication
Policy
1. BNS staff shall be responsible for external
communications, including through traditional and social
media, regarding BNS policy positions and BNS program
initiatives.
1.1. Sharing information regarding competitive and
recreational events or program initiatives or other
publicly available information is excluded from this
policy.
2. Any communication relevant to this policy conducted by a
board member should be first discussed with staff with
notification to the BNS Board of Directors in the event that
a board member is the appropriate communications
person, as determined by the subject of the
communication request.
3. No board member should use a board position or BNS
affiliation to communicate individual opinions that may
not be shared by BNS as an organization.
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Expense Claims and Approval Policy
1. Bicycle Nova Scotia staff and board members may assume
personal expenditures while performing work for the
organization. These expenditures may qualify for
reimbursement from BNS. If a member of BNS staff or
members of the board of directors wish to apply for
reimbursement, they are required to follow the processes
below:
1.1. Contact the BNS Director of Operations and request
the appropriate expense claim spreadsheet, if
required.
1.2. Using the drop down menus provided, complete the
expense claim sheet using pre-HST values in the “Price
before taxes” column.
1.3. If taxes applied are not Nova Scotia HST, simply fill in
“Final Price” columns with the total value of the
expense(s).
1.4. Add notes about expense items only when necessary.
1.5. If assets worth $500 or more are purchased and
expensed, indicate the item’s the serial number or
identifying number in the “Notes” column.
1.6. Submit the claim along with supporting
documentation (ie, receipts, invoices).
2. The Director of Operation will submit the expense claim
and supporting documentation for approval by the CoPresidents and Treasurer. Approval from two of these
positions is required prior to reimbursement.

3. Cheques will be mailed unless otherwise noted.
4. Cash or bank transfers will never be awarded for
expense claims.
5. The Employer shall reimburse the Employee for
legitimate travel expenses incurred in the
performance of the employment under this
contract and properly documented, and
approved by the Director of Operations or
Human Resources Committee.
6. If the employee is required to travel more than
50 km by vehicle from the Sport Nova Scotia
office, it is recommended that a vehicle be
rented for this purpose as it is more cost
effective for the organizations than payment of
mileage.
7. If travel is less than 50km from the Sport Nova
Scotia office, the employee may apply for
mileage to be reimbursed at $ 0.4051 per
kilometer
7.1. Documentation required to claim mileage includes
starting and ending total
8. While the employee is conducting business for the
organization during travel, the employee may apply for
reimbursement of meals at the following rates:
8.1. Breakfast $ 8.00/day
8.2. Lunch $ 15.00/day
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8.3. Supper $ 22.00/day

Third Party Event Liability Insurance: Policy and
Procedures
1. As more people in Nova Scotia take up cycling, more
community groups and event organizers see opportunity
in getting Nova Scotians active, or to use a cycling event as

a fundraiser for a worthy or charitable cause. As such,
Bicycle Nova Scotia (BNS) is receiving more requests to
provide liability insurance (Commercial General Liability)
for recreational or “Fondo” style events.
2. Getting more Nova Scotians on bicycles is a priority for
Bicycle Nova Scotia, however facilitating and brokering
insurance coverage for third party organizers does
introduce administrative cost to BNS staff. To recover this
cost, the BNS Board of Directors voted to apply an upfront
fee for event application and some insurance options to
present to event organizers that would serve to:
2.1. Increase BNS Membership;
2.2. Recover administrative costs from liaising with
organizers and our insurers about coverage.
3. The figure on page XX is a framework for BNS staff to
follow when event organizers request insurance coverage
for their events.
3.1. Any discounts or waiving of BNS fees will need to be
made at the board level.
4. Please note, that as long as events require participants to
be BNS members, coverage will extend to the event at no
additional cost.
5. In cases where the organizer is agreeable to require
participants be BNS members:
5.1. BNS must handle registration for the event. Part of
this registration process would require participants
who aren’t BNS members to buy a General
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Membership at the applicable fee for that time of
year.
5.1.1. Existing BNS members won’t need to pay
another membership fee to participate in the
event.
5.2. Disclosing the event to our insurance provider is
required.
5.3. BNS Staff must provide a list of additional insured
parties for the event two weeks prior to the event
date.
5.4. Chip timing services may be offered, if the system is
not being used for a race or other event somewhere
else in the province. Using the Chip timing system
carries a fixed rental fee and a chip fee that is charged
per participant.
5.5. The event organizer will receive all registration fees
less BNS membership fees, transaction fees and Chip
Timing Fees for their event.
6. In cases where the organizer is not agreeable to require
participants to be BNS members:
6.1. The organizer may want to handle registration for the
event on their own. If requested, BNS can also help
with registration.

6.2. Disclosing the event to our insurance provider is
required.
6.3. BNS Staff must provide a list of additional insured
parties for the event two weeks prior to the event
date.
6.4. Chip timing services may be offered if the system is
not being used for a race or other event
somewhere else in the province. Using the Chip
timing system carries a fixed rental fee and a chip
fee that is charged per participant.
6.5. In the event that BNS has provided registration
support, the event organizer will receive all
registration fees less transaction charges for their
event.
6.6. The event organizer is charged $1,000.00, less the
$125 application fee for the event.
7. In both cases:
8. BNS provides an Event Organizing guide to assist event
organizers with event organization.
9. The BNS logo has to be made available on online and
printed promotional material for the event.
10. BNS must have access, at its discretion, to set up a
promotional area at the event venue to encourage
participants to become BNS members, or update
cyclists on what BNS is doing around the province.
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11. The event organizer is to share photos/videos of the event
with BNS which can be used for future event promotion.
BNS also has express permission from the event
coordinator to take photos/videos of the event which will
be given to the event coordinators and may also be used
for event promotion. This include BNS staff, volunteers,
and third party agencies that may collect and produce
media for BNS.
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Bicycle Nova Scotia:
Race Sector Policies and
Procedures
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Respectful Behaviour at Racing Events
1. Bicycle Nova Scotia believes in Fair-Play and respect
between competitors, Race Organizers,
Commissaires, and volunteers. With this in mind,
BNS encourages the following behaviours at race
events:
1.1. Bicycle Nova Scotia expects all competitors and
spectators at sanctioned Bicycle Nova Scotia
races and other events to act in a respectful
manner.
1.2. Competitors and/or spectators who engage in
fighting, harassment, or other violent behaviour
may be ordered to leave the event by the
Commissaire.
2. Competitors who engage in violence or who harass
other competitors or spectators at a Bicycle Nova
Scotia Event may face further penalties, including
but not limited to disqualification from the race
where the incident occurred, cancellation of the
competitor’s racing license for the remainder of the
current competitive season, loss of points, or
disqualification from awards. Specific penalties to be
imposed are at the discretion of the Board of Directors.
3. For serious incidents, such as incidents resulting in criminal
charges or serious injuries, or incidents involving sexual
assault, harassment, or hate crimes, Bicycle Nova Scotia
may suspend the competitor from racing for a period of
time beyond the current racing season. The length of the
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suspension is to be determined by the Board of Directors
and may include permanent suspension.
4. Disciplinary decisions will be made by the Board of
Directors. Decisions are final and are not subject to appeal.
5. In respect to Fair-Play, BNS has a zero-tolerance policy for
circumvention of any rules, regulations, policies and/or
procedures by any participant at any event.

Bicycle Nova Scotia Representation at Canadian
Cycling Congress
1. As the Provincial Sporting Organization for Cycling in Nova
Scotia, BNS is a member of Cycling Canada Cyclism (CCC).
2. As part of CCC membership, BNS is required to send at
least one representative to the Canadian Cycling Congress
(the Congress)—an annual strategic event that involves
participation among all provinces.
3. In October of 2015, BNS elected to send two
representatives to the Congress.
4. The determination of BNS representation at the Congress
is as follows:
4.1. The Co-President of Competition shall be expected to
attend the Congress, or can assign an alternative BNS
Board member to attend.
4.2. A Second Board member will be selected to
accompany the Co-President of Competition.
5. The decision of what Board member will be the second
BNS representative at the Congress will be based on a vote
by the BNS Board of Directors at a monthly meeting of the
Board leading up to the Congress.
6. BNS will cover transportation, accommodation and meals
for Board members that attend the Canadian Cycling
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Congress after submission of an expense claim by each
board member with appropriate transaction records.

Bicycle Nova Scotia Commissaire Policy
1. This policy applies to Commissaires assigned to races in
Nova Scotia sanctioned by Bicycle Nova Scotia (BNS) as
well as national races sanctioned by Cycling Canada
Cyclism (CCC) or the Union de Cyclists International (UCI).
2. If the Commissaire is assigned to a CCC or UCI sanctioned
race in Nova Scotia, it is expected they follow both BNS
Commissaire Policy and CCC or UCI Commissaire Policies.
3. Commissaires at BNS sanctioned races are expected to
follow BNS Code of Conduct which will be provided by
Bicycle Nova Scotia annually to certified Commissaires.
4. Commissaires in violation of the BNS Code of Conduct may
face reprimand, suspension or may be declined further
participation in Commissaire activities by BNS in future
events.
5. Communication between Commissaires and BNS should
primarily take place via email or, when warranted, via text.
With this in mind, it is up to the commissaire to report
changes to email and/or phone numbers to the BNS office
as soon as possible.

6. In the event of a major incident at a racing event, the
Commissaire shall report to the proper BNS VP (either VP
Road Competition or VP MTB Competition) and/or the BNS
Events Coordinator as soon as possible.
7. Commissaires should have current licensing that clearly
indicates the Commissaire level and discipline. It is up to
the Commissaire to keep their license current.
8. It is expected that each Commissaire will carry any
licensing information (card or online documentation) at
each BNS sanctioned event.
9. Upgrading certification level is also up to the Commissaire
themselves, however BNS may consider cost remuneration
to the commissaire under certain circumstances.
10. Requests for remuneration for Commissaire License
Upgrades will be submitted via email by the Commissaire
to the BNS Office. The office staff will log the request and
send to the BNS Co-President (Competition) for review.
10.1.
BNS will take no more than 30 days to
deliberate the request and return a formal answer.
11. It will be up to BNS to maintain a list of active and trained
Commissaires. This list will be updated annually, prior to
the start for the racing season.
12. To ensure event quality, BNS recommends that a First
Commissaire and Second Commissaire be assigned to each
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sanctioned race.
13. Whereas the First Commissaire will receive an honorarium
from BNS of $150.00, it is expected that the Race
Organizer offer an honorarium of $75.00 to the Second
Commissaire.
13.1.
First Commissaires are expected to send an
invoice to the BNS Office after the racing event takes
place. Unless otherwise requested, BNS will pay First
Commissaires at the end of the racing season.
14. Race Organizers are expected to cover Commissaire
expenses including, but not limited to travel (suggested
$0.40/km), meals ($10 per meal) and provide or pay for
lodging expenses.
15. Commissaires are expected to notify the BNS
Administrative Officer and the BNS Events Coordinator of
their participation in sanctioned races at least one (1)
week prior to the event via email. The Commissaire will
also report the capacity of their participation (either First
Commissaire or Second Commissaire).
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Bicycle Nova Scotia:
Appendices
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Appendix A: CODE OF CONDUCTAND ETHICS
“Organization” refers to: Bicycle Nova Scotia (BNS)

PURPOSE

DEFINITIONS

The purpose of this Code is to ensure a safe and positive
environment by making Individuals aware that there is an
expectation, at all times, of appropriate behaviour consistent
with the Organization’s core values. The Organization supports
equal opportunity, prohibits discriminatory practices, and is
committed to providing an environment in which all individuals
are treated with respect and fairness.

Individuals – Individuals employed by, or engaged in activities
with, the Organization including, but not limited to, athletes,
coaches, conveners, referees, officials, volunteers, managers,
administrators, committee members, parents or guardians,
and Directors and Officers of the Organization
Workplace – Any place where business or work-related
activities are conducted. Workplaces include but are not
limited to, the Organization’s office, work-related social
functions, work assignments outside the Organization’s
offices, work-related travel, and work-related conferences or
training sessions, and any club rides for recreational, training,
or competition purposes.
Harassment – offending or humiliating someone physically or
verbally; threatening or intimidating someone; or making
unwelcome jokes or comments about someone’s race,
national or ethnic origin, colour, religion, age, sex, sexual
orientation, marital status, family status, disability or
pardoned conviction.
Sexual harassment – offensive or humiliating behaviour that is
related to a person’s sex; or, behaviour of a sexual nature that
creates an intimidating, unwelcome, hostile or offensive work
environment; or behaviour of a sexual nature that could
reasonably be thought to put sexual conditions on a person’s
job or employment opportunities.
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APPLICATION OF THIS CODE

This Code applies to Individuals’ conduct during the
Organization’s business, activities, and events including, but
not limited to, Brevets, Populaires, races, training,
competitions, practices, tryouts, training camps, travel
associated with the Organization’s activities, the Organization’s
office environment, and any meetings.
An Individual who violates this Code may be subject to
reprimand, sanctioning or termination based on the
judgement of the Human Resources Committee (HRC).
Additionally, an Individual who violates this Code during a
competition may be ejected from the competition or the
playing area, the official may delay the competition until the
Individual complies with the ejection, and the Individual may
be subject to any additional discipline associated with the
particular competition.
A member of the Organization found to have engaged in acts
of violence or harassment against any other employee,

worker, contractor, member, customer, supplier, client, or other
third-party during business hours, or at any Organization event,
will be subject to appropriate disciplinary action as prescribed
by the HRC as well as the employee’s Employment Agreement
(if applicable).
This Code also applies to Individuals’ conduct outside of the
Organization’s business, activities, and events when such
conduct adversely affects relationships within the
Organization (and its work and sport environment) and is
detrimental to the image and reputation of the Organization.
Such applicability will be determined by the Organization at its
sole discretion.
RESPONSIBILITIES

Individuals have a responsibility to:
1. Maintain and enhance the dignity and self-esteem of the
Organization members and other individuals by:
1.1. Demonstrating respect to individuals regardless of
body type, physical characteristics, athletic ability,
age, ancestry, colour, race, citizenship, ethnic origin,
place of origin, creed, disability, family status, marital
status, gender identity, gender expression, sex, and
sexual orientation
1.2. Focusing comments or criticism appropriately and
avoiding public criticism of athletes, coaches, officials,
organizers, volunteers, employees, or members
1.3. Consistently demonstrating the spirit of
sportsmanship, sport leadership, and ethical conduct
1.4. Acting, when appropriate, to correct or prevent
practices that are unjustly discriminatory
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1.5. Consistently treating individuals fairly and reasonably
1.6. Ensuring adherence to the rules of the sport and the
spirit of those rules
2. Refrain from any behaviour that constitutes harassment,
where harassment is defined as comment or conduct
directed towards an individual or group, which is offensive,
abusive, racist, sexist, degrading, or malicious. Types of
behaviour that constitute harassment include, but are not
limited to:
2.1. Written or verbal abuse, threats, or outbursts
2.2. Persistent unwelcome remarks, jokes, comments,
innuendo, or taunts
2.3. Leering or other suggestive or obscene gestures
2.4. Condescending or patronizing behaviour which is
intended to undermine self-esteem, diminish
performance or adversely affect working conditions
2.5. Practical jokes which endanger a person’s safety, or
negatively affect performance
2.6. Any form of hazing where hazing is defined as “Any
potentially humiliating, degrading, abusive, or
dangerous activity expected of a junior-ranking athlete
by a more senior teammate, which does not
contribute to either athlete’s positive development, but
is required to be accepted as part of a team,
regardless of the junior-ranking athlete’s willingness
to participate. This includes, but is not limited to, any
activity, no matter how traditional or seemingly
benign, that sets apart or alienates any teammate
based on class, number of years on the team, or
athletic ability.”

2.7. Unwanted physical contact including, but not limited
to, touching, petting, pinching, or kissing
2.8. Unwelcome sexual flirtations, advances, requests, or
invitation
2.9. Physical or sexual assault
2.10.
Behaviours such as those described above that
are not directed towards a specific individual or group
but have the same effect of creating a negative or
hostile environment
2.11.
Retaliation or threats of retaliation against an
individual who reports harassment to the Organization
3. Refrain from any behaviour that constitutes workplace
harassment, where workplace harassment is defined as
vexatious comment or conduct against a worker in a
workplace – a comment or conduct that is known or ought
reasonably to be known to be unwelcome. Workplace
harassment should not be confused with legitimate,
reasonable management actions that are part of the
normal work function, including measures to correct
performance deficiencies, such as placing someone on a
performance improvement plan, or imposing discipline for
workplace infractions. Types of behaviour that constitute
workplace harassment include, but are not limited to:
3.1. Bullying
3.2. Repeated offensive or intimidating phone calls or
emails
3.3. Inappropriate sexual touching, advances, suggestions,
or requests
3.4. Displaying or circulating offensive pictures,
photographs, or materials in printed or electronic form
3.5. Psychological abuse
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3.6. Personal harassment
3.7. Discrimination
3.8. Intimidating words or conduct (offensive jokes or
innuendos)
3.9. Words or actions which are known or should
reasonably be known to be offensive, embarrassing,
humiliating, or demeaning
4. Refrain from any behaviour that constitutes workplace
violence, where workplace violence is defined as the
exercise of physical force by a person against a worker, in a
workplace, that causes or could cause physical injury to
the worker; an attempt to exercise physical force against a
worker, in a workplace, that could cause physical injury
to the worker; or a statement or behaviour that it is
reasonable for a worker to interpret as a threat to exercise
physical force against the worker, in a workplace, that
could cause physical injury to the worker. Types of
behaviour that constitute workplace harassment include,
but are not limited to:
4.1. Verbal threats to attack a worker/ member Sending to
or leaving threatening notes or emails for a worker
4.2. Making threatening physical gestures to a worker/
member
4.3. Wielding a weapon in a workplace
4.4. Hitting, pinching or unwanted touching of a worker
which is not accidental
4.5. Throwing an object at a worker / member
4.6. Blocking normal movement or physical interference of
a worker, with or without the use of equipment
4.7. Sexual violence against a worker/ Member

4.8. Any attempt to engage in the type of conduct outlined
above
5. Refrain from any behaviour that constitutes sexual
harassment, where sexual harassment is defined as
unwelcome sexual comments and sexual advances, requests
for sexual favours, or conduct of a sexual nature. Types of
behaviour that constitute sexual harassment include, but
are not limited to:
5.1. Sexist jokes
5.2. Display of sexually offensive material
5.3. Sexually degrading words used to describe a person
5.4. Inquiries or comments about a person’s sex life
5.5. Unwelcome sexual flirtations, advances, or
propositions
5.6. Persistent unwanted contact
6. Abstain from the non-medical use of drugs or the use of
performance-enhancing drugs or methods. More
specifically, the Organization adopts and adheres to the
Canadian Anti-Doping Program. Any infraction under this
Program shall be considered an infraction of this Code and
may be subject to further disciplinary action, and possible
sanction, pursuant to the Organization’s Discipline and
Complaints Policy. the Organization will respect any
penalty enacted pursuant to a breach of the Canadian AntiDoping Program, whether imposed by the Organization or
any other sport organization
7. Refrain from associating with any person for the purpose
of coaching, training, competition, instruction,
administration, management, athletic development, or
supervision of the sport, who has incurred an anti-doping
rule violation and is serving a sanction involving a period of

40

ineligibility imposed pursuant to the Canadian Anti-Doping
Program and/or the World Anti- Doping Code and
recognized by the Canadian Centre for Ethics in Sport
(CCES)
8. Refrain from the use of power or authority in an attempt to
coerce another person to engage in inappropriate activities
9. Refrain from consuming tobacco products, or recreational
drugs while participating in the Organization’s programs,
activities, competitions, or events
10. In the case of adults, avoid consuming alcohol in
competitions and situations where minors are present and
take reasonable steps to manage the responsible
consumption of alcohol in adult-oriented social situations
associated with the Organization’s events
11. Respect the property of others and not willfully cause
damage
12. Promote the sport in the most constructive and positive
manner possible
13. When driving a vehicle with an Individual:
13.1.
Not have his or her license suspended;
13.2.
Not be under the influence of alcohol or illegal
drugs or substances; and
13.3.
Have valid car insurance
14. Adhere to all federal, provincial, municipal and host
country laws
15. Refrain from engaging in deliberate cheating which is
intended to manipulate the outcome of a competition
and/or not offer or receive any bribe which is intended to
manipulate the outcome of a competition

16. Comply, at all times, with the Organization’s bylaws,
policies, procedures, and rules and regulations, as adopted
and amended from time to time
DIRECTORS, COMMMITTEE MEMBERS, AND STAFF

In addition to section 7 (above), the Organization’s Directors,
Committee Members, and Staff will have additional
responsibilities to:
1. Function primarily as a Director or Committee Member of
the Organization; not as a member of any other particular
member or constituency
2. Act with honesty and integrity and conduct themselves in
a manner consistent with the nature and responsibilities of
the Organization’s business and the maintenance of
Individuals’ confidence
3. Ensure that the Organization’s financial affairs are
conducted in a responsible and transparent manner with
due regard for all fiduciary responsibilities
4. Conduct themselves openly, professionally, lawfully and in
good faith in the best interests of the Organization
5. Be independent and impartial and not be influenced by
self-interest, outside pressure, expectation of reward, or
fear of criticism
6. Behave with decorum appropriate to both circumstance
and position
7. Keep informed about the Organization’s activities, the local
sport community, and general trends in the sectors in
which they operate
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8. Exercise the degree of care, diligence, and skill required in
the performance of their duties pursuant to the laws under
which the Organization is incorporated
9. Respect the confidentiality appropriate to issues of a
sensitive nature
10. Respect the decisions of the majority and resign if unable
to do so
11. Commit the time to attend meetings and be diligent in
preparation for, and participation in, discussions at such
meetings
12. Have a thorough knowledge and understanding of all the
Organization governance documents
13. Conform to the bylaws and policies approved by the
Organization
ATHLETES, MEMBERS, RIDERS

In addition to section 7 (above), athletes will have additional
responsibilities to:
1. Report any medical problems in a timely fashion, when
such problems may limit their ability to travel, practice, or
compete; or in the case of carded athletes, interfere with
the athlete’s ability to fulfill requirements under the
Athlete Assistance Program
2. Participate and appear on-time and prepared to participate
to their best abilities in all competitions, practices, training
sessions, tryouts, tournaments, and events
3. Properly represent themselves and not attempt to
participate in a competition for which they are not eligible
by reason of age, classification, or other reason

4. Adhere to the Organization’s rules and requirements
regarding clothing and equipment
5. Act in a sportsmanlike manner and not display appearances
of violence, foul language, or gestures to other athletes,
officials, coaches, or spectators
6. Dress to represent the sport and themselves well and with
professionalism
7. Act in accordance with the Organization’s policies and
procedures and, when applicable, additional rules as
outlined by coaches or managers

9. Respect the confidentiality required by issues of a sensitive
nature, which may include ejections, defaults, forfeits,
discipline processes, appeals, and specific information or
data about Individuals
10. Honour all assignments unless unable to do so by virtue of
illness or personal emergency, and in these cases inform
the assignor or association at the earliest possible time
11. When writing reports, set out the true facts
12. Dress in proper attire for officiating
PARENTS, GUARDIANS, AND SPECTATORS

OFFICIALS, RIDE ORGANIZERS

In addition to section 7 (above), officials will have additional
responsibilities to:
1. Maintain and update their knowledge of the rules and
rules changes
2. Work within the boundaries of their position’s description
while supporting the work of other officials
3. Act as an ambassador of the Organization by agreeing to
enforce and abide by national and provincial rules and
regulations
4. Take ownership of actions and decisions made while
officiating
5. Respect the rights, dignity, and worth of all individuals
6. Not publicly criticize other officials or any club or
association
7. Act openly, impartially, professionally, lawfully, and in good
faith
8. Be fair, equitable, considerate, independent, honest, and
impartial in all dealings with others
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In addition to section 7 (above), parents/guardians and
spectators at events will:
1. Encourage athletes to compete within the rules and to
resolve conflicts without resorting to hostility or violence
2. Condemn the use of violence in any form
3. Never ridicule a participant during a performance or
practice
4. Provide positive comments that motivate and encourage
participants’ continued effort
5. Respect the decisions and judgments of officials, and
encourage athletes to do the same
6. Never question an official’s or staff member’s judgment or
honesty
7. Support all efforts to remove verbal and physical abuse,
coercion, intimidation, and sarcasm
8. Respect and show appreciation to all competitors, and to
the coaches, officials and other volunteers
9. Not harass competitors, coaches, officials,
parents/guardians, or other spectators.

Appendix B: Bicycle Nova Scotia Respectful
Workplace Policy Processes
POLICY OBJECTIVES, DIRECTIVES, AND ACCOUNTABILITY

•

Policy Objectives

•

This policy seeks to:
• promote awareness for employees and create
understanding as to what is considered offensive
behaviour
• provide a work environment that is free from all forms of
offensive behaviour
• provide a mechanism to have offensive behaviour
addressed and eliminated from the workplace

•

Application

This policy applies to all members, participants, or other
persons working for the Bicycle Nova Scotia. This policy applies
to any type of communication including telephone, email, text
messaging, or Social Media. It also applies to interactions with
members, partners, consultants, and others doing business with
the BNS.
Rights and Responsibilities

Complainant’s Rights
Complainants have the right:
• to file a complaint and to obtain a review of the
complaint without fear of embarrassment or reprisals;
• to be accompanied by a person of their choice during
interviews related to their complaint;
• to ensure that a written complaint is not placed on their
departmental personnel file;
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to obtain information about the review of their
complaint, subject to the Access to Information Act and
the Privacy Act;
subject to the provisions of the Privacy Act, to be
informed of the corrective, including disciplinary,
measures implemented as a result of a founded
complaint; and
to receive fair treatment.

Respondent’s Rights
Respondents have the responsibility:
• to be informed that a complaint has been filed;
• to be provide with a written statement of the
allegations and be given the opportunity to respond to
them;
• to be accompanied by a person of their choice during
interviews related to the complaint;
• to receive fair treatment; and
• to receive information related to the review, subject to
the Access to Information Act and the Privacy Act.
Complainant’s Responsibilities
Complainants have the responsibility:
• to make their disapproval or unease about a person’s
actions known within a reasonable time to the alleged
offender, unless it is unreasonable to do so;
• to seek immediate assistance from a supervisor or
personnel manager to obtain advice on an appropriate
course of action; and

•

to cooperate with those responsible for reviewing the
complaint.

Respondent’s Responsibilities
Respondents have the responsibility:
• to cooperate with the person or persons responsible for
reviewing the complaints; and
• to seek assistance from a supervisor, or personnel
manager, to obtain advice on an appropriate course of
action.
Process and Investigation

Complainant
A member, participant, or any other person performing work for
the BNS who has made a complaint under this policy, whether
formal or informal, alleging that offensive behaviour has
occurred. Complainant includes a third-party complainant.

Respondent
A member, participant, or any other person performing work for
the BNS against whom allegations of offensive behaviour are
made through the formal or informal complaint process and
includes any official who is alleged to have failed to take
reasonable action in the circumstances, to protect an member
or the participant of the BNS from offensive behaviour.

An allegation of offensive behaviour, that is brought to any
member of the BNS which is dealt with through the informal
process and may include a third-party complaint.

Investigation
A careful search or examination in order to discover facts.

Investigator
An individual(s) appointed by the BNS to investigate through
fact finding complaints of offensive behaviour.

Mediation
A voluntary process used to resolve conflict by having a neutral
person help the parties to the dispute attempt to arrive at a
mutually acceptable solution.

Mediator
A neutral person appointed by the BNS to help the parties to a
dispute, attempt to arrive at a mutually acceptable solution.

Workplace
Any place occupied by a member or participant of the BNS as
part of their participation which includes, but is not limited to,
lunchrooms, a work site, vehicle, training events, conferences,
business travel, work-related social gatherings, or other location
where a member or participant is engaged in activity associated
with the work of the BNS.

Formal Complaint

Policy Directives

A written allegation of offensive behaviour that is submitted to
the BNS Steering Committee or a Committee Cochair.

Substantive Directives

Informal Complaint
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All members of the BNS are to lead by example and take
reasonable measures to ensure a work environment that is free
from offensive behaviour. If any member is made aware of an

alleged violation of this policy, they are required to take
reasonable action in the circumstances to address the
allegation within six (6) months. This applies to situations that
involve employees as well as non-employees in the workplace.
All members and participants are to take all reasonable steps to
ensure that members do not act offensively toward other
members and participants.
All information regarding a complaint is to be treated as
confidential and will be disclosed on a need to know basis only.
Complaints should be undertaken with great care because they
may result in damage to the respondent’s reputation and
disruptions in the workplace. Complaints which are frivolous,
vexatious or made in bad faith may result in disciplinary action
against the complainant.
Support will be provided, as necessary, to remove barriers to
the complaint process for individuals with disabilities and/or low
literacy skills.
Retaliation is prohibited against anyone who has made a
complaint or has participated in an investigation under this
policy. Retaliation may result in disciplinary action. Retaliation
does not include a complaint or a response to a complaint,
made in good faith, under this policy.

Procedural Directives
The BNS will develop procedures related to this policy and will
maintain a Respectful Workplace Procedures Manual. The rules
of procedural fairness govern all activities under the complaint
process. An individual against whom allegations of offensive
behaviour have been made shall be made aware of the
allegations and be provided with an opportunity to respond to
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them. Decisions under this policy that affect an individual’s
rights will be made without bias.
A complaint under this policy shall be made within six (6)
months of the alleged offensive behavior. In extenuating
circumstances, complaints may be considered beyond six (6)
months, in consultation with Human Resources Committee
(HRC).
Complaints will be processed efficiently and as expeditiously as
possible with regard to all the circumstances, in accordance with
time limits established in this policy.
The HRC may extend the time limits specified at any stage of
the process where it is necessary to ensure procedural fairness
or otherwise in the best interest of the parties and may do so at
the request of one or more parties. The HRC will ensure that the
appropriate parties are notified of any time limit extensions.
If at any time after making a formal complaint, the complainant
wishes to abandon the formal complaint, they must
communicate this, in writing, to the HRC. The HRC will
determine whether further action is required to address the
allegations raised in the formal complaint, including but not
limited to, whether an investigation should proceed.
If at any time after making an informal complaint, the
complainant wishes to abandon the informal complaint, the
HRC as appropriate, will determine whether further action is
required to address the allegations.
RESOLUTION OPTIONS
BNS will work to ensure a resolution is met that is suitable to all
parties.

A grievance or complaint should be made to the accused
employer to launch an investigation. Both the victim and the
accused will work together to determine the best course of
action and ensure a resolution is met.
The following resolution options are available to all members
and participants.

Informal Process
Members or participants who believe they are experiencing
offensive behaviour may choose to speak directly with the
person(s) and inform them that their behaviour is unwelcome
and must stop. Members or participants may choose to make
an informal complaint the HRC. The HRC will acknowledge the
complaint to both the Complainant and Respondent. The HRC
may choose to investigate the informal complaint, or attempt to
encourage the Complainant and Respondent to work together
to resolve the matter.

Formal Process
Members or participants may choose to make a formal
complaint to the HRC. The HRC will acknowledge the complaint
to both the Complainant and Respondent. The HRC will
investigate the complaint and develop a plan of action to attempt
to resolve the matter. The HRC may also reprimand one of the
parties involved in the matter if this is deemed to be required.

Other Options
Complainants may, instead of the complaint procedures under
this policy, file a complaint under any of the following options
where applicable:
• complaint to the Nova Scotia Human Rights
Commission
• complaint under the Criminal Code
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Information related to a Respectful Workplace complaint,
whether formal or informal, will not be held on a member’s file.
Disciplinary action resulting from a Respectful Workplace
matter will be held on a member’s file as required.
ACCOUNTABILITY

BNS Board of Directors
Members of the BNS Board of Directors are responsible for:
• modeling respect;
• ensuring all employees and members are provided with
an opportunity to attend mandatory respectful workplace
training;
• taking steps to create an environment free from
offensive behaviour;
• determining appropriate action in response to
investigative findings.

BNS Staff
Members of the Steering Committee are responsible for:
• modeling respect;
• attending appropriate mandatory respectful workplace
training;
• taking action to protect others from offensive behaviour;
• responding to allegations of offensive behaviour through
the informal complaint process;
• determining, with support from a human resources
expert, whether an informal complaint is appropriate for
resolution under this policy.

BNS Volunteers
Volunteers are responsible for:
• modeling respect;
• attending appropriate mandatory respectful workplace
training;

•
•

taking action to protect others from offensive behaviour;
responding to allegations of offensive behaviour through
the informal complaint process.

Members and Clubs
Members and participants are responsible for:
• modeling respect;
• where appropriate and required, have a code of conduct;
treating all persons with respect and dignity;
•

cooperating with Respectful Workplace processes as
required.

Legal and other Expenses
Bicycle Nova Scotia will not pay legal expenses of any party
involved in a harassment complaint.
Confidentiality
Bicycle Nova Scotia will make every effort to ensure
confidentiality of complaints within the boundaries of the
investigation process. Any written comments related to the
complaint will be excluded from the complainant’s personnel
file. Access to documentation relating to harassment
complaints may be obtained in accordance with the Access to
Information Act and the Privacy Act. Any written complaint or
written comments related to the fact than a member or
participant has lodged a complaint will be excluded from the
harasser’s personnel file unless and until such a time as the
complaint is determined to be founded and disciplinary action
is taken.
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Appendix B: Changelog
October 2021
1. Added Changelog
2. Added BNS Board, Staff and Volunteer Communication
Policy
March 2022
1. Changed BNS Mission Statement to reflect 2022
Strategic Plan.
2. Added Core Values to reflect 2022 Strategic Plan.
3. Changed Organizational Chart to reflect staff reporting
structure and Executive Board members based on 2013
BNS Bylaws.
4. Changed title of BNS Policy Statement on Harassment
and Sexual Harassment to BNS Harassment and Sexual
Harassment Policy.
5. Changed title of Policy Statement on Gender Equity and
Harassment to Gender Equity and Harassment Policy
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