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A.1 USE OF THIS MANUAL 

 
This manual is designed for the use of all employees. Employees are required to acquaint themselves fully with 

the content of this manual to acquire a reasonable understanding of Total Communication Environment objectives, 

expectations, procedures and policies. 

The policies and procedures outlined in this manual are for Total Communication Environment purposes only and 

are not to be reproduced or shared with external parties without the approval of the Executive Director or her 

designate. 
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A.2  ABOUT TOTAL COMMUNICATION ENVIRONMENT 
 

TCE ORGANIZATIONAL CHART 

Programs will have varying staff complements and ratios, including Full-Time, Part-Time, Overnight and Call-In Residential Counsellors.  

Each Supervisor oversees multiple Program sites   
Updated August 2016 
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TCE LIST OF PROGRAMS 
 

Program 
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9 Burma 
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A.2  INTRODUCTION 
 

OVERVIEW 
 

Total Communication Environment (TCE) is a charitable, non-profit organization which is funded by the 

Ministry of Community and Social Services.  All programs are governed by the “The Services and Supports 

to Promote the Social Inclusion of Persons with Developmental Disabilities Act, 2008” (which replaced the 

Developmental Services Act in July 2011). As an employee of TCE it is your responsibility to familiarize 

yourself with the Act in order to ensure adherence to its regulations.  A copy of the appropriate Act as well as 

any important MCSS guidelines or directives is available in the office of your residence or the 

Administration Office. 

 

As well, it is the responsibility of all staff to review the Policy and Procedure Manual of Total 

Communication Environment on a regular basis.

 

FUNDAMENTAL PRINCIPLES OF TCE 
 

Total Communication Environment organization is committed to the provision of a secure environment for 

each resident, wherein the following goals are met: 

 

1. The development of each individual’s potential to the highest degree possible. 

2. The facilitation of an individual’s integration into his or her community. 

3. The training and fostering of life skills in developing independence, relative to each 

individual. 

4. The fostering of an individual’s ability to make choices in the important aspects of his or her 

life based on their personal needs and interests. 

 

In fulfilling these goals and in facilitating the development of competence in the individuals served, Total 

Communication Environment will provide a residential homelike environment where appropriate and 

necessary technological and professional supports, based on the needs and interests of the individuals served, 

are provided in the following ways. 

 

COMMUNICATION 

Total communication refers to a philosophy of communication, incorporating a full spectrum of 

communication modes (sign language, fingerspelling, speech, speechreading, auditory training, pictoral 

symbols, Blissymbolics, reading, writing, mime and gesture) which should be used to the maximum degree 

possible to communicate appropriately with each individual, extending throughout the individual’s life. 

 

BASIC PERSONAL MANAGEMENT 
To provide training in basic life skills in order to develop the ability to manage one’s person.  Areas of 

development might include training and management of laundry, personal hygiene, nutrition, house-keeping, 

personal belongings, etc. 

 

SOCIAL SKILLS 
To foster competence in those social skills necessary to integrate into activities of one’s choice, to develop 

positive self concepts and to develop and maintain positive relationships with significant others (friends, 

family and co-workers). 

 

To provide training in awareness and accessing of relevant community services and resources for both work 

and leisure, such as health services, education, recreation, places of worship, shopping,  
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HISTORY OF TCE 
 

In 1979, a group of interested professionals and parents, who were familiar with the needs of deaf children 

with multiple disabilities, came together to discuss the residential needs of this population. 

 

A decision was made to incorporate a non-profit organization and to submit a proposal to the Ministry of 

Community and Social Services for support.  Thus, Total Communication Environment was born. 

 

MCSS provided the funding for the first home at 179 Stewart Street, which opened in 1981, for eight 

children, including one parent relief bed. 

 

In 1985, the need for an adult home was critical and, with the financial support of Lions Clubs of Multiple 

District A, a home was bought and renovated at 644 Golden Avenue, and in 1989, 16 Eleanor Drive was 

purchased through the Ministry of Community and Social Services. 

 

The first home, 179 Stewart Street, was sold in the fall of 1992 and replaced with 5 Eisenhower Drive in 

Heart’s Desire.  This house was later renamed “Wilson House” in recognition of our founders. 

 

All of our other homes are owned by TCE.  In 1995, the Ministry of Housing provided funding for 2785 

Quinn Road which was renovated to accommodate residents with a dual diagnosis.  In 1994, the Lions Clubs 

of Multiple District A approved the purchase of a six unit apartment building to provide a range of living 

situations from high support to semi-independent living.  In October 1996, 575 Kirkwood Avenue was 

officially opened.  In the spring of 1998, through a grant from the Parkway Foundation, an addition was 

added to Wilson House and a new wheelchair van was purchased. 

 

Funding for the operating costs are shared by the Ministry of Community and Social Services, the residents, 

and fundraising efforts. 

 

RIGHT TO COMMUNICATION 
 

The use of sign language at all times by the staff is a very important part of the services which are provided 

by the organization.  Without this visual language, many of our residents are unable to communicate 

expressively.  Sign language is their main method of expressing their needs, thoughts and ideas.  As well, 

deaf residents with multiple disabilities have difficulty understanding what is happening around them unless 

everything is signed so that they can participate fully, not just in isolated situations where one or two staff 

can sign a little.  TCE has a policy of total communication: sign language is used at all times together with 

spoken language and all interaction with residents occurs simultaneously in speech and sign language. 

 

Pic symbols and other visual communication systems are used to further augment communication and is of 

greatest benefit when interacting on a one-to-one basis in the community or with people who have no 

knowledge of sign language. 
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GOALS 
 

 To provide a supportive environment with a holistic approach to life skill development and daily 

living through flexible services accommodating the changing needs and aspirations of individuals. 

 

 To facilitate the realization of the individual’s potential while striving to maintain a life-long 

commitment. 

 

 To involve the individual, family, friends, TCE, and other professionals in the day-to-day and long-

term planning for the individual and, as a result, the future direction of service provision. 

 

 To provide opportunities for fostering functional communication systems. 

 

 To recognize the strong correlation between the quality of service and Direct Care Staff.  Through 

on-going consultation, the team effects decision by advocating the needs and aspirations of 

individuals in order to shape future service directions. 
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A.3.  BOARD OF DIRECTORS RESPONSIBILITIES 
 

POLICY 

 

The directors of Total Communication Environment shall administer the affairs of Total Communication 

Environment in all matters.  The Board of Directors is also specifically empowered to obtain insurance on 

behalf of the directors or officers with respect to any potential risk of liability that the directors or officers 

may incur while acting in the course of their duties and within the scope of any authority conferred upon 

them by the board. 

 

TCE shall appoint an Executive Director to be responsible to the Board of Directors for the day-to-day 

operation and management of the Agency.  

 

The Board shall have Standing and Ad Hoc Committees of the Board of Directors to undertake the work of 

the Board.  The following is a list of these Committees: 

 

Standing Committees    Ad Hoc Committees 

Executive Committee    Nominating Committee 

Finance Committee     

Personnel Committee     
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A.4. CODE OF CONDUCT 
 

TCE is committed to achieving and maintaining high and consistent standards in the quality of our 

employees, volunteers and students.  For the purposes of this policy, the term “personnel” shall be taken to 

mean employees, volunteers (including directors) and students.  The following is the Professional Code of 

Conduct for employees, volunteers and students of TCE during their relationship with the Agency: 

    

 

1. All personnel will adhere to the highest personal and professional standards of conduct, ensuring that 

the safety and care of our residents remains central in all they do. 

 

2. It is not permitted to acquire residents for personal private practice, from work with TCE. 

 

3. All personnel will respect the confidentiality of residents’ personal information.  All personnel will 

sign an Oath of Confidentiality at the beginning of their employment with TCE. 

 

4. Personnel are not permitted to administer corporal punishment nor to use deliberate, harsh or 

degrading disciplinary measures that would humiliate a resident or undermine the resident’s self-

respect.   

 

5. Personnel may not deprive a resident of basic needs, including food, shelter, clothing or bedding. 

 

6. Personnel will conduct their personal business outside of TCE and on their own time. 

   

7. Personnel will ensure that relationships with other personnel do not interfere with their job 

performance.  Personnel may not date staff who report to them. 

 

8. Personnel will not permit or encourage visitation to his or her own home by residents, unless the 

Program Supervisor has approved such visits. 

 

9. While employed with TCE, personnel intending to marry or live common-law, or who are already in 

such a relationship, will not work in the same home/program location or assignment, as their partner 

 

10. Employees may be subject to disciplinary action up to and including dismissal if: 

 

a. They do not follow the intent of TCE, its resident programs, or TCE Policies and 

 Procedures. 

 

b. They deliberately or maliciously present or represent the Agency, residents or homes 

 unfavourably, or erroneously. 
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A.5. CONFLICT OF INTEREST 
 

 

TCE employees, directors and officers shall declare any possible conflict of interest in writing to the 

Executive Committee of the Board of Directors.  The Executive Committee shall have the authority to either 

approve the existing conflict of interest or request that the individual divest themselves of the conflict.  The 

Committee also has the authority to immediately sever TCE’s relationship with any employee, director or 

officer having a conflict of interest which he or she is unwilling to divest. 

 

Conflicts of Interest include: 

1.  Engaging in activities which are in conflict with the mission and values of TCE. 

2.  Investing in organizations or engaging in activities which will result in a financial gain for the 

 individual or organization from TCE (other than regular employment earnings in the case of 

 employees). 

 

Directors or Managers bearing responsibility to make decisions on behalf of TCE are expected to declare 

their interest at the time a discussion arises which touches on the conflict and excuse themselves from any 

decisions, discussion or influence which may affect or be affected by a declared interest. 
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A.6 ESTABLISHING POLICIES AND PROCEDURES 
 
POLICY 
 

BOARD VS OPERATIONS POLICIES AND PROCEDURES 

 

In general, Board policies will reflect directions to the organization related to principles, mandatory 

obligations and philosophy of the organization.  Board policies must be approved by a majority of directors 

present for the vote.  The Board of Directors may, at any time, elect to establish a policy normally considered 

in the purview of the Executive Director so long as the Executive Director is informed of the decision. 

 

In general Operations policies will reflect broad guidelines related to the day-to-day running of the 

organization and principles to be adhered to in the management of staff.  Operations policies must be 

approved by the Executive Director.  All procedures related to both Board and Operations policies will be 

developed by TCE staff and must be approved by the Executive Director. 

 

All policies shall be reviewed periodically, as needed.  

  

AUTHORIZING SIGNATURES 

 

When a Board policy has been adopted by major vote of the directors, the date of the carried motion shall 

become the effective date of the policy unless otherwise directed by the Board.  This will be reflected in the 

Board minutes. 

 

When an Operations policy has been adopted by the management of the organization, the Executive Director 

shall authorize the policy or policy. 

 

PROCEDURE FOR DISTRIBUTION OF NEW / AMENDED POLICIES AND PROCEDURES 

 

Electronic and printed copies of new / amended policies and procedures will be distributed by the TCE 

Administration office upon receipt of: 

 

1. Approved minutes of the TCE Board of Directors indicating that the new / amended policy and 

procedure has been adopted. 

2. Written approval by the Executive Director 

3. Information and direction from the Executive Director  

 

Policies and Procedures Manuals (binders) will be brought for updating as needed, by Program Supervisors, 

to Management meetings at the Administration office.  
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A.7 SIGNING AUTHORITIES  
 

AUTHORIZATION 

 

In general, authorization of activity or expenditure  anticipated by the Board of Directors in either the TCE 

Business Plan or the TCE Budget may be authorized by the Executive Director, Director Operations, 

Program Supervisor or any of the Executive Officers. Authorization may be delegated via written letter 

signed by the delegating individual and countersigned by the delegating individual’s supervisor.  Delegated 

authorization letters must cite the specific date or dates for which authorization is delegated.  

 

Authorization of activity or expenditure not anticipated by the Board of Directors in either the TCE Business 

Plan or the TCE Budget which is significant must be recommended by the Finance Committee and 

authorized by either the Executive Committee of the Board or the Board of Directors. 

 

“Significant” means representing a change in the resident population, a new undertaking which will commit 

TCE for a period of more than twelve months, or a collective expense of more than $10,000. 

 

SIGNING 
All banking and investment transactions must be signed by a minimum of two of the following: 

 Chairperson 

 Vice-Chairperson 

 Treasurer 

 Secretary 

 Executive Director 

 Director - Operations 

 Director of Finance  

Signing authority may not be delegated. 
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A.8 BY-LAWS OF TOTAL COMMUNICATION ENVIRONMENT 
 

ARTICLE 1 - INTERPRETATION 

 

In these By-laws and in all other By-laws of Total Communication Environment hereafter passed unless the 

context otherwise requires, words importing the singular number or the masculine or feminine gender, as the 

case may be, and vice versa, and references to persons shall include firms and corporations.  

 

Any matters not covered by these By-laws shall be covered by The Ontario Corporations Act and any 

subsequent legislative Acts proclaimed which shall govern non-profit, charitable organizations within the 

Province of Ontario. 

 

Organization means Total Communication Environment. 

 

Associate Member means any person not otherwise entitled to be a member of the Organization but who, 

through the payment of dues, wishes to participate in and be informed about the activities of the 

Organization, though not entitled to vote. 

 

Board means the Board of Directors of the Organization. 

 

Director means a member of the Board of Directors. 

 

Ex-officio means membership “by virtue of office” and includes all rights, responsibilities and power to vote 

unless otherwise specified. 

 

Honorary Member is a person, society or organization, including past Directors, who is appointed by the 

Board of Directors to honorary membership in Total Communication Environment, on such terms and 

conditions as they may prescribe.    

 

Immediate Family means a spouse, father, mother, son, daughter or sibling. 

 

Member means member of the Organization entitled to vote. 

 

Chairperson means the Chairperson of the Organization, as elected by the Board. The Chairperson shall also 

be the Chairperson of the Board. 

 

Spouse means a person who is married to another person or who is cohabiting with another person and is 

defined as being a spouse in the Family Law Act. 

 

Vice-Chairperson means Vice-Chairperson of the Organization. 

 

Family Support Network (FSN) is the organization of family members of individuals supported by Total 

Communication Environment. 
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ARTICLE 2- MEMBERSHIP 

 

2.01 The membership shall be open to any person who supports the purposes and objects of Total 

Communication Environment, who is approved by the Board of Directors and who pays annual 

membership dues. 

 

2.02 Persons over the age of eighteen (18) who have an interest in, or who wish to advance the 

purpose of the Organization, shall be eligible for membership. 

 

2.03 An eligible person who pays the prescribed membership fee to the Organization in any calendar 

period, ending April 30 each year, shall be a member of the Organization, until the Annual 

General Meeting of the year following in which such payment is received. The amount of the fee 

for each membership category shall be established from time to time by resolution of the Board. 

Membership fees shall be due by April 30
th
 of each year. Membership applications must be 

submitted upon initially becoming a member. 

 

2.04 There shall be four categories of memberships: Family, General, Associate and Honorary 

Membership of Total Communication Environment.  

 

2.05 The Directors may by resolution admit any person, society or organization, including past 

Directors, to the Honorary Membership of Total Communication Environment, on such terms 

and conditions as they may prescribe. 

 

2.06 Employees of the Organization and their immediate family are eligible for Associate 

Membership. 

 

2.07 Supported individuals and their immediate family are eligible for a Family Membership which 

entitles the family to exercise one (1) vote at general or special meetings of Total 

Communication Environment. The family shall determine which family member shall cast their 

vote. 

 

2.08 All other persons, not covered in 2.05, 2.06 or 2.07, shall be eligible for General Membership. 

 

2.09 Members may resign in writing which shall be effective upon acceptance thereof by the Board of 

Directors. 

 

2.10 A membership will be cancelled if a resolution to that effect is passed by a two-thirds (2/3) 

majority of members at a special meeting duly called for that purpose. The vote is final and may 

not be appealed. 

 

ARTICLE 3 - SEAL 
 

3.01 The seal, an impression whereof is stamped in the margin hereof, shall be the corporate seal of 

Total Communication Environment. The Board shall determine who shall have custody of the 

seal. 
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ARTICLE 4 - BOARD OF DIRECTORS  

 

4.01 The Board shall consist of not less than eight (8) and not more than twelve (12) Board members. 

Each member of the Board is elected for a 3 year period. These periods shall be staggered in 

order to provide continuity for the Organization. For the transition year of 2011/12 only, a 

number of Directors shall be identified to serve one-year, two-year or three-year terms, it being 

the intention to establish for the first time a rotation of the Directors. 

 

 Unless otherwise provided in the By-laws, Directors shall be elected by the members at an 

Annual General Meeting of members. The Directors shall be elected for a term of three (3) years 

which term shall be calculated from the date at which the Director is elected until the second 

annual meeting next following or until the Director's successor is elected. Thereafter, at each 

Annual General Meeting of members, a number of Directors equal to the number of Directors 

retiring shall be elected by the members to serve terms of three (3) years each, it being the 

intention that the Directors shall be elected and shall retire in rotation. 

 

 There is no maximum number of years a member may serve on the Board.  

 

4.02   Board Composition / Membership 

 

4.02.1  Up to two immediate family members of individuals supported by Total Communication 

Environment, in addition to the ex-officio Family Support Network member, may serve as a 

Board Director. 

 

4.02.2 The Board shall include, as an ex-officio Director, the immediate past Chairperson of Total 

Communication Environment, unless he/she is re-elected as Director. 

 

4.02.3 The Board shall include an original founding Board member of the Organization, if available. 

 

4.02.4 The Board shall include one representative, as selected by the Family Support Network.  

 

4.02.5    No Associate Member shall be eligible for election or appointment to the Board. 

 

4.02.6  No two Board Directors shall be related to the same individual supported by the organization.  

 

4.02.7 No two Board Directors shall be from the same immediate family.  

 

4.02.8 No employee of the Organization or his/her immediate family, or person who has been in the 

employ of the Organization at any time during the two (2) year period prior to the date of 

election or appointments shall be eligible for election or appointment to the Board. 

 

4.02.9 All Directors shall be eighteen (18) years of age or over. 

 

4.02.10 All Directors shall become members within ten (10) days of election or appointment. 

 

4.02.11 A Director shall automatically cease to hold office if: 

a) Absent for three consecutive meetings, without being excused for reasons of illness or travel 

etc. 

b) A resolution to that effect is passed by two-thirds of the members voting at a meeting duly 

called for that purpose or 

c) The Director otherwise ceases to be eligible as a member under the terms of these By-laws. 
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4.03 Nominating Committee 

A Nominating Committee appointed by the Board of Directors sixty (60) days prior to the 

Annual General Meeting shall: 

 Determine the vacant positions on the Board; 

 consider the expertise required by the organization; 

 solicit and interview potential new nominees to the Board;  

 receive nominations from the general membership and general public and 

 present a slate of nominees to the membership at the annual general meeting. 

 

Nominations will not be received from the floor at the annual general meeting. 

 

4.04 Election of Officers 

 The Directors, at their first meeting following their election to the Board by the members at the 

general meeting called for the purpose, shall elect from among themselves a Chairperson, a Vice-

Chairperson, a Treasurer, and a Secretary, provided that in default of such election, the then 

incumbents being members of the Board, shall continue in office until their successors are 

elected. The Directors may at any time designate any one or more of their number or any persons 

not elected to the Board to hold the office of Secretary. 

 

4.05 Meetings of the Board 

 The Directors may meet as a Board for the dispatch of business, adjourn and otherwise regulate 

their meetings a minimum of six (6) times per calendar year or as they may determine. 

 

4.06 Vacancies on the Board of Directors 

 If and when a vacancy(ies) occurs on the Board for whatever reason, as long as a quorum of 

Directors remains in office, the Board of Directors may, if it sees fit, seek and install new Board 

members to fill a vacancy(ies) on the Board. Otherwise, such vacancy(ies) shall be filled at the 

next Annual General Meeting of the members at which the Directors for the ensuing year are 

elected. If there is not a quorum of Directors, the remaining Directors shall forthwith call a 

meeting of the members to fill the vacancy.   

 

 If the Board wishes, at any time, to add a new Director to the Board, even if no Director has left 

the Board, a vacancy or vacancies shall be deemed to have occurred (as long as the maximum 

limit of Board members is not exceeded), and the new Board member may be installed in the 

manner above provided. New Board members so added will be considered elected.  

 

4.07 Quorum and Meetings 

 

4.07.1 A quorum for any General Meeting of the Organization shall be six (6) members. 

 

4.07.2 A quorum for a meeting of the Board of Directors shall be one-half (1/2) of the total elected 

Board members plus one (1). 

 

4.08 Errors in Notice 

 No error or omission in giving such notice for a meeting of Directors shall invalidate such 

meeting or invalidate or make void any proceedings taken or had at such meeting and any 

Directors may at any time waive notice of any such meeting and may ratify and approve of any 

or all proceedings taken or had thereat. 

 

4.09 Majority of Votes - Casting Vote 

 Questions arising at any meeting of Directors shall be decided by a majority of votes. In case of 



TCE 

 

Section A: General / Administration 

 

  

 TCE  Policies and Procedures - Last Updated: August 2016  Section A.9 

 

an equality of votes, the Chairperson, in addition to his/her original vote shall have a second or 

casting vote. Voting shall be by a show of hands unless a ballot is demanded by any Director 

present at the meeting. 

 

ARTICLE 5 - POWERS OF THE BOARD OF DIRECTORS 
 

5.01  The Directors of Total Communication Environment shall administer the affairs of Total 

Communication Environment in all matters and make or cause to be made for Total 

Communication Environment, in its name, any kind of contract which Total Communication 

Environment may lawfully enter into and, generally, may exercise all such other powers and do 

all such other acts and things as Total Communication Environment is by its charter or otherwise 

authorized to exercise and do. The Board of Directors is also specifically empowered to obtain 

insurance on behalf of the Directors or officers with respect to any potential risk of liability that 

the Directors or officers may incur while acting in the course of their duties and within the scope 

of any authority conferred upon them by the Board. 

 

5.02 Individual Appointments 

 The Board may appoint officers, agents, contractors and employees on such terms and at such 

remuneration as approved by the Board. 

 

5.03 Books and Records 

 The Directors shall see that all necessary books and records required by the By-laws of Total 

Communication Environment or by any applicable statute or law are regularly and properly kept. 

 The Treasurer, will provide the Directors with a declaration from the Director of Finance and 

proof that all statutory remittances have been made and the accounts are in good order at each 

regular board meeting. 

 

ARTICLE 6 - COMMITTEES OF THE BOARD 

 

6.01 The Board may appoint standing committees and special committees to further the work of the 

 Organization as it deems necessary from time to time. 

 

6.02  The Board may, by resolution, dissolve any special committee at any time. 

 

6.03  Standing Committees of the Board 

 

6.03.1 Finance Committee 

This committee consists of not more than four (4) Directors, one of which shall include the 

Treasurer in the capacity of Chairperson of the committee, and is empowered to make 

recommendations to the Board with respect to all matters related generally to the financial 

operation and management of Total Communication Environment, and any other matters 

delegated to it by the Board. 

 

6.03.2 Executive Committee 

  The Directors may elect from among their number an executive committee consisting of not less 

than three (3) Directors and delegate to the executive committee any powers of the Board, 

subject to the restrictions, if any, imposed from time to time by the Directors. 

 

6.04 Ad Hoc Committees 

  The Board may constitute any ad hoc committee and determine membership and powers of 

same, provided that every such committee shall have as its Chairperson a member of the Board 

of Directors. 
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6.05 Except for the Executive Committee, the Board may appoint additional members of the 

Organization who are not members of the Board to a committee of the Board who are not 

Directors and the Board may require such additional members to enter into a confidentiality 

agreement. 

 

6.06  The Chair of each committee shall be a member of the Board. 

 

6.07 Any committee may appoint subcommittees, as necessary. 

 

6.08 A quorum of a committee shall be a majority of its members present. 

 

6.09 Ex-Officio Member of Standing Committees - Casting Vote 

 The Chairperson of the Board of Directors shall be an ex-officio member of all standing 

committees of the Board and in the event of a tie vote on any of such committees the 

Chairperson, if in attendance, shall have the casting vote. If committees at which there is a tie 

vote cannot resolve an issue the matter at issue shall be submitted by such committee to the 

Board of Directors for a vote. 

 

ARTICLE 7 - DUTIES OF CHAIRPERSON, ETC. 

 

7.01 Duties of the Chairperson 

 The Chairperson, when present, shall preside at all meetings of the members of Total 

Communication Environment and of the Board of Directors, provided however that the Vice-

Chairperson or any other Director may preside at any such meetings with the consent of the 

Chairperson or of the Chairperson and the Vice-Chairperson. The Chairperson shall also be 

charged with the general management and supervision of the affairs and operations of Total 

Communication Environment. The Chairperson with the Secretary or other officer appointed by 

the Board for the purpose shall sign all By-laws and membership certificates. During the absence 

or inability of the Chairperson, his/her duties and powers may be exercised by the Vice-

Chairperson. 

 

7.02 Duties of the Vice-Chairperson 

 The Vice-Chairperson shall be empowered, during any absence or inability of the Chairperson, 

to exercise all powers and perform all duties of the Chairperson, including presiding at all 

meetings of the members and of the Board of Directors of Total Communication Environment. 

 

7.03 Duties of the Secretary 

 The Secretary shall attend all meetings of the Board of Directors and record all facts and minutes 

of all proceedings in the books kept for that purpose. In the absence or inability of the Secretary, 

the Board may designate another officer to perform the duties of the Secretary. 

 

7.04 Duties of the Treasurer  

The Treasurer is responsible for monitoring the senior staff responsible for maintaining an 

accurate account of all receipts and disbursements of Total Communication Environment in 

proper books of account and ensuring that all moneys and other valuable effects in the name and 

to the credit of TCE are deposited in such banks as may from time to time be designated by the 

Board of Directors. The Treasurer shall carefully and regularly review all reports relating to the 

corporation’s financial affairs, including interim and yearend financial statements and carefully 

review the annual budget. The Treasurer shall be aware of all financial policies affecting TCE, 

shall ensure that key policies are in place (such as a separation of duties policy); and ensure that 

such policies are implemented. The Treasurer will give an account of the financial position of 
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TCE at regular meetings of the TCE Board and the Annual General Meeting and shall ensure that 

an annual independent audit is performed on the financial affairs of TCE. The Treasurer shall 

perform such other duties as may from time to time be determined herein or by the Board of 

Directors. 

 

7.05 Duties of Other Officers 

 The Board of Directors may from time to time determine what duties shall be performed by any 

of the other officers. 

 

ARTICLE 8 - EXECUTION OF DOCUMENTS 
 

8.01 Execution of Documents 

As proscribed in the Policies and Procedures of Total Communication Environment, documents 

requiring execution by the Organization may be signed by the Chairperson or Vice-Chairperson 

and by the Secretary or the Treasurer, and all documents so signed are binding upon the 

Organization without any further authorization or formality. The Board may from time to time 

appoint any officer or officers or any person or persons on behalf of the organization, either to 

sign documents generally or to sign specific documents. The corporate seal of the Organization 

shall, when required, be affixed to the documents executed in accordance with the foregoing. 

 

The Board shall ensure that all necessary books and records of the Organization required by the 

By-laws of the Organization or by any applicable statute are regularly and properly kept. 

 

8.02 Contracts in the Ordinary Course 

 Contracts in the ordinary course of Total Communication Environment’s operations may be 

entered into on behalf of Total Communication Environment by the Chairperson, Vice-

Chairperson, Treasurer, Secretary, or by any person authorized by the Board. 

 

8.03 Jurisdiction of the Board 

 Notwithstanding any provisions to the contrary contained in the By-laws of Total 

Communication Environment, the Board of Directors may at any time by resolution direct the 

manner in which, and the person or persons by whom, any particular instrument, contract or 

obligations of Total Communication Environment may or shall be executed. 

 

8.04 Banking Arrangements 

All cheques, drafts, electronic transfers or orders for the payment of money and all notes and 

acceptances and bills of exchange shall be signed by two ( 2) signing officers or persons and in 

the manner proscribed by the policies and procedures of Total Communication Environment and 

authorized by the Board. 

 

8.05 Borrowing 

 The Board of Directors may from time to time: 

a) borrow money on the credit of the Organization;  

b) issue, sell or pledge debt obligations of the Organization, whether secured or unsecured; and  

c) Charge, mortgage, hypothecate, pledge or otherwise create a security interest in all or any 

property of the Organization, owned or subsequently acquired to secure any obligation of the 

Organization.  
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ARTICLE 9 - INDEMNITY 
 

9.01 Indemnity 

 Every Director or officer of the corporation who, while acting both in the course of duty as a 

Director or officer of the corporation and within the scope of authority conferred upon him/her 

by the Board, incurs any liability on behalf of the corporation or any company controlled by it 

and their heirs, executors and administrators, and estate and effects, respectively, shall from time 

to time and at all times, be indemnified and saved harmless out of the funds of the corporation, 

from and against: 

 

a) all costs, charges and expenses whatsoever which such Director, officer or other person 

sustains or incurs in or about any action, suit or proceedings which is brought, commenced 

or prosecuted against him/her or in respect of any act, deed, matter or thing whatsoever, 

made, done or permitted by him/her, or about the execution of the duties of his/her office or 

in respect of any such liability; 

 

b) all other costs, charges and expenses which he/she sustains or incurs in or about or in relation 

to the affairs thereof, except such costs, charges or expenses as are occasioned by his/her 

own willful neglect or default. 

 

ARTICLE 10 - MEETINGS OF MEMBERS 
 

10.01 Annual General Meeting 

 An Annual General Meeting shall be held in every calendar year. The members of Total 

Communication Environment shall use all reasonable efforts to convene the annual meeting 

during the month of June of each year. The annual or other general meetings shall be held at the 

registered office of Total Communication Environment or elsewhere in Ontario as the Board of 

Directors may determine and on such day as the said Directors shall appoint. 

 

10.02 Business at Annual General Meeting, General or Special Meetings  

 At every Annual General Meeting, in addition to any other business that may be transacted, the 

report of the Directors, the financial statement and the report of the auditors shall be presented. 

The Board of Directors shall be elected and auditors appointed for the ensuing year. A request 

for proposals for auditing services from qualified accounting firms shall be tendered at minimum 

every five (5) years to determine the auditors. 

 

 The members may consider and transact any business, either special or general, without any 

notice thereof at any meeting of the members. The Board of Directors or the Chairperson or 

Vice-Chairperson shall have power to call at any time a general meeting of the members of Total 

Communication Environment. Although it is not required that members’ meetings, either annual 

or general, be advertised or given public notice, members should be notified of the time and 

place of every such meeting, either by post or by electronic mail, ten days before the time fixed 

for the holding of such meeting. If, without notice, the entire Total Communication Environment 

membership were present thereat, any business could be transacted which would normally be 

transacted at an annual or general meeting.    

 

10.03 Error or Omission in Notice 

 No error or omission in giving notice of any annual or general meeting or any adjourned 

meeting, whether annual or general, of the members of Total Communication Environment shall 

invalidate such meeting or make void any proceedings taken thereat and any member may at any 

time waive notice of any such meeting and may ratify, approve and confirm any of all 

proceedings taken or had thereat. For the purpose of sending notice to any member, Director or 



TCE 

 

Section A: General / Administration 

 

  

 TCE  Policies and Procedures - Last Updated: August 2016  Section A.9 

 

officer for any meeting or otherwise, the address of any member, Director or officer shall be 

his/her last address recorded on the books of Total Communication Environment. 
 

10.04 Adjournments 

 Any meetings of Total Communication Environment or of the Directors may be adjourned to any 

time and from time to time and such business may be transacted at such adjourned meeting as 

might have been transacted at the original meeting from which such adjournment took place.  No 

notice shall be required of any such adjournment.  Such adjournment may be made 

notwithstanding that no quorum is present. 
 

10.05 Quorum of Members 

 A quorum for the transaction of business at any meeting of members shall consist of not less than 

six (6) members present in person or represented by proxy provided that in no case can any 

meeting be held unless there are four (4) members present in person. 
 

10.06 Voting of Members 
 

10.06.1 Each general member is entitled to one (1) vote at the Annual General Meeting or Special 

Meetings.  
 

10.06.2 A general member may vote by proxy provided the completed proxy form which has been 

attached to the notice of meeting, is carried by another general member who is present at the 

meeting.  No one may carry more than two (2) proxy votes to any meeting. The completed proxy 

form must be registered at the office of Total Communication Environment forty-eight (48) 

hours prior to any meeting in which the proxy is to be exercised. 
 

10.06.3 Each supported individual and their immediate family members are limited to exercise one (1) 

vote at general or special meetings of Total Communication Environment.  
 

10.06.4 No member shall be entitled to vote at meetings of Total Communication Environment unless all 

fees, if any, then payable by the member have been paid. 
 

10.06.5  At all general or special meetings of members every question shall be decided by a majority of 

the votes of the members present in person or represented by proxy unless otherwise required by 

the By-laws of Total Communication Environment.  Every question shall be decided in the first 

instance by a show of hands, every member having voting rights shall have one vote, and unless 

a poll be demanded a declaration by the Chairperson that a resolution has been carried or not 

carried and an entry to that effect in the minutes of Total Communication Environment shall be 

admissible in the evidence as prima facie proof of the fact without proof of the number or 

proportion of the votes accorded in favour of or against such resolution.  The demand for a poll 

may be withdrawn, but if a poll be demanded and not withdrawn the question shall be decided by 

a majority of votes given by the members present in person or by proxy, and such poll shall be 

taken in such manner as the Chairperson shall direct and the result of such poll shall be deemed 

the decision of Total Communication Environment in general meeting upon the matter in 

question.  In case of an equality of votes at any general meeting, whether upon a show of hands 

or at a poll, the Chairperson shall be entitled to a second or casting vote. 
 

10.07 Amendment 

 The By-laws of Total Communication Environment may be amended by resolution of the Board 

of Directors. Any such amendment shall be submitted to the members of Total Communication 

Environment at the next annual meeting of such members at which they may confirm, reject or 

further amend such By-laws and amendments. To amend the By-laws a vote requires a two-

thirds (2/3) majority to pass. 
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ARTICLE 11 - FINANCIAL YEAR 

 

11.01 Year-End 

 Unless otherwise determined by the Board of Directors the financial year of Total 

Communication Environment shall terminate on the 31st day of March, in each year. 

 

ARTICLE 12 - NOTICE 
 

12.01 Whenever under the provisions of the By-laws of Total Communication Environment, notice is 

required to be given, such notice shall be sufficiently given if delivered personally to the person 

to whom it is to be given or if delivered to the last address of such person as recorded in the 

books of the Organization or, if mailed by prepaid ordinary or air mail addressed  to said address 

or if sent to said address by any means of wire or wireless or any other form of electronically 

transmitted or recorded communication. For the purpose of sending any notice the address of any 

member, Director or officer shall be his/her last address as recorded on the books of Total 

Communication Environment. 

 

Passed by the Board of Directors and sealed with the corporate seal on the 9th day of December, 2010. 

 

The foregoing By-laws of Total Communication Environment were presented and approved at a meeting of 

the members of Total Communication Environment held on the 9th day of December, 2010. 

 

 

Amendment, effective November 10, 2014:  

The Article 8.05 Borrowing clause was added to form part of the By-laws of Total Communication 

Environment by resolution of the Board of Directors on November 10, 2014.  

 

 

 

 

     (corporate seal) 

 

 
 

The foregoing Article 8.05 Borrowing amendment was presented and approved at a meeting of the 

members of Total Communication Environment held on the 22
nd

 day of June, 2015. 

 


