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TO: All Branches  
 For Information of Members of Command Executive Council 
 
FROM: Michelle Courtney, Executive Director    
 
SUBJECT: Congratulations to Incoming Executive Members 
 
   
 
Congratulations on being elected to your Branch executive committee!  
 
Thank you for taking on the exciting and challenging role of governance for your Branch.  There 
is a lot to learn when taking on this important role.  To help new executives with this transition, 
we have created a checklist with helpful reminders. For any questions, please contact Mai 
Hansson, Branch Administration Manager, at mai.hansson@legionbcyukon.ca. 
 
Administrative Reminders 
 
 Update signing authorities for all Branch accounts as required in your Branch by-laws. 

See Section 633.d or Section 636.c of your Branch by-laws if you are unsure who is 
authorized to be on the accounts. 

 Review the following WorkSafe Policies: 
o Bullying and Harassment 
o Occupational Health and Safety 
o Young and New Workers 
o Working Alone 
o WHMIS 

All Branches should have policies for each of these points.  If your Branch doesn’t have the 
policy, or you’re having trouble locating it, you can find samples on Branch Corner. 

 
 Ensure any paid or volunteer staff undergo WorkSafe training on above points annually. 
 Your Branch is governed by three levels of by-laws and the BC/Yukon Command 

Performance Standards Policy.  It is recommended you review the following documents: 
o Performance Standards Policy to understand your obligations to BC/Yukon Command 

and the Legion. Please contact BC/Yukon Command if you have any questions. 
o The General By-Laws (found on Legion.ca) 
o BC/Yukon Command By-Laws (Found on Branch Corner) 
o Branch By-Laws (Attached to this email) 

 
 Review Terms of Reference (TOR) for all positions and committees. These TOR’s outline 

the obligations and duties.  Review and update these documents will help keep everyone 
on the same page.  BC/Yukon Command has sample Terms of Reference, if needed. 

 Ensure Annual General Meeting is held in the timeframe as required by your Branch by-
laws. See Section 645 or Section or 647 of your Branch by-laws if you are unsure when 
this should happen. 

 Ensure you are holding Executive and General Meetings as required by your by-laws. 
Please see Section 639 or Section 641 for frequency of Executive Committee Meetings 
and Section 644 or Section 648 for frequency of General Meetings. 
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 Log onto the BC/Yukon Command website and update your Branch executive contact 
information when there are changes to the executive. 

 Branch Corner – Obtain Branch Login and Password in order to access the various 
resources for the Branch. This information is included in the Branch Executive Welcome 
Package. 

 
Lounge Operations 
 
 Update the Branch liquor license with the new executive members. The Liquor and 

Cannabis Regulation Branch requires all executive members to obtain a criminal record 
check and Personal History Summary. (This only needs to occur for new members to the 
executive) 

 Update contract with BC Lotteries if the Branch has a new president. Please contact your 
BC Lotteries representative if you need more information. Any executive members 
handling Lotto must have their Lotto certification. 

 Ensure all paid and volunteer bartenders have a valid Serving It Right Certificate. 
 Ensure all paid and volunteer kitchen staff have a valid Food Safe Certificate. 
 Ensure you know your deadline for renewing your gaming license(s) and submitting 

reports. 
 If your Branch plays recorded music or has live music, you need a license with 

Entandem. Please visit their website for more information: 
https://www.entandemlicensing.com/  
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