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CODE OF CONDUCT AND GOVERNANCE
PRACTICES

For the Directors of the Ottawa Coalition of Business Improvement Areas (OCOBIA)

This Code of Conduct and Governance Practices (“Code”) sets out OCOBIA’s expectations for
the behaviour of its Directors.

The primary duty of Directors is to act in the best interests of OCOBIA to foster its long-term
success. The Board has approved the Code as a supplement to any legal requirements for
Directors including those contained in relevant statutes or in OCOBIA Constitution. The intent is
to assist Directors in understanding and performing their duties and responsibilities.

1. Conduct of Directors

To enable the Board to discharge its collective responsibilities for stewardship, including
oversight and strategic leadership, each Director shall:

● Conduct himself/herself honestly, fairly, ethically and with integrity;
● Demonstrate an understanding of current corporate governance practices;
● Assist OCOBIA to achieve its strategic objectives and business plans;
● Comply with OCOBIA’s Confidential Information Policy;
● Declare conflicts of interest to the Board and comply with OCOBIA’s Board Conflict of

Interest Policy; and
● Monitor his/her continued ability to meet these expectations.

For greater clarity, Directors are required by law to act in the best interests of OCOBIA and in
accordance with obligations imposed by law. Although differences of opinion will arise from time
to time, Directors recognize that the Board governs as a single body and that they will, subject
to their rights and obligations under applicable law, respect and support the decisions of the
majority.

2. Functions of the Board

● Determine mission and purpose. It is the Board's responsibility to create and review a
statement of mission and purpose that articulates the organization's goals, means, and
primary constituents.



● Select the Executive Director. The Board must reach consensus on the Executive
Director's responsibilities and undertake a careful search to find the most qualified
individual for the position. The Board will ensure that there is a succession plan in place.

● Support and evaluate the Executive Director. The Board should ensure that the
Executive Director has the support he or she needs to further the goals of the
organization.

● Ensure effective strategic planning. The Board must actively participate in an overall
strategic planning process and assist in implementing and monitoring the plan's goals.

● Monitor and strengthen programs and services. The Board's responsibility is to
determine which programs and services are consistent with OCOBIA’s mission and
monitor their effectiveness.

● Ensure adequate financial resources. One of the Board's foremost responsibilities is to
secure adequate resources for OCOBIA to fulfill its mission.

● Protect assets and provide proper financial oversight. The Board must assist in
developing the annual budget and ensuring that proper financial controls are in place.

● Build a competent Board. The Board has a responsibility to articulate prerequisites for
candidates, orient new members, and periodically and comprehensively evaluate their
own performance.

● Ensure legal and ethical integrity. The Board is ultimately responsible for adherence to
legal standards and ethical norms.

● Enhance OCOBIA's public standing. The Board should clearly articulate OCOBIA's
mission, accomplishments, and goals to the members and partners and garner support
from stakeholders.

● Manage risk. The board must assess and address risk to the organization and ensure
timely and proper corresponding responses.

3. Chair of the Board

The Directors will elect a Chair from among their number who will chair meetings of the Board
and assume other responsibilities the Board may delegate from time to time. In addition, the
Chair will be responsible for:

● Administering the Board’s relationship with Management, as directed by the Board; and
● Overseeing Director conduct and compliance with the Code of Conduct for Directors.

4. Attendance at Board and Board Committee Meetings

Each Director is expected to devote sufficient time to review Board materials, and attend
meetings of the Board and Board Committees. Additional meetings may be scheduled on short
notice. Directors may attend meetings by telephone or other electronic means as permitted by
statute and facilitated by OCOBIA. The Chair will review the attendance of Directors and may
ask a Director to resign if three Board meetings are missed in one Board year.

5. Confidential Information

Each Director also agrees to comply with the Confidential Information Policy.



6. Conflict of Interest

Each Director also agrees to comply with the Conflict of Interest Policy.

7. Orientation of New Directors

OCOBIA offers an orientation program for new Directors. Each Director will receive documents
which describe the organization of the Board and its Committees and the policies under which
OCOBIA functions.

At the orientation, Management will review OCOBIA’s Strategic Plan, provide information on the
services offered and review its financial statements.

8. Personal Liability of Directors

In discharging their duties, Directors are required by law to act honestly and in good faith with a
view to the best interests of OCOBIA and other applicable legal duties. Directors may incur
personal liability if they breach such duties or fail to meet accepted standards of performance,
the general requirement being that Directors must exercise the care, diligence and skill that a
reasonably prudent person would exercise in comparable circumstances. Directors have a
potential statutory liability under certain provincial statutes, such as the Ontario Employment
Standards Act.

OCOBIA maintains Director and Officer Liability Insurance to provide coverage for Directors
related to claims brought with respect to the discharge of their duties, however, applicable law
specifically limits OCOBIA’s ability to indemnify and insure Directors in certain circumstances.
OCOBIA will support Directors in informing themselves of those limitations under applicable law.

9. Interaction with the Media

The Chair and the Executive Director serve as primary spokespersons. Unless otherwise
directed by the Board, the Chair serves as primary spokesperson for policy on issues related to
the non-delegated responsibilities of the Board, and the Executive Director or the Executive
Director’s delegate shall serve as the primary spokesperson with respect to the responsibilities
that the Board delegates to management. From time to time, Directors may be requested by
politicians, the media and stakeholders, to discuss issues related to OCOBIA business,
including matters discussed at meetings of the Board. Directors shall refer these requests to the
Executive Director or the Chair.

10. Delegation of Authority

In accordance with the delegation of authority pursuant to the Constitution, and subject to the
authority of the Board, the Executive Director shall have responsibility for the day-to-day general
management and direction of the business and affairs of OCOBIA. A Director seeking



information from Management will direct requests to the Executive Director. The Chair of each
Committee will be assigned a designated member of Management to facilitate the Committee’s
work.

11. Board Evaluations

During the course of a term, Directors may be asked to participate in an anonymous Board
Evaluation under the supervision of the Governance Committee. The Board Evaluation will
include an evaluation of the Chair.

The scope of the Board Evaluation will include determining compliance by Directors with this
Manual, including its Code of Conduct, with other policies applicable to Directors, and with good
governance practices.

The results of the Board Evaluation will be confidential, except that they will be provided to the
Chair. The Chair will share summary results on the Board’s performance with the Board without
attribution.  The results on the Chair’s performance will be provided to the Chair and the Chair of
the Governance Committee.

12. Compliance with Code of Conduct and Governance Practices

A Director who requires clarification as to the application of this Code, or has concerns as to
compliance with the Code by another Director, should raise these concerns with the Chair. In
resolving such concerns, the Chair may seek advice from other Directors and from legal
counsel. The Constitution provides that a Director may be removed in certain circumstances.

13. Annual Affirmation and Review

Directors shall sign an annual affirmation that they understand and will comply with the Code.
The Governance Committee may recommend changes to this Code from time to time.

Dated:



EMPLOYEE CODE OF CONDUCT

For Employees of the Ottawa Coalition of Business Improvement Areas (OCOBIA)

The Code is organized into categories, as follows:

Service

1. Always act with fairness, honesty, integrity and openness; respect the opinions of others
and treat all with equality and dignity without regard to gender, race, colour, creed,
ancestry, place of origin, political beliefs, religion, marital status, disability, age, or sexual
orientation.

2. Promote the mission and objectives of OCOBIA in all dealings with partners and the public
on behalf of the Association and within OCOBIA.

3. Provide a positive and valued experience for those receiving service within and outside
OCOBIA.

Accountability

1. Act with honesty and integrity and in accordance with any professional standards and / or
governing laws and legislation that have application to the responsibilities you perform for
or on behalf of OCOBIA.

2. Comply with both the letter and the spirit of any training or orientation provided to you by
OCOBIA in connection with those responsibilities.

3. Adhere to the policies and procedures of OCOBIA and support the decisions and
directions of the Board and its delegated authority.

4. Take responsibility for your actions and decisions. Follow reporting lines to facilitate the
effective resolution of problems. Ensure that you do not exceed the authority of your
position.

Conflict of interest

Conflict of interest arises when a person participates in a decision about a matter (including any
contract or arrangement of employment, leasing, sale or provision of goods and services) which
may benefit or be seen to benefit that person because of his/her direct or indirect monetary or
financial interests affected by or involved in that matter.



It is the duty of any person taking part in the operations of OCOBIA to adhere to the Conflict of
Interest Policy at all times. In the event that such a matter arises, the person shall formally
disclose the interest, refrain from attempting to persuade or influence other persons participating
in the decision and shall not cast any vote on the matter.

Confidentiality

1. Respect and maintain the confidentiality of information gained as an employee, including,
but not limited to, all computer software and files, OCOBIA business documents and
printouts, and employee records.

2. Respect and maintain the confidentiality of individual personal information about persons
gained through your role with OCOBIA.

Implementation

Strict observance of the Code is fundamental to the activity and reputation of OCOBIA. It is
essential that all employees (permanent full-time, hourly, fixed term contract, permanent
part-time) adhere to this Code. They will certify this by signing a Declaration that they have read
and will abide by this Code.

Dated: September 2020



CONFIDENTIALITY POLICY

For Directors and Employees of the Ottawa Coalition of Business Improvement Areas

Purpose

This document sets out the Confidentiality Policy as it applies to the Board of Directors (“Board”)
and Employees. This policy continues in effect prior, during and after an individual’s tenure as a
Director or Employee.

Policy – Non-Disclosure of Confidential Information

Directors and Employees have access to Confidential Information (as defined below), the
disclosure of which may be detrimental to OCOBIA.

Accordingly, Directors and Employees agree not to disclose or to allow disclosure of
Confidential Information except to:

● Employees of OCOBIA;
● Authorized Representatives such as agents, advisors, consultants and other

representatives who have agreed in writing to be bound by the terms of this policy or
who are subject to a duty of confidentiality under law;

● Other persons authorized by the Chair of the Board or by the Board itself for the purpose
of conducting the business of the Board or Management; or

● Others as required by law.

Directors and Employees will conduct themselves, and require Authorized Representatives who
have access to Confidential Information to conduct themselves, in such a way as to keep
Confidential Information confidential.

If a Director ceases to be a Director or an Employee ceases to be an Employee, the Director or
Employee will return to the Association every paper copy of Confidential Information and will
dispose of in a secure manner every electronic copy of Confidential Information in his/her
possession.

Confidential Information includes:
● All information and materials relating to OCOBIA business or affairs that is not generally

known by partners and the public;



● All summaries, derivatives, copies and/or reproductions made by a Director of
information and materials, processes and ideas relating to OCOBIA business or affairs
that is not generally known to partners or the public;

● All proprietary and financial information relating to OCOBIA and its employees, including
contracts and policies;

● Such information as OCOBIA may from time to time designate as being Confidential
Information;

● Any secrets, trade secrets, know-how or other intellectual property of any kind of
OCOBIA;

● Any information relating to any person, firm or other entity with which OCOBIA does
business, which is not generally publicly known;

● Member or Partner lists or related information;
● Financial statements and contracts and contractual negotiations with third parties;
● Legal matters involving OCOBIA; and
● Any information regarding the employees, volunteers, Directors and Officers.

This list is illustrative only. Other categories of Confidential Information may exist or arise. If a
Director or Employee has any doubt about what Confidential Information is, he or she should
ask the Chair.

At the end of each Board meeting, the Directors may determine and declare what information is
not Confidential. Materials and discussions at Board meetings will be considered Confidential
Information unless declared otherwise.

Confidential Document Disposal Guidelines

Confidential Information may be embedded in documents that will be discarded by a Director or
Employee. All documents, physical or digital, must be disposed of in a secure manner.



CONFLICT OF INTEREST POLICY

For Directors and Employees of the Ottawa Coalition of Business Improvement Areas

Purpose

This document sets out the Conflict of Interest Policy as it applies to the Board of Directors
(“Board”) and Employees. This policy continues in effect both during and after an individual’s
tenure as a Director or Employee.

Conflict of Interest

Directors and Employees will avoid placing themselves in a position where personal interests
conflict with their responsibilities as a Director or Employee. A Conflict of Interest may be real or
perceived and may exist whether or not a monetary advantage has been obtained. A Director’s
and Employee’s interests extend to the Director’s family, friends and associates.

The following activities could constitute a Conflict of Interest:

Acceptance of Favours
To demand, accept, agree to accept, directly or indirectly, gifts, discounts, loans, services,
employment or benefits of any kind from OCOBIA or those who deal with OCOBIA.

Alternative Employment/Business
To engage in any outside work or business undertaking in which the Director’s or Employee’s
interests’ conflict with the interests of OCOBIA.

Personal Influence
To derive a benefit though personal influence.

Financial Interest
To have a beneficial interest in any goods, services or properties that might be acquired by
OCOBIA unless OCOBIA has acknowledged and consented to such beneficial interests in
writing after disclosure by the Director.

Profit from Access to Information
To use knowledge acquired through the position as Director or Employee to obtain a beneficial
interest in any goods, services or properties.



Conflict of Interest under Applicable Law
Not to be in a conflict of interest pursuant to any law that applies to OCOBIA. It is the
responsibility of each Director and Employee to be aware of, and comply with, any such
applicable laws.

Disclosure of Confidential Information
To disclose improperly any Confidential Information (see the Confidentiality Policy), obtained by
the Director or Employee in the course of his or her tenure.

Reporting a Conflict of Interest

A Director or Employee in a position of Conflict of Interest or who becomes aware of a Conflict
of Interest of another Director or Employee shall disclose the Conflict of Interest to the Chair.

Investigation and Resolution

Appropriate steps will be taken to determine whether a real or perceived conflict exists, and in
accordance with statutory requirements, determine whether it is necessary for the Director or
Employee to resign or to be recused from discussions by the Board or Management on a
particular subject.



ANTI-HARASSMENT AND ANTI-DISCRIMINATION
POLICY

1. POLICY STATEMENT

The Ottawa Coalition of Business Improvement Area is committed to fulfilling its obligation to
provide every Member and employee with a work environment that is safe and free from
harassment and discrimination on the grounds set out in the Ontario Human Rights Code (the
“Code”).

2. DEFINITIONS

i. Discrimination: Actions or behaviours that result in unfavourable or adverse treatment
because of one or more of the prohibited grounds.

ii. Members / Employees: All individual representatives from BIAs participating with the
OCOBIA, and all those hired by the OCOBIA, including, managerial, supervisory, full-time,
part-time, temporary, casual, and students on placement.

iii. Harassment: Engaging in a course of vexatious comment or conduct that is known or
reasonably ought to be known to be unwelcome.

iv. Prohibited Grounds: Include race, ancestry, place of origin, colour, ethnic origin,
citizenship, creed, sex, sexual orientation, gender identity, gender expression, age, record of
offences, marital status, family status or disability.

a. “Age”, “disability”, “family status”, “marital status”, and “record of offences” shall be as
defined in the Code.

v. Workplace: All of the OCOBIA’s work sites, including vehicles and any other land, premises,
locations or things at, upon, in or near where the business of the OCOBIA is being
conducted. Included in this definition are OCOBIA-related activities, including
OCOBIA-sanctioned social functions, or business performed at any other location away from
the OCOBIA’s facilities, during or outside of normal working hours.



3. Applicability

The OCOBIA will not tolerate harassment or discrimination on the grounds set out above of any
of its Members or employees in any of its workplaces, by anyone, including: other employees of
the OCOBIA and non-employees/ Accordingly, this Policy applies to all of the OCOBIA’s
employees, Members, volunteers, students on placements, and individuals contracted by the
OCOBIA on a “purchase of service” agreement.

4. The Policy

The following provisions of the Code form the framework of this Policy.

(a) Every person has a right to equal treatment with respect to employment and participation
without discrimination because of race, ancestry, place of origin, colour, ethnic origin,
citizenship, creed, sex, sexual orientation, gender identity, gender expression, age,
record of offences, marital status, family status or disability.

(b) Every person who is a Member or employee has a right to freedom from harassment in
the workplace by the OCOBIA or agent of the OCOBIA or by another Member or
employee because of race, ancestry, place of origin, colour, ethnic origin, citizenship,
creed, sexual orientation, gender identity, gender expression, age, record of offences,
marital status, family status or disability.

(c) Every person who is a Member or an employee has a right to freedom from harassment
in the workplace because of sex, sexual orientation, gender identity or gender
expression by their employer or agent of the employer or by another employee.

(d) Every person has a right to be free from,

i. a sexual solicitation or advance made by a person in a position to confer, grant or
deny a benefit or advancement to the person where the person making the
solicitation or advance knows or ought reasonably to know that it is unwelcome;
or

ii. a reprisal or a threat of reprisal for the rejection of a sexual solicitation or
advance where the reprisal is made or threatened by a person in a position to
confer, grant or deny a benefit or advancement to the person.

(e) Reprisal/Retaliation

Reprisal/retaliation is also unlawful and will not be tolerated. Discriminating against an individual
for:

iii. invoking this Policy (on behalf of themselves or another individual); or



iv. participating or cooperating in an investigation under this Policy; or

v. associating with a person who has invoked this Policy or participated in these
procedures;

will be treated as a violation of the Policy and will be dealt with accordingly. In such a case the
offender may be subject to the same corrective and/or disciplinary action listed below.

5. Responsibilities

Every individual to whom this Policy applies has a responsibility to ensure that the work
environment is safe and free from workplace harassment and discrimination by:

a)  refraining from any form of workplace harassment or discrimination;

b)  advising the Chair, Vice-Chair or Secretary or any member of Board of Directors of an
incident of apparent workplace harassment or discrimination, or any incident of
retaliation against any person for invoking this Policy; and

c)  co-operating in an investigation and handling of any incident of harassment or
discrimination.

Parties are further reminded to consider their responsibilities with respect to workplace
harassment or workplace sexual harassment under the OCOBIA’s Code of Conduct and the
Occupational Health and Safety Act.



HIRING POLICY

The Ottawa Coalition of Business Improvement Areas (OCOBIA) practices equal opportunity in
employment practices without discrimination on the grounds of race, religious beliefs, colour,
gender, sexual orientation, physical disability, mental disability, ancestry, place of origin, age,
marital status, source of income, family status or any of the enumerated grounds as listed in the
Ontario Human Rights Code.

OCOBIA advises all potential employees of any existing office policies, manuals, codes of
conduct, benefits and hours of operation that may be in force at the time of employment which
may be subject to change in accordance with the Employment Standards Act of Ontario.



PROCUREMENT POLICY

The objective of this Procurement Policy is to procure the necessary quality and quantity of
goods and/or services for OCOBIA while maintaining appropriate controls.

Procurement Process

Annual Dollar Value
● Up to but not including $1000

Requirements
● Does not cause an overage in the appropriate category of the current BIA approved

budget
● No quotes required

Approval Authority
● Reported to the Board of Directors at its next meeting
● Executive Director or Chair to approve if the procurement is from a Director’s business

Authority to Sign Contracts (if there is a Contract)
● Requires the signature of the Executive Director

Annual Dollar Value
● $1000+$1

Requirements
● Does not cause an overage in the appropriate category of the current BIA approved

budget
● At least three independent written quotes from vendors 

Approval Authority
● Reported to the Board of Directors at its next meeting
● Executive Director or Chair to approve if the procurement is from a Director’s business

or to decide how to proceed when fewer than three independent written quotes are
received

Authority to Sign Contracts (if there is a Contract)
● Requires the signature of the Chair and Executive Director



The Board of Directors may approve the preferential treatment of BIA Members in its
procurement process either generally or for a specific procurement process. It will do so by
resolution in advance of the procurement process occurring and will inform vendors of any such
resolution.

Vendor Performance
Documented poor performance or non-performance of a vendor at any time during the term of
any contract will be used to determine the eligibility of a vendor to continue to provide goods
and/or services to OCOBIA on a current contract and to determine their ability to participate on
future contracts.

Non-Competitive Procurements
Prior to entering into discussions with any vendor, the Board of Directors may approve a
non-competitive procurement, if it is satisfied that one or more the following conditions apply:

● Goods and/or services are in short supply due to market conditions:
● It is more cost effective or beneficial for the BIA to procure the goods and/or services

from the vendor being considered rather than from a competitive procurement process;
● A BIA contract for a good or service which has expired or will very shortly expire and

requires extension while the procurement process is completed.    



WEBSITE TERMS OF SERVICE

Please read the following terms of use (“Terms of Use”) carefully before using the website
ocobia.org (the “Site”) owned by Ottawa Coalition of Business Improvement Areas. (the
“Company”). By using the Site, you agree to be bound by the Terms of Use. If you do not agree
to be bound by these Terms of Use, discontinue all use of the Sites immediately.

1. General Remark.. The entire content included in the Site, including but not limited to
text, information, designs, photographs, graphics, images, illustrations, interfaces,
codes, audio clips, sounds, video clips, online courses, blog posts, software and links
to external websites (the “Content”), is provided for informational purposes. Please
use caution and common sense when using the Sites.

2. Disclaimers and Limitation of Liability. The Company intend for the Content on the
Sites to be accurate and reliable, however, the Site and the Content are provided to
you “as is” and “as available” and without warranty or condition of any kind, whether
express or implied. The Company do not represent or warrant that the functions
contained in the Site will be uninterrupted or error free, that defects will be corrected or
that the Site or the server which makes the Site available are free from viruses or
other harmful components. In no event shall the Company be liable for any damages
whatsoever, including direct, indirect, special, incidental or consequential damages,
arising out of or in connection with the use or performance of the Site or any other site
you may access while using the Site or your use of the Content, even if advised of the
possibility of such damages.

3. Dealing with Third Parties. Any correspondence or business dealings with any third
parties including merchants, sellers, buyers or advertisers found on, or through, the
Site is solely between you and such third parties, and the Company have no control
over the quality or legality of the Content advertised, the truth or accuracy of any
representations made by sellers, the ability of sellers to sell and the ability of buyers to
purchase. The Company are not responsible for any damages you may suffer by
entering into such transactions including the payment for and delivery of goods if any,
and any terms, conditions, warranties, or representations associated with such
dealings. You and the third party, not the Company, are responsible for compliance
with all laws applicable in any such transaction.

4. Indemnity. You acknowledge and expressly agree that use of the Site is at your sole
and own risk. You agree to defend, indemnify and hold the Company and their
affiliates as well as their respective directors, officers, trustees and employees
harmless from any and all liabilities, costs and expenses, including reasonable
attorneys’ fees, related to any violation of these Terms of Use by you or users of your
account, or in any way arising out of the use of the Site, including without limitation,



the placement or transmission of any information or other materials on the Sites by
you or users of your account.

5. Prohibited Use of the Site. You shall not use the Site in any way that would interfere
with their operation nor submit any information, material or content to the Site that
violates any law. Furthermore, you shall not post, upload, publish, transmit or
otherwise distribute on the Site any information, material, or content that:

1. could constitute a criminal offence, including without limitation, any crimes relating to
pornography, threats, intimidation, hate, assault, or fraud;

2. could defame, abuse, harass, threaten or otherwise interfere with or harm the
contractual, personality, confidentiality, privacy or publicity, moral or statutory or any
other rights of any person;

3. could infringe the intellectual property rights including without limitation any copyright,
trade-mark, or patent, of any person;

4. could be considered as a use of the Site that is contrary to law or electronic etiquette,
or which would adversely impact the use of the Site or the Internet by other users,
including the posting or transmitting of information or software containing viruses or
other disruptive components;

5. contains any distasteful or offensive material including, but not limited to, material
intended for an adult audience;

6. contains: (i) commercial content, including without limitation, advertising, solicitation,
offer to sell any goods or services, or (ii) advertising, solicitation, offer to join any
organization whatsoever, or (iii) surveys, contests, or chain letters; or

7. encourages, conspires, entices or promotes the occurrence of any of the prohibited
conduct stipulated herein.

The Company reserves the right to remove any information, material or content that you post,
upload, publish, transmit, distribute or otherwise use on the Site at any time, at its sole
discretion and without prior notice.

6. License. By posting, uploading or submitting any information, material or content to
the Site, you automatically grant (or automatically warrant that the owner of the rights
to such material, information or content has expressly granted) the Company a
perpetual, royalty-free, irrevocable, non-exclusive right and license throughout the
world to use, reproduce, modify, adapt, create derivative works from, publish,
translate, license, transmit, distribute and otherwise exploit any or all portions of such
information, material or content in any manner and media and by means of any
technology now known or hereafter developed. In addition, you hereby irrevocably
waive all moral rights in any such information, material or content posted, uploaded or
submitted by you.

7. Web Scraping/Harvesting. The framing, scraping, data-mining, extraction or collection
of the Content of the Site in any form and by any means whatsoever is strictly
prohibited. Furthermore, you may not mirror any material contained on this Site.

8. Hyperlinking to the Site. You may create a link (the “Hyperlink”) to one or more of the
Site provided that:

● you do not replicate any of the Content of the Sites;



● you do not create a frame or any other bordered environment around the Site or any
of the Content contained on the Site;

● the Hyperlink shall not imply any endorsement of any product or services;
● the website linking to the Site does not contain distasteful or offensive material

including, but not limited to, material intended for an adult audience and
pornographic material; and

● the website linking to the Site does not contain any information, content or material
that would interfere with the operation of the Site nor which libels, defames, invades
privacy, is obscene, abusive or threatening, infringes intellectual property laws or
violates any other laws.

The Company may withdraw your right to link to the Site at any time in their sole discretion.

9. External Links on the Site. Links available on the Site will allow you to link to websites
not maintained or controlled by the Company. The Company provide these links for
your convenience only and make no endorsements, warranties or representations of
any kind whatsoever regarding these other websites and assume no responsibility for
content on third party websites. Please be aware that you link to these third party
websites at your own risk.

10. Copyright. All Content published on or otherwise accessible through the Site is
protected by copyright. The Content, and the copyright in the Content, are owned or
controlled by the Company or the Company’ content suppliers. You may only use or
reproduce the Content for your own personal and non-commercial use. The Content
may not be otherwise used, reproduced, broadcast, published or transmitted without
the prior written permission of the copyright holder. You must abide by all copyright
notices, information and restrictions contained in any Content on, or accessed
through, the Site and maintain such notices in the Content.

11. Changes. The Company reserve the exclusive right to modify these Terms of Use at
any time. Non-material changes and clarifications will take effect immediately. Material
changes will take effect 15 days after their posting. The posting date of each
document will be set out at the end of the document. Any continued use of the Site will
be deemed conclusive of your acceptance of the modified Terms of Use.

12. Registered User Accounts/Membership. In order to access certain parts of the Site,
you may have to register as a Member with the Company. During registration for a
user account, you will select a password and account name. You understand and
agree that you are solely responsible for maintaining the confidentiality of your
account including your password, and are fully responsible for all activities that occur
under your account. You agree to (a) immediately notify the Company of any
unauthorized use of your password or account or any other breach of security, and (b)
log out from your account at the end of each session. The Company will not be liable
for any loss or damage arising from your failure to comply with this section.

13. Privacy Policy. The Company’ Privacy Policy is a binding and integral part of these
Terms of Use.

14. Miscellaneous. Any service order or transaction performed on or through the Site may
be subject to additional terms and conditions or terms of sale. The Terms of Use of the



Site and all other documents referenced herein constitute the entire agreement
between the Company and you with respect to your use of the Site. The Company’s
failure to insist upon, or enforce strict performance, of any provision of this agreement
shall not be construed as a waiver of any provision or right. If any of these Terms of
Use is determined to be void, invalid or otherwise unenforceable by a court of
competent jurisdiction, such determination shall not affect the remaining provisions
hereof. These Terms of Use shall be governed by and construed in accordance with
the laws of the province in which you reside and the federal laws of Canada, as
applicable. The parties hereby agree and attorn to the exclusive jurisdiction of the
courts of the province in which the user of the Site resides. The parties have required
that these Terms of Use and all related documents be drawn up in English. Les parties
ont demandé que ces termes et conditions ainsi que tous les documents qui s’y
rattachent soient rédigés en anglais.

September 24, 2020



ACCESSIBILITY POLICY
1. Introduction

Ottawa Coalition of Business Improvement Areas, hereinafter “OCOBIA,” supports the full
inclusion of persons with disabilities as set out in the Canadian Charter of Rights and Freedoms,
Ontario Human Rights Code, the Ontarians with Disabilities Act (ODA), 2001 and the
Accessibility for Ontarians with Disabilities Act (AODA), 2005. It is the goal of OCOBIA to
eliminate barriers to services for those with disabilities.

This policy is available in alternate formats upon request.

2. Our mission

OCOBIA strives at all times to provide goods and services in a way that respects the dignity and
independence of persons with disabilities. OCOBIA is also committed to ensuring that
customers with disabilities receive accessible goods and services with the same quality and
timeliness as others do.

3. Training for staff

OCOBIA will provide training on customer service to all employees who provide services, and
who are involved in the development and approvals of customer service policies, practices and
procedures. New staff and staff who commence new duties that involve interaction with the
public or other third parties will undertake training as part of their orientation, if they haven’t
already done so.

OCOBIA will provide staff with training that includes:

● A review of the purposes of the Accessibility for Ontarians with Disabilities Act, 2005
and the requirements of the Accessibility Standards for Customer Service;

● How to interact and communicate with persons with various types of disabilities;
● How to interact with persons with disabilities who use an assistive device or require

the assistance of a service animal or a support person;
● How to use the equipment or devices available on the provider’s premises, or

otherwise, that may assist with the provision of goods or services to persons with
disabilities;

● What to do if a person with a disability is having difficulty in accessing goods and
services; and

● OCOBIA policies, practices and procedures relating to the provision of goods or
services to persons with disabilities.

http://laws-lois.justice.gc.ca/eng/charter/index.html
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90h19_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_01o32_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_05a11_e.htm


Staff will be trained, as appropriate, on policies, practices and procedures that affect the way
goods and services are provided to persons with disabilities. Staff will also be trained on an
ongoing basis when changes are made to these policies, practices and procedures.

4. Assistive devices

OCOBIA is committed to serving persons with disabilities who use assistive devices to obtain,
use or benefit from our goods and services.

5. Use of service animals and support persons

Persons with disabilities may bring their service animal on the parts of our premises that are
open to the public or other third parties. OCOBIA will ensure that all staff and third parties are
trained in how to interact with persons with disabilities who are accompanied by a service
animal.

6. Communication

OCOBIA will communicate with persons with disabilities in ways that take into account their
disability. This means staff will communicate in a means that enables persons with disabilities to
communicate effectively for purposes of using, receiving and requesting goods, services and
facilities.

OCOBIA will train staff who communicate with customers on how to interact and communicate
with persons with various types of disabilities.

7. Feedback process

The goal of this policy is to meet service delivery expectations while serving customers with
disabilities. Comments on our services regarding how well those expectations are being met are
welcome and appreciated.

Where possible, complaints will be addressed immediately. Feedback/response will endeavour
to be in a format that is accessible to the complainant.

8. Modifications to this or other policies

OCOBIA is committed to ensuring that their customer service policies, practices and procedures
respect and promote the dignity and independence of all persons with disabilities. Therefore, no
changes will be made to this policy before considering the impact on persons with disabilities.

Any operational policy affecting customer service that does not respect and promote the dignity,
independence, integration and equal opportunity of persons with disabilities will be modified or
revoked.



Privacy Statement
Ottawa Coalition of Business Improvement Areas, hereinafter “OCOBIA,” protects the privacy
and the confidentiality of personal information—over the Internet, on the telephone, or through
our offices. Our Privacy Policy and related procedures guide the handling of the personal
information collected. This policy deals only with personal information handled by the OCOBIA.
Our Privacy Policy is available online at www.OCOBIA.org.

Purposes for Collection, Use and Disclosure of Personal Information

The purpose for which we collect personal information will be identified at or before the time the
information is collected. Personal information may be collected for such purposes as:

● Purchase of products or services
● Membership Program (your information will never be sold to a third-party)
● Inquiries regarding products or services
● Our newsletter (with your expressed consent to receive same)
● Site analytics (tracking number of visitors to the site and website use)

We will not use personal information for any other purpose than identified at or before the time
of collection.

OCOBIA seeks consent for all personal information it collects, uses and discloses through
information provided to individuals prior to collection, or at the time of collection. For information
which is considered to be more sensitive, for example credit card numbers, OCOBIA will ask for
a signature or a completed credit card consent form as a sign of consent.

If information is voluntarily provided, this is interpreted as consent to the collection. OCOBIA will
not use personal information for any purpose other than that for which consent has been
provided. Should OCOBIA require use of personal information for a new purpose, consent will
be sought for that new use.

OCOBIA protects the privacy and confidentiality of all customers’ personal information in
keeping with the access to information and privacy provisions of the Municipal Freedom of
Information and Protection of Privacy Act, R.S.O. 1990, c. M.56 (MFIPPA), the Canadian
Anti-Spam Legislation S.C. 2010, c. 23 (CASL) and other applicable legislation.

Limits for Collecting, Using, Disclosing and Keeping Personal Information

https://www.fightspam.gc.ca/eic/site/030.nsf/eng/home


OCOBIA does not collect, use or disclose personal information of individuals except when
individuals give consent and provide the information on a voluntary basis. OCOBIA collects only
information that is voluntarily provided by the individual and undertakes that such information
will be kept strictly confidential.

OCOBIA may disclose personal information collected by it without the knowledge or consent of
the individual, for example to its lawyers; for purposes relating to an investigation under, the
enforcement of or the administration of a law or where required by law to disclose the
information. OCOBIA will not use or disclose personal information without the knowledge or
consent of the individual except as authorized by applicable law.

OCOBIA retains personal information only as long as is necessary to provide the individual with
the requested product, service or information. For example, if personal information is given for
future orders, the personal information will only be used for future orders (as indicated by you)
and will then be deleted or destroyed. In some cases, however, legal reporting or retention
requirements necessitate that OCOBIA retains information for a specific amount of time. In
general, OCOBIA retains personal information for a period not longer than seven years, in
secure storage.

OCOBIA does not sell or trade any personal information with third parties. Any personal
information that OCOBIA retains is kept in such a manner as to ensure its security and
confidentiality at all times.

Safeguarding Personal Information

OCOBIA respects the privacy of its members, partners, potential Web site visitors and internet
users and will protect that privacy as vigorously as possible. Personal information is stored in
electronic and physical files that are secure. Security measures include secure locks on filing
cabinets, and using industry standard techniques such as firewalls, encryption, intrusion
detection and restricted access to computers. Unfortunately, no data transmission over the
Internet can be guaranteed to be 100% secure. As a result, while OCOBIA strives to protect
personal information, it cannot ensure or warrant the security of any information transmitted to it
or received from it electronically.

Accuracy of and Access to Personal Information Collected

OCOBIA makes every effort to keep personal information as accurate, complete, current and
relevant as necessary for the identified purposes.

At the written request of an individual, he or she may view or edit their personal information as
collected by OCOBIA. OCOBIA will inform them of what personal information it has about the
individual, what it is being used for and, in cases where it has been disclosed, to whom it has
been disclosed. Please include your name and contact information. If an inquiry concerns a



specific transaction, please indicate the date of the transaction, and provide a receipt number if
applicable.

OCOBIA will reply to requests in no later than thirty days after receipt of the request, or if it is not
able to respond within this time period, a notice of extension will be sent.

Use of OCOBIA Web Site

OCOBIA believes that online privacy is important to the success of the Internet and electronic
commerce in general and is strongly committed to each visitor’s right to privacy. By accessing
and using materials from this Web site or sending or posting materials to it, you (the “user”)
agrees to the terms of this privacy commitment and to our practices to collect, use or disclose
personal information.

This Privacy Statement may be updated periodically to reflect enhancements to OCOBIA Web
site that may affect the use of personal information.

Information on this Web Site

Information which includes all facts, data and other information, collectively the “Information” in
the pages of this Web site is of a general nature, is intended only for informational purposes, is
subject to change without notice, and is not intended to be relied on by visitors as binding legal
advice on any particular matter.

Individual information provided to OCOBIA to gain access to any feature of this Web site will not
be sold or made available to any third party, except where information processing is outsourced
by OCOBIA in the course of its regular administrative procedures.

OCOBIA reserves the right to perform statistical analyses of aggregated user behavior and
characteristics, in order to measure interest in and use of the various sections of its site so as to
improve design and navigation and to gather information for marketing purposes. Only
aggregated data from these analyses, not individual data, will be used for this purpose.

Accuracy of the Information on this Web Site

The information is believed to be accurate, complete and current when posted, but OCOBIA
cannot guarantee that it will remain accurate or complete or that it will be current at all times.



OCOBIA is not responsible for direct, indirect, special or consequential damages, regardless of
the cause, arising out the use of this Web site.

Accuracy of Information on Linked Web Sites

Links to other sites found on the OCOBIA Web site, allow the user to enter domains that are
beyond the control of OCOBIA and, once the user is there, OCOBIA is not responsible for the
privacy practices or the content of these Web sites. OCOBIA has no control over the accuracy,
completeness or relevance of the information on these sites and provides links to these sites
solely for the information and convenience of visitors to our Web site.

Copying Information from this Web Site

The information on OCOBIA Web site may be used or copied provided that it is used or copied
accurately, or is used in its entirety and/or that the source of the information is clearly identified.
Only a member of OCOBIA may use the information for commercial purposes.  OCOBIA is not
responsible for the way in which the information may be used or copied.  OCOBIA reserves the
right to change, delete or add information at any time.

Privacy Officer

Any questions about our Privacy Policy can be directed to:

admin@ocobia.org



Policy Name SOCIAL MEDIA POLICY
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Social Media Policy

Purpose

Social media is defined as any web application, site or account created and maintained by
Ottawa Coalition of Business Improvement Areas (“OCOBIA”).

Policy

OCOBIA prohibits the use of its social media by employees, board of directors, members, or
contractors for any purpose which would contravene any legislation or government regulation,
or which might create civil liability by the user or the OCOBIA to any person including a
non-exhaustive list of examples such as:

● prohibiting certain forms of discrimination and harassment of other individuals or groups
under the  Ontario Human Rights Code,

● prohibitions against child pornography, obscenity, hate literature, sedition and literature
for illicit drug use Criminal Code of Canada.

● libel and slander.

Comments, posts and messages are welcome on  OCOBIA social media sites, provided they do
not contain:

● Obscene or racist content
● Personal attacks, insults, or threatening language
● Potentially libelous statements
● Plagiarized material
● Private, personal information published without consent
● Comments totally unrelated to the content of the forum
● Hyperlinks to material that is not directly related to the discussion



● Commercial promotions or spam

All social media sites affiliated with the OCOBIA will be regularly screened by OCOBIA
employees. All postings which contain any of the above will be immediately removed and the
poster banned from posting any subsequent messages.

By posting content, the user agrees to indemnify OCOBIA and its officers and employees from
and against all liabilities, judgments, damages and costs (including attorney's fees) incurred by
any of them which arise out of or are related to the posted content. Forums and messaging may
not be used for commercial purposes or for organized political activity.


