
	

Policies	

	1



Policies

Governance Policies
Governance Model
Board Meetings (regularly scheduled and email meetings)
Board Member External Communication Policy
Conflict of Interest
Committees
 

Membership Policies
Membership Criteria
New Members
Member Renewals
Membership Withdrawal

Office and Staff Policies
Staff Policies
Suite Policies
Occupational Health and Safety Policy
Workplace Anti-Harassment Policy

Financial Management Policy

Program and Services Policies
Play Sales & Copyscripts Program
Amateur Rights  - when a theatre has not paid
Canada Council Readings
Awards
Workshop Policy
Professional Contracts 
RRSPs

Communication
General
Communication Programs

CanScene
CanRevue
Community Newsletter
Playwright Articles (POV)
Women’s Caucus Newsletter
Social Media

Other 
Playwrights Canada Press Agreement

Appendices 

	2



Sublet Agreement
Workshop Facilitator Agreement

 

GOVERNANCE POLICIES

Governance Model
Approved by Membership: June 2012

Board
Size: 9 to 11 individuals including: President, Vice-President (also acts as National 
Forum Chair), Past President, Treasurer, Secretary, Contracts Committee Chair, 
and 3 board members-at-large.

Role: PGC board members are responsible for the following:
• Reviewing and implementing the mission and purpose of the organization
• Selecting the Executive Director
• Supporting and evaluating the Executive Directorʼs performance
• Ensuring effective planning
• Protecting assets and providing proper financial oversight
• Building a competent board with a succession planning process in place
• Ensuring legal and ethical integrity
• Enhancing the organization's public standing
• Attending four board meetings per year

Make up:
• Must include 7 PGC members in good standing
• Must have representation from 5 zones: Pacific (Yukon, British Columbia), 

Western (North West Territories, Nunavut, Alberta, Saskatchewan, Manitoba), 
Central (Ontario), Quebec, and Atlantic Canadian zones

Stipulations:
• At least one of the two PGC representatives on Playwrights Canada Pressʼ board 

will be a member of PGCʼs board

Board members-at-large can include:
• Representatives from sectors where expertise is needed

Election: PGC membership votes at its AGM on board slate. Members not attending may 
vote by proxy.

Term:
Within each position a member may serve a two-year term with a maximum of two 
consecutive terms. An exception is made to the Contracts Chair whose term is three 
years with a maximum of two consecutive terms.

National Forum
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Number of representatives that sit on the National Forum will depend on size of the 
membership caucus within each region or province/ territory.  For the purposes of 
caucus size, all international members will be asked to self identify with a particular 
caucus.

Make up:
• Each region within a province or territory that has 10 or more members will have 

a National Forum representative.  In areas with fewer playwrights, a province or 
territory that has at least five members will have a National Forum representative.  

• Every three years the Board will oversee a review of the number of members 
constituting a region to ensure adequate representation and productive forum 
size.  Any change would require approval by the membership. 

• The Women’s Caucus Chair will be a member of the National Forum 
• The representative must be a member of PGC in good standing 

Role: PGC National Forum members are responsible for the following:
• Representing the membership from their caucus
• Informing the membership within their caucus on matters and activity relating to 

the National Forum and PGC
• Providing a written report two-weeks in advance of National Forum meetings for 

distribution  
• Voting on Lifetime and Honorary Membership
• Attending two National Forum meetings per year
• Chairing one caucus meeting per year in their region

Role: The National Forum Chair (Vice-President of the Board) is responsible for the 
following:

• Chairing two National Forum meetings per year
• Informing PGC’s board of issues and activity in all regions
• Informing the National Forum of PGC board issues and activities 

Election: His or her caucus will vote each National Forum member in during the
caucus meeting scheduled between March and April.

National  Forum Meetings:
• 2 National Forum meetings per year (November & May) via the mode(s) of 

communication agreed upon by the current National Forum
• National Forum members must read the reports from all other provinces and 

regions and any reports that may come from the Board in advance of National 
Forum meetings.

• National Forum meetings are chaired by National Forum Chair
• National Forum members must attend both National Forum meetings 

Other:
• National Forum members chair at least one meeting per year with their caucus 

scheduled between March and April. (Each National Forum member is given a 
budget by PGC to host a caucus meeting). Original receipts must be provided to 
the ED in order to receive a reimbursement.

Board Meetings
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Meetings of the Board may be held at any time and place in Canada as determined by 
the Board. Each Board member shall be given 14 days notice of meetings.

All meetings will abide by Roberts Rules of Order (http://www.robertsrules.org/) 

• 4 meetings per year (September, December, March, June) via the mode(s) of 
communication agreed upon by the current board.

• Quarterly meeting dates are sent out in July
• The Secretary is responsible for final review of the minutes
• All board members are expected to attend all meetings. Truancy may result in 

dismissal.
• Quorum for all meetings is 50% plus 1

Telephone meetings: The Board of Directors may meet by teleconference and/or 
videoconference. Roberts Rules of Order and the normal quorum requirements apply. 
Each person must say their name before they speak. All votes shall be taken by voice. 
Minutes will be taken. 

Email Discussions: The President may call for a Board discussion over email. The 
President will email the question/issue to the entire board with a deadline for response. 
Each member of the board will be asked to “reply all” once to the question/issue. The 
President will then email the Board with a summary of the discussion thus far and ask if 
anyone would like to discuss a point raised. Each board member will then get an 
opportunity to send one more “reply all” email. If there are any further questions they will 
be addressed directly to the President. The President will answer any outstanding 
questions. 

If need be, a call for motion will be emailed by the President to the Board. A board 
member must move the motion by “reply all” to the board. Another board member must 
second the motion by “reply all”. Each board member must “reply all” stating: “approve” 
“against” “abstain” with their name included in the email. The President will email the 
board to confirm whether or not the motion was carried.

Motions that are made over email will be filed with closest associated board meeting 
minutes. 

Board Travel Expenses: Should travel be required, board members who are travelling 
outside the city in which they reside will be given a set per diem and travel budget in 
advance of their trip. Original receipts for travel expenses must be provided to the ED 
along with a completed expense form in order to receive a reimbursement. 

Board Member External Communication Policy
Draft July 2013

PGC recognizes that board members may, on occasion, be asked directly to publically 
comment on PGC matters. A board member may also occasionally feel compelled to 
speak out on issues related to PGC. This policy provides guidelines for board members 
when communicating on matters pertaining to PGC business.  
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As members of PGC, it is a member’s right to speak his or her mind as an individual 
playwright on any subject. However, when sitting as an active member of the board of 
PGC, an increased level of sensitivity is required when communicating on behalf of PGC 
or appearing to communicate on behalf of PGC. When representing PGC in any capacity 
– through formal media, social media, conferences, in print, in interview, etc. – please 
follow these guidelines: 

- Communicate in a respectful, professional and accurate manner;
- Whenever possible, alert the ED to requests for “official comment” prior to 

any comment being made to avoid contradictions in messaging;
- Identify when one is commenting as an individual playwright as opposed to 

speaking on behalf of the PGC board:
- Do not publically discuss matters of a confidential nature;
- Remember that a significant duty of all board members is to educate other 

members as well as the greater community so, when speaking in an official 
capacity for PGC, feel free to: a) illuminate important issues, b) correct 
misconceptions, c) avoid gossip and d) promote the values of PGC.

Any information received from a member or funder that a board member believes may 
impact PGC should be reported back to the Executive Director and/or Board President 
immediately. 

Any Board member who identifies an error in communication documents (including 
newsletters, social media posts, publicity materials, reports, etc.) should bring the error 
to the attention of the Executive Director directly and as soon as possible. In regards to 
social media, do not “correct” the error in a comment to a post but, rather, inform the ED 
of the error so that an official correction can be made.

In the event that an issue arises outside of the organization, but is related to the 
organization’s mandate, the Board may be asked to review whether or not it is 
necessary to speak publically to that issue. If the Board deems that action is required, 
the President will release a message on behalf of the Board to the membership and its 
stakeholders. The Board may not take action if the issue is internal to another 
organization and/or it is felt that the facts have not been fully disclosed.  

Conflict of Interest Policy
Drafted: February 2018

As a registered national arts service organization, Playwrights Guild of Canada’s (PGC) 
reputation is the basis for inspiring the trust of its membership, the various levels of 
government, and the public at large. In order to conduct its affairs successfully, PGC 
must trust Board Members, employees, and volunteers to act consistently in PGC’s best 
interest.
PGC benefits from the expertise of individuals with a multiplicity of interests; however, 
those interests must not conflict with the interests of PGC.  

Conflict of interest – Definition:
A situation where an individual, or the organization he/she represents or has an interest 
in, has a direct or indirect competing interest with PGC’s activities. This competing 
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interest may result in the individual being in a position to benefit from the situation or in 
PGC not being able to achieve a result in the best interest of PGC.

When the Board is in deliberation or deciding upon an issue about which a Board
Member has any perceived conflict of interest, that Board Member shall declare and 
absent themselves without detailed comment from the deliberation. Any declaration must 
be recorded in the minutes.

A Board Member who is alleged to have violated the Conflict of Interest policy shall be 
informed in writing and shall be allowed to present their views of such alleged breach at 
the next Board meeting. The complaining party must be identified. If the complaining 
party is a Board Member, s/he and the respondent Board Member shall absent 
themselves from any vote upon resolution of censure or other action that may be 
brought by the Board of Directors. Board Members who are found to have violated the 
Conflict of
Interest policy may be subject to censure.

Committees
Drafted: July 2013

Contracts Committee: The Contracts Committee consists of a Chair, three members of 
PGC and the Contracts Coordinator on staff.  

Activities: The Contracts Committee negotiates the standard agreements between PGC 
and PACT when the contracts come up for renewal. Outside the joint negotiating 
process, if a question regarding a contract or a negotiation ever arises, the Contracts 
Coordinator may contact the Contracts Committee for advice. 

In addition, from time to time, the Committee will be asked to review contract guidelines 
that pertain to the craft of playwriting.  

Communication: During the contract negotiation process between PGC and PACT, the 
Membership Coordinator informs the committee regarding all of the meetings and 
ensures that they receive all messages regarding the negotiation process. Information 
pertaining to the contract negotiations remain confidential amongst the Contracts 
Committee and the Board until it becomes appropriate to inform the public.  

Meetings: Outside of the standard contract negotiations cycle, the contracts committee 
meets in order to assist in the development of new business support materials for 
members.  The committee takes part in drafting these materials and providing feedback. 
The committee may also be called upon in case of a dispute. 

Women’s Caucus: The Women’s Caucus is led by a Chair and a deputy. It includes any 
member of Playwrights Guild of Canada that wishes to partake in discussions involving 
women playwrights. 

Communication: The Women’s Caucus Chair sends a monthly message to PGC’s office. 
The office sends out this message to Caucus members via email.  

Award: The Women’s Caucus gives out annual award entitled the Bra D’or – awarded to 
an individual or group that has championed the work of women playwrights over and 
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above what is mandated. The Women’s Caucus nominates and votes on the recipient. 
The recipient receives a framed certificate.  

Meetings: The Women’s Caucus meets in person once a year in conjunction with PGC’s 
AGM. PGC provides a budget for food and a venue. Those who wish to attend do so at 
their own expense. 

Activities: During the Women’s Caucus meeting at the AGM, goals and activities for the 
upcoming year are discussed by the members of the caucus in attendance and set. 

Advocacy Committee: The Advocacy Committee is led by a Chair and a deputy.  The 
Executive Director and two to three additional members sit on this committee.  

Activity: The Advocacy Committee sets a short list of priorities in the fall and develops 
strategies around these priorities for the year ahead. Each priority will include a work 
plan (list of activities and who is responsible). 

Meetings: Meetings are held whenever appropriate or needed. An advocacy report is 
submitted by the Chair to the Board as needed. 

MEMBERSHIP POLICIES

Membership Criteria
Approved by the membership in June 2011

SUPPORTING AND STUDENT MEMBERSHIP

Eligibility Criteria: 
For individuals, students, educational institutions, organizations, and corporations. 
Anyone who does not qualify for Full Membership can support and receive continued 
contact with PGC by becoming a Supporting Member.
 
Programs and Services:

• Receipt of CanScene, PGC’s monthly membership newsletter, which includes 
important news for playwrights, such as calls for play submissions, residencies, 
workshops, and other opportunities;

• Use of PGC/PACT negotiated production contracts;
• Discounts on Canadian publications in hardcopy format sold by PGC;
• Discounts on all PGC Workshops; and
• Invitations to all PGC events, including the Annual General Meeting.

FULL MEMBERSHIP

Eligibility Criteria:
To become a Full Member of PGC, an individual must have achieved one of the two 
following milestones:

	8



i) S/he has written, collectively written, adapted, or translated a play, musical book, or 
libretto that was produced by a professional theatre, or by a company or festival that 
receives funding from a municipal, provincial, territorial, or national arts-funding body.
OR
ii) S/he has written, collectively written, adapted, or translated a play, musical book, or 
libretto for which the work’s production met all of the following criteria:

• the decision to present the work was made by a jury of professional peers or an 
artistic director;

• the play was presented for a minimum of six performances;
• the production was open to the public, tickets were sold, and the playwright was 

paid (shares are an acceptable form of payment).
Professional Canadian playwrights living abroad or foreign playwrights immigrating to 
Canada are eligible to join PGC provided that they have achieved equivalent milestones 
outside of Canada.
 
Programs and Services:

• Receipt of CanScene, PGC’s monthly membership newsletter, which includes 
important news for playwrights, such as calls for submissions, residencies, 
workshops, and other opportunities;

• A profile presence with biography and play listings on PGC’s website;
• Promotion through PGC’s publications and social media networks;
• Sale and distribution of unpublished plays through PGC’s Copyscript Program 

(for professionally-produced plays), and/or the Stage-Ready Program (for scripts 
not yet professionally-produced);

• Use of PGC/PACT negotiated production contracts;
• Administration of amateur production rights;
• Advice on issues, including contract negotiation, publishing, artists’ rights, 

copyright procedures, and other pertinent maters;
• Inclusion in the Actra Fraternal Benefit Society RRSP investment plan and the 

Writer's Coalition insurance program;
• Access to the PGC-administered Canada Council Readings program;
• Discounts on Canadian publications in hardcopy sold by PGC;
• Invitations to all PGC events, including Workshops and the Annual General 

Meeting;
• Voting privileges at the Annual General Meeting.

New Members
Draft July 2013

• New membership applications should be responded to within two weeks of 
receipt. 

• Only applicants who have had at least one professional production (see criteria 
listed above) of their work are eligible to become full members of PGC. All others 
may become Supporting Members. 

• The Membership Manager is responsible for reviewing all applications before 
they are approved. If anything is questionable, the Membership Manager will 
consult with the Executive Director and perhaps a National Forum Rep.  

• PGC staff must ensure that all of its Full members have been given instructions 
on how to sign up for PGC’s RRSP program.
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Member Renewals
Draft July 2013

• Membership renewals are sent out electronically (unless a request is received for 
mailing) 3 months before the deadline.

• Members are permitted to pay in installments.  
• If a member has not paid at least a portion of his/her dues by the expiry date, s/

he will be put into a grace period for five months. Members in grace are not 
entitled to take part in the Readings Program until they have paid their dues. 

• After the grace period ends, a playwright’s membership will expire if s/he has not 
paid at least a portion of the outstanding dues. The member’s profile will be 
removed from the website and listserv, and his/her subscription to CanScene will 
be cancelled. 

• Some exceptions may be made. However, the Membership Manager must 
consult with the Executive Director beforehand.

• It is the responsibility of the member to keep contact information up-to-date with 
PGC.

Membership Withdrawal
Draft July 2013 (info pulled from 2008 document) 

• A member who wishes to withdraw may stay connected to the organization by 
becoming a Supporting member. His/her profile will be removed from the 
website, no voting rights will be retained, or any other benefits of Full 
Membership. The member will, however, continue to receive CanScene. 

• Written notice of withdrawal must be received by the office  (email, fax, or post) 
and will be recorded in the member’s file.

OFFICE & STAFF

Staff Policies
Revision Date: March 27, 2010

Playwrights Guild of Canada is a national association mandated to advance the 
creative rights and interests of professional Canadian playwrights, promote 
Canadian plays nationally and internationally, and foster an active, evolving 
community of writers for the stage. Playwrights Guild of Canada champions the 
role of the playwright in the creation of vibrant Canadian theatre.

INTRODUCTION: The purpose of this staff policy is to maintain a harmonious relationship 
between Playwrights Guild of Canada (PGC) and its employees. The policy has been 
developed to outline regulations, policies and benefits for employees of Playwrights 
Guild of Canada. PGC may make changes to this policy at any time.

Playwrights Guild of Canada values its employees and does not sanction discrimination 
or harassment. It is PGC’s intention to operate within the confines of the Human Rights 
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Code concerning the rights of an individual in regards to equal treatment regardless of 
gender, race, religion, sexual orientation or physical or mental disabilities. 

SERVICE STANDARDS AND CONDUCT: PGC employees shall act in the best interests of the 
organization at all times. All employees are expected to conduct association activities 
with integrity and to make PGC their first priority. 

As a national professional association, PGC has a responsibility to provide service to its 
members in an efficient and timely matter. In order to sustain a professional level of 
service all telephone messages and e-mails shall be returned or acknowledged within 
one working day. When employees are traveling for work or on vacation

• their voice mail message should refer callers to a qualified colleague for 
assistance, and 

• they should arrange for a colleague to respond to e-mails and/or display an out-
of-office notice.

E-mail and internet use through PGC’s system is for work purposes only. All files and e-
mail stored on each PGC computer is the property of PGC and may be accessed by the 
organization at any time. PGC equipment is to be used for PGC business purposes only.

CONFIDENTIALITY:  Employees of Playwrights Guild of Canada will come into contact with 
confidential information, including but not limited to personal information about members 
of the organization. Employees are required to keep confidential any such matters 
relating to their employment, including after they leave their position at PGC.

Selling or lending member information to third parties is strictly prohibited. 

COPYRIGHT:  All copyright in any work created by an employee in the course of 
employment at PGC shall be the property of PGC and the employee is deemed to have 
waived all rights to copyright in favour of PGC.

EMPLOYMENT LETTER:  An employee’s appointment is confirmed in writing by a letter of 
agreement stating the conditions of employment and signed by the Executive Director 
and/or the President of the Board of Directors. Acceptance of the conditions of 
employment is confirmed by the employee’s counter-signature of the letter of 
employment.

JOB DESCRIPTION:  Each employee will have a job description particular to their role in the 
organization that will include a list of major responsibilities and duties. Employees will 
report to the Executive Director. The Executive Director reports to the Board of Directors.

PROBATIONARY PERIOD: PGC has a 90-day probationary period for new employees. The 
probationary period serves two purposes: it gives PGC an opportunity to verify the 
employee’s skills, and it gives the new employee the opportunity to evaluate PGC as a 
place of work. Either the new employee or PGC may terminate the working relationship 
without cause and without advance notice at any time during this probationary period. At 
the end of the initial probationary period, a further probationary period may be required 
after a performance review. During the probationary period the employee is not entitled 
to health benefits (if health benefits are available to staff), paid sick leave, or vacation 
days.
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HOURS OF OPERATION:  The usual hours of operation are 9:00 a.m. to 5:00 p.m., Monday 
to Friday. Full-time employees will be assigned an eight-hour work period and are 
expected to work a seven hour workday exclusive of a one-hour break period. Lunch 
hours are to be taken in consultation with co-workers. The standard work week is 35 
hours. At the discretion of the Executive Director, dependent on member needs, an early 
closing on Fridays may be implemented during specified times of the year. 

If early closing is implemented, in exchange for leaving on Friday afternoons at 1:00 
p.m., employees must work four additional hours between Monday morning and Friday 
noon. Individual staff members can decide if they will make up the time with shorter 
lunch breaks, or by coming in early or staying late. The choice they make must be 
consistent and communicated to all PGC staff members. 

Hours of work may vary with job descriptions and job positions. During certain periods 
such as Board meetings, Annual General Meetings or professional development 
seminars for members, staff may be asked to work outside the usual hours of operation. 
An employee who is required to work beyond the normal time will be granted time off at 
a time mutually agreeable to PGC and the employee as compensation for excessive 
hours worked, provided this arrangement is agreed to in advance by the Executive 
Director. All overtime hours worked shall be properly recorded. An employee shall be 
granted time off at the rate of one hour for each hour of overtime worked. No overtime is 
paid. An employee may only bank up to 35 hours of overtime. Lieu time for overtime 
hours worked must be taken off before additional overtime can be banked. Overtime 
shall not be carried forward from one year to the next.

PAY DAYS: PGC employees are paid by automatic deposit to their specific personal bank 
account every two weeks.

ABSENCES: To enable adequate planning, all absences must be cleared with the 
Executive Director in advance.  Where this is not possible because of illness or other 
emergencies, the Executive Director should be notified as soon as possible by 
telephone.  Unless otherwise indicated, absences are unpaid, but time may be made up 
as required by the Playwrights Guild of Canada.  Leave of absence without pay will be 
granted for legitimate reasons provided such absence does not disrupt the normal 
operations of the Playwrights Guild of Canada.

Employees are requested to schedule personal appointments before or after work hours 
whenever possible. If personal appointments must be arranged during regular work 
hours, please notify the Executive Director and other staff in advance so arrangements 
can be made to cover your responsibilities during your absence.

Repeated absenteeism is unacceptable and will lead to disciplinary action. 

SICK LEAVE: The intent of the sick leave program is to provide some protection for short 
periods of illness.  Full-time employees are granted up to six days of paid sick leave in 
the calendar year. Sick days may not be used for any other reason. If an employee is 
unable to report for work, they must notify the Executive Director immediately. The 
Executive Director will track sick days taken. Sick days are not cumulative and cannot be 
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carried over from one year to the next. Unused sick days are not paid out. PGC may, at 
the discretion of the Executive Director, require a doctor’s certificate for absences of 
more than three days. Employees are not eligible for paid sick days during their 
probationary period.

VACATION: An employee’s annual vacation is calculated monthly on an earned basis. The 
vacation schedule is as follows:

• after one uninterrupted year of employment: two weeks (10 working days)
• after three uninterrupted years of employment: three weeks (15 working days)
• after five uninterrupted years of employment: four weeks (20 working days)
• after seven uninterrupted years of employment: five weeks (25 working days)

PGC reserves the right in employment contracts with individual employees to grant 
additional vacation time beyond this policy.

An employee entitled to three weeks vacation will earn one and a quarter vacation days 
each month, as an example of earned vacation. An employee shall schedule earned 
vacation with the consent of the Executive Director. If an employee has insufficient 
earned vacation days for planned time away, they may, with the approval of the 
Executive Director, be advanced up to five days from future earned vacation days. An 
employee must take all earned vacation during the calendar year to which it applies. 
Carry-over of vacation from one year to the next is not permitted without the written 
approval of the Executive Director. No more than one week (five days) will be approved 
for carry-over to the next calendar year.

If during a period of vacation an employee is granted
a) compassionate leave
b) sick leave as the result of hospitalization
c) sick leave for an illness of more than three days duration for which a medical 

certificate is provided to the Executive Director
d) other approved leave of absence

the vacation days so displaced may be, with the approval of the Executive Director, 
added to the period of absence or deferred for use at a later date.

Upon resignation or termination, employees are only entitled to payment of vacation 
credits actually earned on a month-to-month basis. In the event of termination of 
employment the recovery of any advanced vacation days will be made from monies 
owed to the employee. The Executive Director will track vacation days.

Up to December 31 of the first year worked, vacation credits are earned on a monthly 
pro-rated basis. 

STATUTORY HOLIDAYS: Each employee will receive holidays with pay for the following 
recognized holidays:

• New Year’s Day (January 1st)
• Family Day (3rd Monday in February)
• Good Friday (before Easter)
• Victoria Day (Monday before May 25)
• Canada Day (July 1, except if on a Sunday)
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• Civic Holiday (1st Monday in August)
• Labour Day (1st Monday in September)
• Thanksgiving Day (2nd Monday in October)
• Christmas Day (December 25)
• Boxing Day (December 26)

If one of the above days falls into a vacation period a day can be taken so that the 
vacation starts one day earlier or the day of return may be one day later.

At the discretion of the Executive Director, and depending on member needs, the office 
may close to the public and members between December 26 and January 1. Although 
closed to the public, employees are expected to be present at work during this time, 
unless they are making use of earned vacation. 

LEAVE OF ABSENCE WITHOUT PAY: While this is difficult in an organization where every staff 
member must be prepared to work in areas not in their primary work domain, at the 
discretion of the Executive Director, a leave of absence without pay may be granted for a 
maximum of ninety days for illness of family (i.e. spouse/partner, parent, children and 
others with whom the employee permanently resides), for study, or for personal reasons 
acceptable to the Executive Director. Vacation credits do not accumulate during a leave 
of absence.

COMPASSIONATE LEAVE: In the event of the death of a member of the employee’s family, 
the employee may be granted a paid leave of absence not to exceed three days. Family 
is defined as: spouse, common-law and/or same sex partner, child, parent, father-in-law, 
mother-in-law (including parent of same-sex partner), sibling, brother-in-law, sister-in-
law, grandparent. 

Compassionate leave for other relatives and significant friends may be granted to the 
same or lesser extent, at the discretion of the Executive Director. Compassionate leave 
may be extended when, at the discretion of the Executive Director, additional time is 
required for travel. 

PREGNANCY AND PARENTAL LEAVE: On the occasion of the birth or adoption of a child, an 
employee shall be entitled to pregnancy and/or parental leave without pay consistent 
with the provisions of the Employment Standards Act. 

An employee returning to work after parental leave shall be reinstated to a position of 
comparable seniority, responsibility and compensation as required by law. With the 
approval of PGC, an employee may return to work prior to the termination of the 
requested leave.

COURT LEAVE: PGC shall grant an employee leave with pay for the period of time the 
employee is required to be available for jury selection only, but not for any period of time 
in which they may serve on a jury.

STAFF DEVELOPMENT: Employees may, with the permission of the Executive Director, be 
permitted to attend professional development experiences which qualify as contributing 
to the development of the individual’s potential as a PGC employee.
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All requests for professional development assistance will be reviewed by the Executive 
Director to determine its appropriateness. Assistance may be in the form of financial aid 
to cover all or a portion of the costs of tuition, or in the form of time off.

Financial assistance will be repaid by the employee to PGC if the employee withdraws 
from the course before successful completion, does not achieve a passing grade, or 
leaves the employ of PGC within six months of completing the course. Repayment could 
be deducted from the employee’s pay.

Upon successful completion of a course or professional development experience, the 
employee must provide written documentation of completion of the course and shall 
share a short written brief with other employees so that every employee may learn and 
grow.

BUSINESS EXPENSES: Reasonable costs incurred while carrying out job responsibilities 
shall be reimbursed. When an employee uses their private motor vehicle on PGC 
business, the employee will be reimbursed at the rate of $0.50 cents per kilometer. In all 
cases, the most economical and practical modes of transportation must be used. Meal 
reimbursement may be required from time to time while staff are performing PGC 
business. Maximum amounts allowed for breakfast, lunch and dinner will be, breakfast: 
$12, lunch: $13, and dinner: $25. Receipts are required.

CONFLICTS PROCEDURE: In the event a conflict arises between co-workers, or an 
employee has a conflict with an association member or volunteer, the employee should 
first address their concerns to the other person involved in the conflict to try to resolve 
the issue. If the conflict continues the Executive Director should be informed. The 
Executive Director may choose to investigate or delegate the investigation to an 
objective and qualified third party. If the situation is not resolved to the employee’s 
satisfaction, the employee is free to bring the conflict to the Board of Directors. The 
Board’s decision in the matter will be final. In the event the conflict involves the 
Executive Director, the matter should be referred to the Board of Directors. 

Employees should endeavour to recognize that each individual brings their own styles to 
a work environment, and when differences occur, effort should be made to understand 
and coach colleagues rather than judging their differences.

PERFORMANCE EVALUATION: The Executive Director shall make a written assessment of 
an employee’s performance. The assessment may include the experiences and 
observations of co-workers and other individuals with whom the employee is working. 
The first written assessment shall be discussed with and signed by the employee at the 
end of the probationary period and at least annually thereafter. 

Performance evaluations shall include a discussion of goals and objectives. Both the 
employee and the Executive Director shall have the opportunity to record their 
comments. All evaluations will become part of the employee’s personnel file with PGC. 
In the event of an unsatisfactory performance assessment, a written re-assessment of 
the employee’s performance shall be made within a specified time period not to exceed 
six months. 
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Members of the Board of Directors (the President and another officer) will be responsible 
for the performance review of the Executive Director.

Employees are hired or promoted on the basis of their qualifications and suitability for a 
position. 

DISCIPLINARY PROCESS: Unsatisfactory job performance will be communicated to an 
employee as a situation arises. It will also be made evident through the performance 
evaluation process. Employees will be given the opportunity to make the necessary 
improvements to their performance to eliminate the concerns raised.

TERMINATION: An employee wishing to terminate employment after the completion of their 
probationary period is required to give written notice to the Executive Director. In the 
absence of a notice period in the employee’s letter of employment, the employee shall 
provide a minimum of four weeks notice of their departure. 

In the event the Playwrights Guild of Canada wishes to terminate employment after the 
completion of the employee’s probationary period, PGC shall adhere to the requirements 
of the Employment Standards Act of Ontario and/or related legal requirements, if any. 
The only exception to the policy shall be a notice period agreed to in advance, in writing, 
by both parties as part of a letter of employment.

In the event PGC initiates a termination of employment after the probationary period, the 
employee will be interviewed and given the reason(s) for termination and written notice. 
Payment for vacation earned but not taken shall be included in the employee’s final pay.

I, ______________________________ (employee name) have read and understood the 
above outlined Staff Policy and agree to be bound by it:

_________________________________ ______________________________
Playwrights Guild of Canada Employee

_________________________________ ______________________________
Date Date

SUITE 350 GENERAL POLICIES  
as of January 8, 2013 
 
KITCHEN  
You may have noticed that we have purchased new dishes, new cutlery, new glassware, 
and several new accessories for our new kitchen. Let’s work together to keep the kitchen 
and surrounding area clean and organized.  

• All persons using the kitchen are responsible for their own clean-up.  Dishes 
must not be left in the sink.   

• If you make coffee/tea then you must wipe the counters clean as appropriate and 
necessary. 
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• If you have lunch at the counter or at the kitchen table you must wipe the area 
clean after use. 

• If you use the microwave then you must clean it afterwards. 
• If you use the toaster oven then you must clean it afterwards. 
• It is preferred that the kitchen space is not used as a meeting area. If it is 

necessary to use the kitchen area, it may not be used between 11:30am and 
2:00pm. 

• Sometimes treats are left on the kitchen table for sharing with the entire suite. If 
you happen to eat the last treat, then it is your responsibility to wash the dish (or 
dispose of the container if applicable). 

• Sometimes reading materials are left on the kitchen table for sharing with the 
entire suite. Please use the paper rack to store newspapers, magazines, etc. All 
reading materials will be recycled weekly on Fridays at 4pm. 

• The fridge will be cleared out weekly on Fridays at 4pm and any remaining food 
items will be disposed at that time (unless otherwise marked). 

• Reusable food containers left in the fridge must be taken home on a regular 
basis or they will be disposed weekly on Fridays at 4pm. 

* It is the responsibility of the company scheduled for coffee/tea supplies to process 
“4pm Fridays”. 

 
GARBAGE  
The large plastic garbage can is no longer in daily use. It will be located in the storage 
area for industrial garbage only (or larger workshops/events/receptions). The new 
garbage/recycle system is located inside the cupboards at the end of the kitchen island. 

• There is no composting available during winter months. Therefore wet waste 
must go into the regular garbage. 

• You must use designated recycling bins clearly labeled for plastic/cans/paper 
coffee cups. 

• It is NOT PERMISSIBLE or ACCEPTABLE to place any garbage/recycling into a 
container that does not have a bag. New bags are located in the cleaning 
cupboard in the kitchen. 

• Paper recycling at individual work stations/desks is the responsibility of each 
individual and must be brought downstairs to the basement recycling bins.

*It is the responsibility of the company scheduled for coffee/tea supplies to process 
kitchen garbage and recycling. 

BOARDROOM
• The Boardroom must be booked through the shared Google calendar. 
• If a tenant is planning to use the Boardroom for more than ten hours per week, 

you must ask approval of the suite mates. 
• At the conclusion of use of the Boardroom, the space must be returned to its pre-

meeting state. The Boardroom must be clean and empty of any meeting 

	17



materials, garbage, dishes, etc. When booking the Boardroom the clean-up and 
set-up times must be factored into your scheduled time. 

• Turn off lights and close Boardroom doors when not in use.
VISITORS

• The front door to Suite 350 will be propped open from 9.30am – 5.00pm. 
• When arranging meetings with guests to Suite 350, please advise them to wait in 

the reception area until you come to greet them at the appointed time.  
• Courier pick-ups – please have packages ready for courier pick-up in the 

reception area clearly labeled.
CLOSING & SECURITY
 
Closing: 
If you are the last person to leave Suite 350 you are responsible for securing the suite 
and must: 

• Lock the deadbolt on both doors when you leave. 
• Ensure that the coffee maker, kettle, and any other kitchen appliances are 

unplugged. 
• Ensure that the photocopier is turned off. 
• Turn off all lights and light fixtures excepting STORAGE ROOM ONE where the 

light and circulation fan must remain switched on.
Security:

• Sliding door to Storage Area must remain closed at all times. 
• Doors to Boardroom must remain closed when not in use. 
• Sliding door to closet must remain closed at all times. 
• If your office contains a window, it is your responsibility to check that it is closed 

before leaving for the day.
NOISE  
Suite 350 is a shared space.  All tenants must respect one another.  Due to the nature of 
the space noise must be kept at minimum.  

• Speaker phones and computer speakers must be used with discretion and in 
consideration and respect of fellow office tenants. 

• Meetings must take place in designated office spaces/meeting areas or in the 
Boardroom to minimize overlap noise.

OCCUPATIONAL HEALTH AND SAFETY POLICY
Approved in 2010

Playwrights Guild of Canada and its Board are committed to ensuring and protecting the 
health and safety of its most valuable resource: its people. Playwrights Guild of Canada 
will make every effort to provide its employees, contracted personnel, patrons, and 
volunteers with a safe and healthy work environment, while continuously striving to 
eliminate any identified hazard that might result in injury to people or damage to 
property.
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This commitment will be fulfilled through our Health and Safety policies and procedures, 
in compliance with all applicable federal and provincial legislation. These policies and 
procedure will be reviewed annually to ensure their ongoing effectiveness.

Health and safety is a shared commitment. It is everyone’s responsibility to recognize 
hazards in the workplace, to protect their own safety while they are working in the 
organization, and to respect health and safety policies of the organization.

At Playwrights Guild of Canada, the safety of the public, our volunteers and anyone who 
works at the organization is important. Health and safety will take priority in all areas of 
the organization, and there is no task so urgent that it cannot be completed safely. 
Through continuous, cooperative and joint efforts, a positive climate will be created, and 
health and safety goals will be achieved.

Workplace Anti-Harassment Policy
Approved by: Playwrights Guild of Canada’s Board of Directors (March 2014)

Playwrights Guild of Canada is committed to providing a work environment in which all workers 
are treated with respect and dignity. Workplace harassment will not be tolerated from any person 
in the workplace (including customers, members, employers, workers and members of the 
public, as applicable). 
Workplace harassment means engaging in a course of vexatious comment or conduct against a 
worker in a workplace that is known or ought reasonably to be known to be unwelcome or 
workplace sexual harassment. Workplace sexual harassment means:

1. engaging in a course of vexatious comment or conduct against a worker in a workplace 
because of sex, sexual orientation, gender identity or gender expression, where the 
course of comment or conduct is known or ought reasonably to be known to be 
unwelcome, or

2. making a sexual solicitation or advance where the person making the solicitation or 
advance is in a position to confer, grant or deny a benefit or advancement to the worker 
and the person knows or ought reasonably to know that the solicitation or advance is 
unwelcome; 

Reasonable action taken by the employer relating to the management and direction of workers or 
the workplace is not workplace harassment.
Workers are encouraged to report any incidents of workplace harassment to the Executive 
Director or Chair of the Human Resource Committee. 
Management will investigate and deal with all complaints or incidents of workplace harassment in 
a fair, respectful and timely manner. Information provided about an incident or about a complaint 
will not be disclosed except as necessary to protect workers, to investigate the complaint or 
incident, to take corrective action or as otherwise required by law. 
Managers, supervisors and workers are expected to adhere to this policy, and will be held 
responsible by the employer for not following it. Workers are not to be penalized or disciplined for 
reporting an incident or for participating in an investigation involving workplace harassment.

Playwrights Guild of Canada Financial Management Policy
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Approved March 2017

Banking and Investing

Playwrights Guild of Canada (PGC) maintains a chequing, savings, and US 
account at Scotiabank. We also have a credit card with a limit of $10,000. 

The Executive Director watches cash flow carefully, to keep banking costs low 
and to maximize the interest we earn. Our cash flow tends to be very strong from 
July onward, as government grants are received in the spring/ summer. 

Financial Oversight

Payables are reviewed and coded by the Executive Director and submitted to the 
Bookkeeper. 

PGC has 4 signing officers: Executive Director, President, Vice-President, and 
Treasurer.  All cheques require two signatures. 

The majority of payments are generated through Telpay (direct deposit). Both the 
Executive Director and President approve these payments electronically. 

The President and Treasurer has full access to financial records.

Reserves and Endowed Funds

PGC has established a reserve fund consisting of approximately three months’ 
operating costs – $87,500 at 31 March 2016. These funds may be:

• used to assist with cash flow, on approval by the President and/or 
Treasurer; 

• invested conservatively, with highest priority placed on preservation of 
capital and any income generated used to offset operating expenses;

• accessed to help in the wind-up of the corporation.

Board approval is required for use of the funds for any other purpose.

PGC has also established a strategic fund ($16500 at 31 March 2016) to assist 
with such things as

• one-time or start-up costs for strategic initiatives determined to be 
beneficial to PGC’s members;

• any other strategic purposes that may be identified from time to time.
Board approval is required for any such use of the funds.

Until they are expended, the funds may be
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• used to assist with cash flow, on approval by the board chair and/or 
treasurer;

• invested conservatively, with highest priority placed on preservation of 
capital and any income generated used to offset operating expenses;

PGC also has deferred revenue from the Canadian Drama Foundation ($8103 as 
of March 2016). This deferred revenue may only used to cover the cost of any 
shortfall in prize money for the Tom Hendry Awards.  

Liability Insurance

PGC holds Directors and Officers Liability Insurance in the amount of $2 million.

PROGRAM AND SERVICES POLICIES

Copyscripts & Play Sales
Draft: July 2013

• Once a play has been professionally produced, a full Member may enter it into 
the Copyscript program by filling out the Script Submission Form and sending a 
digital copy of the play. Copyscripts are given ISBNs.

• If a member has a new play that did not have a professional production yet, but 
they would like to promote it, they can enter it into the Stage Ready Program by 
filling out the Script Submission Form and sending a digital copy of the play. 
These plays do not receive ISBNs.

• Once PGC has been notified that a publisher has published a play in the 
Copyscript program it will be removed and archived. If the play goes out of print 
the playwright can request that the play go back into the Copyscript program. 

Selling plays:
• Libraries and bookstores should always receive hard copies of the scripts.
• New customers must prepay for books. Regular customers in good standing may 

send in purchase orders.
• Plays ordered from other publishers must offer PGC a minimum 40% discount to 

sell their books. Otherwise the customer will be redirected to order the play titles 
elsewhere. 

Royalties: 
• 10% for each copyscript sold is recorded as a royalty payment. If a playwright 

sells 20 or more copyscripts by the end of a fiscal year they are sent a cheque. If 
the playwright sells fewer than 20 scripts, that number is rolled into the following 
year. Payment is not sent until the playwright accumulates 20 or more scripts. 

• If the play is co-written by two playwrights who are members of PGC the royalty 
will be split evenly 

Amateur Rights 
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Draft: July 2013

• The playwright will be notified when a contract has been sent out on their behalf.
• If there are any changes to the contract or a cancellation, the playwright will be 

notified immediately. 
• The customer has 30 days from receiving the contract, to sign it and return it with 

payment of the full royalties or a deposit of at least half.
• If the customer has any debts outstanding with PGC, they cannot be granted 

rights until the debt is paid. 
• International contracts are not charged sales tax, but the royalty rates are in US 

funds: http://www.bankofcanada.ca/en/rates/converter.html 
• Scripts are not to be sent to the customer until they have made a deposit towards 

royalties or the scripts have been prepaid. 

Royalties: 
• As of January 2013,  PGC’s commission rate on member contracts is 10%.
• The standard minimum rates are $100 for the performance and $85 for every 

following performance. For one-act plays the standard minimum rates are $85 for 
the first performance and $70 for every following performance. 

• If companies are deemed semi-professional they may be requested to pay 10% 
of the box office or the flat rate, whichever is higher. 

• If payment has been received, royalty payments are sent out no later than 2 
months from the production’s closing date.

• If payments have not been received for royalties after 30 days of the production’s 
closing date, the playwright must be notified.  

• If the play is co-written the royalty will be split evenly amongst playwrights unless 
informed otherwise. If one of the playwrights is not a member, royalties will only 
be dispersed to the member of PGC. It would then be up to that member’s   
responsibility to disperse funds.  

Playwrights who do not participate in the Amateur Rights program or who are 
deceased:

• Rights requests received for playwrights who do not participate in this program 
are forwarded to the playwright or their agent.

• If contact information is not available for the playwright in question or their estate, 
a notice will go out to the National Forum and membership in search of the 
rightsholder.

• If all attempts to get in touch with the playwright or estate have failed, PGC may 
handle the rights on the playwright’s behalf and hold onto their royalty payment 
up to two-years.

• If the playwright or their estate has not been in touch with PGC over a two-year 
period the royalties will go towards paying an administration fee for PGC’s 
Amateur Rights program up to a maximum of 10% of the administrator’s time. If 
the amount exceeds $3000, those funds will be donated to PGC. 

Canada Council Readings
Draft: July 2013

• Full members are entitled to 2 full playwright readings per year (April to March) or 
4 joint playwright readings per year or a combination of both.
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• Funding is provided on a first come first served basis.
• Reading venues must be free and open to the public.
• Venues are obligated to advertise the reading to members of the general public. 

Advertisements must clearly acknowledge the support of the Canada Council for 
the Arts and Playwrights Guild of Canada.

• Travel funds must be used for the most economical form of travel.
• For travel to remote parts of Canada, travel expenses may be increased. 
• If a travel form has not been sent to PGC’s office within two months of the date of 

the scheduled reading the travel subsidy will be revoked and placed back into the 
funding pool for other playwrights to use.

• In case of cancellation or postponement of the reading by the host organization, 
the host will reimburse PGC for the playwright's travel expenses (if ticket has 
already been purchased). If the time, date or location of the reading changes, 
please notify PGC so we may update our calendar.

• After the reading, Both the host and the playwright are required to submit 
evaluation forms to PGC along with promotional material. 

Awards
Draft: July 2013

• Award sponsors and funding will be confirmed before the awards are promoted 
• The Awards Committee will create a shortlist of Chairs for each jury
• Juries must represent the Canadian theatre community 
• Jurors (excluding the Chairs) will receive an honorarium 
• Jurors with a conflict of interest must bring this up at the beginning of the jury 

meeting. They will still be eligible to vote.
• Participants must be members of Playwrights Guild of Canada
• All of the rules provided in the awards’ guidelines must be followed

Professional Development Workshop Policy
Draft: July 2013

All workshop proposals from the membership (individual and caucus) should be 
presented to PGC staff. The proposal should include a facilitator, workshop topic, venue, 
budget, and other requirements.

PGC can either directly sponsor a workshop proposal, work with partners to host a 
workshop, or host its own workshop.

If a member proposes a workshop that is not a good fit they will be encouraged to book 
the boardroom at their own expense. PGC will support the initiative by promoting it. 

Sponsored Workshops

Proposals for sponsored workshops should be sent to the Executive Director.  Proposals 
that ask for under $1000 and fits within the mandate of the organization may be 
approved directly by the Executive Director. Proposal higher than $1000 should be 
presented to the board with the Executive Directors recommendations on its financial 
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feasibility and level of benefit to the membership. Those who submit a proposal should 
expect to receive a decision in one month’s time. 

Only other arts organizations can submit a request for a sponsorship from PGC. If the 
workshop does not occur according to the original proposal, PGC is within its right to 
demand reimbursement.  Sponsored workshops must recognize PGC by using PGC’s 
logo on all promotional material. Any other opportunities to promote PGC are strongly 
advised. A letter outlining all of these stipulations will be sent to the group and must be 
signed and returned before a cheque can be issued.

After the workshop has concluded a final report letter must be sent to PGC outlining 
attendance and other relevant workshop results. 

Partnered Workshops

Partnered workshops are mutually beneficial for both PGC and the partner. Both entities 
invest resources toward the workshop, which is agreed upon beforehand. A division of 
the workshop’s revenues will also be agreed upon beforehand. A facilitator agreement 
must be signed and returned before the workshop is promoted. The participants will be 
asked to provide feedback once the workshop has concluded. 

PGC Workshops

Workshops solely hosted by PGC must only deal with the business of playwriting. A 
facilitator agreement must be signed and returned before the workshop is promoted. The 
participants will be asked to provide feedback once the workshop has concluded. 

Professional Contracts
Draft: July 2013

• All members of Playwrights Guild of Canada are expected to use the most 
current set of professional contracts. 

• PGC/PACT negotiated contracts must be initiated by the theatre, not the 
playwright.

• All members who receive a contract from a professional theatre company are 
encouraged to submit their contract to PGC for review before it is signed. 

• All members of PGC must file their professional contracts with PGC. 
• PGC staff must ensure that all of its Full members have been given instructions 

to sign up to PGC’s RRSP program.
• Should a dispute arise, PGC will follow the dispute resolution process outlined in 

the Standard Clauses.

RRSP Policy
Created & approved by the board September 2010

Purpose: The purpose of this proposal is to establish a policy concerning funding 
received from theatre companies designated as RRSP payments for playwrights’ who do 
not have an RRSP account set up with ACTRA Fraternal Benefit Society (AFBS), are not 
members of PGC, or are lapsed members of PGC. 
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Playwrights may not have an RRSP account with AFBS for the following reasons:

1. They are not aware that they need to set up a RRSP account with AFBS.
2. They refuse to set up a RRSP account with AFBS.
3. They are not a member of PGC and therefore were not given instruction to set up 

a RRSP account with AFBS.

Protocol for cheques received for playwrights that do not have an AFBS RRSP 
account. 

A1. Find out if the playwright is a member of PGC. If they’re a non-member or a lapsed 
member follow the additional guidelines. 

A2. Upon receiving the cheque, contact the playwright via written correspondence (hand 
written or email) to notify him or her that an RRSP cheque was received and that s/he 
has two years from the date of the correspondence to apply to AFBS’ RRSP program. 
PGC’s administrator will send the member the necessary application forms. Once 
completed, the member returns the application forms to PGC, and PGC forwards them 
to AFBS. AFBS assigns an account number, which is sent to PGC, and PGC informs the 
member that the account has been established. 

A3. If no response from the playwright has been received, the office will send an 
electronic inquiry to PGC’s membership through the electronic newsletter in an attempt 
to notify the playwright. Periodic reminders will be sent to the playwright’s last known 
address and/or contact information.

A4. If the playwright has not complied with the instructions given by PGC’s staff within 
two years, the funding will go towards paying an administration fee for PGC’s RRSP 
program, up to a maximum of 10% of the administrator’s time. If the amount exceeds 
$3000, those funds will be donated to PGC. 

Additional Guidelines

Non-Member Guidelines

B1. If the playwright is a non-member of Playwrights Guild of Canada, the administrator 
will contact the theatre company and request a copy of the contract if that has not been 
done already.  

B2. The administrator will use the mailing address on the contract to send the playwright 
a letter giving him or her two years from the date of the letter to reply and open an AFBS 
account. The package will include PGC’s membership application, and a registration and 
beneficiary form for the AFBS RRSP program. 

If the playwright replies within the two years given to say that s/he does not wish to 
become a member of PGC, a cheque will be sent back to the theatre company.
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If the playwright does not reply within two year’s time and the above protocol has been 
followed, then item A4. of the protocol will be instituted. 

Lapsed Member

C1. If a lapsed member who has an RRSP account with AFBS receives an RRSP 
cheque, PGC’s administrator will notify the lapsed member that the amount is being held 
by PGC. In addition, the lapsed member will also receive written notice informing him or 
her to pay membership dues, or loose the benefit of this program, as the PGC/PACT 
contract will no longer apply to the lapsed member. 

C2. If the lapsed member has not registered for an AFBS RRSP account, the 
administrator will send written notice giving the lapsed member two years from the date 
of the letter to reply and undergo the instructed actions. The package sent will include an 
invoice for membership renewal and a registration and beneficiary form for the AFBS 
RRSP program.

C3. If the lapsed member has been in contact and refuses to renew his or her 
membership and register for the AFBS RRSP program, a cheque will be sent back to the 
theatre. 

C4. If the lapsed member does not reply within two year’s time during which the protocol 
has been active, item A4. of the protocol will be instituted. 

COMMUNICATION

General Communication Policy
Draft: July 2013

PGC strives to provide the its community accurate and timely information, 
communicated in a professional manner, and in accordance with the laws regarding 
public information and data practices.  

Information relevant to PGC should be shared first with the staff and the Board. That 
information should then be shared with the committees, National Forum and 
membership. Finally, it is then shared with the larger community. 

All staff is responsible for communicating basic and routine information to the public in 
relation to their specific job duties. Requests for information outside of an individual’s job 
description should be sent directly to the Executive Director. 

With the exception of routine events and basic information that is readily available to the 
public, all requests for interviews or information from the media are to be routed through 
the Executive Director and/or Board President. 

PGC cannot publish information that is discriminatory, harassing, threatening, or sexually 
explicit within any of Communication programs. 
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PGC may not explicitly suggests that the organization either supports a particular 
candidate or political party. 

PGC cannot disclose private or confidential information and may only forward messages 
on behalf of the sender.

Communication Programs
Draft July 2013

CanScene

CanScene is sent out electronically to only members on the 15th of every month. 
CanScene is provides relevant information to members on PGC’s internal news and 
relevant activities pertaining to the business of playwriting
Members’ own personal news will be shared through PGC’s website and social media 
outlets.

Community Newsletter

Community Newsletter is sent out electronically at the end of every month to its 
Community listserv. The information contained within this newsletter is meant to promote 
PGC’s activities. 

Women’s Caucus Newsletter

The Women’s Caucus Newsletter is created by the Chair of the Women’s Caucus and 
edited by PGC staff. PGC’s office distributes the newsletter to the Women’s Caucus. 

Playwright Articles (POV)

• The number of POV articles created within a year is dependent upon the budget 
• An article may be written by members, or guest contributors as appropriate 
• The aim is for it to look and read like a magazine article – lots of images, 

engaging spirited writing 
• A member may pitch an idea to staff 
• A contract agreement to write an article on behalf of PGC is sent to the author 

beforehand.  The contract specifies the topic, length, and policy regarding 
images, and may suggest possible avenues to flesh out the originally proposed 
topic 

• Articles highlight a specific event or perspective on playwriting 
• Articles should be between 2,000 – 2,500 words, and include credited photos 
• Copyright must be obtained for all the material used within the article that is not 

original. The articles submitted may not be openly critical of any member of PGC.  
• PGC’s editor reserves the right to reject any article submitted  
• Articles must be free from plagiarism 
• It is preferable if the article is original and has not been printed elsewhere 

Social Media 
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• PGC Facebook page and Twitter account are utilized to inform the general public 
on PGC and playwright news. Relevant topics of conversation may also be 
posted

• PGC reserves the right to remove public comments that contain spam, profanity, 
hate, or infringe on copyrights. Offenders may be banned from commenting.

• PGC will correct any errors or omissions promptly, noting when we do. 
• If PGC disagrees with other’s opinions, we will do so respectfully.
• PGC will reply to comments, where appropriate, as promptly as possible.
• PGC will link to references and source materials directly
• Know and follow our general business conduct guidelines

OTHER POLICIES

Playwrights Canada Press Agreement
Approved by the Board: December 2011

OPERATIONAL ACCORD 

between 

PLAYWRIGHTS GUILD OF CANADA 
and

 PLAYWRIGHTS CANADA PRESS

This document defines the relationship between Playwrights Guild of Canada (hereafter 
known as “the Guild”) and Playwrights Canada Press (hereafter known as “the Press”). 
The Press was originally a part of the Guild but incorporated separately in August 2001. 
(See Appendix A for financial details) The Guild remains the sole shareholder of the 
Press. The two organizations have similar mandates centered on improving the profile of 
Canadian playwrights. This common ground makes collaboration natural and necessary. 

1. ORGANIZATION OVERVIEWS
 
Playwrights Guild of Canada Mandate: 
The Playwrights Guild of Canada is a national association mandated to advance the 
creative rights and interests of professional Canadian playwrights, promote Canadian 
plays nationally and internationally, and foster an active, evolving community of writers 
for the stage. 
 
Playwrights Guild of Canada champions the role of the playwright in the creation of 
vibrant Canadian theatre. We have been advocating for, supporting and promoting 
Canadian playwrights since 1972. 
 
Playwrights Canada Press Mission Statement: 
Playwrights Canada Press exists to raise the profile of Canadian playwrights and 
Canadian theatre and theatre practitioners, through the publication of Canadian plays 
and occasional publications of theatre criticism, history, biographies and memoirs. 
 
2. OPERATIONS
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It is understood that the Guild owns all shares of the Press, approves its board and any 
by-law changes. However, the Press operates completely separately from the Guild in all 
artistic, administrative, and financial matters. Frequent and transparent communication 
will take place between the Publisher of the Press and the Executive Director of the 
Guild so that each organization is able to execute programs and projects that further 
their mandated goals.

The legal requirements of the relationship between the Guild and the Press are 
governed by the Ontario Business Corporations Act (see Appendix B). In addition to 
those legal requirements the following guidelines will set the standard for how the two 
organizations will work with each other. 

3. REPORTING 

a) A board representative from the Press will present the annual report, financial 
audit, and proposed budget for the coming year to the Guild’s National Council at 
its meeting prior to the Guild’s AGM. At this time the Guild’s National Council will 
vote to approve the audit and the auditor for the Press. Changes to the Press’s 
by-laws must be approved by the Guild’s National Council and by the 
membership at the Guild’s AGM. The Press’s AGM will always take place before 
the Guild’s AGM so that the Press can send the Annual Report and Audit to the 
National Council prior to the Guild’s AGM.

b) At this same National Council meeting, the Press will put forward a Board of 
Director’s slate, for approval by the Guild. The Guild will add its two 
representatives to the slate, at least one of which will be from the National 
Council. The entire slate is voted on by the membership at the Guild’s AGM.

c) The Guild will put forth the names of its proposed two representatives two weeks 
prior to the Press’s AGM. Prior to this, the President of the Guild and the 
President of the Press will have a discussion about the needs of the Press Board 
in terms of board development and its existing members.

d) The Press will also prepare and distribute to the Guild, in advance of the Guild’s 
AGM, a written report of the past year’s activities and a brief outline of plans for 
the coming year. The Publisher of the Press or a representative will present an 
overview of operations to the full Guild membership at the Guild AGM. The report 
should include information on the publishing program and marketing activities, as 
well as any new initiatives being considered by the Press in the coming year(s).

e) The Press will forward a financial update to the Guild for each of the Guild’s 
quarterly National Council meetings.

f) The Guild will provide the Press with a schedule of National Council meeting 
dates.
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g) The Press will notify the Guild of upcoming Board meetings. The Press will 
forward minutes of their meetings to the Guild within three weeks of their meeting 
date.

4. PGC REPRESENTATIVES 

The Guild-appointed Representatives to the Press Board represent the Guild’s interests 
as they relate to the Press. They should be concerned about the financial health of the 
Press and about not putting the Guild in liability. They also have a responsibility to be 
actively engaged on the Press Board and to represent the interests of the publishing 
company. The Guild-appointed Representatives will file regular reports following Press 
Board meetings to the Guild National Council and update the Guild on any timely issues 
immediately, including decisions that could impact the work of the Guild. 

5.  COLLABORATION AND NON-COMPETITION

In the spirit of collaboration, and for the benefit of sharing resources, the Press and the 
Guild will inform each other quarterly of marketing and outreach activities to be 
undertaken. Whenever such activities are mutually beneficial to both organizations, joint 
promotions should be considered, including shared attendance at festivals and 
conferences. Each organization will bear the cost of producing their own promotional 
material, but will make room to promote the other organization whenever possible. 

One of the greatest connections between the Press and the Guild is the publication of 
works by Canadian playwrights. The Guild has its copyscript program and the Press 
publishes plays in book form. To avoid overlap in any script sales (print or digital) the 
following protocol will be observed.

Published Play and Copyscript Sales

a) The Press will publish a number of books each year. The Guild will sell the 
Press’s books (both in print and digital formats) on consignment. The Guild will 
also make members' unpublished works available as copyscripts.

b) If a member of the Guild has a play that is unpublished (in print or digital format) 
they may apply to the Guild’s copyscript program. 

c) The Press will inform the Guild of any new published titles. One copy of each 
new title will be donated by the Press to the Carol Bolt Reading Room. This will 
serve as notice to the Guild to stop distribution of any copyscript version of that 
particular script.

d) The Press will notify the Guild when the rights to a published play have reverted 
back to the Author. 

e) Given that only the Author has the right to determine the rights to their work, and 
given that the Press has worldwide exclusive rights for the titles it publishes until 
the Author is formally notified that the play will no longer be available from the 
Press in any form—print or digital—then the onus is on the Guild to secure the 
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Author’s permission to obtain the electronic copy of the play for the purpose of 
turning it into a copyscript when the publication has gone “out of print.”

f) In cases where a customer has requested the purchase for the purpose of 
production of one or more scripts that the Press only has available within an 
anthology or a collection then, with the permission of the Author, and of the 
Press’s Publisher, which should not be unreasonably withheld, the Guild will be 
authorized to turn the play into a copyscript (production script) format. For 
clarification, an Anthology represents the work of several authors that have given 
a one-time permission for his/her work to be included in the anthology. Either the 
playwright or another publisher owns the license. If the playwright owns it then he 
or she can make the work available to anyone for sale. If another publisher owns 
it then that company's permission must be sought. A Collection represents the 
work of a single playwright, in which case the publisher would likely have the 
exclusive license and would in turn, with the Author’s permission, license other 
users on a one-time basis.

g) The Guild will send the Press the bi-monthly CanRevue, which will notify the 
Press of new copyscript titles. 

6. AMATEUR RIGHTS

The Guild also manages amateur rights for members who request the service.
 

a) The Press will create a hyperlink on their website to the Guild’s website for all 
plays for which the Guild handles the amateur rights. The Publisher of the Press 
and the Executive Director of the Guild will continue to explore initiatives to 
ensure amateur performance rights are secured.

b) If the Press suspects non-adherence to contractual performance rights 
agreements they will inform the Guild immediately. 

7. PLAYWRIGHTS GUILD OF CANADA MEMBERSHIP DISCOUNT

Guild members receive a 40% discount on Press publications purchased directly from 
the publisher.

8. DIVIDENDS

It is understood that the Press cannot pay dividends without jeopardizing their funding 
from the Department of Canadian Heritage, the Canada Council for the Arts, and the 
Ontario Arts Council. Any profit that the Press makes goes back into the publishing of 
plays in order to meet the Guild’s objective, which is to raise the profile of Canadian 
plays and playwrights. 

9. COMMUNICATION

Regular communication should occur between the Guild’s Executive Director and the 
Press’s Publisher, in addition to the Board Presidents speaking quarterly.
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10. AMENDING THE ACCORD

If either organization feels that amendments need to be made to this accord, a 
committee of two members from the Board of the Guild and two members of the Press 
Board will be struck to discuss and propose changes that will be approved by both 
boards.

11.  DISPUTE RESOLUTION

If a disagreement in interpretation or implementation arises, that cannot be resolved by 
the Executive Director of the Guild and the Publisher of the Press, a committee, as 
outlined in Clause 10, will be struck to come up with a resolution.

Appendix – Templates

Template of PGC’s Sublet Agreement:

SUBLET AGREEMENT

This agreement is made this March 1st 2011 between: 

Playwrights Guild of Canada
address
(Hereinafter called the “Tenant”)

and [name of group]
(Hereinafter called the “Sub-Tenant”)

This sublet agreement pertains to [space].

The parties agree to the following:

1. The Sub-Tenant’s tenancy shall commence on [date]

The rental fee [cost] shall be paid to the Tenant during the first week of every month. 
First and last month’s rent will be paid during the week of [date].
The Sub-Tenant is responsible for their own phone and internet connection.

The Sub-Tenant agrees to rent the space on at least an annual term and then will 
continue on a month-to-month basis.

The Sub-Tenant will give the Tenant at least one month’s notice of terminating the 
agreement. 

2. The Sub-Tenant shall abide by Suite’s policies (see attached)

3. The Sub-Tenant’s rental will include the following items
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4. For an additional cost the Sub-Tenant may have use of 
• Suite photocopier (you will be given an access code and pay .10 cents per copy)
• Suite mail machine (you will be given an access code and sent and invoice)

__________________________ __________________________
Tenant Name Sub-Tenant Name

_________________________ __________________________
Tenant Signature Sub-Tenant Signature

_________________________ __________________________
Date Date

Workshop Agreement Template:

PGC WORKSHOP AGREEMENT

Between         Playwrights Guild of Canada
(hereinafter called PGC)

And (name) 
(hereinafter called The Facilitator)

HERBY IT IS MUTUALLY AGREED AS FOLLOWS: 

1. Roles:
PGC will contract the facilitator to lead a workshop at (location) between (time) on 
(date). PGC will handle all of the workshop administration. The Facilitator will lead the 
workshop entitled to (title of the workshop). 

2. Responsibilities
PGC will be responsible for:

a) Promoting the workshop
b) Point of contact
c) Registration 
d) Paying the Facilitator
e) Providing workshop space
f) Communicating with the Facilitator as needed

The Facilitator will be responsible for:
a) Workshop preparation
b) Sending a bio / photo / short description of the workshop 
c) Facilitating a two-hour and half workshop
d) Communicating with PGC as needed
e) Giving 42 hours notice of any changes such as cancellation

3. Payment 
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The Facilitator will receive an honorarium of (amount) on (date of payment).  No other 
costs may be incurred without granted permission from PGC’s Executive Director.    

4. PGC Contact

Robin Sokoloski – 416-703-0201 / robin@playwrightsguild.ca 

5. Signatures
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