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OVERVIEW 
INTRODUCTION 

The Jerry Forbes Centre for Community Spirit (the Centre) is a multi-tenant facility 

promoting collaboration and innovation for many non-profit agencies to deliver their 

programs in an affordable, visible, safe environment. The Centre will be a destination 

for volunteers, a legacy for Edmonton, AB Canada.  

Jerry Forbes Centre Foundation was established under the Societies Act of Alberta with 

the following mandate: 

MISSION 

To provide healthy, affordable and vibrant work spaces for Edmonton non-profit 

organizations as we dream, grow and work together. 

VISION 

To create a legacy of volunteerism in Edmonton, fostering collaboration among non-

profit organizations by developing a sustainable multi-tenant centre promoting 

synergy, innovation and community spirit. 

VALUES  

Ethical Selection of tenants will be open and transparent and 
ensure fit with the Centre vision and values. 

Quality The Jerry Forbes Centre will be a well-maintained, clean, 
safe and secure facility. 
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Integrity Issues and conflicts will be resolved in fair and equitable 
manner. 

Collaboration Space appropriation will facilitate the creation of an 
Animated Centre, meet the needs of the business hub for 
the administration of charitable organizations and 
promote collaboration, innovation and sharing. 

Open 
Communication 

Information impacting the Centre and stakeholders will be 
clearly communicated in a timely and efficient fashion. 

Fairness Shared operational costs will be predictable, and allocated 
fairly and appropriately. 

Volunteerism Jerry Forbes Centre will be known as a centre of excellence 
for volunteerism. 

 

BACKGROUND FOR TENANT SELECTION 
 

Tenancy in the Centre is criteria based to ensure Jerry Forbes Centre Foundation (JFCF) 

values are upheld. When creating this tenant policy we considered the City of 

Edmonton’s non-profit guidelines for leasing space, and combined these with the goals 

for our Centre and the best practices from other non-profit centres that share expertise 

via the Nonprofit Centers Network, NonProfitCenters.org. The Tenant Selection policy 

has been vetted through the Centre Operations and Management Committee. The 

initial policy from 2010 was reviewed and updated in 2015 with what we have learned 

from over 50 interested tenant applicants and 30 actual interviews.  We learned that 

compromise and open communication will be necessary to be successful in a 

collaborative. 

 

http://www.nonprofitcenters.org/
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The Tenant Selection process needs to be flexible as well as fair. Understanding the 

culture and fit for the Centre is very important and a personal on-site visit to an 

organization is always recommended. The Tenant Selection team volunteer 

involvement is crucial for impartiality and transparency. The Board holds final approval 

on moving organizations forward. 
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TENANT SELECTION POLICY 

Policy 
Number 002 

Policy 
Category Governance 

Policy 
Name TENANT SELECTION  

Purpose 
 

 

To provide a transparent policy on Tenant Selection to ensure the Jerry Forbes 
Centre is leased to tenants that align with the Values of the Centre. This policy 
provides information to interested organizations and guides the tenant selection 
process.   

Authority Centre Operations and Management Committee 

Policy 

Tenant Eligibility Guidelines 
  
The Jerry Forbes Centre will consider organizations for tenancy that: 

• Are Non-profits with founding documents 
• Serve Edmonton and/or the Capital Region 
• Are open to innovation and collaboration with other organizations  
• Are willing to invest resources in collaborative activities  
• Engage volunteers to deliver programs and services 
• Demonstrate financial sustainability 

  
Preference will be given to qualifying tenants with: 

• Canada Revenue Agency (CRA) registered charities founded three or 
more years prior to application 

• Organizations with a primary focus in the field of Human Services 
• Organizations with a primarily administrative use of office space 

  
Organizations that will not be considered for tenancy are: 

• For-profit or corporate organizations 
• Organizations set up for political or religious reasons 
• Organizations with services that present a security risk to other 

tenants 

To become a Tenant Partner in the Jerry Forbes Centre, each organization must 
be vetted through the Tenant Selection Process and approved by the JFCF 
Board. 

Approved 
Date  March 31, 2015 

Review  
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TENANT SELECTION PROCESS 

Tenant Selection is handled on behalf of the JFCF by a volunteer committee.  The 

Centre Operations and Management Committee receives, reviews and recommends 

organizations to the Board as follows: 

1. Eligibility 

• The organization applying determines its eligibility based on Primary Criteria 

(Appendix A –  Tenant Application) 

• It is recommended that Centre staff contact an interested applicant and discuss details 

prior to applying; this helps set expectations for programs that may not fit within the 

administrative business office 

• If an organization determines they are not eligible they may still wish to contact staff 

to discuss 

• If an organization believes they fit the primary criteria they submit a detailed 

application on-line 

2. Review Tenant Application 

• Centre staff verify completeness and confirm data 

• If incomplete, a request for more data is made otherwise move to next step 

3.  Interview Tenant Applicant 

• Conduct interview and site visit with Tenant Applicant. Minimum of one staff and at 

least one Committee volunteer to attend. (a script is used to draw out further details 

from applicants) 

• Visitation to the Tenant Applicant’s program(s) takes place if possible 

• A summary is prepared for the Committee (Appendix B - Tenant Information 

Summary) 

• Map space requested to space available; if potential fit, move to next step 

 

4.  Tenant Selection Committee Evaluates Applicant 
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• Evaluate and rank each application with Tenant Evaluation Summary (Appendix C), 

and map the request to make sure there is space in the Centre. 

• If organization is approved by the Committee; prepare recommendation report 

including the Tenant Information Summary and Evaluation 
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APPENDIX A – TENANT APPLICATION FORM 

If you believe your organization is a good fit for the Jerry Forbes Centre for Community 

Spirit we would be delighted to start the application process with you.  Please do not 

hesitate to call us with any questions in advance of getting started with your 

application. space@jerryforbescentre.ca, or call us at 780-440-6359. 

The Jerry Forbes Centre is looking for registered charities to share space and services.  

Eligible charities are those that serve Edmonton and area primarily in the field of 

human services.  The office will be used largely for administration of your charity; with a 

classroom, boardroom, small meeting spaces and volunteer workroom available for 

bookings.  We will be sharing IT infrastructure (phones and internet), reception and 

back-office printer/mailroom (biz-hub).     The warehouse will be used for active 

programs as well as storage.   

We start by identifying the Primary Criteria for tenants in the Centre and then continue 

with the application process online. Once complete, staff will contact applicants to 

conduct an interview and learn more about the organization.  The Centre will reference 

the application submitted to assess what additional details are requires.  Applicants 

should consider printing a hard copy of the form to gather information before 

completing online.  

Primary Criteria 

The Jerry Forbes Centre will consider for Organizations that:  
• Are a registered charity in good standing  
• Serve Edmonton and/or the Capital Region 
• Are open to innovation and collaboration with other organizations 
• Are willing to invest resources in collaborative activities 
• Engage volunteers to deliver programs and services 
• Demonstrate financial sustainability 

 
Preference will be given to: 

• Organizations with a primary focus in the field of Human Services.  
• Organizations which will primarily use the office space for administration and training. 

 
Organizations which will not be considered for tenancy are: 

mailto:space@jerryforbescentre.ca
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• For-Profit or corporate organizations 
• Organizations set up for political or religious reasons, professional associations or unions 
• Organizations with services which may present a security risk to other tenants 

 

Special Circumstance: 

If you believe your organization is a good fit with the Centre and its vision and values, but are 
not clear if it qualifies, please contact us directly at space@jerryforbescentre.ca or call us at 780-
440-6346. 

SECTION A – Organization Information 

Organization Name 

 

Address 

 

 

Mailing Address (if not the same as above) 

 

Contact Name 

Position 

 

Phone                                                                                                 Email 

 

Website              

S 

Name of Person Submitting (If different than above) 

 

Phone                                                                                                 Email 

mailto:space@jerryforbescentre.ca
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Incorporation and Charity Information 

Incorporation Date                                                                                             
_______________________________________ 

Which Act?      

 Societies Act (Alberta) 
 Part 9 Companies Act (Alberta) 
 Co-Operatives Act (Alberta) 
 Agricultural Societies Act (Alberta) 
 Part II, Canada Corporations Act 
 Canada Not-for-Profit Corporations Act 
 Other     

 
 
Registered Charity under the Income Tax Act (Canada)?        Yes    /        No 

Charitable Number   ____________________________________ 

Charitable Registration Date ____________________________________ 

Mission 

 

 

 

 

 

Vision and Values 
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SECTION B - Overview of Programs and Services  

List and briefly describe the programs that you will provide at the Centre (please include any ‘drop-
in’ visitors as one program if this applies, see examples) .  We are looking for Information on:  
1. How many people you serve through a program (# Clients),  

2. What time of day they run - morning, afternoon, day, evening (Frequency/Duration)?  

3. Where do programs take place - in office or offsite (Description and Space Type)?  

4. How many people attend (# Clients and # Volunteers)?    

All of this helps us understand the traffic flows inside the building as we learn how to share 
spaces with other tenants. We need to understand foot traffic at reception and parking needs.  
Please include ‘Drop-in Visitors’ as a Program name and the space type as Reception. 

 

Clients and Geography 

Where do you provide your service?  Describe you community reach, for example; training 
provided in libraries or health care institutions.  Programs onsite are primarily drop-in visitors 
picking up information packages or training in a classroom setting. 

  

Program 
Name Description  

 
 

Space Type  
# 

Clients 
# 

Volunteers 
Frequency/ 

Duration  

 
Describe on-site 

parking ETS needs for 
visitors  

 i.e.  
HEALTH 

Awareness 
Education 

i.e. 
2 hour class on health 

& wellness, 
presentation projected 
from computer to large 

screen 

i.e. 
Classroom in 

office or 
meeting room 

off-site 

i.e. 
15 

i.e. 
3 

i.e. 
First Tuesday 

each month at 
1 to 3 pm 

 
i.e.  

ETS, Parking, DATS drop-
off 

Drop-in 
visitors 

 Front 
reception 
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SECTION C - Current Tenancy Information (what you have now) 

Date Current Lease Expires   ______________________ 

Current Office Space 

Total Square Feet _______________     Cost Annually ________________ 

Current Warehouse Space 

Total Square Feet _______________     Cost Annually _________________ 

Meeting Spaces 

Typical Size in Square Feet ______________        Cost Annually _________________ 

 

Annual Financials 
Please provide the last three years of financial information 

Year Total Revenue Total Expenses Net 

    

    

    

 

Space Needs Looking Ahead 

ASSUME the following SHARED SPACES are available in the Jerry Forbes Centre: 

• Reception, kitchen, washrooms, small and medium meeting spaces and back-office 
(printer/mailroom) 

• 1 Classroom (holds 24 with computer station setups) 
• 1 Large Boardroom (holding up to 25) 
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• 1 Large Volunteer Workshop (approximate 4,000 sf. flexible area) for programs 
 

When filling in your space requirements below:  if you need a dedicated meeting space, 
classroom, etc. included as part of your lease, please specify this in ‘Classroom or Other 
Spaces’ and we will learn more details on what is required during the interview process.  
 

SECTION D – Space Requirements – New Office Space Needs 

Overview of Staffing and Volunteers  

We would like to understand the people and transportation needs of your organization on a 
typical day; specifically in the office and parking lot at any given time.  (i.e. if 2 visitors come at 
different times, i.e. one morning, one afternoon, that is 1 casual stall) 

 Number 
(daily) 

Access required?  i.e. typically 830am  
– 5pm  or 24/7 or evenings and 
Saturdays 

Number of 
Dedicated Parking 
Stalls 

Number  of 
Casual use 
(unassigned) 
Stalls 

Staff     
Volunteers/visitors     

 

Overview of Work Space Requirements to Lease 

We would like to understand the OFFICE space needs of your organization and a count of each 
type of space. 

Work space Type Number Frequency of Use ( Hourly/ Daily  / Weekly  
/Monthly/Yearly) 

Private Office Space (90-120ft²)   
Medium Open Workstation (50-
75ft²) 

  

Small Open Workstation  (20-50ft²)   
Hot desks (desk required for short 
term) 

  

Classrooms, or Other Spaces   
Reception or Other    

(We can learn more about your unique space requirements once we receive this initial 
information) 
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Open Area Office Files / Storage Space Needs (if not already included in office spaces) 

Total File Storage / Storage Space 
10 ft² each – 2’x4’ horizontal file cabinets or other 

Number Usage 
  
  

Number of Storage Cupboards (to be secure storage cages in the warehouse to keep the office 
areas tidy) 
10’ x 10’ for tents, signage, displays, etc. 

Number Usage 
  

  

 

Technology Requirements Do you have any specialized technology requirements that are 
different from standard phones and internet? 

 

Office Meeting Needs (meeting needs in Shared/Common areas, adhoc or regularly  

Meeting Rooms 

Room Type Number of Rooms Typical 
Frequency and 
Length of time 

Usage 

Interview Rooms (2-4 
People) 

   

Small Meeting Rooms (6-8 
People) 

   

Medium Rooms (8-14 
People) 

   

Large Meeting Rooms / 
Classrooms (up to 25 
People) 

   

Other Room Type    
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Cash Handling Needs 

How often do you require access to: 
Secure count room?        Money Safe Compartment? 

Number Frequency 
 Daily 
 Weekly 
 Monthly 

 
 

Warehouse Space Needs   

Approximately  how many Square Feet Warehouse Space is required? 
_______________________ 
 (N/A if not applicable or already included in Storage Cupboards above)  
 
Provide frequency, type of use & timing details if needed 
IE: Building garden sheds on Saturdays, year round for storage, or Mar 1 to May 30 to sort 
furniture for delivery 

Type of Warehouse Space  
(i.e. open space, access 
loading door) 

Frequency / Timing  
(i.e. monthly, March to April, 
or year round) 

Usage 
i.e. sort, distribute donated 
clothing 

   

   

 
  

Number Frequency 
 Daily 
 Weekly 
 Monthly 
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SECTION E - Collaboration Opportunities 

Benefits 

What perceived benefits can you see will be gained by your tenancy in the Jerry Forbes 
Centre? 

 

 

Your Contributions 

How would other agencies benefit by having your organization in the Centre? 

What could you bring to the partnership to share?  Think of things such as expertise and objects. 
Consider items such as: inventory of services to share: Do you run a successful social enterprise? 
What are you most proud of and would share?  Would you share items such as a forklift, 
vehicles or other?  

 

 

Board Motion 

We have a Board Motion demonstrating interest to become a tenant: 

         Yes          No   Board Motion forthcoming 

Expected Date of Board Motion   ____________________________ 

Our Jerry Forbes Centre team will be asking you for your ‘voice’ as we move forward with the 
Centre.  We need to be telling our story of how we will reach our community through so many 
organizations and their great programs and services.   If you have a compelling story and 
pictures we will be asking for your permission and support as we update our website and brand 
the Centre for success. 

Thank you,               Jerry Forbes Centre Foundation    CRA # 82714 5301 RR0001 
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APPENDIX B – TENANT INFORMATION SUMMARY 

Organization: 
Recommendation: Proceed with Application and Intent to Lease   Date:  

 
 

Organization Information 
   Mission: 

   Vision:  

   Values:  

Overview of Program and Services 

Volunteer Program Information: (Required information from Interview) 
 

Programs:  
 

Hearts Touched Annually:  (Total clients, staff, volunteers)  Annual Volunteer Hours: 
 
Current Tenancy 
Lease Expiry Date:  
Current Office Space: sf²                  Cost (annual) 
Current Warehouse Space: sf²     Cost (annual) 
Meeting Spaces: sf²     Cost: (annual) 

 
Overview of Office Work Space Requirements 
          
Office people: (staff + Volunteers) Office Staff: (count)    Office 
Volunteers: (count)     
Frequency/Usage:  
Parking Stalls:                 Dedicated:   Casual 
 
Total Office Space ft²:  
Offices:     (count)        Medium Workstations:   (count)         Small Workstations: 
(count) 
Hot Desks: (count) 
Classrooms, or Other Spaces: (count and notes for dedicated spaces NOT 
JFC Shared use) 
Office Storage: (count)   Total ft² 
Storage Cages: (count)                                   Total ft² 
 
Meeting Room Needs   
 
Summarize meeting room requests including frequency and usage as this will determine traffic 
flow as well as if they should have a meeting/training space within their own lease and not 
simply count on JFC shared spaces. 
 
Overview of Warehouse Requirements 
 
Warehouse Use: year round Warehouse Space ft²:    (not including storage cages specified 
above) 
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include Frequency/Usage summarized 
 
Centre Access Requirements:    (Note: to provide information on Traffic of organization – 
Example: 

• 3 staff-24 X7 access to centre 
• 27 volunteers for mail outs daily 
• 45 to 125 clients per day, scheduled and walk ins. 
• Require 2 full time parking stalls for staff and volunteer – with 10 casual stalls for visitor 

parking  
 
 

Collaboration Opportunities 
Organization’s Perceived Benefits (GET): 
 
Organization’s Contributions to others in the (GIVE):      
 

  Interview Summary Notes:  (attach) 
 
 
 
 
 

 
After many interviews, it is has become evident that each applicant requires individual attention 
for us to understand how their programs work and where (in community or in the Centre). The 
interview notes are essential and should be factual and objective, and be included with the 
package for Centre Operations and Management Committee’s review.  
 
The JFCF representatives participating in the Tenant prospect interview will be able to 
summarize their thoughts regarding a prospects fit in the Centre.  Often there may be an 80% fit 
but one program may cause concern with traffic requirement, noise or other issues.  There is an 
opportunity to discuss tenancy with ‘exceptions’ where it may be disruptive or not possible to fit 
within the Centre’s business office culture. 
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APPENDIX C – TENANT EVALUATION SUMMARY 

Tenant Prospect Name:    ____________________________________________________ 

This form is used as a guideline to evaluate Tenant Prospects. The evaluation is based 

on information provided and interview/discussion(s) with the Tenant Prospect.  

STEP 1 is an initial eligibility assessment. If all questions in Step 1 are Yes, the 

evaluation will continue on to STEP 2.  If any answers differ, then further review will be 

required. 

2 to 4 reviewers will complete the evaluation in STEP 2 using a ranking system for each 

criteria as per the following scale: 

1. Not well suited to the Jerry Forbes Centre  
2. Marginal fit for the Centre 
3. Satisfactory, could be better  
4. Very Good 
5. Excellent, meets all criteria, perfect fit 

Once the form is complete, the scores are weighted to arrive at a final score. The 

reviewers will meet to discuss the Tenant Prospect's application, fit and score. Once a 

decision is made, it will be presented to the Board for agreement and the Tenant 

Prospect will be contacted. PLEASE NOTE: this can be subjective, so each team 

member will complete the evaluation independently and then come together to create 

an average rank with the least bias as possible. 

**Definitions on when to assign 1, 2, 3, 4, 5 ranking should be clearly stated so 

evaluators understand. 
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Tenant Prospect Name:    ____________________________________________________ 

Supporting Documents 

 

 

 

 

 

 

STEP 1 – Eligibility                                                                                                      

# Requirement Values Reviewer 

# __ 

Committee 

Confirmation? 

1. Organization/Incorporation Yes/No               (Section A)     

2. Date of last annual filing - to 
confirm status of organization 

CRA - Yes/No/NA 
AB - Yes/No/NA  
(Section A) 

    

3. Programs serve Edmonton 
and Capital Region Area? 

Yes/No               (Section B)     

4. Space alignment? 
A – Warehouse  B - Office 

A. Warehouse  (Section D) 
Yes/No/Somewhat  

B. Office 
Yes/No/Somewhat  

    

5. Financial ability to lease? Yes/No/Somewhat    
(Section C) 

    

6. Any significant risks or 
concerns? Eligible to 
continue?  

Yes/No - must have 
comments 
(see interview notes) 

    

 

 

 

Document Type Do we have? Answer 

Application Yes/No  

Interview/Discussion Notes and Research Yes/No  

Strategic and/or Business Plan  
(with budget)  

Yes/No   

Current By-laws/Articles of Association Yes/No   

Board Motion with Directors list Yes/No   
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 STEP 2 – Organizational Alignment  (using Interview Notes and Application)      

         Reviewer #                           

 # Requirement Maximum #1 #2 #3 #4 

7. Space usage alignment  (Section B) 10         

8. Financial Sustainability (Assigned to Financial 
Reviewer Only)  

10         

9. Programming (community benefit, valued, 
Legitimate?) (Section D) 

5   
 

    

10. Volunteerism (established  volunteer program)    
(Section B) 

5         

11. Ability to Contribute to Tenants in the Centre      
(Section E) 

10         

12. Get from Centre Tenants/Achieve with others     
(Section E) 

10         

13. Interest in shared services offered by the Centre 
(Section E, D) 

5         

14. Human Services Focus? 5                     

Total             

 

Comments/interviews with staff/board members and observation of programs: 

(ATTACH NOTES) 

 

As prepared by Tenant Selection Sub-committee members at: ___________________  

on (date): ____________________. 

Names:   

_________________________________________________________________________

_________________________________________________________________________ 
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