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EXECUTIVE SUMMARY 

INTRODUCTION 

Jerry Forbes Center for Community Spirit (the Centre) is a 93,000+ square foot multi-

tenant office and warehouse building in Edmonton; and home to more than 20 non-

profit organizations. This shared space initiative was undertaken in 2008 by the Board 

of CHED Santas Anonymous Incorporated and the Christmas Bureau of Edmonton. 

Since 2012 it has operated under a new entity, Jerry Forbes Centre Foundation (the 

Foundation).   

All policies are the responsibility of the Foundation’s Board of Directors for their 

development, review and revision. Implementation is the responsibility of the Executive 

Director and the Board of Directors. 

ABOUT THE JERRY FORBES CENTRE FOUNDATION 

The Jerry Forbes Centre Foundation was created by partnering non-profit 

organizations, CHED Santas Anonymous Incorporated and Christmas Bureau of 

Edmonton; which were in need of a permanent home for their charities. The Jerry 

Forbes Centre Foundation was named to honour the legacy of Jerry Forbes, the general 

manager of CHED radio who in 1955 began the Santas Anonymous toy program in 

Edmonton. The Foundation raised the funds to purchase and renovate a facility, The 

Jerry Forbes Centre for Community Spirit (the Centre), which is the permanent home to 

these and other charities and named to recognize Jerry’s commitment to community. 

The Centre promotes collaboration and innovation for many charitable and non-profit, 

social and human service organizations in an affordable, visible and safe environment 

and is themed on volunteerism. The Foundation leases space to charities and non-profit 

organizations that are approved based on established tenant selection criteria.  

In addition to leased spaces, tenant organizations also have access to various shared 

spaces including meeting rooms, classroom, kitchen and a volunteer workshop. The 
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Centre provides shared space and services for the charitable organizations to alleviate 

the administrative burden and higher costs of contracting these services on their own. 

The shared services include: property management, reception, internet, phones, back-

office business centre (mailroom, copier, postage, etc.). Shared services may grow to 

include the provision of volunteer management, accounting and book keeping, HR 

consulting and recruiting, IT services and communications specialists.  

The Government of Alberta and City of Edmonton have each provided $5 million in 

funding toward the purchase and renovation the facility.  Remaining funds for capital 

and operating expenses were raised through private and corporate donors.  

 

STRATEGIC GOALS 

The Foundation has identified three strategic goals: 

1) Establishing a governance model that is open and transparent, values integrity 
and fairness in selecting eligible tenants while focusing on a healthy, affordable 
and vibrant work environment.  

2) Developing a business model that provides progressive administrative 
oversight, engages tenants to innovate and cooperate, and drives cost effective 
and efficient shared services and measures impact on Tenants, their programs 
and community. 

3) Create a facility that is environmentally and financially sustainable, fully 
accessible and barrier free, and a destination for volunteers. 

 

OBJECTIVES  

The Centre is: 

•  A self-sustaining facility where tenants only pay for cost of operations 

• Accessible to all citizens 

• Dedicated offices and general office space, and warehouse space, to be used as needed 

by charities, including hot-desks for organizations with short-term staff or volunteer 

needs 

• Shared Services include: 
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 Telephone system, video conferencing, and internet service 

 Front reception and back office services – mail, copy room and other 

 Option for Tenant charities to sign on for a shared Microsoft platform to 

streamline office administration 

 

• Shared Spaces: 

 Boardroom, classroom and other meeting spaces with state-of-the-art 

technology, including computer stations. 

 Large volunteer workshop, the heart and hub of Centre as a multi-use space 

 Shared kitchen, collaboration and other spaces for staff, volunteers and those 

using the Centre 

 

FINANCIAL SUSTAINABILITY  

• A unique financial model ensures no base rent is charged as the building was 

purchased with free-hold title with no financial encumbrances. Only operations costs 

and capital reserve contributions are charged in Tenant leases. 

• Provides long term warehouse and office leases allowing for sub-letting to 

accommodate Tenants’ seasonal needs. 

• a capital reserve fund and operating reserve fund are responsibly maintained  
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GOVERNING ENTITY 

The Jerry Forbes Centre Foundation was incorporated as a Society in Alberta and 

registered as a Charity with CRA. 

• Corporate Access Number: 5016575838  (incorporated Jan. 11, 2012) 

• Annual Alberta Corporate Filing due: February  

• CRA Charity Registration January 3, 2013: 82714 5301 RR0001 

• Fiscal period ends: August 31 

• Registered address:  5204 84 Street NW Edmonton, AB T6E 5N8 

• Physical address:  12122 68 Street NW Edmonton, AB T5B 1R1 

 

The Jerry Forbes Centre Foundation is governed and managed to ensure: 

• Integrity and vitality of the Jerry Forbes Centre 

• Implementation of infrastructure including administration and finance systems 

Governing policies play a vital role in every organization. They are the foundation of the 

organization's structure and establish how it will be governed.  Over-arching 

governance policies are considered in this document.  Additional policies exist in 

separate Human Resources, Finance and Operations manuals. 

Complete bylaws are available in the Appendix 1- Articles of Association.  The Objects 

of the Society are: 
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1. GOVERNANCE FRAMEWORK 

The Jerry Forbes Centre for Community Spirit is a place for people helping people, 

neighbours caring for neighbours.  The Foundation was formed with the following 

governing edicts: 

MISSION, VISION AND VALUES 

Policy Number JFCG - 000 

Policy Category Governance  

Policy Name FRAMEWORK – Mission, Vision and Values 

Purpose To provide the conceptual and contextual basis from which the Board works. To provide a 
future map of what the organization wishes to achieve. 

Authority Board Approval  

Policy 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 (Beliefs/Guiding Principles) 

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

2. Quality – the Jerry Forbes Centre will be a well maintained, clean, safe and secure 
facility 

3. Integrity - Issues and conflicts will be resolved in a fair and equitable manner 

4. 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 

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

6. Fairness - Shared operational costs will be predictable, and allocated fairly and 
appropriately 
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7. Volunteerism – Jerry Forbes Centre will be known as a centre of excellence for 
volunteerism 

 

Approved Date (in 2010 by CHED Santas Anonymous Incorporated) 

Review 2016 

 

The Foundation governs and oversees the development, design and operation of the 

Centre.  An Executive Director is employed by the Foundation to manage the 

operations. 

Successful shared-space models have an independent Operations Manager (or 

Executive Director), whose sole mission is to develop and manage the shared space. 

The primary role of this position is to be the main contact for all tenant organizations 

and to be responsible for ensuring the successful operation of the Centre. This position 

is not to be confused with the Property Manager, who oversees the physical plant and 

contracts for maintenance and Tenant moves. 

Communications is a top priority for success with all stakeholders, including the 

surrounding neighbourhood. 

After successful operations are achieved, the Operations Manager/Executive Director 

will oversee the creation and coordination of programs for the Centre, act as the tenant 

liaison, attend meetings with the governing board and prepare associated reporting 

required from an operations perspective.  

The Foundation maintains a contract with a property management company which 

provides expertise in the efficient and effective day-to-day facility repair and 

maintenance. Services provided by the property management company include: waste 

and snow removal, janitorial duties, landscaping maintenance, preventative and 

corrective maintenance of the building’s systems and components.  This would include 

overseeing capital replacement for items required as part of the capital reserve plan.  

Moreover, the property management service provider works in conjunction with the 

Operations Manager/Executive Director of the Centre to assist with leases for approved 

Tenants, moves in and out.  
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TIMELINE 

a) Business Case Development   2008-2009 

b) Capital Campaign     2009-2017 

c) Real Estate purchase of J. Ennis Fabrics  March 2016 

d) Jerry Forbes Centre on-site announcement May 2016 

e) First two warehouse Tenants move in May 2016   (23,000 ft² warehouse) 

f) Initial renovations in warehouse  May-Aug 2016 

g) Operations development/asset hand-over July 2016-Dec 2017 

h) Tenant lease up    Sept 2016 – Sept. 2017 

i) J. Ennis move out of 70,000 ft²   Dec 2017 

j) Renovation of office/warehouse  Jan 2018 – March 2018 

k) Full Occupancy – move in tenants  April – May 2018 
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BOARD STRUCTURE - ORGANIZATION CHART 
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BOARD OF DIRECTORS 

The Board composition shall be five (5) to nine (9) individuals where;  

 one (1) is appointed by the Board of CHED Santas Anonymous Incorporated 

 one (1) is appointed by the Board of Christmas Bureau of Edmonton 

 three (3) to seven (7) are appointed by the Members 

SIX (6) BOARD DIRECTORS AS OF THIS PUBLISHING ARE: 

 Brian Farrell, Chair  

 Wendy Batty, Secretary 

 Ivan Sawchuk, Treasurer  (Christmas Bureau) 

 Terrance M. O’Flynn, Director 

 Tim Haak, Director 

 Michelle Kirchner, Director  (Santas Anonymous) 

PAST BOARD DIRECTORS: 

 John Holmlund 2012-2014 

 Gordon Whitehead 2012 - 2016 

 
MEMBERS OF THE SOCIETY 

Members of the Society are appointed/elected as per the Articles defined in Appendix 1.  

And shall be: 

 two (2) appointed by the Board of CHED Santas Anonymous Incorporated 

 two (2) is appointed by the Board of Christmas Bureau of Edmonton 

 four (4) Members at large 

 other such Members as are admitted as Members by resolution of the Board 

NINE (9) MEMBERS OF THE SOCIETY ARE: 

 Wendy Batty, Community-at-Large as of 2016 (Appointed at inception 2012 by 

CHED Santas Anonymous Incorporated) 

 Ivan Sawchuk, Christmas Bureau of Edmonton, Appointed at inception 2012 

 Brian Farrell, Community-at-large, Appointed at inception 2012 

 R. Gordon Whitehead, Community-at-large, Appointed at inception 2012 
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 Martin J. Forbes, Community-at-large, Appointed 2014 

 Terrance M. O’Flynn, Community-at-large, Appointed at inception 2012 

 Daryl Hooke CHED Santas Anonymous Incorporated, Appointed at inception 2012 

 Brad Eves, CHED Santas Anonymous Incorporated, Appointed March 2016 

 David Kovacs, Christmas Bureau of Edmonton, Appointed March 2016 

 

PAST MEMBERS OF THE SOCIETY: 

 John Holmlund, Community-at-Large, Appointed at inception. 2012-2014 

 Andrew England, Christmas Bureau of Edmonton, Appointed at inception. 2012-

2016 

 

COMMITTEES OF THE BOARD 

There are three standing committees of the Board: 

• Finance 

• Governance 

• Centre Operations & Management 

See Terms of Reference in appendix 5. 

Other committees may be struck as required. Board Roles and Responsibilities  
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RISK MANAGEMENT  

Identifying, planning for and managing risk is an important part of organizational 

governance, and integral to strategic and business planning. The Executive Director 

continually looks to identify risks and risk management strategies. The Board must 

formally address risks inherent in the strategic direction it provides the organization. A 

policy for formal routine risk assessment, to identify and define mitigations strategies 

and role responsibilities exists. 

RISK REGISTER COVERS THE AREAS OF: 

Internal Controls, Insurance, Operations Recovery Planning, Protecting People and 

Assets and other specific cases requiring consideration.   
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TENANTS 

Central to the vision of the Jerry Forbes Centre is to occupy the building with Tenants 

that enhance the mission of the Centre.  To that end, a complete and detailed Tenant 

Selection Policy and Process has been developed by the Centre Operations and 

Management Committee.  Included here is the policy statement: 

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 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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COLLABORATION AGREEMENT 
 
The Jerry Forbes Centre has an established collaboration agreement. (Detailed in 

Appendix 7.) This agreement serves as an addendum to the lease provisions entered 

into between the landlord, Jerry Forbes Centre Foundation (JFCF), and the Tenant. 

The Tenant is expected to agree to and abide by this agreement and the accompanying 

policies and procedures; which reflect the Tenant’s responsibilities and the shared 

mission, vision and values that each Tenant is expected to acknowledge and endorse.   

Two important values reflect that the Jerry Forbes Centre is committed to operating 

from and in which the Landlord grounds each of its policies, procedures, programs and 

relationships. 

(will be inserted once reviewed values are approved, the following stand as a 

placeholder.) 

Integrity The state of being whole, entire or undiminished; and 
adherence to moral and ethical principles. 

Collaboration The process of two of more people or organizations 
working together to realize shared goals or a common 
purpose. 
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OTHER FACILITY USES (LICENSEES) 

(Holding space to Discuss users of Revenue Streams in general  

Hot Desks,  

Mail Boxes  

Shared Space Rentals etc. that are not Lessees) 
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2. BOARD POLICIES 
The following is a table of Governance Policies, including approval and review dates: 

 
Policy 

 
No. 

 
Description 

 
Drafted 
Date 

 
Review 
Date 

 Code of Ethics Policy 
  

001 Provides guidelines for Board and Committee 
members in the conduct of their duties 

Aug. 2012  

 Framework 
 

000 Provides Mission, Vision and context for the  
JFC Foundation 

Apr. 2015  

 Tenant Selection 
 

002 Provides transparent policy on Tenant 
Selection, ensuring each aligns with vision and 
values of the Centre. 

Mar. 2015  

 Confidentiality and Non-
disclosure 

    

 Integrity Policy     
 Virtual Membership     
 Advocacy and Public Policy 005 clear guidelines for advocacy activities of the  

JFC Foundation 
Jul. 2016  

 Branding Policy  Maintaining a consistent representation of the 
JFCF 

  

 Conflict of Interest Policy 009 Ensures the name, reputation and integrity of 
JFCF are not compromised by personal 
interests 

Aug. 2016  

 Code of Conduct  Establishes guidelines for a respectful workplace 
(link with harassment, violence, etc.) 

  

 Policy and Procedure Manual 
 

003 Establishes effective governance and operation 
of JFCF. Policies reviewed at least every 5 
years 

Sep. 2015  

 Capital Reserve Fund 007 guidelines for building and maintaining a 
capital reserve fund 

Feb. 2016  

 Restricted Funds 004 ensure proper handling of charitable 
contribution use is restricted by donors for a 
specified purpose 

May 2016  

 Contingency Fund 
(Operating Reserve) 

008 provides JFC guidelines for maintaining and 
operating reserve fund 

Feb.  
2016 

 

 Tenant Improvement Policy 010 To clarify expectations for Tenants to 
cover costs for improvements. 

May 2016  

 Property Tax Exemption 
COPTER 

 City of Edmonton Property Tax Exemption 
Regulation (COPTER) Taxation Exemption 
for Charities in Edmonton. Each Tenant will 
need to apply 

  

 Insurance  Policy to ensure that all Tenants carry the right 
type and amount of insurance 
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 Special event policy  Policy to ensure all organizations renting space 
have the appropriate insurance in place prior 
to them renting space. 

  

 Sustainability Policy  May impact design/set-up - how JFCF will 
protect the environment in such things as 
design, purchasing practices, what it will allow 
in the building etc. 

  

 Hot Desk Policy     
 Social Enterprise     
 Collaboration Policy & 
Agreement 

 developed as an addendum for lessees to 
encourage Collaboration and participation 

Feb. 2016  

 Shared Resources     

Occupational Health and 
Safety Policy 

    

Crisis Communications  How any potential crisis at the Centre will be 
communicated 

Jun. 2016  

 Living Wage 011 to set the bar for employee engagement and 
retention acknowledging what the City of 
Edmonton defines as a living wage 

May. 2016  

 Dispute Resolution Med How conflict among tenants will be handled, 
included in lease agreement package. 

  

 Liability Med Liability - Employee vs. Tenant vs. JFCF   

 Privacy (PIPA) 012 Spells out Gov’t requirements on the collection, 
use or disclosure of personal information. PIPA 
Act is reviewed every 6 yrs. from the last 
published amendment date, JFCF should set a 
review date of every 2, to confirm gov’t 
amendment dates. 

Aug. 2015 Jan. 
2017, 
then 
every2 
yrs. 

     
 

AMENDMENTS TO THE POLICY AND PROCEDURES 
MANUAL 

Recognizing one of the main functions of the Board is to be a policy making body, the 

Board will keep policies current by regular policy review. This function falls to the 

Governance Committee, upon notification by the Executive Director that a policy is 

needed or is scheduled for review.  Any Committee of the Board may request a new or 

revised Policy.  Well-defined and articulated policies provide for clarity of roles, 

responsibilities and authority.  Policy Manual: The Executive Director is responsible for 

the development and maintenance of a current policy manual.  
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3. CORPORATE ADMINISTRATION 

BOARD CALENDAR & NOTABLE COMPLIANCE DATES 

• The Board of Directors is elected annually at the AGM by the Members; held after 

August 31st and before Feb 28th.   

• Alberta Corporate Registries annual filing due February; (Incorporated: Jan 11, 2012). 

• Alberta Fundraising License is annually applied for in May. 

• An annual audit will be carried out within 60 days of August 31st fiscal year-end and 

presented to the Members at the AGM to be held between November and February. 

• CRA Annual filing (T3010) must be filed on or before February 28th.  Must have Audit 

complete prior to annual filing. 

• As of 2016, all charities require a City of Edmonton Business License. The expiry date 

for Jerry Forbes Centre Foundation is July 19th of each year.   

Board meetings will be held approximately quarterly as follows. 

 JULY: QUARTERLY BOARD MEETING AT MAYFAIR GOLF CLUB  

o Operations Updates; Funding/Leases/Tenancy 

o Facility Renovation Update 

o Governance/Policy Items for Review 

 

 NOVEMBER: QUARTERLY BOARD MEETING 

o Approve Audit (year-end August 31) 

o Budgets tabled/approved 

o Operations Updates; Funding/Leases/Tenancy 

o Governance/Policy Items for Review 

o Facility Renovation Update 

 

 JANUARY: ANNUAL GENERAL MEETING AND  QUARTERLY BOARD 

MEETING TO FOLLOW 
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o Elect Board 

o Address special resolutions 

o Site visit and Operations Updates 

o Governance/Policy Items for Review 

 

 MAY: QUARTERLY BOARD MEETING 

o Annual Planning Session 

o Governance/Policy Items for Review 

COMMUNICATIONS  

Communication is critical to success.  Below is a list of the stakeholders and tools we 

use to communicate. 

 As the strategy and goals develop over time, the stakeholders and tools will also 

change.   

Currently: 

• The website is the primary method of sharing information 

• Newsletters and project updates are sent to external stakeholders 

• Operations Status reports are used for internal stakeholders 

• Individual proposals are prepared for prospective donors 

Internal Stakeholders External Stakeholders 

CHED Santas Anonymous Incorporated Board of 
Directors 

Prospective Donors (Individual, Corporate, In Kind) 

Christmas Bureau of Edmonton Board of Directors Orders of Government 

JFCF Board & Committees Non–Profit Community and volunteers  

Administration Team Potential Lessees 

Current Donors Media 

Current Lessees General Public 
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APPENDICES 
All appendices exist as separate documents, except No. 6. Glossary of Terms, which is 

contained below. 

1. ARTICLES OF ASSOCIATION 
2. GOVERNANCE POLICIES 
3. HUMAN RESOURCES POLICIES 
4. FINANCIAL POLICIES 
5. TERMS OF REFERENCE BOARD AND COMMITTEES 
6. GLOSSARY OF TERMS 
7. COLLABORATION AGREEMENT 
8. TENANT SELECTION POLICY AND PROSSESS 
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APPENDIX 6. GLOSSARY OF TERMS 

 

Term Definition Reference Date 
Drafted 

Author Date 
Approved  

 Alliance Individuals or organizations 
working together in a common 
effort for a common purpose 
to make more effective and 
efficient use of resources, a 
coalition 

Boys & Girls Clubs 
of South Puget 
Sound (Hope 
Center) 

2015 04 01 DW  

Amenities Items available for general use 
by tenant member and visitors of 
the Centre and could include 
people, places and things 
(reception, coffee, kitchen and 
supplies, cleaning supplies, 
meeting room supplies etc.) 

 made this up, need to 
confirm with MNP 
what they had 
included 

     

Anchor Tenant Do NOT USE THIS TERM  MNP - Exec 
Summary - pg i. 

2015 03 
09 

BG 2015 04 
23 

Associate/External 
Member 

Do NOT USE THIS TERM   See TENANT, 
LESSEE LICENSEE 

2015 03 
15 

DW 2015 04 
23 

Board See bylaws        

Capital Reserve monies restricted for making 
capital improvements or capital 
purchases for the facility 

JFCF Gov 
Document 

     

Client  Do NOT USE THIS TERM  
 

2015 04 
10 

MG 

DW 

 

Client in-take  to deliver a program to a client 
in-person at JFC (such as 
counseling); does not include in-

Debbie: not to be 
confused with over 
the phone in-take and 
does not  or handing 
out information and 

2015 04 01    
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person information sharing, for 
example, giving out brochures 

meeting new clients 
for in 

Collaboration A mutually beneficial 
relationship between two or 
more parties who work toward 
common goals by sharing 
responsibility, authority, and 
accountability for achieving 
results       

 ECVO – David 
Crislip and Carl 
Larson 

2015 04 01 
1 

 DW  

Co-location To be located in jointly or 
together, as two or more groups; 
share or designate to share the 
same place 

 

Dictionary.com 

Deals with only the 
physical space 
sharing and not 
considered 
collaboration 

2015 04 01  DW  

Committee  A group of the Board defined by 
a Terms of Reference with goals, 
expectations.  May a standing 
committee or adhoc 

Debbie 2015 04 01    

Common Area Any areas, such as lobbies, 
washrooms, hallways, 
elevators, janitor rooms, 
stairwells,  or the like, within a 
building that are commonly 
used by all tenants or their 
invitees 

www.realestatewor
ds.com  with 
modifications from 
Wikipedia 

2015 03 
12 

DW  

Community 
Animation 

to bring the culture of JFC 
alive by communicating and 
taking action with others in 
the Centre and Community 

 Any help here? DW 2015 04 01    

Community 
Member at this time 

Do NOT USE THIS TERM See Tenant, Licensee, 
Friends 

2015 03 
08 

DW 2015 04 
23 

Community Partners Organizations that JFC 
actively works with and shares 

Boys & Girls Clubs 
of South Puget 

2015 04 01 DW  
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resources with to accomplish 
its programs.  

Sound (Hope 
Center) 

Constituent A general term for any 
stakeholder JFCF works with be 
it, donor, tenant member, 
individual, organization, vendor 
etc. 

page 47 MNP 
document 

2015 03 
08 

BG 

DW 

 

Contract 
(Agreement) 

 is an agreement having a 
lawful object entered into 
voluntarily by two or more 
parties each of whom intends 
to create one or more legal 
obligations between them 

Wikipedia 2015 04 01    

Contractor 
(Consultant) 

a person who contracts to furnish
 supplies or perform work at a ce
rtainprice or rate. 

Dictionary.com 2015 04 10 DW  

Cooperation Individuals or organizations 
associating to accomplish a 
common goal.  

Boys & Girls Clubs 
of South Puget 
Sound (Hope 
Center) 

2015 04 01 DW  

Coordination Individuals or organizations 
working together to 
accomplish a common goal.  

Boys & Girls Clubs 
of South Puget 
Sound (Hope 
Center) 

2015 04 01 DW  

Endowment Fund Do NOT USE THIS TERM See OPERATING 
RESERVE, 
CAPITAL 
RESERVE 

2015 04 01   2015 04 
23 

Governance the exercising of authority, 
control or management  

 dictionary.reference.
com 

2015 04 01    

Green Design is an approach to building that 
minimizes harmful effects on 
human health and the 
environment 

http://architecture.a
bout.com/od/greenc
oncepts/g/green.ht
m 
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Green Practices "Going green" means to pursue 
knowledge and practices that can 
lead to more environmentally 
friendly and ecologically 
responsible decisions and 
lifestyles, which can help protect 
the environment and sustain its 
natural resources for current and 
future generations. 

 http://www.thrall.org
/special/goinggreen.h
tml 

     

Gross Up Factor the percent used to calculate the 
lessee's share of operations costs 
and is based on the amount of 
common and shared spaces 

 Debbie - will be 
defined by Design 
committee  

 2015 04 01    

Hot Desk A desk in the building which 
involves multiple workers using 
a single physical work station or 
surface during different time 
periods and is reserved by 
approved Tenants or licensees 

Wikipedia 2015 03 
12 

DW  

Innovation value based change that 
resets expectations 

PM workshop 2015 05 
12 

BG  

Invitee  A visitor or volunteer to the 
Centre and it’s Tenant 
Member organizations 

 
     

JFC (the Centre) Jerry Forbes Centre (the 
facility) 

       

JFCF (the 
Foundation) 

Jerry Forbes Centre 
Foundation 

       

Leasable Space Space demised for a tenant and 
specified in their lease 

  2015 03 
12 

DW  

Lessee an organization or individual 
who has an active lease 
agreement for office and/or 
warehouse space in the Centre 

JFCF Gov Document, 
made this up based 
on examples 

2015 04 01    
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Licensee an organization or individual that 
has an active license agreement 
with the JFC Foundation 
allowing them to enter and use a 
shared space or service in the 
Centre. (i.e. mailbox, classroom 
rental, hot desk) 

JFCF Gov Document, 
made this up based 
on other NCN 

2015 04 01    

Member For JFCF is defined in the 
bylaws DO NOT USE with 
respect to TENANTS 

    

Operating 
Reimbursements 

 annual calculation of overages 
charged to lessees that will be 
reimbursed  

 DW      

Operations 
Manager 

Chief Operating Officer of JFC 
whom staff and contractors 
report to (is likely highest level 
of authority before the Board) 

JFCF Gov 
Document 

     

Operations 
Manual (or 
Operations in 
general) 

a document of the processes for 
the Centre's operations and 
management 

 Debbie      

Partner Do NOT USE THIS TERM        2015 04 
23 

Operating Reserve money or property designated 
by JFC for the ongoing 
support of the organization 

    

Property Manager   JFCF Gov 
Document 

     

RASCI Matrix 
(RAM or RACI) 

Describes the participation by 
various roles in completing 
tasks or deliverables: 
Responsible, Accountable, 
Supportive, Consulted, 
Informed 
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Restricted Funds  Funds labelled and restricted for 
specified use such as capital 
investment 

JFCF Gov 
Document 

     

Shared  Leasable 
Space 

Any area within the building 
that is shared by the tenants 
or their invitees but which 
could be booked or reserved 
(may or may not have a fee 
for usage associated); for 
example classroom, 
workshop, boardroom and 
other meeting or event 
spaces 

Debbie with the 
help of Doug Bauer 
from his 'Leasable 
Space Discussion' 
notes 

2015 03 
12 

DW  

Shared Services Services supplied by the JFC 
Foundation for tenants 
(lessees), licensees and 
visitors.  These services may 
or may not have a cost 
associated with them.  
(Examples include reception, 
phones and internet 
capabilities, printers and 
postage machine access) 

    

Shared Space (non-
leasable) 

Spaces within the building 
that are not leasable but are 
for gathering of tenants or 
their invitees, for example 
kitchen, print rooms or small 
meeting rooms (could include 
in Common Area discussion?) 

Doug B. notes 
distinguished this 
shared space from 
Common Area 

2015 03 
12 

DW  

Staff  A person employed by JFC 
Foundation 

       

     
 

Tenant 
Improvement 

Design changes made to the 
space leased by a tenant as 
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NOTE: Approval is made by the Governance Committee 

 

 

agreed to by JFC and the 
Tenant Member 

Tenant An organization that has signed 
a Lease Agreement for premises 
in the building.  . 

(Each Tenant shall 
appoint their most 
senior staff member 
to be the key 
communicator in 
working with the 
Operations Manager 

2015 03 
08 

BG, 

DW 

2105 04 
23 

Volunteer a person who performs a serv
ice willingly and without pay. 

 Dictionary.com 2015 04 10    
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