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How to use the policy and process manual

The WSAVA Policy & Process Manual has been designed as a ‘one stop shop’ for WSAVA
team members. It contains all policies and processes relating to the strategic and
operational running of our association. Bringing all content together in one place will
inevitably result in a large document. Therefore, we have identified a variety of sections
which are recommended to various roles.

Role / Area of WSAVA Sections

Committee Members About WSAVA
Governance at WSAVA
Code of Ethics
Conflict of Interest

Secretariat

Committees

Travel Policy

Social Media

Complaint and Dispute Resolution Process
Committee Chairs As Committee Members, plus:

Financial Planning
Member Representatives | About WSAVA

Governance at WSAVA

Code of Ethics

Conflict of Interest

Secretariat

Member Association Policy & Process

Complaint and Dispute Resolution Process
Sponsors/Industry About WSAVA
Partners Governance at WSAVA

Code of Ethics

Secretariat

Complaints and Dispute Resolution Process

Questions, Comments, and Updates

If you have any questions or comments regarding this manual, or if you spot any errors,
you can share them with WSAVA HERE. This document will be reviewed in full annually,
and updates published in/around April. Allupdates will be summarised in the change log.


https://form.jotform.com/241085368947064

About WSAVA

WSAVA was formed in 1959, following a decision by the then International Association of
Small Animal Specialists (IASAS) to rename itself as the World Small Animal Veterinary
Association.

Today, WSAVA remains as a federation, that is, we are an association of associations that are
comprised of individual members. WSAVA’s member associations are typically the national
companion animal veterinary associations of each of the world’s countries, or associations
with a direct interest in companion animal veterinary practice. Together, WSAVA member
associations represent more than 200,000 veterinary team members.

Our vision is all companion animals worldwide receive veterinary care that ensures their
optimal health and welfare. We set out to achieve this by advancing the health and welfare of
companion animals worldwide through an educated, committed, and collaborative global
veterinary community. WSAVA’s strategic plan for 2023 to 2025 outlines five focus areas,
which collectively assist us in advancing our mission. They are:

e Setting Standards for Companion Animal Veterinary Practice

e Personal & Professional Development for Companion Animal Veterinary Teams
e Campaigning for Change

e Strengthening the WSAVA Community

e Our Enabling Factors.

Further Reading

WSAVA Strategic Plan 2023 to 2025

WSAVA Bylaws
WSAVA Annual Report 2023



https://wsava.org/wp-content/uploads/2023/05/Strategy-2023-2025-Approved.pdf
https://wsava.org/wp-content/uploads/2023/07/By-laws-WSAVA-2023.pdf
https://wsava.org/wp-content/uploads/2024/04/WSAVA_AnnualReport2023_060224_LowRes.pdf

Governance at WSAVA

Governance is a system that provides a framework for managing organisations. It identifies
who can make decisions, who has the authority to act on behalf of the organisation and who
is accountable for how an organisation and its people behave and perform. Governance
enables leadership to run an organisation legally, ethically, sustainably, and successfully, for
the benefit of stakeholders, including members, employees and volunteers, customers, and
for the good of the wider public.

Good governance is one of the ways organisations in all sectors achieve their purpose. It is
equally essential whether that purpose is commercial, charitable, or to provide public
services. Organisations that have good governance use clear decision-making processes,
behave transparently by reporting on their activities, actively engage with their stakeholders,
effectively manage the risks they face, and take responsibility for controlling and protecting
their assets, including their reputation.

WSAVA is a not-for-profit corporation registered in Canada and governed by the Canadian Not-
for-Profit Corporations Act (NFP Act). The NFP Act states: “the directors shall manage or
supervise the management of the activities and affairs of a corporation”. At WSAVA it is the
voting members of the Executive Board who are the directors. The Executive Board are
accountable for ensuring WSAVA operates within the law, by WSAVA rules and regulations,
and that WSAVA advances their mission. WSAVA member associations elect individuals to
Executive Board.

The Executive Board are supported by the following roles and sub-committees in ensuring
they comply with their governance responsibilities:

e Executive Director: is responsible for day-to-day management of the WSAVA and for
implementing the strategic plan set by the Executive Board. The Executive Director line
manages the WSAVA Secretariat.

e Membership & Nomination Committee: is responsible for reviewing applications to join
the WSAVA and for overseeing committee member nomination and selection.

e Financial Advisory Committee: assists the Executive Board in fulfilling its obligations and
oversight responsibilities relating to financial planning and financial reporting by advising
on these matters.

e Learning & Development Committee?: oversees WSAVA’s work relating to continuing
education and professional development for the companion animal veterinary team.

1 See Executive Board Terms of Reference for further details on voting members.
2To be established in late-2024.




e Communications & Advocacy Committee3: is responsible for overseeing WSAVA’s
activities to become better known, understood, and respected, by the companion animal
veterinary community worldwide. They are also responsible for developing WSAVA’s
advocacy and campaigns work.

e \Veterinary Development & Impact Committee*: is responsible for monitoring the external
environment and identifying emerging trends relevant to companion animal veterinary
practice. They make recommendations on which strategic projects should be prioritised
by the WSAVA.

Bylaws

The NFP Act requires WSAVA to have bylaws. Bylaws set out the rules for governing and
operating WSAVA. The WSAVA bylaws are all contained in one document. They outline policies
and processes such as:

e Membership categories

e Termination of Membership

e Meetings of Members (the General Assembly)
e Directors and Officers

e Dispute Resolution.

The most current version of the WSAVA bylaws can always be found on the WSAVA website.

General Assembly
The NFP Act states that WSAVA must hold an annual meeting of members. WSAVA refers to
this meeting as the General Assembly. The General Assembly is attended by a representative

from each of the WSAVA’s member associations. The General Assembly agenda is traditionally
split in two. The first half is a members’ forum, where items of strategic importance to the
WSAVA are discussed. The second half is where the following formal business is conducted (as
outlined by the WSAVA bylaws):

1. Elections for ordinary executive board member positions on the executive board.
Elections for officer positions that are to be appointed by members’ vote (including the
President-Elect, and Treasurer).

3. The addition, acceptance, and termination of voting members, but only to the extent that
such matter of addition, acceptance or termination of a member cannot otherwise be
dealt with by the executive board in accordance with the provisions hereof.

4. All expenditures by WSAVA more than the sum of fifty thousand US dollars ($50,000.00
usD).

5. All borrowing by WSAVA more than the sum of fifty thousand US dollars ($50,000.00 USD).

3To be established in late-2024.
4To be established in late-2024.


https://wsava.org/wp-content/uploads/2023/07/By-laws-WSAVA-2023.pdf

6. The review and approval of the financial statements and the report of the auditors of
WSAVA for the prior year.

7. Appointing WSAVA's auditors.

8. Any other matter which the executive board wishes to refer to eligible voting members for
consideration or determination.

For further information on the General Assembly, please see the WSAVA bylaws.

Confidentiality®
Respecting the privacy of our members, users, sponsors, team members, and of the WSAVA

itself is a foundational value of WSAVA. Personal and financial information is confidential and
should not be disclosed or discussed with anyone without permission or authorization from
the Executive Director. Care shall also be taken to ensure that confidential information is

always protected to restrict it to authorised individuals only. This requires (but is not limited
to) attention to any verbal discussion on WSAVA topics or use of any WSAVA documentation.

WSAVA team members may be exposed to information which is confidential and/or privileged
and proprietary in nature. Confidential information will be labelled as such. It is the policy of
WSAVA that such information must be kept confidential both during and after service. All team
members are expected to return physical materials containing privileged or confidential
information at the time of their WSAVA service concluding. If the material is digital and WSAVA
has a copy, then it is expected that those files be deleted.

Unauthorized disclosure of confidential or privileged information is a serious violation of this
policy and will subject the person(s) who made the unauthorized disclosure to appropriate
discipline.

Structure of WSAVA
To assist with the achievement of WSAVA's vision, mission, and strategic goals, the WSAVA is

structured with both volunteer and paid team members. Paid team members are part of the
Secretariat. Volunteers are part of the WSAVA's various committees. Further information on
the Secretariat and Committees can be found in the respective sections of this document.
Each of the governance sub-committees are supported by one or more of the WSAVA
Secretariat. In some cases, they are also chaired by a member of the Secretariat. The WSAVA
structure is briefly given overleaf.

5 Reproduced from www.councilofnonprofits.org


https://wsava.org/wp-content/uploads/2023/07/By-laws-WSAVA-2023.pdf
mailto:executivedirector@wsava.org
http://www.councilofnonprofits.org/

Governance Sub-Committee Secretariat Support

Finance Advisory Executive Director

Veterinary Development & Impact Executive Director

Learning & Development Chief Learning & Development Officer
Membership & Nomination Global Operations Manager
Advocacy & Communications Digital Content Manager

Expanded Leadership Circle

The Expanded Leadership Circle (ELC) is composed of the Executive Board, Secretariat, and
Chairs of Committees and Project Groups. The ELC’s composition is chosen based upon the
impact and influence the roles have over the wider WSAVA community, particularly
volunteers. Therefore, the ELC was established to ensure more effective dialogue between its
members on WSAVA strategy and operational matters. Generally, the ELC meet twice per year,
once online and once in person. The online meeting usually takes place in the first quarter of
the year. The in-person meeting takes place the day before the General Assembly, held in
conjunction with the WSAVA World Congress.

Official Language, Time, and Dress Code
The official language of WSAVA is English. All WSAVA documents will be published in English.
All WSAVA events will be delivered in English. Where resources and funding are available,

WSAVA will endeavour to make French and Spanish translations available. These languages
have been selected because they are core languages of the United Nations, but they are also
official languages of many nations where WSAVA has a member association.

WSAVA welcomes member associations and partner organisations who wish to translate our
resources, but approval must be sought first from the WSAVA Education Committee. This
approval process is in place to ensure that WSAVA documents are presented in a consistent
format, and that WSAVA can commit to efficiently implementing the translated materials once
they are received.

Regarding events, all online meetings will be scheduled and communicated in Coordinated
Universal Time (UTC). Where events are held in person, the time zone used will be local and
the dress code is business casual®. All attendees officially representing WSAVA are expected
to follow the dress code. If an event has a different dress code, this will be communicated in
the invitation.

SUnsure about what constitutes business casual? Check out this guide from Reader’s Digest.


https://www.rd.com/article/business-casual?_cmp=stf
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Code of Ethics’

Introduction

The WSAVA Code of Ethics is one of the ways we hold ourselves accountable to the highest
ethical standards. It outlines our organisation values which guide our actions and decisions,
and the behaviours expected of all members of our community. In addition, it highlights the
types of behaviours which WSAVA will take a zero-tolerance stance on. The WSAVA Code of
Ethics can be used as the ultimate reference point for any community member who witnesses
behaviour that makes them uncomfortable or raises concerns.

Who does the WSAVA Code of Ethics apply to?

All members of the WSAVA community play an integral part in building an inclusive community
where all feel welcome and empowered regardless of age, gender, race, ethnicity, sexual
orientation, disability, nationality, religion, political affiliation, or any other facet of identity. As
such, every member of the WSAVA community is responsible for adopting and upholding the
values and behaviours outlined in the Code of Ethics. This includes all paid and voluntary team
members, including the Executive Board and representatives of WSAVA member associations,
as well as industry partners and suppliers. Participants at all WSAVA events are expected to
abide by the Code of Ethics.

Why does WSAVA ask industry partners and suppliers to follow our Code of Ethics?

The network of individuals and organisations with who WSAVA collaborate and partner,
strongly reflects on us as an association. If one of our partner organizations becomes known
for harassment in the workplace or improper treatment of their team members, WSAVA may
become indirectly associated with this behaviour. This has the potential to affect our
reputation and cast a shadow on how our community view WSAVA. By asking our industry
partners and suppliers to also follow our Code of Ethics, we are holding others accountable to
the standards we have set for ourselves. This not only demonstrates our authenticity; it also
contributes to positive and meaningful changes outside of WSAVA.

Values

WSAVA’s organizational values are the highest values that guide our decisions and actions,
helping to unite our community, and define us as an organisation.

Integrity: We conduct our organization without conflicts of interest, by promoting
transparency, honesty, fairness, and consistency in honouring our commitments.

7 The Code of Ethics replaces the Code of Conduct which was in place up to 2023.



Professional: Our organization reflects the character of our profession. We are passionate,
competent, qualified, capable and we strive to represent and uphold the status of our
profession.

Engaging: We are an inclusive community, welcoming member associations, members,
volunteers, committees, staff, strategic partners and are always accessible for those seeking
opportunities for involvement.

Empowering: We believe that to lead the profession we must create leaders by welcoming
the minority opinion while striving for consensus, and to provide support and capacity
building with local communities and members to be key drivers of development according to
their own determined needs and goals.

Expected Behaviours

All WSAVA community members have both the right to feel included as well as the
responsibility to include others. All our community members are expected to act in
accordance with the following behaviours.

Equality & Fairness: The appointment to volunteer and paid roles at WSAVA is based strictly
on merit, accomplishment, and professional qualifications. WSAVA strictly prohibits any
discrimination based on gender, race, ethnicity, sexual orientation, cognitive style, age,
nationality, disability, mental health, religion, pregnancy status, political ideals, or any other
demographic trait or identity factor®.

Harassment and Discrimination: WSAVA will not tolerate harassment or discrimination of any
team member or group of team members by any individual or group. If you have personally
experienced discrimination, you are strongly encouraged to speak to report the incident(s) to
the Executive Director or report your experience anonymously. If you have witnessed or have

been a bystander to harassment or discrimination, it is your duty and responsibility to report
the incident(s). Every team member at WSAVA should be an active ally (and not a passive
bystander).

Allyship: Allyship encourages all team members to learn from and listen to colleagues from
under-represented backgrounds. You are expected to be an ally to your peers by using your
voice to speak up for (without speaking over) marginalized groups, breakdown barriers and
promote equity®.

8 WSAVA understand that many barriers faced by under-represented communities occur because of
unconscious bias (v. conscious discrimination). WSAVA commit to raising awareness of this through the
provision of and signposting to training on diversity and unconscious bias. WSAVA endorses the Journey
for Teams training programme, developed in part by WSAVA member association the American Veterinary
Medical Association. For further information visit: www.journeyforteams.org

9 For further information on allyship, see the AVMA’s allyship resource.
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Upholding the Law: Whilst representing WSAVA all team members must uphold the
applicable rules, regulations, and laws. Consideration must be given to the laws of the country
WSAVA business is being conducted in, which may differ from those the team member is
familiar with. Team members who are in any doubt should consult with the Executive Director

prior to travelling to or conducting business with such countries or regions.

Conflicts of Interest: All WSAVA team members will strive to avoid any conflict of interest
between the interests of the association on the one hand, and personal, professional, and
business interests on the other. Further details on how WSAVA manages conflicts of interest
may be found in the Conflict-of-Interest Policy.

Confidentiality & Data Protection: WSAVA takes great care to protect information as part of
our data protection responsibilities. Likewise, we expect our team members to follow the
steps we put in place to protect data, including the use of WSAVA provided resources where
applicable. We expect members of the WSAVA community to protect any personal or
confidential information to which you may have access. Those who confide in WSAVA team
members should feel assured that their confidentiality will be always respected, with the
exception being if you believe anyone to be at risk of harm.

Zero Tolerance Policy

WSAVA'’s zero tolerance policy is part of our commitment to providing a safe and dignified
environment for all our community. Its intention is to create a culture of mutual respect and
it outlines examples of behaviours which WSAVA outrightly does not condone and will take a
zero-tolerance stance on. When WSAVA becomes aware of prohibited conduct, the Executive
Board and / or Executive Director will take immediate action to safeguard the relevant parties,
whilst an investigation is conducted. The WSAVA Complaints and Dispute Resolution Process

will be followed. If appropriate, the party(s) involved may be removed from the environment
and/or suspended. For further information on how to make a complaint, refer to the
Complaint & Dispute Resolution Process. However, if preferred or urgent, the matter can be
reported immediately to the Executive Director (Richard Casey +44 743 222 1538), or
Executive Board.

The following conduct is prohibited at WSAVA.

1. Harassment: Workplace harassment is any one-time or repeated unwanted physical,
verbal, or non-verbal conduct that violates a person’s dignity or creates an intimidating,
hostile, degrading, uncomfortable or toxic environment. Examples of harassment include,
but are not limited to:

e making threatening remarks

e sexual assault

e gender-based insults or jokes causing embarrassment or humiliation.
e repeated unwanted social or sexual invitations.
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e inappropriate or unwelcome comments on a person’s physical attributes or
appearance.

2. Bullying: Bullying is any physical, verbal, and non-verbal conduct that is malicious or
insulting. Bullying can make a person feel vulnerable, excluded, humiliated, undermined,
fearful or threatened. Bullying can take the form of physical, verbal, and non-verbal
conduct. Examples of bullying include, but are not limited to:

e physical threats

e psychological threats

e overbearing or intimidating levels of supervision
e shouting at colleagues in public or private

e spreading malicious rumours.

3. Discriminatory behaviour: Discrimination refers to behaviour that treats people
differently or adversely because of one or more of the facets of their identity, including
race, colour, ethnic origin, gender expression, religion, age, sex, sexual orientation, marital
status, family status, physical or mental disability, or genetic characteristics. Examples of
discrimination include, but are not limited to:

e making insensitive jokes

factoring an individual’s identity into a hiring decision

purposefully excluding a colleague based on their gender.
e using a racial slur.

4. Micro-aggressions: Micro-aggressions refers to obvious or subtle, direct, or indirect
behaviours and comments which reference an individual’s personal identity, such as their
race, gender, ethnic origin, religion, or age. Over time, micro-aggressions can have lasting
emotional and mental effects on the individual or individuals targeted and can contribute
to a toxic and non-inclusive workplace. Examples of micro-aggressions in the workplace
can include, but are not limited to:

e calling a woman “bossy”

e repeatedly calling a racialized team member by the name of a different person of the
same race

e asking a racialized team member where they are “really” from

e commenting on a person’s physical appearance in reference to racial characteristics
such as skin tone

e Repeatedly scheduling regular meetings or important deadlines on religious or cultural
holidays®©.

1 The exception to this includes the dates for WSAVA World Congress which due to venue availability and
country choice, may be scheduled during religious events.
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Conflict of Interest Policy!!

WSAVA is dedicated to advancing the health and welfare of companion animals worldwide
through an educated, committed, and collaborative global community of veterinary peers.
The integrity of WSAVA, and the activities it undertakes, depends on the avoidance of conflicts
of interest, or even the appearance of such conflicts, by the individuals involved in those
activities.

At the same time, WSAVA recognizes that its diverse community have significant professional,
business and personal interests and relationships. Therefore, WSAVA has determined that the
most appropriate way to address actual, potential, or perceived conflicts of interest is initially
through open disclosure of any relationship or interest which might be construed as resulting
in such a conflict.

Disclosure under this policy should not be interpreted as creating an assumption of misdeed
or as automatically precluding someone from participating in a WSAVA activity or decision-
making process. Rather, it reflects WSAVA’s recognition of the many factors that can influence
one's judgment and a desire to make as much information as possible available to other
participants in WSAVA-related matters.

Who is covered by this policy?
This policy applies to all WSAVA volunteers and paid team members.
What is a conflict of interest?

A conflict of interest may arise when a WSAVA team member has some other interest that
might suggest divided loyalty on the part of the team member between obligations to WSAVA,
on one hand, and to some other organization or cause, on the other. For example, the "other
interest" may arise from a transaction between WSAVA and a third party, or team member’s
paid or unpaid relationship with a third party, which may compromise the team member’s
ability to provide unbiased and undivided loyalty to WSAVA. In addition, a "perceived" conflict
of interest arises when a team member’s interests or relationship creates an appearance of
an actual or potential conflict even where no such conflict may actually exist.

What are the obligations under this policy?

To proactively address conflicts of interest, all WSAVA team members are required to disclose,
orally or in writing, any interests or relationships that may reasonably give rise to an actual,
potential, or perceived conflict with WSAVA interests. Disclosures should be made to the

"This policy has been adapted with permission from the American Veterinary Medical Association’s own
policy on conflict of interest for volunteers.
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members of the entity upon which the team member serves (such as the committee or team).
To expedite the resolution of any potential conflicts, team members should review the agenda
materials provided to them as soon as they are available to determine if any items present an
actual, potential, or perceived conflict of interest. If so, timely disclosure will enable the other
entity members to evaluate the information to determine whether further action is necessary.
See section below for further information on how to address conflicts of interest.

Team members must disclose the following information, but only to the extent that it
reasonably involves the interests of the WSAVA regarding a specific matter that is under
consideration by the WSAVA upon which the team member serve.

1. Relationships with other organizations, including any current or prospective leadership
role in, or other relationship with, any other association, society, or foundation (e.g., board
member, committee member, advisor, contributor).

2. Employment, consulting, or other compensation arrangements, including honoraria, that
are current, prospective or have occurred within the past three years.

3. Material financial interests of the team member, or anyone within the team member’s
immediate family or with whom the team member directly shares income, held in a
commercial entity that provides products or services to the WSAVA, or reasonably may be
anticipated to conflict with the interests of the WSAVA. Monetary amounts and
percentages need not be disclosed. Material financial interests include stock ownership or
options.

4. Any other interests or relationships of the team member, or anyone within the team
member’s immediate family or with whom the team member directly shares income, that
may potentially conflict with the interests of the WSAVA.

Team members should disclose a relationship or interest if there is any uncertainty as to
whether the relationship should be disclosed. Team members are under a continuing
obligation to disclose actual, potential, or perceived conflicts as they arise.

How should actual or potential conflicts be addressed?

It is the responsibility of the neutral members of the WSAVA group upon which the team
members serve (or the affected decision-making body in question with guidance from the
MNC or Executive Director) to interpret and apply this policy. The affected WSAVA group may
request additional information from the team member detailing the nature of the relationship
or interest giving rise to the potential conflict of interest so that those affected has sufficient
information to determine whether a particular relationship or interest constitutes an actual,
potential, or perceived conflict of interest. This determination shall be made in any situation
in which a credible potential for a conflict of interest is identified either by an individual team
member or by a third party.
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In most cases, disclosure of an actual or potential conflict of interest coupled with the ability
of the neutral team members to fairly evaluate the specific matter under consideration is
sufficient to ensure that the best interests of the WSAVA are served. However, if any of the
other team members believe that the "conflicted" member's continued participation
regarding the matter may result in the recommendation of a policy or the undertaking of
activity that is not in the best interest of the WSAVA, the other team members may raise their
concerns and attempt to resolve this conflict through discussion. If the conflict cannot be
resolved through discussion, the WSAVA team, by formal vote, shall resolve the conflict in a
manner it deems appropriate, including, without limitation, in one of the following manners:

1. Waive the actual, potential, or perceived conflict as unlikely to affect the team members
ability to act in the best interests of WSAVA, or to negatively affect the integrity or image
of the WSAVA.

2. Determine that the team member should not be included in discussions and/or decision-
making related to the particular transaction or specific matter at issue.

3. Recommend to the team member and/or the Executive Board that he/she resign from
his/her service to WSAVA because the actual, potential, or perceived conflict is so
pervasive that the individual would seldom, if ever, likely be able to act in the best interests
of WSAVA.

When team members join WSAVA, how can they disclose any actual, potential, or perceived
conflicts?

Prior to appointment, each team member will make a full, written disclosure of interests, such
as relationships, and posts held, by completing the Conflict of Interest and Disclosure of

Interests form, which will be shared with the MNC. This disclosure will be kept on file by the
Secretariat.

How will WSAVA document matters involving conflicts?

When a matter arises that may involve an actual, potential, or perceived conflict of interest,
the relevant meeting minutes shall document all proceedings relating to the conflict, such as
the disclosure by the individual, the determination by the team, the resolution of the conflict,
and the team’s ultimate disposition of the agenda item at issue.

What is the procedure for dealing with a conflict where the conflict is with the meeting
Chair?

Where the conflict is with the Chair of the meeting the Chair must stand down as Chair and
allow the participants of the meeting to elect a new Chair for that meeting. The replacement
Chair should notify the Executive Director of the situation immediately after the meeting has
concluded.
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Where should questions or concerns regarding this policy be directed?

All questions about this policy should be directed to the Executive Director, who may consult
with the MNC and Executive Board as appropriate to respond to such matters.
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Executive Board Terms of Reference

Supporting The Executive Board (EB) Terms of Reference should be read in
Documents conjunction with the WSAVA bylaws AND the Conflict of Interest
Policy.

Purpose and Responsibilities

The EB’s purpose is to oversee the activities of WSAVA and make decisions regarding those

activities. Many of their responsibilities are mandated bylaws and specifically the Canadian
Not-for-Profit Act, which WSAVA is governed by. Specifically, the EB’s responsibilities to WSAVA
may be summarised by:

Duty of Care: The EB takes care of the WSAVA by ensuring prudent use of all WSAVA assets,
including people, good will, and finances.

Duty of Loyalty: The EB ensures that WSAVA's activities and transactions are, first and
foremost, advancing its mission. They recognize and disclose conflicts of interest and make
decisions that are in the best interest of WSAVA, not in the best interest of an individual
EB member or any other individual or organisation.

Duty of Compliance: The EB ensures that the WSAVA obeys applicable laws and
regulations; follows its own bylaws; and that WSAVA adheres to its stated purpose and
mission.

Specific responsibilities of the WSAVA EB include:

A

Setting WSAVA's strategic direction to ensure advancement of WSAVA’s mission.
Governing all matters at WSAVA unless stated otherwise in the bylaws.

The EB delegate day-to-day management of WSAVA to the Executive Director.

The EB will recruit, compensate, set goals, and key performance indicators, and review
performance of the Executive Director.

Through the President, the EB advises and works with the Executive Director to ensure the
smooth functioning of WSAVA and resolving any important matters that may arise.
Through the Treasurer, the EB works with the Executive Director to set the annual budget
for WSAVA including the budgets of individual committees.

Through the Treasurer, the EB works with the Secretariat to ensure the annual audit is
completed.

The EB will approve the establishment of committees and working groups as necessary
and ensure they have clear terms of references which outline how the committee or
working group contributes towards the strategic plan or mission.

The EB facilitates a collaborative approach and clear line of communication / decision-
making in issues related to all WSAVA Committees.
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10.

11.

12.

13.

14.

15.

16.

The EB facilitates the establishment of the WSAVA strategic plan and delegates
responsibility for its implementation to the Executive Director.

The EB supports the Executive Director in their development of an annual operational plan
in line with the strategic direction.

The EB is responsible for ensuring good governance practices including adherence to
policies and practices.

The EB will ensure workplace issues that are not in line with WSAVA policy are dealt with
swiftly, fairly, and in-line with the relevant policy and process.

The EB ensures an appropriate onboarding process is in place so that all WSAVA team
members learn about how WSAVA operates and their requirements and responsibilities
while working or volunteering for WSAVA.

The EB will ensure that the WSAVA meets all obligations associated with being an
incorporated not-for-profit entity registered federally in Canada.

All EB members will attend the WSAVA World Congress.

Powers of the Executive Board

The powers of the EB are mandated by the Canadian Not-for-Profit Act which under section

124 states: ‘the directors shall manage or supervise the management of the activities and

affairs of a corporation’. Please note, the directors of the WSAVA are the voting members of
the EB. In addition, the WSAVA bylaws provide the EB with the following powers.

1.

To administer the affairs of WSAVA in all things and make or cause to be made for WSAVA,
in its name, any kind of contract which WSAVA may lawfully enter into and, save as
hereinafter provided, and generally, may exercise all such other powers and do all such
other acts and things, including the formation of committees, as WSAVA is by its charter
or otherwise authorized to exercise and do.

To authorize expenditures on behalf of WSAVA from time to time to a maximum of Fifty
Thousand Dollars US DOLLARS (US$50,000.00) per expenditure.

To enter a trust arrangement with a trust company or bank for the purpose of creating a
trust fund in which the capital of and interest generated therefrom may be made available
for the benefit of promoting the interest of WSAVA in accordance with such terms as the
executive board may prescribe.

To take steps to enable WSAVA to acquire, accept, solicit, or receive legacies, gifts, grants,
settlements, bequests, endowments, and donations of any kind whatsoever for the
purpose of furthering the objects of WSAVA.

To appoint such agents and engage such workers as it shall deem necessary from time to
time and at such remuneration as the executive board deems appropriate and such
persons shall have such authority and shall perform such duties as shall be prescribed by
the executive board at the time of such appointment.

The power to do such other matters as are necessary to further the objectives of WSAVA.
Borrow money and grant security over the assets of WSAVA up to a maximum of Fifty
Thousand Dollars US DOLLARS (US$50,000.00).
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Composition of Executive Board ‘
IMPORTANT: at the time of publishing this document the WSAVA is in consultation with
member associations on increasing the number of WSAVA directors from five (5) to ten (10).

Therefore, this section has been split and highlights the current composition at time of writing,
and target composition of the Executive Board following consultation.

Current Composition:

The number of directors, term of office of directors, officers of WSAVA, and how directors and
officers are appointed, is governed by the WSAVA bylaws (section: Directors and Officers). At
the time of these terms of references approval, the Executive Board is composed of five (5)
voting members. These voting members consist of the following roles:

e President

e President-Elect

e Treasurer

e QOrdinary Board Members x2

The voting members of the EB are supported by a variety of non-voting members, who attend
meetings of the Executive Board in a non-voting, advisory capacity. These roles include:

e Immediate Past-President
e Executive Director

Target Composition:

The number of directors, term of office of directors, officers of WSAVA, and how directors and
officers are appointed, is governed by the WSAVA bylaws (section: Directors and Officers). The
Executive Board is composed of ten (10) voting members. These voting members consist of
the following roles:

e President
e President-Elect
e Treasurer

e Ordinary Board Members x7

Each of the WSAVA regions has an allocated number of Ordinary Board Member positions.
They are:
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. . . Number of Guaranteed Ordinary
Region Continent/Countries
Board Members
1 Asia 2
2 Australasia, Europe, and North America 2
3 Latin America and Caribbean 1
4 Middle East and Northern Africa 1
5 Sub-Saharan Africa 1

The voting members of the EB are supported by a variety of non-voting members, who attend
meetings of the Executive Board in a non-voting, advisory capacity. These roles include:

e Immediate Past-President
e Executive Director.

Qualifications of Voting Executive Board Members

The Canadian Not-for-Profit Act (Section 126 — 1) lists persons that are disqualified from being
a director of a corporation. Therefore, the following persons are not able to be a voting
member of the WSAVA EB:

e Anyone who is less than 18 years of age.

e Anyone who is incapable.

e A person who is not an individual; and

e A person who has the status of a bankrupt.

In addition to the above statutory requirements, the WSAVA bylaws state that voting members
of the EB must be a member of a WSAVA General or Affiliated Member Association.
Furthermore, certain roles require specific experience. The requirements for all voting EB
member roles are listed below.

Role Requirements Tenure

Ordinary e Meet the statutory requirements to be | Two (2) years. May stand for re-
Board a director. election for one further two (2)
Member e Be a member of a WSAVA member year term.

association within the region there is a
vacancy.

e Two (2) years of experience within the
WSAVA community (this is likely to
include being a member of a WSAVA
committee or a Member
Representative to WSAVA).

22



Be in good standing with WSAVA.

Be a member of a WSAVA General or
Affiliated member association.

Two (2) years of experience within the
WSAVA community (this is likely to
include being a member of a WSAVA
committee or a Member
Representative to WSAVA).

Must have served on a WSAVA
committee.

Be in good standing with WSAVA.

Treasurer Meet the statutory requirements to be | Current Tenure:
a director.
Be a member of a WSAVA General or Two (2) years. May stand for re-
Affiliated member association. election for one further two (2)
Two (2) years of experience within the year term.
WSAVA community (this is likely to Desired Future Tenure'2:
include being a member of a WSAVA
committee or a Member Two (2) years. May stand for re-
Representative to WSAVA, and ideally | election for two further two (2)
the WSAVA Financial Advisory year terms).
Committee).
Be in good standing with WSAVA.
President- Meet the statutory requirements to be | ¢ Two (2) years. May not
Elect a director. stand for re-election for

further terms. Immediately
following the conclusion of
their two (2) year term, the
President-Elect becomes

President for two (2) years,
and then Immediate Past

President for two (2) years.

Functioning of the Executive Board

EB meetings, vacancies, appointment of Officers, and renumeration are governed by the

WSAVA bylaws. In addition to the bylaws, these terms of reference dictate:

1. The President will chair all meetings of the EB.

A quorum for the holding of an EB meeting requires a majority of the EB members to be

present.

3. All EB members will have a single vote at EB meetings, with a tie decided by the President.
The EB will meet monthly for two hours via video call.

2This change is expected to be put to the WSAVA General Assembly in September 2024.
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5. The EB will meet in person for up to one week in the first quarter of the year, and again in
the week prior to the WSAVA Congress. These meetings replace the EB video call during
the months they take place.

6. The Executive Director in consultation with the President will set the agenda for EB
meetings. All EB members can put forward agenda items.

7. EB meeting agendas and pre-read are issued at minimum the Friday before the meeting
takes place.

Expenses

The EB provides their time to the WSAVA in a voluntary capacity. To compensate for the
routine costs, they incur whilst carrying out their EB responsibilities, they are provided with
the following allowances, which are pro-rata if a tenure concludes short of a full year.

e Stipend: $1,250 USD per quarter, totalling $5,000 USD per year.
e Technology & Internet Allowance per year: $850 USD.

Executive Board Nomination Process

When vacancies on the EB arise because of an EB members tenure concluding, a call for
nominations will be issued between April to June of the year the vacancy will arise. The call
for nominations will be issued to all WSAVA member associations, via their appointed member
representative, and published on all WSAVA communication channels. The call for
nominations will include details of the roles available, requirements for the role, and how and
when to submit a nomination. In addition, it is possible that the WSAVA may wish to attract
nominees with specific knowledge, skills, or experience, that will support the advancement of
the strategic plan and mission. If this is the case, the desired requirements will be listed in the
call, but they are not essential requirements. Any potential nominee may contact the
Executive Director for an informal conversation about the role.

The call for nominations will require any interested party to provide:

1. Up-to-date curriculum vitae / resume.
Letter to WSAVA members which outlines why they are interested in the role, how they
meet the roles requirements, and if there are any desired knowledge, skills, or experience,
how they meet those.

3. Letter of support from their member association.
Conflict of interest declaration.

Nominees are strongly encouraged to record a short video message outlining the content of
their letter to members. This will be published on the WSAVA website along with the
documents supporting their nomination.

All nominations will be reviewed by the WSAVA Membership and Nomination Committee.
Incomplete nominations will not be considered. Nominations that meet the required criteria
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will be put forward for election. Election will take place at the WSAVA General Assembly, which
coincides with that years WSAVA Congress. The WSAVA General Assembly decide who is
elected.

It is possible that a nomination may meet the required criteria but be found to have an actual
or perceived conflict of interest. If this is the case the nomination will be put forward for
election, with an accompanying statement from the Membership and Nomination Committee.
The General Assembly will make the ultimate decision.

Responsibilities of Individual Executive Board & Officer Roles

In addition to the responsibilities already outlined herein, the following EB and Officer roles
have additional responsibilities: President, President-Elect, Treasurer, Executive Director.

Candidates wishing to hold these roles may also require specific skills, knowledge, and
experience. Further information may be found the relevant role description document.

It is important to note that while individual EB members have distinct board member
responsibilities, they do not have any power or authority on their own. WSAVA’s EB influence
comes only from the collective board.

Current Executive Board

The following is correct up to September 2024. Clicking on the relevant EB members name
will allow you to email them directly.
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Name Headshot EB Role Voting Term of Current Position Ends'® | Full Years on | Location
(Y/N) EB
Ellen van President Y September 2024 — will become | 9 Ecuador
Nierop = Past President from then on
Jim Berry p President-Elect Y September 2024 — will become 3 Canada
= President from then on.
Oscar Umana Treasurer Y September 2024 — eligible to 1 Costa Rica
stand for re-election to one
further term of two years
Nalinika Board Member Y September 2026 — eligible to 1 Sri Lanka
Obeyesekere stand for re-election to one
’ further term of two years
Jerzy Gawor ‘ Board Member Y September 2024 — eligible to 1 Poland
: stand for re-election to one
) further term of two years
Siraya Immediate Past President | N September 2024 11 Thailand
Chunekamrai

3 Please note, whilst September is listed the actual month is dependent on when the WSAVA Congress takes place which may be in September or October of any

given year.
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The WSAVA Secretariat is responsible for the day to day running of WSAVA. It works closely
with the Executive Board and Committees to implement the WSAVA's strategic plan. Members
of the Secretariat are paid for their time and have defined roles and responsibilities. Having
paid team members located in many different countries will naturally present many unique
human resource challenges. To minimise these challenges WSAVA has contracted an
association management company, Kenes Association Management, to recruit and contract
the WSAVA Secretariat. Whilst the WSAVA's Secretariat are contracted to Kenes Association
Management, they work solely for WSAVA and solely under the direction of the Executive

Board. The WSAVA Secretariat is made up of the following roles and responsibilities.

ROLE

PURPOSE

WHAT CAN THEY HELP WITH?

EXECUTIVE DIRECTOR

Overseeing the day-to-day running
of WSAVA and implementing the
strategic plan.

Sponsor relations.
Complaints

New opportunities / projects
WSAVA policies / process
Risk management.

e Budgets
GLOBAL OPERATIONS | Supporting and developing WSAVA e  Work plans.
MANAGER members, committees, and e Project support

CHIEF LEARNING &

partners.

Oversee all WSAVA learning &

Member outreach
Recruiting volunteers
Travel

Meeting & events
General Assembly

Congress programme development

DEVELOPMENT development activity, includingthe e  Learning & development initiatives
OFFICER congress programme e Developing new guidelines /
standards
DIGITAL CONTENT Ensure WSAVA becomes better e Website updates
MANAGER known, understood, and loved by e Social media activity
the global veterinary community. e \Webinars
e Digital design

FINANCE OFFICER

Ensure WSAVA accounts are kept
up to date, including payments to /
from WSAVA.

Communications planning

Reimbursement of expenses
Paying invoices
Raising invoices



Contact Details

An online form is available for general enquiries. Once submitted your enquiry will be automatically directed to the relevant team member.
Alternatively, you can always email admin@wsava.org and it will be routed to the best person to help you.

Richard Casey Executive Director United Kingdom richard.casey@wsava.org
:i

Liat Geller Global Operations Manager Israel liat.geller@wsava.org

-

Debbie Gray | \ Chief Learning & Development Officer United Kingdom debbie.gray@wsava.org
é
o
Cecilia Digital Content Manager Argentina cecilia.westerdahl@wsava.org
Westerdahl ﬁv
Joyce Dao Finance Officer Canada finance@wsava.org
VACANT VACANT Education & Support Administrator VACANT VACANT

1 We hope for recruitment to this role to start in the second half of 2024.
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Volunteering

Volunteers are an essential part of how WSAVA delivers on its mission. WSAVA is committed
to involving a diverse range of people in our work through both formal volunteering and other
forms of community activity. We do this because we believe that:

1. Volunteers, in their diversity of age, experience, cultural background and their
involvement within communities, bring to our work a value which adds to our
understanding of, and response to, the needs of the companion animal veterinary
community.

2. Through the involvement of volunteers, WSAVA contributes to the building and support of
active and sustainable veterinary communities based on equality, professionalism,
integrity, and a commitment to advancing companion animal health and welfare.

3. The development and support of active community networks and the individuals within
them is vital to the advance of WSAVA’s mission.

4. We work more effectively with and on behalf of the companion animal veterinary
community by providing opportunities for people to use their skills, knowledge, and
experience through volunteering.

5. People of all ages care about and want the opportunity to contribute to making companion
animal veterinary practice a fulfilling and enjoyable experience for everyone.

6. By involving volunteers, we can offer opportunities for genuine involvement, learning and
development for individuals.

7. Without the contribution of volunteers, we would only be able to achieve a small
percentage of our work for companion animal health and welfare.

WSAVA believe that our relationship with volunteers is one of mutual responsibility and
commitment. We aim to ensure that volunteers enjoy their involvement with us and gain from
it in terms of their own personal objectives. WSAVA will always endeavour to devote sufficient
resources and support to all volunteers in their role.

A volunteer is anyone who freely chooses to support WSAVA through the giving of their time,
skills, and experience without financial remuneration beyond out-of-pocket expenses.
Volunteering at WSAVA may be both short- and long-term. Examples of volunteer roles
include, but are not limited to:

e All Executive Board Members including the WSAVA President.
e Committee Chair’s

e Committee Members

e Member Association Representatives to WSAVA

e Congress Volunteers.



Reward & Recognition

In recognition of their contribution, all WSAVA volunteers receive complimentary registration
to the WSAVA Congress, regardless of whether their committee is holding a meeting at the
Congress. This includes those registered on the WSAVA Key Opinion Leader database. In

addition, all WSAVA volunteers receive a Certificate of Service when their volunteer service
concludes.
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Committees

Types of Committees

The WSAVA has a variety of committees. Each have their own defined purpose, remit, and
decision-making powers. Some are established for defined periods of time and others are
permanent.

Standing Committees: A standing committee is a permanent committee made up of a small
number of members. These committees analyse and give opinions on matters in a specific
area of WSAVA, such as, for example, finance and membership. These committees are often
enshrined in the WSAVA bylaws due to their significant contribution to WSAVA governance.
Often, standing committees do not make decisions on WSAVA matters but they will make
recommendations to the Executive Board. Currently, the WSAVA consists of the following sub-
committees. Those with an * are in development and expected to be launched in late 2024.

e Membership & Nomination Standing Committee

e Finance Advisory Standing Committee

e Learning & Development Standing Committee*

e Advocacy & Communications Standing Committee*

e Veterinary Development & Impact Standing Committee*

Specialist Committees: Specialist committees are set up to provide expert opinion on a given
area of companion animal veterinary practice. Their members are often key opinion leaders
in the committee’s area of specialism. This type of committee will often be established to
develop WSAVA Global Guidelines. Once their guidelines are published, the Committee may
continue and develop a variety of tools and resources within their area of specialism, or the
committee may disband. Given that specialist committees are composed of experts in that
field, the majority or consensus opinion of the committee will normally form the WSAVA’s
position on that subject. Currently, the WSAVA has the following specialist committees.

e Animal Welfare

e Dental

e Hereditary Disease
e Nutrition

e One Health
e Oncology
e Pain

e Professional Wellness
e Reproduction Control
e Therapeutics

e Vaccination
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Project Groups: Project Groups are established for a specific purpose and will have clearly
defined objectives. Once their work is complete the committee disbands. The members of this
type of committee may consist of WSAVA key opinion leaders and / or members of other
WSAVA standing or specialist committees. They will often be established for matters that are
time sensitive or to define the scope of a particular project. Currently, the following start and
finish committees are in development:

e Essential Standards for Companion Animal Veterinary Practices
e Advancing the Veterinarian-Led Team
e Non-Clinical Working Group

Key Opinion Leader (KOL) Database: Whilst not a committee as such, the WSAVA KOL
database plays a crucial role in the delivery of WSAVA’s mission. The database consists of KOL's
on a large selection of subjects specific to companion animal veterinary practice. WSAVA KOL’s
will often be the first to be invited to participate as speakers in the WSAVA Congress, and to
join start and finish committees. Joining the KOL database follows the same policy and process
as the Nomination and Selection Process for Committees. The KOL database is currently in
development and expected to launch in early-2025.

Roles on a Committee

Officially, the only formally defined roles on a committee are Chair and Committee Members.
However, many committees find benefit in having other defined roles. This is often the case
in standing committees and well-established specialist committees, where the Chairperson
may wish to delegate some of their responsibilities to another Committee Member. When this
does happen, role titles used have included: Vice Chair, Secretary, etcetera.

A Vice Chair will often deputise for the Chair and the role can be a good opportunity for the
role holder to gain experience and confidence for when a chairperson role becomes vacant. A
Secretary may take on the task of scheduling meetings and taking minutes. It is important to
note that the presence of a Vice Chair, Secretary, or other defined role in a committee does
not remove accountability for the tasks delegated to them from the Chair.

Tenure of Committee Members

The tenure of committee members shall be three years with the ability to renew once for a
second 3-year term (maximum of 6-years). A second term is approved by the committee via
secret ballot. In the case of new committee formation, member tenures must be staggered to
ensure that all members do not stand down from the committee at the same time. Terms
must not be longer than 3-years, with the ability to renew once as per above. The tenure of
Committee Chair’s is a maximum of 3-years. Volunteers shall sit on no more than two
committees at any one time. However, if there is need for specialized knowledge, volunteers
may sit on a third or more committee in a temporary capacity.

32



Decision Making

No one committee member including the Chairperson may decide on a matter without first
consulting with the whole committee. Committee decisions are made based on a majority
vote. In cases where there are an equal number of votes then the Chairperson casts the
deciding vote. The only exception to decisions by vote is committee expenses, which are
approved by the Chairperson as it is they who act as budget holder for the committee.

Committee Support

The Secretariat is the first point of contact for all matters relating to support and guidance for
committee members. The online enquiry form can be used, and your question automatically

routed to the relevant team member, or you can email admin@wsava.org. In most cases,

WSAVA’s Operations Manager will be your day-to-day contact. If they are not able to resolve

your query on first contact, they will take responsibility for researching the matter and
reporting back to you. They are also available to assist you with the planning of any committee
activities and projects, particularly if the work involves input from experts outside of the
committee, and/or organising events and meetings.

In addition, every standing committee will include at least one member from the Executive
Board (EB), who participate in a non-voting capacity. They provide advice and guidance on the
overall strategic direction of WSAVA. Secretariat members of committees may or may not hold
voting rights. When they do not this will be clearly defined in the committee terms of
reference.

Committee Meetings

Committees should aim to meet regularly via video call and it minimum, at least once every
three months. If committees need to meet in person, then WSAVA Congress is the preferred
venue. In order to justify travel expenditure, all in person meetings should have an agenda
lasting for at least one full day and be focussed on tangible outcomes which contribute to the
committees aim and objectives.

Chairperson Role Description

What the role involves: Chairpersons of WSAVA committees play a critical role in the success
of their committee and of the WSAVA. As a chairperson you will be responsible for the
following types of tasks:

e Chairing and leading regular meetings to discuss the running of the group and making sure
decisions are made collectively.

e Ensuring the committee has identified medium- to long-term goals related to their area of
focus and have a plan for the positive impact they intend to have on the WSAVA
community.

e Work with the WSAVA Secretariat and Membership & Nomination Committee to recruit,
induct and support volunteers in the committee.
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Manage any performance matters which may arise within the committee.

Keeping the WSAVA Secretariat informed of the group’s activities, such as contributing to
the production of WSAVA’s mid-year and annual reports.

Submitting budget proposals for the committee’s work.

Making sure the committee reflects WSAVA’s values and all committee work is in line with
WSAVA policy and process.

Provide updates on the committees work to relevant sponsors.

Attending the WSAVA World Congress and General Assembly, and other relevant
internal/external events to act as ambassador for the work of your committee.
Participate in WSAVA’s Expanded Leadership Circle, which meets the day before the
General Assembly at World Congress, and occasional online meetings up to twice a year.

Who this role might suit:

You should have an interest in the subject that the committee specializes in.

Due to the chairperson’s focus being to ensure the committee is planned, organized, and
led effectively, it is not essential that you are an expert in the subject, but it would be
beneficial.

You will be experienced in taking the lead in personal or professional settings and be
comfortable with developing project plans and budgets.

Someone who enjoys managing small groups of people in the pursuit of producing tangible
products and services for the veterinary community.

You need to be a great communicator and have good organizational and IT skills.

It would be very helpful if you were experienced and comfortable chairing online meetings
as most of the committees’ work will be done online.

You should be good at motivating people, allowing them to have a say, and encouraging
them to voice their opinions.

Experience of organisation governance practices is valuable but not essential.

What the role can offer you personally:

As a chairperson you will play a significant role in supporting and developing not just the
volunteers in your committee, but also raising awareness of your committees focus
amongst the global veterinary community.

The role provides an opportunity to engage with the global veterinary community, meet
new people and to lead and develop a vibrant and engaging committee.

It also offers you a chance to gain and develop professional skills and increase your
reputation and employability by volunteering with a well-respected global non-profit
association.

Many of our committee chairs say that they feel like they are making a difference and
giving something back to the global veterinary community.
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Training for this role: We provide all our committee chairs with training, so they feel confident
in the role. Mandatory training for this role includes the WSAVA volunteer induction®.

Remuneration for this role: All WSAVA committee members including the chairperson are
volunteers. However, reasonable expenses occurred whilst carrying out WSAVA duties will be
reimbursed, in accordance with our travel and expenses policy.

Time commitment: The tenure of committee chairpersons is a maximum of three years. The
average time required each month will be dependent on the committees’ activities, which
may be more or less at certain periods of the year, or at times when the committee is actively
working on project(s). Most committees will meet for one hour a month, in a virtual format.
Committees may have one, sometimes two, face to face meetings per year. On average, you
can expect to provide up to four hours of time to the role each month.

Recruiting New Committee Members

This policy and process has been produced to ensure the nomination and selection of
volunteers for WSAVA committees to be open, transparent, and standardized. All positions on
WSAVA committees are to be open nominations as per the protocols set out below. This
should enable a greater diversity of volunteers to be canvassed for positions on committees.
Please note, the term committee is used throughout this document and is an umbrella term
for all types of committees, except for the Executive Board.®

Nomination Criteria: All nominees must be a member of a WSAVA member association unless
there are special circumstances. For example, specialty committees where members are
expertise based and may not necessarily be veterinarians or members of a WSAVA member
association (nominees for committees such as finance and communications may be two such
examples).

Role Descriptions: Any role at WSAVA must have a role description which summarises its
purpose, responsibilities, essential and desirable criteria, and an estimate of the amount time
commitment required (in hours per week / month). It is the responsibility of the committee
chair to draft such job descriptions, with the support of the WSAVA secretariat. Role
descriptions will be reviewed and approved by the Membership and Nomination Committee
(MNC). The MNC do these checks to ensure consistency across WSAVA.

Call for Nomination Process: Once a role description has been reviewed and approved by the
MNC it will be passed to the Secretariat who will publish a call for nominations on WSAVA
communication channels. Nominations will remain open for a minimum of forty-five (45) days
with the official closing date stated in the call. In some circumstances it may be necessary to

S Launching late 2024
8 Recruitment for members of the EB follows a similar nomination process with some additional
requirements. See the Executive Board Terms of Reference for further information.
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have an open-ended call for nominations. For example, in cases where a role may require
specialty skills that are uncommon. When this is the case, the call will clearly state that this is
an open-ended call, and it may close at short notice. All nominees will be asked to provide:

Up to date curriculum vitae / resume.
Letter outlining the reasons why they wish to be appointed and how they believe they
meet the required criteria.
3. Declaration of any conflicts of interest.
Letter of good standing from the WSAVA member association they are a member of.

Once the closing date has passed the Secretariat will forward all nominations to the MNC who
will check the nominations for completeness and provide comments for the recruiting Chair
to consider. Incomplete nominations will not be considered and will not be passed to the
recruiting Chair.

Candidate Selection: It is the recruiting Chair who is responsible for reviewing the nominees
against the required criteria. A scoring system should be followed, and a template is available
from the Secretariat. A scoring system is intended to minimize conscious and unconscious
biases and ensure fairness. The Chair should ensure the opinion of their committee members
is sought. In the event of two nominees having equal scoring the Chair may wish to conduct
an interview. All candidates must be asked the same questions and a scoring system followed.

Once the recruiting chair has completed the review process, they will send a summary of their
nominee scores, their preferred nominee and why to the Operations Manager. The Operations
Manager will ensure the information provided is added to the upcoming Executive Board
meeting agenda for them to ratify the decision. If approved, the Operations Manager will
inform the candidates and introduce the successful candidate to the Chairperson. When
informing the successful candidate, the Operations Manager will provide them with the
WSAVA Policy & Process Manual to review. The Chairperson should then arrange an
introductory meeting.

Candidate Selection for Committee Chair Vacancies: Due to the significant leadership role
Committee Chairs have on the direction of WSAVA policy and volunteer experience,
Committee Chair vacancies will follow an open call for nominations. Committee Chair
nominees will also be invited to attend a short interview. The interview will be conducted at
minimum by one (1) member of the MNC and one (1) member from the recruiting committee.
If there is not a member of the recruiting committee who feels comfortable participating in
the interview process, the interview may be conducted by two (2) members of the MNC or
with support from the Executive Board or Secretariat. A set of standard competency-based
guestions for Committee Chairs will be asked, and a scoring system used. The highest scoring
candidate will be appointed.
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Nomination Process and Candidate Selection for MNC: In the case of vacancies that arise in
the MNC, the Executive Board will take on the role normally filled by the MNC.

New Committees: See the policy and process on the establishment of new committees for
further information.

Executive Board Nomination & Selection: See the Executive Board Terms of Reference for

further information on the nomination and selection process Executive Board members.

Selection Disagreements and Complaints: If disagreements arise during the nomination and
selection process, or there is a complaint received following the process conclusion, the
Secretariat may provide informal advice and guidance. If the matter is not resolved, the
WSAVA’s Complaints and Dispute Resolution Process should be followed.
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Establishing a New Committee

It is the responsibility of the Veterinary Development & Impact Committee to monitor the
external landscape and identify emerging trends or issues. They will review such matters and
make recommendations to the Executive Board on whether a new committee should be
established. WSAVA stakeholders, whether member associations, individual members of
member associations, or other interested parties, may submit proposals to the Veterinary
Development & Impact Committee, which will be considered. Any party wishing to submit a
proposal can do so online. They are encouraged to include as much data as possible on the
subject, with particular emphasis on the relevance of the topic to the global companion
animal veterinary community.

Managing Performance and Issues

From time to time, it is possible that a committee member may not be performing their duties
as expected. Examples, of this may include but are not limited to, not attending meetings, not
contributing to discussion(s), providing late feedback or no feedback at all to committee
documents or email discussions, rude or unprofessional conduct, failing to call regular
meeting(s), and failure to adhere to the WSAVA Code of Ethics. When these incidents do occur
and particularly when they form a pattern, they must be managed so to avoid further impact
on the committee. It is the Committees Chair’s responsibility for managing the performance
of committee members with the support of the Secretariat. In the case of underperformance
of Committee Chairs, committee members can report the matter in confidence, to the
Executive Director.

In the first instance, issues will ideally be dealt with informally, such as a short meeting to
highlight the concerns and ask if there is anything contributing to these concerns and is
WSAVA able to offer any support. There is no need to document this meeting but if chosen to,
doing so via email is sufficient. If the matter is not resolved via an informal discussion, a formal
meeting should be held. During this meeting the concerns and their impact should be clearly
highlighted, along with the expected change and by when. It should be discussed whether the
individual requires any support from WSAVA. This formal discussion should be recorded on a
WSAVA letterhead and emailed to the recipient. If the issues continue to occur, a final written
warning can be given. If the issues continue after a final written warning, the individual can
be removed from the committee. Any removal of a committee member should not be agreed
until the matter has been discussed with the Executive Director. For the avoidance of doubt,

the Committee Chair is authorised to make the final decision on the removal of a Committee
Member, providing the above process has been followed.
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Disbanding Committees
With advancements in science and technology, the breadth and depth of subjects that WSAVA
could have a committee to focus on is ever increasing. As such and so that WSAVA remains
relevant and economically sustainable, committees will be periodically reviewed by the
Veterinary Development & Impact Committee. Recommendations will be made to the
Executive Board. Recommendations may include but are not limited to:

1. A committee review and update their Global Guideline as several years have passed
since their publication.

2. A committee be retained for a set number of years whilst existing projects or activities
are completed. For example, activities associated with the post-publication of a Global
Guideline.

3. A committee be disbanded.

Please note, the members of any committee that is disbanded will automatically be invited to
join the WSAVA Key Opinion Leader Database.

Template for Committee Terms of Reference

The following template should be used for drafting terms of reference for committees and
project groups. All terms of reference whether new or updated must be reviewed by the
Membership and Nomination Committee and approved by the Executive Board.

Committee All WSAVA committees use the following naming convention:
Name ‘SPECIALISM’ followed by Committee or Project Group.
Purpose / Aim Here, state the overall long-term goal of the committee. Tip: it

should be simple, use clear and easy to understand language,
and be motivational.

Objectives Here, it should be outlined what the committee or project group
intend to deliver. As much as is possible, objectives should be
clear and tangible.

Membership If there are specific knowledge, skills, or behaviours required on
the committee, these should be clearly stated here. If regional
representation is required, this should also be stated.

Meeting If there is a regular meeting schedule this should be stated here.

Arrangements For example, the committee will meet monthly for one hour via
video call.

Other AL WSAVA committee and project group members agree to abide

by the policies and processes set out within the WSAVA Policy
and Process Manual.
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Member Association Policy and Process

Supporting
Documents

This section should be read in conjunction with the WSAVA bylaws
on Membership.

WSAVA has three membership categories. All WSAVA members hold voting rights at the
General Assembly. Membership is for a period of one (1) year, except for Associate

Membership which holds a term of three (3) years (see section on Associate Membership).

General Membership

Affiliated Membership

Associate Membership

General Membership is
available to formally
established veterinary
associations concerned with
the medicine and surgery of
companion animals.

Number of votes at the
General Assembly is
dependent on the number
of individual members of
the General Member.

Affiliated Membership is
open to formally established
specialty veterinary
associations/groups,
veterinary student
associations, and non-
veterinarian team member
associations.

Number of votes at the
General Assembly: one (1)

Associate Membership is
available to formally
established veterinary
associations that can satisfy
the General Assembly that
its financial resources
and/or technical abilities to
thrive as an association are
limited.

Number of votes at the
General Assembly: one (1)
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Membership Dues

General Membership Affiliated Membership Associate Membership
General Members shall pay $750 USD Associate Members are not
an annual membership fee required to pay a

to WSAVA. membership fee but must

The membership fee is pay an initial entry fee of

calculated as the square $100 USD.

root of the number of
members the membership
association has, multiplied
by 30, with a multiplier that
is compounded on a year-
to-year basis to consider the
annual cost of living. There
is a cap on the level of
membership dues payable.

All members in categories where fees are payable must pay their fees on an annual basis.
Invoices are issued to member associations by the end of March each year. If membership
dues are not paid within three (3) calendar months of the membership renewal, or if no
arrangement to pay has been made and agreed with WSAVA in writing, the members in
default shall automatically cease to be members of WSAVA. Members wishing to make
arrangements to pay shall submit their requests via an online form.

Voting

The number of votes each voting member is entitled to is dependent on their voting member
category and the total number of companion animal veterinarians that have an active
membership with such voting member.
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Number of Companion Animal
Voting Member Veterinarians that have an Active Number of Votes
Category Membership with the
Voting Member
Affiliated Member N/A
Associate Member N/A
0-100
101 -400
401 -900
901 -1,600
General Member 1,601 — 2,500
2,501 - 3,600
3,601 -4,900
>4,901
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Member Responsibilities

All voting members are responsible for:

Appointing one (1) member representative to WSAVA.
Raising awareness of WSAVA and its activities within their region and / or own
membership.

3. Enabling the member representative to attend meetings of the members and to vote on
matters to be voted on by the membership at meetings of the members.
Putting forward eligible candidates for vacancies within WSAVA.

5. Share with WSAVA and its members a summary of their annual activities.

Member Representatives

The Member Representative is the link between WSAVA and member associations. All official
WSAVA communications will be sent to the Member Representative. It is their responsibility
to:

Attend the WSAVA General Assembly and participate on behalf of their association.
Pass all official WSAVA communications to their association.
Put forward to WSAVA their associations ideas and views, whether at the General
Assembly or via the WSAVA Secretariat.
Ensure their associations contact details are up to date.

5. Work with their association to assist with raising awareness of the WSAVA’s work in their
country / region.

6. Ensure they abide by the WSAVA Code of Ethics and all other relevant policies.
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All WSAVA Member Representatives, regardless of their association’s membership category,
are entitled to complimentary registration to the WSAVA World Congress, including various
social events.

WSAVA Member Representatives can contact admin@wsava.org for any questions they have

regarding their role, or with queries regarding WSAVA membership.

Communications

All official WSAVA communications are sent by email to the Member Representative. There is
also a WhatsApp group for member representatives. The WhatsApp group only allows one-
way communication from the Secretariat. This is to avoid spam. If you are a Member
Representative and wish to join the WhatsApp group, contact admin@wsava.org.

WSAVA Committees and Working Groups
Only members of WSAVA member associations qualify to sit on WSAVA committees or working

groups, including the Executive Board. The only exception to this is when a committee or
working group may require specialist knowledge or skills not represented by a WSAVA
member association. For further information see: Nomination and Selection Process for
Committees.

Terms and Conditions Relating to Each Category of Membership?’

This section dictates the terms and conditions of each category of membership of the WSAVA.
The terms and conditions shall be reviewed and updated every four years, or earlier if WSAVA
so requires. Any changes to this section must be approved by majority of the General
Assembly or by e-mail vote at another time.

General Members

Who may be a General Member?

e Established veterinary associations of which at least 50% of membership
practices companion animal medicine.

e Legally established in their country for at least three years.

e  Minimum membership of 50 members, or 10% of veterinarians dedicated to
Companion Animal Medicine in the country it represents.

e Have clear objectives and goals.

e Have an effective way of communicating to their members.

e Are active and can show annual activities in a report.

e For general membership applications a representative of the aspiring association
must be present at the assembly where the acceptance or refusal of the association
is to be voted upon.

"This section has been adapted for improved readability from the existing policy and process approved
by the General Assembly in Lima (2022). That policy and process in its previous formatting can be viewed

in the appendices.
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If more than one association from a country with an existing WSAVA Full member
association applies for membership, “Criteria for accepting applications from same
country” will apply.

Obligations of General Members

Upon acceptance of the assembly the new member association’s representative will
sign a document of rights and obligations

Payment of an annual membership fee depending on number of members. The
membership fee calculation will be done with a method approved by the board and our
FAC, there will be a minimum and a maximum fee.

Payment of membership in kind may be accepted in special circumstances and in
discussion with the board.

Forwarding or otherwise spreading the news and resources of WSAVA to their members
Participating in the annual Assembly Meeting either physically (preferred), or virtually.
Giving annual reports of association activities, answering to e-mails, participating in and
help spreading of surveys for WSAVA committees

The assembly representative must sign a Col form yearly, and update on any relevant
changes as they occur.

Rights of General Members

To offer the name of suitable members of your association as nominees for Executive
Board and Committees

Participation in elections of the Executive Board

Number of votes allocated to the association will depend on the number of members
the association represents.

Participation through members forum, surveys, and assembly meetings

One free registration to World Congress for assembly member to represent the
association at the assembly meeting.

Right to input into agenda of the assembly meeting up to X days before the meeting.
Right to put in a nomination to be part of working committees of projects that are of
interest to your association.

Discounts on our congress and courses as well as discounts given by our educational
partners, for all members of the association.

Right to bid for a World Congress

Right to use the logo indicating WSAVA membership.

Criteria For Accepting Applications from Same Country

Associations from countries that already have a member association are encouraged to join
with the other association in their country if possible. If this is not possible for any reason,
they may apply if they have at least 50 members, or 10% of veterinarians dedicated to
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Companion Animal Medicine in the country it represents, and the following information will

be asked of them for consideration of their application by the MNC and assembly.

Criteria

YES
(5)

NO
(0)

Comments

Does the new association from the same
country represent a different region
and/or a different language group?

Do the number of veterinarians within
the country justify more than one
national association?

Members do not overlap or have less
than 25% overlap?

There is no channel in place for the new
association to be a part of the existing
association e.g. legal restrictions, by-law
restrictions, capacity of existing
association?

There have been requests for affiliation
to existing association but were
rejected?

There are active communication
channels within the membership e.g.
social media, website pages, email list?

The association organizes activities for
their members on a regular basis?

The new association has plans to co-
operate with existing one?

Must be a membership association and
prove membership registration of over
100 members?

There is an official registration of the
organization?

Activities are for professional
development of companion animal
practitioners (are not commercial,
academic nor research focused and are
non-governmental)?

Existing Member association is OK with
this new application?
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A meeting has been held between both
associations and WSAVA in which
differences were explained, and these
seem to be irreconcilable?

TOTAL SCORE

Score >40: Accept Application

If the existing member association objects to this application:

1. To indicate reasons.
2. To state the untoward effects this membership could have to the local membership
or the WSAVA community at large.

Affiliate Members

Who may be an Affiliate Member?

Veterinary specialist organizations, Veterinary student organizations, or veterinary team
member organizations.

Preferably international

Veterinary Student and Veterinary Team member organizations presently restricted to
three of each.

Legally established in at least one country for at least three years.

Minimum membership of 50 members.

Have clear objectives and goals.

Have an effective way of communicating to their members.

Are active and can show annual activities in a report.

For affiliate membership applications a representative of the aspiring association will
preferably be present at the assembly where the acceptance or refusal of the
association is to be voted upon.

Obligations of Affiliate Members

Payment of an annual membership fee independent of the number of members

Upon acceptance of the assembly the new member association’s representative will
sign a document of rights and obligations

Payment of membership in kind may be accepted in special circumstances and in
discussion with the board.

Forwarding or otherwise spreading the news and resources of WSAVA to their members
Participating in the annual Assembly Meeting either physically (preferred), or virtually.
Giving annual reports of association activities, answering to e-mails, participating in and
help spreading of surveys for WSAVA committees

The assembly representative must sign a Conflict-of-Interest form yearly, and update on

any relevant changes as they occur.
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Rights of Affiliate Members

One vote in the assembly

Participation through members forum, surveys, and assembly meetings

One free registration to World Congress for assembly member to represent the
association at the assembly meeting.

Right to input into agenda of the assembly meeting up to X days before the meeting.
To offer the name of suitable members of your association as nominees for Committees
Participation in elections of the Executive Board (nominees must be members of general
member associations)

Discounts on our congress and courses as well as discounts given by our educational
partners, for all members of the association.

Right to use the logo indicating WSAVA membership.

Associate Members

Who may be an Associate Member?

Young or developing community that has already registered as an official group with
proven membership and baseline activities but needs support financially and/or
technically.

Registered veterinary associations of which at least 50% of membership practices
companion animal medicine from a country or region that is not yet represented by a
General WSAVA Member.

Legally established in their country for at least three years.

Minimum membership of 50 members, or 10% of veterinarians dedicated to
Companion Animal Medicine in the country it represents.

Have clear objectives and goals.

Have an effective way of communicating to their members.

Are active and can show annual activities in a report.

Obligations of Associate Members

Pay a one-time application fee of 100 USD.
Participate in the WSAVA One Care roadmap to association development. Generate
reports from defined goals in the roadmap exercise to the One Care facilitator team.
To accept mentorship from a WSAVA volunteer or a volunteer member association in
areas identified as needed.
Provide feedback in an assessment form with reports on progress every 6 months.
At the end of 3 years must be able to:

o demonstrate benefits to members.

o be financially ready to commit to Full membership fees.
Forwarding or otherwise spreading the news and resources of WSAVA to their

members.
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Upon acceptance of the assembly the new member association’s representative will
sign a document of rights and obligations.

Rights of Associate Members

One vote in the assembly.

Participation through members forum, surveys, and assembly meetings.

One free registration to World Congress for assembly member to represent the
association at the assembly meeting.

Right to input into agenda of the assembly meeting up to X days before the meeting.
To offer the name of suitable members of your association as nominees for Committees.
Participation in elections of the Executive Board (nominees must be members of general
member associations).

Discounts on our congress and courses as well as discounts given by our educational
partners, for all members of the association.

Right to use the logo indicating WSAVA membership

Extending Associate Membership

If after three years of Associate Membership the member is not able to apply for General
Membership, they may request an extension. The extension request will be reviewed and
decided by the Membership & Nomination Committee. To request an extension an online
form must be completed by the end of June during the year Associate Membership is due
to expire.

Regions

For the purposes of improving communication between WSAVA and Member Associations,

Member Associations are divided into five regions. The World Congress rotates between these

regions. Member Associations representing global members may choose to join a region

where they have much of their membership based, or where their association is registered.

Region Continent/Countries (in alphabetical order)
1 Asia & Pacific

2 Australasia, Europe, North America

3 Latin America and Caribbean

4 Middle East and Northern Africa

5 Sub-Saharan Africa
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Financial Planning

Roles & Responsibilities

Executive Board: The Executive Board have overall accountability for the WSAVA's finances.
They are responsible for ensuring policies, processes, and systems are in place to ensure that
WSAVA funds are used sensibly, so that the risk of financial shocks is minimised. The Executive
Board approve the annual and long-term budgets, and the annual audited financial
statements.

Treasurer: In addition to their collective Executive Board responsibilities, the Treasurer will
work with the Executive Director on annual and long-term financial planning, the annual audit
by our external and independent auditor, and on making recommendations to the Executive
Board on financial matters. The Treasurer sits on the Financial Advisory Committee in a non-
voting capacity. The Treasurer is also the final signoff for all payments from WSAVA. See the
Treasurer’s role description for further information on their role and responsibilities.

Finance Advisory Committee: The Financial Advisory Committee assist the Executive Board in
fulfilling their obligations and oversight responsibilities relating to financial planning and
financial reporting by advising on these matters. They make recommendations to the
Executive Board on relevant financial policies and process, such as the reserves policy and
membership dues.

Executive Director: The Executive Director is responsible for producing and monitoring the
WSAVA’s annual and long-term budgets with the support of the Treasurer and input from
budget holders. They work with the Finance Officer and Treasurer on the annual audit process
and sit on the Finance Advisory Committee to provide operational and continuity knowledge.

Finance Officer: The Finance Officer is responsible for maintaining WSAVA’s financial accounts,
including making and receiving payments, under the supervision of the Executive Director and
Treasurer.

Budget Holders: There are a variety of budget holders in WSAVA. They are responsible for
proposing annual budgets and monitoring performance against the approved budget. Budget
holders will be the first stage approver of any expense in their budget.

51



Budget Planning

Budget planning is an essential part of management for both commercial and non-profit organisations. WSAVA's financial year runs from January

to December. The budget planning timeline is as follows.

Preparation

Budget Holders prepare details of
their planned meetings, known
projects and activities, for the
following year.

Consolidation

The Executive Director creates the
WSAWVA budget based on the
budgets submited by Budget

Holders. A preliminary report is
developed.

Review & Approve

The Financial Advisory Committee
review the budget and make
recommendations to the
Executive Board. The Executive
Board approve the budget.

November

December

Communication

Budget Holders receive
confirmation of their budget for
the year ahead.



’ Budget Planning (continued) ‘

By the end of July, Budget Holders are expected to submit their proposed activities (including
budget) via an online proposal form. At this stage, it is expected that only proposals for known
in person meetings, and planned projects or activities that are ready to start, are submitted.
When submitting a proposal, only one unique activity or project should be included on the
proposal form. Budget Holders can submit another proposal form for other activities. If Budget
Holders are not ready to submit budgets by the end of July, then they may submit a proposal
for budget at any time throughout the year. This will be considered by the Executive Board
monthly, and in line with the budget available in a general fund.
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’ Reserves ‘

A new WSAVA reserves policy is in development. This section will be updated in late-2024.

| Expenses Reimbursement & Approval ‘

All expense reimbursements and invoices are approved twice. First by the budget holder and
second by the treasurer. Budget holders are usually a committee chair, or manager from the
Secretariat. WSAVA uses an online and automated form for the submission of expenses which
can easily be accessed at wsava.org/expenses. All expense claims must be accompanied by

receipts and be received within thirty (30) days of the expense occurring. The process in full
is given on the following page.

What do Budget Holders receive when asked to approve an expense?

You will receive an email from WSAVA EXPENSE CLAIM. It will look like the example below, and
will include a breakdown of who is claiming, what they are claiming, and the total amount in
US Dollars.

If you approve the claim, you just need to select the green approve button. If you do not
approve the claim, you select the red deny button (it will also allow you to give a reason for
declining). The Finance Officer will receive notification of any denied claim. It is expected that
the individual denying the claim provide the claimant with feedback.

ecoe H U T K& &K & @

#, WSAVA Expense Claim -
New Expense Claim Received
To )

Reply-To: f

Please review the request below. To reassign it to a different approver, select Go to
Inbox.

WSAVA Expense Reimbursement Form

Name Mr Test Jones

Role at WSAVA Committee Member

Team / Committee Congress Steering

Phone Number (00) (44) 5556

Confirmation | certify that all information entered above is valid and true.

Scrolling down the email you

will find this information.
Total Amount to be Reimbursed in Loca £100

Amount to be Reimbursed ir 5150 USD

<umns Hotelx3 enn ron
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Expense claim
submitted

Finance Officer
reviews claim for
accuracy and within

policy
‘No—b Feedback provided
A
YES
v

Finance Officer
reallocates claim to
Budget Holder

NO
All OK?

YES

Expense claim

automatically

forwarded to
Treasurer

All OK?

YES

Finance Officer
receives notification
of full approval.
Reimbursement
paid.

End of Process




Travel Policy

Introduction

The WSAVA travel and expense policy explains the rules for booking travel and managing
expenses. Following our travel policy is important and helpful for everyone, not just the
administrative team, but also our travellers. The WSAVA travel policy helps us:

e Keep track of travellers’ safety
e Promote fairness in association travel expenses.
e Save time on manual tasks.

Thank you for reading and following our policy. Please direct any questions to
admin@wsava.org.

Travel Booking Process

How To Book Trips: Before booking travel, you should get your budget holders approval.
This should be done in writing (email/instant messaging). The budget holder may be your
line manager, Committee Chair, or Executive Board member. WSAVA team members can
book their own travel using the WSAVA Travel Perk booking platform. The WSAVA Travel
Perk booking platform includes travel policies and will not allow you to book outside of
these policies. If you need approval for a trip outside of the policies, approval can be
requested via the platform. Out of policy bookings will be reviewed by the Executive
Director.

Use of Frequent Flyer Programs: You may save your frequent flyer programs and hotel
loyalty information for use inside of the WSAVA Travel Perk booking platform, and apply
your program numbers at time of booking, but you may not choose more expensive
options only to get loyalty points.

Leisure extensions: Extending your business trip for personal leisure reasons is allowed
so long as:

e Thevacation days have been approved by your line manager (paid team members
only)
e The leisure extension will not interfere with the purpose of the business trip.

WSAVA will pay for the return flight or travel accordingly, so long as the trip is booked in
advance and the dates do not result in an increase in flight or ground transportation cost

8 You will be asked to login using the email address you use for WSAVA communications. When you enter
your email address you will be sent an authentication code by email. If your email address is not
recognised contact admin@wsava.org and you will be registered on the WSAVA Travel Perk account.
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of greater than 10%, otherwise you must pay the cost difference. The cost of lodging,
food, and other expenses during the designated leisure days are your own responsibility.

Upgrades: You cannot book upgrades via the WSAVA Travel Perk booking platform. If you
wish to upgrade your travel and pay the difference yourself, you must book the economy
option via the WSAVA Travel Perk booking platform. Once you have received the booking
confirmation you can access your booking via the airlines own website and purchase your
upgrade directly.

Expense Categories

You should prioritize the lowest cost that meets your travel needs. The WSAVA Travel Perk
booking platform should be always used. If this is not possible, please contact
admin@wsava.org with an explanation why. Please note, if you find travel options
cheaper elsewhere, there is the option to report this to Travel Perk. Select the Concierge
option when you have logged in to Travel Perk.

Dynamic Budget and Upper Limits: To identify an upper limit for hotel and flight expenses,
the WSAVA uses a feature in Travel Perk called dynamic budget. This will allow you to book
flights and hotels based on the median market rate for the route or city, plus 10%.

For example, you are travelling to a city where the median rate for a hotel is $200 USD.
Travel Perk will allow you to book a hotel up to $220. Any option above this would be out
of policy and you will not be allowed to book (it will submit the booking to WSAVA
leadership for approval). The same principle will apply to flights.

Flights:

e Allteam members are required to fly economy for all trips.

e Team members over 177cm in height can purchase extra leg room when available.
Extra leg room can also be purchased when the flight is over five hours.

e Flights must be booked at least 30 days in advance.

e Direct flights will always be the preferred choice but where material savings can
be made and the flight time not excessively extended, indirect flights should be
considered.

e Flight changes and cancellations are paid for by WSAVA when the reason is related
to health and safety purposes, or other exceptional cases where the
circumstances are unforeseen.

e Where airlines charge for luggage, the following applies. Carry-on luggage may be
purchased for domestic trips up to 4 days. Carry on and checked-in luggage may
be purchased for trips over 4 days, or when international. Exceptions to this are
when the traveller is required to carry with them materials / equipment for WSAVA
purposes.
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Lodging:
Hotels
e You must book standard rooms. Room upgrades are allowed if offered on site at
no additional cost.
e Alllodging should be booked with the WSAVA Travel Perk booking platform and at
least 30 days in advance.
e Additional hotel costs that can be reimbursed include:
o WiIFlfee
o Hotel parking
o Breakfast fee that fits within daily allowance
o Reasonable staff tips

Airbnb: You may book rooms or apartments on Airbnb if the nightly rate is within company
policy and/or the price is equivalent to or lower than the cost of a standard room at a 3-
star hotel in the same city. You must book Airbnb using the WSAVA Travel Perk booking
platform. Please do not book with Airbnb directly, or your trip will not be tracked properly.
To book Airbnb via Travel Perk, select the Concierge feature when you have logged in to
the platform.

Apartment Rentals (direct): The cost of temporary apartment rentals varies greatly by city.
There are no standard guidelines. The total cost of the apartment rental must be in line
with or less than the total cost of the equivalent hotel stays.

Ground Transportation:
Rail Transportation: When booking rail transportation, you must book the most economic
class.

Taxis and Ride Sharing: Ride hailing apps such as Uber are the preferred method, but taxis may

be reimbursed when Uber is not available.

Rental Cars: When renting vehicles, you must choose economy, compact or mid-size. You may
accept an upgrade on site if offered by the rental company at no additional charge. Use a
single rental car for up to 4 team members. For rental vehicles, money spent on gas is
reimbursable. Please follow expense and reimbursement guidelines below. The car rental
should be returned with the amount of gas requested. Sufficient car insurance should be
purchased from the rental company, which will be reimbursed by WSAVA.

Use of Personal Car: You are eligible for reimbursement for kilometres driven using your

personal vehicle for WSAVA purposes. We reimburse $0.67USD per kilometre. Please include
the total kilometres driven as well as the reimbursement amount on your expense report.

58



Travel to / from Airport: When travelling to / from your home airport the cheapest mode of

transport should be used. There will be times when it is acceptable to book a more expensive
mode of travel. Such as in the interests of traveller health and safety, or the cheapest mode
of travel significantly extends the journey time. Examples may include:

e Using an airport transfer service instead of driving when the return flight to your home
airport is over five hours and the onward journey by road is over two hours.

e When you are required to be at the airport between midnight and 6:00am, a hotel for the
night before may be booked.

Meals: WSAVA will reimburse up to $100 USD per day for meals. This is inclusive of breakfast,
lunch, and dinner.

Mobile Phone Usage / Data: The WSAVA will reimburse the cost of a local sim card to use for
personal and business contact purposes while away on WSAVA business. The sim card /
package purchased should cover the duration of WSAVA business. If you have a mobile phone
that is compatible with an eSim it is recommended, you use this type of service as it will allow
you to top up your data if needed. Examples of travel eSim providers include Alo Sim.

Insurance: WSAVA does not have travel insurance for team members travelling on behalf of
the association. As such, all travellers on WSAVA business must acquire adequate travel
insurance to meet their needs (such as coverage for any existing health conditions), and that
covers the WSAVA activities planned in the trip, prior to travelling on behalf of the WSAVA.
Travel insurance costs for the duration of travel on WSAVA business may be reimbursed. Team
members who travel routinely for WSAVA may reimburse the cost of an annual travel
insurance policy.

Vaccinations: Vaccinations and preventive care, such as anti-malarial medications, may be
reimbursed if they are required by the country being travelled to, or as a requirement of your
home nation.

Visas and Permits: If a country that you are travelling to for WSAVA business requires you to
have a visa or permit, WSAVA will reimburse the costs. Single-entry visas should be acquired
unless there is a business need for a multi-entry visa. Visa assistance companies may be used
when there is a justifiable need. For example, when an embassy visit is needed and the
passport must be collected at a later date, and the applicant lives a considerable distance from
the embassy.

Non-Reimbursable Purchases

e In-flight purchases
e Excess baggage fees (unless the reason for excess baggage is WSAVA related)
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e Childcare, pet care and pet boarding

e Toiletries or clothing

e Airline club memberships

e Minibar purchases or bar bills

e Laundry or dry cleaning

e Parking fines or traffic violations

e Airline ticket change fees (unless the reason for the change is related to health, safety, or
unforeseen circumstances, or for WSAVA reasons)

e First-class rail transportation

e Premium, Luxury or Elite car rentals

e Movies, online entertainment, or newspapers

e Spa and health club usage

e Flowers, sweets, and confectionary (unless for WSAVA related purposes, such as thank you
gifts, condolences, etcetera)

e Room service fees

e Additional beds or bedding

e Loss or theft of goods

e Damage to personal vehicles.

e Expenses related to travel companions.

Expense Reporting and Reimbursement Process

When you book travel via the WSAVA Travel Perk booking platform there is no need to submit
an expense claim as all costs are invoiced directly to WSAVA. For all other purchases that are
reimbursable according to the guidelines laid out in Expense Categories, please use the
WSAVA Online Expense Claim Form?® to submit your claim. You will be asked for the following

information: vendor name, amount, date, description of the purpose of the expense, receipt.

Expense claims must be submitted within 30 days of the expense occurring. You will receive
reimbursement by bank transfer within 30 days of submittal. If bank transfer is not possible a
cheque may be provided. Any fees imposed by your bank for receiving international payments
will be reimbursed by WSAVA (you should include these on your expense claim). If you have
guestions or need to follow up an existing expense claim contact finance@wsava.org.

Travel Support and Safety

Keeping Track of Our Travellers: Please use the WSAVA Travel Perk booking platform to book
all WSAVA travel, so that we can automatically track where everyone is traveling and act in the
event of an emergency.

®You can also access the expense form at www.wsava.org/expenses
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High-Risk Travel: WSAVA does not support travel to any country deemed high-risk, such as
those classed as war zones. Team members travelling on WSAVA business should consult the
advice and guidance of their home government before booking travel. Travel should not be
booked if the travellers home nation advises against travel to the destination. In addition,
team members are empowered to decline travel to / via a destination if they are
uncomfortable with the countries policies and customs. All travellers are expected to obey the
laws and customs of the country they are within.

Support for Emergency Needs: In the event of an emergency while travelling, after you’ve
received attention from a local emergency service, please inform a member of the WSAVA

leadership team. They can be contacted as follows.

e Richard Casey, Executive Director, United Kingdom - +44 74322 21538

Alcohol Consumption

Alcohol use is permitted within reason during company events and business trips.

Appropriate Drinking Conditions: Alcohol can be responsibly consumed during client
meetings, team events, and company events. Alcohol consumption is discouraged at other
times. At work events where alcohol is freely provided, team members are encouraged to
drink no more than three alcoholic beverages. Team members under the drinking age in their
home country should not drink during work hours or work events in foreign destinations,
regardless of the drinking age of that country.

Reimbursement: Team members may purchase and expense up to two alcoholic drinks per
person when taking a client out for lunch or dinner. WSAVA leadership may purchase and
expense up to two alcoholic drinks per person for team lunches and dinners. Alcoholic drinks
purchased outside of these limits are the financial responsibility of the team member and
cannot be submitted for reimbursement.

Safe Travel: After the consumption of alcoholic beverages, team members are not allowed to
drive, even if using a personal vehicle. When leaving a work event, team members are
encouraged to use a ride-sharing service to travel safely and may expense this amount and
submit it for reimbursement.
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Social Media?®

Introduction

Social media is the term given to web-based tools and applications which enable users to
create and share content (words, images, and video content), and network with each other
through the sharing of information, opinions, knowledge, and common interests. Examples of
social media include Facebook, Twitter, LinkedIn, and Instagram. Social media is essential to
the success of communicating WSAVA's work. It is important for some team members to
participate in social media to engage with our community, participate in relevant
conversations and raise the profile of WSAVA's work.

The difference between a personal and professional opinion can be blurred on social media,
particularly if you're discussing issues relating to WSAVA's work. While we encourage the use
of social media, we have certain standards, outlined in this policy, which we require everyone
to observe. Publication and commentary on social media carry similar obligations to any other
kind of publication or commentary in the public domain.

This policy is intended for all WSAVA team members and applies to content posted on both a
WSAVA device and a personal device. Before engaging in work-related social media activity,
team members must read this policy. This policy sets out guidelines on how social media
should be used to support the delivery and promotion of WSAVA, and the use of social media
by staff in both a professional and personal capacity. It sets out what you need to be aware of
when interacting in these spaces and is designed to help team members support and expand
our official social media channels, while protecting the WSAVA and its reputation and
preventing any legal issues.

Point of Contact

Our Digital Content Manager is responsible for the day-to-day publishing, monitoring, and

management of our social media channels. Contact them if you have specific questions about
any aspect of these channels.

Channels Used by WSAVA
WSAVA uses the following social media channels:

e Facebook

e |nstagram

e LinkedIn

e X —formerly known as Twitter
e You Tube

20 Reproduced from charitycomms.org.uk
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Guidelines

1.

10.

11.

12.

13.

The Secretariat and specifically the Digital Content Manager are responsible for setting up
and managing all WSAVA's social media channels. Only those authorised to do so by the
Executive Director will have access to these accounts.

WSAVA will not set up other Facebook groups or pages, X accounts or any other social
media channels on behalf of WSAVA Committees. This could confuse messaging and brand
awareness. By having official social media accounts in place, the WSAVA can ensure
consistency of the brand and focus on building a strong following.

Be an ambassador for our brand. Content must reflect WSAVA’s values and use our tone
of voice. Our brand guidelines set out our tone of voice that all team members should
refer to when posting content on WSAVA's social media channels.

Make sure that all social media content has a purpose and a benefit for WSAVA, and
accurately reflects WSAVA's agreed position.

Bring value to our audience(s). Answer their questions, help, and engage with them.

Take care with the presentation of content. Make sure that there are no typos,
misspellings, or grammatical errors. Also check the quality of images. See also the
appropriate use of animals in imagery guidelines.

Always pause and think before posting. That said, reply to comments in a timely manner,
when a response is appropriate.

If team members outside of the Secretariat wish to contribute content for social media,
whether non-paid for or paid for advertising, they should speak to the Digital Content
Manager about this.

WSAVA will not post content about community members without their express
permission. If we share information from our community or third-party organisations, this
content should be clearly labelled so our audiences know it has not come directly from
WSAVA. Although very rare, if using content that clearly identifies a child or young person,
we must ensure we have the consent of a parent or guardian before using them on social
media.

Always check facts. Do not automatically assume that material is accurate and reasonable
steps should be taken where necessary to seek verification, for example, by checking
data/statistics and being wary of photo manipulation.

Be honest. Say what you know to be true or have a good source for. If you've made a
mistake, don't be afraid to admit it.

Team members should refrain from offering personal opinions via WSAVA's social media
accounts, either directly by commenting or indirectly by 'liking' or 'sharing'. If you are in
doubt about WSAVA's position on a particular issue, please speak to the relevant
committee or Executive Director.

It is vital that WSAVA does not encourage others to risk their personal safety or that of
others, to gather materials. For example, a video of a poor handling technique or
dangerous procedure.
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14.

15.

16.

17.

WSAVA will not encourage people to break the law to supply material for social media,
such as using unauthorised video footage. All relevant rights for usage must be obtained
before publishing material.

WSAVA is not a political organisation and does not hold a view on party politics or have
any affiliation with or links to political parties. We have every right to express views on
policy, including the policies of parties, but we can't tell people how to vote.

If a complaint is made on WSAVA's social media channels, team members should seek
advice from the Executive Director before responding. If they are not available, then team
members should speak to the President.

Sometimes issues can arise on social media which can escalate into a crisis because they
are sensitive or risk serious damage to the WSAVA's reputation. The nature of social media
means that complaints are visible and can escalate quickly. Not acting can be detrimental
to the WSAVA.

The Secretariat regularly monitors our social media spaces for mentions of WSAVA so we can

catch any issues or problems early. If any member of the WSAVA community become aware

of any comments online that they think have the potential to escalate into a crisis, whether

on WSAVA's social media channels or elsewhere, they should speak to the Digital Content

Manager immediately.

Personal Social Media Accounts

This policy does not intend to inhibit personal use of social media but instead flags up those

areas in which conflicts might arise. WSAVA’s team members are expected to behave

appropriately, and in ways that are consistent with WSAVA's values and policies, both online

and in real life.

1.

Be aware that any information you make public could affect how people perceive WSAVA.
You must make it clear when you are speaking for yourself and not on behalf of WSAVA. If
you are using your personal social media accounts to promote and talk about WSAVA's
work, you should use a disclaimer such as: "The views expressed on this site are my own
and don't necessarily represent WSAVA's positions, policies or opinions."

Team members who have a personal blog or website which indicates in any way that they
are involved at WSAVA should discuss any potential conflicts of interest with their senior
team member, such as their line manager or Committee Chair. Similarly, team members
who want to start blogging and wish to say that they are involved with WSAVA should
discuss any potential conflicts of interest with their senior team member.

Those in senior WSAVA roles, and specialist roles where they are well known in their field
of expertise, must take particular care as personal views published may be misunderstood
as expressing WSAVA's view.

Use common sense and good judgement. Be aware of your association with WSAVA and
ensure your profile and related content is consistent with how you wish to present yourself
to the public, colleagues, partners, and sponsors.
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5. If a team member is contacted by the press about their social media posts that relate to
WSAVA, they should first talk to the Digital Content Manager before responding.

6. WSAVA is not a political organisation and does not hold a view on party politics or have
any affiliation with or links to political parties. When representing WSAVA, team members
are expected to hold WSAVA's position of neutrality. Team members who are politically
active in their spare time need to be clear in separating their personal political identity
from WSAVA and understand and avoid potential conflicts of interest.

7. Always protect yourself and WSAVA. Be careful with your privacy online and be cautious
when sharing personal information. What you publish is widely accessible and will be
around for a long time, so do consider the content carefully. When you are using social
media sites at work, it is important that you do so safely.

8. Think about your reputation as well as the WSAVA’s. Express your opinions and deal with
differences of opinion respectfully. Don't insult people or treat them badly. Passionate
discussions and debates are fine, but you should always be respectful of others and their
opinions. Be polite and the first to correct your own mistakes.

9. We encourage team members to share tweets and posts that we have issued. When online
in a personal capacity, you might also see opportunities to comment on or support the
work we do. Where appropriate and using the guidelines within this policy, we encourage
team members to do this as it provides a human voice and raises our profile. However, if
the content is controversial or misrepresented, please highlight this to the Digital Content
Manager who will respond as appropriate.

Further Guidelines

Libel: Libel is when a false written statement that is damaging to a person's reputation is
published online or in print. Whether team members are posting content on social media as
part of their role or in a personal capacity, they should not bring WSAVA into disrepute by
making defamatory comments about individuals or other organisations or groups.

Copyright law: It is critical that all team members abide by the laws governing copyright.
Never use or adapt someone else's images or written content without permission. Failing to
acknowledge the source/author/resource citation, where permission has been given to
reproduce content, is also considered a breach of copyright.

Confidentiality: Any communications that team members make in a personal capacity must
not breach confidentiality. For example, information meant for internal use only or
information that WSAVA is not ready to disclose yet. For example, a news story that is
embargoed for a particular date.

Discrimination & Harassment: Team members should not post content that could be

considered discriminatory against, or bullying or harassment of, any individual, on either an
official WSAVA social media channel or a personal account. For example:
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e making offensive or derogatory comments relating to sex, gender, race, disability, sexual
orientation, age, religion, or belief.

e using social media to bully another individual.

e posting images that are discriminatory or offensive or links to such content.

Protection & Intervention: The responsibility for measures of protection and intervention lies
first with the social networking site itself. Different social networking sites offer different
models of interventions in different areas. For more information, refer to the guidance
available on the social networking site itself. For example, Facebook. However, if a team
member considers that a person/people is/are at risk of harm, they should report this to the
Secretariat immediately.

Young and Vulnerable People: Young and vulnerable people face risks when using social
networking sites. They may be at risk of being bullied, publishing sensitive and personal
information on their profiles, or from becoming targets for online grooming. It will be
extremely rare that WSAVA will communicate with those under the age of 18. However, where
known, when communicating with young people under 18-years-old via social media, team
members should ensure the online relationship with WSAVA follows the same rules as the
offline 'real-life' relationship.

Team members should ensure that young people have been made aware of the risks of
communicating and sharing information online and given guidance on security/privacy
settings as necessary. Team members should also ensure that the choice of social media
platform is suitable for the young person and WSAVA’s content and other content is
appropriate for them.

Responsibilities & Breach of Policy: Everyone is responsible for their own compliance with
this policy. Participation in social media on behalf of WSAVA is not a right but an opportunity,
so it must be treated seriously and with respect. For team members, breaches of policy may
incur disciplinary action, depending on the severity of the issue. Refer to our Dispute and
Complaint Resolution Process for further information on how disciplinary action will be
managed. Team members who are unsure about whether something they propose to do on
social media might breach this policy, should seek advice from the Digital Content Manager.
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Complaint & Dispute Resolution Process

Supporting The Complaint & Dispute Resolution Process should be read in
Documents conjunction with the WSAVA bylaws (section 12).
Purpose

This policy is intended to ensure that we handle complaints fairly, efficiently, and effectively.
This policy provides guidance to our team members and people who wish to make a complaint
on the key principles and concepts of our complaint management system.

Terms and Definitions

Complaint: An expression of dissatisfaction made to or about us, our services, team members
or the handling of a complaint where a response or resolution is explicitly or implicitly
expected or legally required.

Complaint Handling/Management System: All policies, procedures, practices, team
members, hardware and software used by us in the management of complaints.

Dispute: An unresolved complaint escalated either within or outside of our organisation.

Feedback: Opinions, comments and expressions of interest or concern, made directly or
indirectly, explicitly, or implicitly, to or about us, about our services or complaint handling
system where a response is not explicitly or implicitly expected or legally required.

Grievance: A clear, formal written statement by an individual team member about another
team member or a work-related problem.

Policy: A statement of instruction that sets out how we should fulfil our vision, mission, and
goals.

Procedure: A statement or instruction that sets out how our policies will be implemented and
by whom.

Guiding Principles

An effective complaint handling system must be modelled on the principles of fairness,
accessibility, responsiveness, efficiency, and integration into organisational culture.

People Focus: We are committed to seeking and receiving feedback and complaints about our
services, systems, practices, procedures, products, and complaint handling. Any concerns
raised in feedback or complaints will be dealt with within a reasonable time frame.

People making complaints will be:
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e Provided with information about our complaint handling process and how to access it.

e Listened to, treated with respect by team members and actively involved in the complaint
process where possible and appropriate, and

e Provided with reasons for our decision/s and any options for redress or review.

No Detriment to People Making Complaints: We will take all reasonable steps to ensure that
people making complaints are not adversely affected because a complaint has been made by
them or on their behalf.

Anonymous Complaints: We accept anonymous complaints if there is a compelling reason to
do so and will carry out a confidential investigation of the issues raised where there is enough
information provided.

Accessibility: We will ensure that information about how and where complaints may be made
is well publicised on our website. We will ensure that our systems to manage complaints are
easily understood and accessible to everyone, particularly people who may require assistance.
If a person prefers or needs another person or organisation to assist or represent them in the
making and/ or resolution of their complaint, we will communicate with them through their
representative if this is their wish. Anyone may represent a person wishing to make a
complaint with their consent (e.g. advocate, family member, legal or community
representative, another organisation).

No charge: Complaining to us is free.
Early Resolution: Where possible, complaints will be resolved at first contact with us.

Responsiveness: We will acknowledge receipt of complaints within five working days. We will
assess and prioritise complaints in accordance with the urgency and/or seriousness of the
issues raised. If a matter concerns an immediate risk to safety or security the response will be
immediate and will be escalated appropriately.

We are committed to managing people’s expectations, and will inform them as soon as
possible, of the following:

e The complaints process.

e The expected time frames for our actions

e The progress of the complaint and reasons for any delay
e Their likely involvement in the process, and

e The possible or likely outcome of their complaint.

We will advise people as soon as possible when we are unable to deal with any part of their
complaint and provide advice about where such issues and/or complaints may be directed (if
known and appropriate).
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We will also advise people as soon as possible when we are unable to meet our time frames
for responding to their complaint and the reason for our delay.

Objectivity and Fairness: We will address each complaint with integrity and in an equitable,
objective, and unbiased manner. We will ensure that the person handling a complaint is
different from any team member whose conduct or service is being complained about.
Conflicts of interest, whether actual or perceived, will be managed responsibly. In particular,
internal reviews of how a complaint was managed will be conducted by a person other than
the original decision maker.

Responding Flexibly: Our team members are empowered to resolve complaints promptly and
with as little formality as possible. We will adopt flexible approaches to service delivery and
problem solving to enhance accessibility for people making complaints and/or their
representatives.

We will assess each complaint on its merits and involve people making complaints and/or
their representative in the process as far as possible.

Confidentiality: We will protect the identity of people making complaints where this is
practical and appropriate. Personal information that identifies individuals will only be
disclosed or used by us as permitted under the relevant privacy laws, secrecy provisions and
any relevant confidentiality obligations.

Complaints Involving Multiple Agencies: Where a complaint involves multiple organisations,
we will work with the other organisation/s where possible, to ensure that communication with
the person making a complaint and/or their representative is clear and coordinated.

Subject to privacy and confidentiality considerations, communication and information sharing
between the parties will also be organised to facilitate a timely response to the complaint.

Where a complaint involves multiple areas within our organisation, responsibility for
communicating with the person making the complaint and/or their representative will also be
coordinated.

Where our services are contracted out, we expect contracted service providers to have an
accessible and comprehensive complaint management system. We take complaints not only
about the actions of our staff but also the actions of our service providers.

Empowerment of Team Members: All team members managing complaints are empowered
to implement our complaint management system as relevant to their role and responsibilities.

Team members are encouraged to provide feedback on the effectiveness and efficiency of all
aspects of our complaint management system.
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Managing Unreasonable Conduct by People Making Complaints: We are committed to being
accessible and responsive to all people who approach us with feedback or complaints. At the
same time our success depends on:

e Our ability to do our work and perform our functions in the most effective and efficient
way possible.

e The health, safety, and security of our team members, and

e Qur ability to allocate our resources fairly across all the complaints we receive.

When people behave unreasonably in their dealings with us, their conduct can significantly
affect the progress and efficiency of our work. As a result, we will take proactive and decisive
action to manage any conduct that negatively and unreasonably affects us and will support
our team members to do the same in accordance with this policy.

WSAVA’s Four Levels of Complaint Handling

~
Level 4:
Arbitration
J
N
Level 3:
Mediation
J
N\
Level 2:
Official Complaint
J
N\
Level 1:
Front Line Resolution

Level 1: We aim to resolve complaints at the first level, the frontline, when and where they
happen. Wherever possible team members will be adequately equipped to respond to
complaints, including being given appropriate authority, training, and supervision.

Level 2: When it has not been possible to resolve a complaint when and where it occurs, or
when it has been first brought to our attention, the complaint should be put in writing and
reviewed by a senior member of the WSAVA team.
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Level 3: If the complaint is not resolved satisfactorily at level 2, the next stage will involve
mediation.

Level 4: If the complaint is not resolved by mediation, the next and final stage is arbitration.

Making a Complaint

Complaints can be submitted via our online form.

In most cases the Executive Director will review your complaint. If the complaint is about the
Executive Director, it will be reviewed by the President, or other relevant member of the
Executive Board. If you would prefer to discuss your complaint in person, please contact the
relevant team member by email: executivedirector@wsava.org or president@wsava.org. If

you are not comfortable with the complaint being received by either the current Executive
Director or President, please contact an alternative member of the Executive Board via the
contact links HERE.

If submitting your complaint by email, please provide the following information:

e Contact information for the complainant (email, telephone number, etc).

e Specifics of your complaint, such as what happened, who was involved, when.

e Your desired outcome

e Any other relevant information and any additional support the person making a complaint
requires.

Mediation and Arbitration
The dispute or controversy shall be submitted to a panel of mediators whereby the one party

appoints one mediator, the other party (or if applicable the executive board of WSAVA)
appoints one mediator, and the two mediators so appointed jointly appoint a third mediator.
The three mediators will then meet with the parties in question to mediate a resolution
between the parties. The number of mediators may be reduced from three to one or two
upon agreement of the parties.

If the parties are not successful in resolving the dispute through mediation, then the parties
agree that the dispute shall be settled by arbitration before a single arbitrator, who shall not
be any one of the mediators referred to above, in accordance with the provincial or territorial
legislation governing domestic arbitrations in force in the province or territory where the
registered office of WSAVA is situated or as otherwise agreed upon by the parties to the
dispute.

The parties agree that all proceedings relating to arbitration shall be kept confidential and
there shall be no disclosure of any kind. The decision of the arbitrator shall be final and binding
and shall not be subject to appeal on a question of fact, law or mixed fact and law. Parties are
responsible for the costs of their own mediators. All costs of the arbitrators appointed in
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accordance with this section of the bylaws shall be borne by such parties as may be

determined by the arbitrators.
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Appendices

President Role Description

The following are in addition to the President’s responsibilities as a WSAVA director and
member of the Executive Board. For further information on the requirements and
responsibilities of Executive Board members, please see the Executive Board Terms of

Reference.

Purpose: The President acts as the public face of WSAVA, providing leadership and direction
to WSAVA’s Executive Board, to enable them to fulfil their responsibilities for the overall
governance and strategic direction of WSAVA. The President represents WSAVA externally as
appropriate. The President oversees the development of the WSAVA’s aims, objectives and
goals in accordance with the bylaws and other regulatory and legal guidelines and provides
support and guidance to the Executive Director to ensure that Executive Board decisions are
acted upon and that the WSAVA is managed in an effective manner.

Accountability: The President is accountable to Executive Board and the Members of WSAVA
and, as a director, more generally to Industry Canada and the public at large.

Main Responsibilities: The main responsibilities of the President are to:

e Oversee, the development, delivery, and review of the WSAVA's strategy, structure, and
policies.

e Ensure that WSAVA functions within the legal and regulatory framework and in accordance
with the bylaws.

e Provide support and guidance to the Executive Director in the implementation of WSAVA’s
strategy and policies and monitor their performance.

e Ensure the smooth functioning of the Executive Board and of relationships between the
Executive Board and the Secretariat

e Ensure that WSAVA manages its resources carefully and applies them exclusively in
pursuance of its mission.

e Uphold the duty of care invested in the position, undertaking such duties in a way that
adds to public and member confidence and trust in WSAVA.

Main Duties: The main duties of the President are to:

e Promote WSAVA and decisions of Executive Board and to act as an ambassador and public
face for WSAVA.

e Monitor the work and activities of WSAVA including approval of the annual accounts.

e Support the Executive Director, other members of the Secretariat and volunteers in the
achievement of their work.
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Consider any other matters that affect the work, performance, and reputation of WSAVA.

Carrying out the Role: The President is expected to commit an average of one to two days per

week to WSAVA, which will vary over the course of the year, and to:

Chair meetings of the Executive Board which are held every month online for two hours.
In addition, the Executive Board meet in-person twice a year for one week at a time.
With the Executive Director, agree and manage the agendas for Executive Board meetings,
ensuring that Executive Board Members have the necessary information and time for
discussion of complex or contentious issues and that the style and tone of the debate
invites open discussion and promotes effective decision-making.

Promote a culture of collegiality, challenge, openness, and trust with opportunities for full
and frank, but constructive, airing of views.

Chair the WSAVA’s Annual General Assembly and ensure effective communication
between the Members and Council.

Meet regularly with the Executive Director to give support and guidance and act as a
sounding board and mentor.

Represent WSAVA from time to time at functions, external events and meetings which
given the global nature of WSAVA are highly likely to be international.

Serve, at the request of the Executive Board, on Committees of WSAVA.

Ensure that processes are in place to review periodically the performance of the Executive
Board.

Maintain absolute confidentiality of sensitive/confidential information received while
undertaking the role of the President and/or a director of WSAVA.

Always act in the best interests of WSAVA.

Term of Office: The President holds office for two years from the General Assembly they take

office and up to the second general assembly after they take office.

Ideal Skills, Experience, and Abilities:

A passion for companion animal veterinary practice, and a strong knowledge of the
opportunities and issues facing the global companion animal veterinary community.
Experience of successful leadership and board-level decision-making within a sizeable and
complex organisation in business and/or the non-profit sector, particularly membership
organisations.

Experience of and skill in chairing meetings with a broad agenda and in obtaining
consensus.

Able to work as part of a team and to lead that team and/or intervene as appropriate.
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e Proven commercial and financial acumen with an ability to think strategically and exercise
independent judgement.

e Experience at Board level of large project evaluation and performance management

e Success in building, protecting, and enhancing the reputation of an organisation with
external bodies, the media, members/customers, and the public.

e Ability to communicate effectively, including public speaking to large groups and talking to
the media, and to act as an organisation champion with a variety of stakeholders.

e Effective, engaging, and approachable with people at all levels, both internally and
externally.

e Capacity to command respect and to exercise authority.

e Possession of a network of contacts with the capacity to make relevant new links for
WSAVA.

e Comfortable with networking events.

e Director experience of good corporate and non-profit governance.

e Able and willing to give an average of one to two days per week to WSAVA matters.

President-Elect Role Description

The President-Elect is elected for a term of two years. After two years they automatically
progress to the office of President. As such, the ideal skills, experience, and abilities of the
President-Elect are identical to that of the President. In addition to their responsibilities as a
member of the Executive Board, the President-Elect will deputise for the President if the
President is unable to perform their duties.

Treasurer Role Description

The following are in addition to the President’s responsibilities as a WSAVA director and
member of the Executive Board. For further information on the requirements and

responsibilities of Executive Board members, please see the Executive Board Terms of
Reference.

Purpose: The Treasurer with the support of the Executive Director advises the Executive Board
on WSAVA’s financial affairs.

Accountability: The Treasurer is accountable to the Executive Board and members of WSAVA
and, as a director, more generally to Industry Canada and the public at large.

Main Responsibilities: The main responsibilities of the Treasurer are:

e To oversee the delivery of budgets, accounts, and financial statements to the Executive
Board.

e Through liaison with the Executive Director and Finance Officer, ensure that proper
accounts and records are kept, ensuring that financial resources are spent and invested in
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line with good governance, legal and regulatory requirements and specifically in
pursuance of WSAVA’s mission.

To uphold the duty of care invested in the position, undertaking such duties in a way that
adds to public and member confidence and trust in WSAVA.

To ensure that WSAVA functions within the legal and regulatory framework and in
accordance with WSAVA’s bylaws.

Main Duties: The main duties of the Treasurer are to:

Oversee sound financial management of WSAVA's resources, ensuring expenditure is in
line with the WSAVA’s mission and that investment activities meet accepted standards and
policies.

Ensure the development of appropriate financial policies for WSAVA.

Monitor the work and activities of WSAVA including approval of the annual accounts.
Promote WSAVA and the decisions of the Executive Board and to act as an ambassador for
WSAVA.

Support the Executive Director and Finance Officer in the achievement of their work.
Consider any other matters that affect the work, performance and standing of WSAVA.

Carrying out the Role: The Treasurer is expected to:

Meet regularly with the Executive Director and Finance Officer, to give them support and
guidance, and to monitor their performance.

Attend meetings of the Executive Board which are held every month online for two hours.
In addition, the Executive Board meet in-person twice a year for one week at a time.
With the support of the Executive Director, present budgets, accounts, and financial
statements to the Executive Board, at the Annual General Assembly, and at other meetings
as required.

Serve, at the request of the Executive Board, on Committees of WSAVA and specifically to
attend all meetings of the Financial Advisory Committee.

Represent WSAVA from time to time at functions, external events, and meetings.
Maintain absolute confidentiality of sensitive/confidential information received in the
course of the director and Treasurer’s responsibilities to WSAVA.

Always act in the best interest of WSAVA.

Term of Office: The Treasurer is appointed for a term of two years, expiring at the end of the

second General Assembly following their election. The term is renewable, by election, for one

further term of two years.

Essential Skills, Experience, and Abilities:

Knowledge of and demonstrable experience in reviewing financial statements, including
profit and loss, cash flow, and balance sheets.
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Executive Director Role Description

Purpose: The primary function of the Executive Director is to act as operational lead for the
organization and to plan, organize and coordinate the association’s operations and strategic
priorities. The Executive Director is responsible for the overall administrative functions of the
association, and as such initiates, implements and oversees efforts to achieve the mission
from both an organizational and business perspective.

Administrative and Executive Management

e Overall responsibility for and management of the WSAVA secretariat to deliver to
association standards and guidelines.

e Staff and contractor oversight, including operations, communications, finance, PR, and
educational positions.

e Preparation of detailed work plans and timelines in line with strategic plan and
coordination of work across the team and contractors

e Liaison and support to the Executive Board, committees and external stakeholders as
required.

e Oversight of and attendance at the Executive Board, Extended Leadership, General
Assembly and Member Forums.

Strategic Planning

e Facilitate the development of the WSAVA strategic plan in conjunction with the Executive
Board and key stakeholders.

e Development of the annual business and operational plan based on the identified strategic
priorities.

e Work with Executive Board on positioning and Advocacy goals.

e Communication and dissemination of strategic plan

Governance

e Maintenance, development and adherence to standards and procedures

e Management of elections according to association guidelines

e Point of contact for complaints and follow up according to complaints procedure.
e Advice to the Executive Board on governance issues

External Relations
Members

e Oversee membership management.
e Ensure regular communication with members.
e Active recruitment of new members
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e Liaison with member representatives as required.

Industry Partners

e Maintain relationships with existing partners.

e |dentify and follow up new prospects.

e Draft and maintain contracts.

e Compile annual KPI reports.

e Monitor committee future goals proposals and ensure KPIs are met.
e Liaise with PCO Industry Manager

Educational Partners

e Maintain existing relationships.
e |dentify new relationships and opportunities for collaborations.

Other Partners

e Maintain MoUs, letters of agreement and other relationships.
e Review and reporting.

Financial Management:

e Responsible for financial growth and sustainability through development of business plan
e Produce and manage annual budget.
- Drafting of secretariat budget
- Oversee process of committee budgeting
e Manage associations finances and fiscal requirements including.
- Liaison with Financial Officer and Treasurer to produce management reports and
annual accounts.
- Annual audit and filing
- Association registration updates
e Identify new revenue streams.

Communications:

e Develop and implement marketing and communications plan in line with strategic plan.
e Manage marketing and communications budget.

e Oversight of all association publications and communications activity

e Define and maintain association branding and visibility.

Annual World Congress:

e Oversee preparations for the annual congress.
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e Liaison with congress scientific committee, PCO and local host to execute annual congress

and future educational meetings.
e Attend monthly teleconferences.
e Site visits to congress destination with PCO
e Request for annual bids and manage congress bidding process.
e Maintain SOP for the congress.
e Oversight of delivery of all association activities at the congress

Continuing Education:

e Determine overall strategy and direction for the WSAVA educational activities including

webinars, podcasts, online courses and the WSAVA Academy in line with overall strategic

plan.
e |dentify partner opportunities.
e |dentify opportunities for additional income streams i.e. monetise the academy.

Interfaces:

e Association Officers, Executive Board, Committees and Working Groups

e Member Representatives

e Industry partners

e Educational partners, affiliated organizations, national and international bodies

e External providers and partners (web providers, sponsors, different contractors, and

service providers)

e Congress Organizer

Membership Policies and Procedures — as adopted by General Assembly, Lima 2022

This document shall dictate terms and conditions of each class of membership of the WSAVA. This
document shall be reviewed and updated every four years, or earlier if the association so requires.
Any changes to this document must be approved by majority of the assembly by vote either in our
annual assembly meeting or by e-mail vote at another time.

1. GENERAL MEMBERS
a. WHO?

v Established veterinary associations of which at least 50% of
membership practices companion animal medicine

v Legally established in their country for at least three years.

v" Minimum membership of 50 members, or 10% of veterinarians
dedicated to Companion Animal Medicine in the country it
represents.

v" Have clear objectives and goals.

v" Have an effective way of communicating to their members.

v" Are active and can show annual activities in a report.



v" For general membership applications a representative of the aspiring
association must be present at the assembly where the acceptance or
refusal of the association is to be voted upon.

v"In the event that more than one association from a country with an
existing WSAVA Full member association applies for membership,
“Criteria for accepting applications from same country” will apply...see
below.

b. OBLIGATIONS

v’Upon acceptance of the assembly the new member
association’s representative will sign a document of rights
and obligations

v'Payment of an annual membership fee depending on number of
members. The membership fee calculation will be done with a
method approved by the board and our FAC, there will be a
minimum and a maximum fee.

v'Payment of membership in kind may be accepted in special
circumstances and in discussion with the board.

v'Forwarding or otherwise spreading the news and resources of
WSAVA to their members

v'Participating in the annual Assembly Meeting either physically
(preferred), or virtually.

¥'Giving annual reports of association activities, answering to e-
mails, participating in and help spreading of surveys for WSAVA
committees

v'The assembly representative must sign a Col form yearly, and
update on any relevant changes as they occur.

c. RIGHTS

v'To offer the name of suitable members of your association as
nominees for Executive Board and Committees

v'Participation in elections of the Executive Board

v'Amount of votes allocated to the association will depend on the
number of members the association represents.

v'Participation through members forum, surveys, and assembly
meetings

v’ One free registration to World Congress for assembly member to
represent the association at the assembly meeting.

v'Right to input into agenda of the assembly meeting up to X days
before the meeting.

v'Right to put in a nomination to be part of working committees of
projects that are of interest to your association.

v'Discounts on our congress and courses as well as discounts given
by our educational partners, for all members of the association.

v'Right to bid for a World Congress

v'Right to use the logo indicating WSAVA



membership

“Criteria for accepting applications from same country”

Associations from countries that already have a member association are encouraged to join with the

other association in their country if possible. If this is not possible for any reason, they may apply if

they have at least 50 members, or 10% of veterinarians dedicated to Companion Animal Medicine

in the country it represents, and the following information will be asked of them for consideration of

their application by the LNC and assembly:

Criteria for new member association in a country with existing
WSAVA membership

=

Comments

Does the new association from the same country represent a
different region and/or a different language group

Do the number of veterinarians within the country justify more
than one national association?

Members do not overlap or have less than 25% overlap

There is no channel in place for the new association to be a part of
the existing association e.g., legal restrictions, by-law
restrictions, capacity of existing association

There have been requests for affiliation to existing association.
but were rejected

There are active communication channels within the
membership e.g., social media, website pages, email list

The association organizes activities for their members on a
regular basis

The new association has plans to co-operate with existing one

Must be a membership association and prove membership
registration of over 100 members

There is an official registration of the organization

Activities are for professional development of companion animal
practitioners (are not commercial, academic nor research
focused and are non-governmental)

Existing Member association is OK with this new application

A meeting has been held between both associations and WSAVA
in which differences were explained, and these seem to be
irreconcilable.

Score >40 accept application.

In the event that the existing member association objects to this application:

1. To indicate reasons

2. To state the untoward effects this membership could have to the local membership or the

WSAVA community at large.
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2. AFFILIATE MEMBERS

a.

WHO?
v

\

D N N N N N

Veterinary specialist organizations, Veterinary student
organizations, or veterinary team member organizations.
Preferably international

Veterinary Student and Veterinary Team member organizations
presently restricted to three of each.

Legally established in at least one country for at least three years.
Minimum membership of 50 members.

Have clear objectives and goals.

Have an effective way of communicating to their members.

Are active and can show annual activities in a report.

For affiliate membership applications a representative of the aspiring
association will preferably be present at the assembly where the
acceptance or refusal of the association is to be voted upon.

b. OBLIGATIONS

C.

RIGHTS

v'Payment of an annual membership fee independent of the
number of members

v'Upon acceptance of the assembly the new member
association’s representative will sign a document of rights
and obligations

v'Payment of membership in kind may be accepted in special
circumstances and in discussion with the board.

v'Forwarding or otherwise spreading the news and resources of
WSAVA to their members

v'Participating in the annual Assembly Meeting either physically
(preferred), or virtually.

v'Giving annual reports of association activities, answering to e-
mails, participating in and help spreading of surveys for WSAVA
committees

v'The assembly representative must sign a Col form yearly, and
update on any relevant changes as they occur.

v'One vote in the assembly

v'Participation through members forum, surveys, and assembly
meetings

v'One free registration to World Congress for assembly member to
represent the association at the assembly meeting.

v'Right to input into agenda of the assembly meeting up to X days
before the meeting.

v'To offer the name of suitable members of your association as
nominees for Committees

v'Participation in elections of the Executive Board (hominees
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must be members of general member associations)
v'Discounts on our congress and courses as well as discounts given
by our educational partners, for all members of the association.
v'Right to use the logo indicating WSAVA membership

3. ASSOCIATE MEMBERS
a. WHO?

v" young or developing community that has already registered as an official
group with proven membership and baseline activities but needs
support financially and/or technically.

v' Registered veterinary associations of which at least 50% of
membership practices companion animal medicine from a country or
region that is not yet represented by a General WSAVA Member.

v Legally established in their country for at least three years.

v" Minimum membership of 50 members, or 10% of veterinarians
dedicated to Companion Animal Medicine in the country it
represents.

v Have clear objectives and goals.

v" Have an effective way of communicating to their members.

v" Are active and can show annual activities in a report.

b. OBLIGATIONS

v'Pay a one-time application fee of 100 USD.

v Participate in the WSAVA One Care roadmap to association
development. Generate reports from defined goals in the roadmap
exercise to the One Care facilitator team.

v'To accept mentorship from a WSAVA volunteer or a volunteer
member association in areas identified as needed.

v'Provide feedback in an assessment form with reports on progress
every 6 months.

v'At the end of 3 years must be able to:

1. demonstrate benefits to members.
2. be financially ready to commit to Full membership fees.
v'Forwarding or otherwise spreading the news and resources of
WSAVA to their members

v'Upon acceptance of the assembly the new member
association’s representative will sign a document of rights
and obligations

c. RIGHTS

v' Participating in the annual Assembly Meeting either physically
(preferred), or virtually.

v' Giving annual reports of association activities, answering to e-mails,
participating in and help spreading of surveys for WSAVA
committees

v' The assembly representative must sign a Col form yearly, and update
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on any relevant changes as they occur.

One vote in the assembly

Participation through members forum, surveys, and assembly meetings
One free registration to World Congress for assembly member to
represent the association at the assembly meeting.

Right to input into agenda of the assembly meeting up to X days before
the meeting.

To offer the name of suitable members of your association as nominees
for Committees

Participation in elections of the Executive Board (nominees must

be members of general member associations)

Discounts on our congress and courses as well as discounts given by
our educational partners, for all members of the association.

Right to use the logo indicating WSAVA membership
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Change Log

sit on more than two committees at any
one time.

Section added regarding committee
meetings, their frequency, and criteria
for in-person meetings.

Added template for committee and
project group terms of reference.
Added Sponsors and Industry Partners
to section on ‘How to use this manual’.

Date Change Actioned by
18 April 2024 | First Published RC
14 May 2024 | ¢ Added clarity that volunteers may not | RC

The following policies or processes are in development. WSAVA expect to include them in this

document soon.

e Policy on Personal Relationships in WSAVA

e Policy on Cash Handling

e Policy on Sponsorship

e Policy on Dealing with Emergent Issues & Events

e Policy on Data Management

e Policy on the Development and Publishing of WSAVA Global Guidelines

e Policy & Process on WSAVA World Congress (including the role and remit of the

appointed Professional Congress Organiser)
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