
 

 



 

 

DISCLAIMER  

The information contained in this sourcebook is intended for general guidance only.  Its purpose is to 
identify some of the common subject areas which not-for-profit organizations and their volunteers 
should be aware of related to running a community hall, and provides a source for obtaining further 
information on a specific topic.  Many of the subject areas are complex, and where appropriate, 
professional or legal advice should be obtained, as laws and regulations vary depending on the 
particular circumstances.  In addition, any references to third party websites are provided solely for 
the purpose of convenience, as the Heritage Advisory Committee has no control over the content, 
safety, quality or reliability of any material they contain. 
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INTRODUCTION 

Connecting the Past, Present, and Future 

Hall societies have been part of the history and growth of each of Langley's neighbourhoods 
since their earliest settlement.  Today Langley is home to fifteen community halls, each owned 
and run by a hall society.  Nine of these halls have been recognized or legally protected for 
their heritage value. 

These halls are integral to modern Langley.  They were built over the last century through 
community fundraising efforts and donations of land, materials, and labour.  Their building 
fabric embodies older building styles and construction methods. Their interiors reflect their 
former uses as gathering places and community hubs for all ages. 

Langley's halls continue to make strong social contributions to their neighbourhoods and to the 
larger community.  They host banquets, weddings, and special events.  They house fitness 
classes and sports clubs.  They support the work of churches, small business, other nonprofits, 
and government. They foster community and wellness among seniors, and support a new 
generation of performing artists by providing space for lessons and practice. 
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First Town Hall in Fort Langley, 191_ , LCM 2839B 



 

 

Purpose of the Halls Sourcebook  

Overview of the Township’s Community Halls  

In May 2014, the Heritage Advisory Committee hosted a Hall Societies Workshop.  Twenty 
not-for-profit organizations came to the workshop.  Fifteen of these organizations run 
community halls.  

People talked about their concerns.  They shared information.  They noted chances for 
growth.  Together they gathered material for a source book to guide future hall volunteers. 

Participants completed a survey.  It showed that the main clients of the halls in the Township 
are private individuals and nonprofits.  The next most frequent users are religious 
institutions, businesses and government.  These renters use the halls for a wide range of 
activities.  They gather for family celebrations and religious events.  They program arts and 
recreational activities.  They schedule health services, government outreach, and business 
events.  Together these activities enrich community life. 

 

A summary of the survey information collected at the Halls Societies Workshop is 
provided in Appendix A for reference purposes. 
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Langley's halls provide community capacity and link modern neighbourhoods with the 
Township's past.  Each hall is operated by a diverse pool of talented citizens who have 
come together under the banner of a not-for-profit society to take on the work required to 
provide the community the benefits they offer.  

Running a hall is no easy task.  It involves good stewardship of the hall society as well as 
the overall operation and maintenance of the hall itself.  Taking care of both parts of the 
whole -- the hall and the society under which it operates -- is an enormous undertaking.  It is 
equally one that offers significant benefits to a community.  

The goal of this handbook is to make the job of caring for a hall and its society easier by 
gathering information required for good planning in a single place. 



 

 

PART 1: YOUR SOCIETY 

GOVERNANCE 

Good governance is essential for hall societies. But what exactly is good governance?  

In short, good governance means that a society is able to successfully fulfill the purpose that is 
at the heart of its operations.  It means that a society is able to take care of its assets, fulfill its 
legal requirements, manage its people, communicate with its members and users, and plan for 
the future.  

Governance is established through a set of guidelines created by the Society itself that 
ensures its board functions effectively at the helm of the organization, and that stewardship of 
assets and oversight of operations are being regularly considered over a number of key policy 
areas, including: 

• Planning and monitoring the financial health of the Society; 

• Fulfilling the legal obligations of the Society; 

• Managing and inspiring the work of the Board; 

• Fulfilling the Society's mission; 

• Serving members and users; 

• Succession planning, or drawing in robust and relevant human resources. 

Strong, flexible boards with a common purpose are best positioned to care for community halls 
into the future.  Hall boards tend to be somewhat different from many not-for-profit boards in 
that their work is as much hands-on as it is visionary.  They do both the work of running the 
daily operations of the hall, and the strategic, forward-looking work of planning for the future 
and meeting the changing needs of their users.  Unlike many large nonprofits, Langley hall 
societies do not have executive directors, and many do not have any paid staff.  Instead, 
directors run the halls.  

1.1 Legal Structures  

Not-for-profit societies that run halls are legal entities incorporated under the provincial Society  
Act.  This legal structure requires that the society maintains an up-to-date constitution and 
bylaws.  It further requires that a functioning Board of Directors governs the work of the 
society, preserves records of its operations, and remains committed to an annual reporting 
cycle.  
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1.2 Board of Directors  

Societies cannot exist in British Columbia without a Board of Directors comprised of at least 
three people.  The Board not only forms the legal body that sanctions the society, but is also 
the planning body that provides the strategic direction for the society. Sometimes boards also 
provide the muscle required to turn that strategic direction into reality.  

Nonprofits draw the people for their Board of Directors from among their members, so it is 
important for societies to be always reaching out for new people, making them welcome, and 
training them in the roles they take on.  A new member today could well be a fine president 
tomorrow.  
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1.3 Responsibilities of Directors 

Directors of not-for-profit societies have the fiduciary duty to act honestly and for the good of 
the organization.  These duties include:  

• Duty of Diligence (Duty of Care): Directors must act prudently and diligently in the best  
interests of the organization. They may not delegate their responsibility.  

• Duty of Loyalty: Directors must put the interests of the organization they serve above 
their own interests.  They must prepare for, attend, and participate in board meetings.  
They must avoid and declare conflict of interest.  

• Duty of Obedience: Directors must at all times act within the scope of the organization 
they serve, and within applicable rules and laws.  

Directors in your organization must take their responsibilities seriously.  They share 
responsibility for the assets of the society and for every facet of the organization's operation.  
They need to make sure that the work they do and the way they do it is in alignment with their 
legal purpose – which is the reason for which the society exists. 

Each organization has its own unique culture, its own style of operation.  But each 
organization faces similar challenges.  Below are some important questions and 
considerations for directors as they go about their work on behalf of the society.  If each 
director is familiar with these concepts, the work of the board will be invigorating and 
constructive.  

Society advice to new volunteers: 
"Having qualified, enthusiastic, and committed executives 
makes a world of difference." 



 

 

 

5 

• What are the values of the society? 

• Do we have a code of conduct for directors? 

• How does the Board of Directors function? 

• What is my role on the Board?   

• What are my duties to the Society? 

• What is the relationship of the Board to paid staff?  To volunteers? 

• Who can speak on behalf of the Board? 

• What is the benefit of the Society's work?  Who benefits? How can we serve them? 

• Do we have an annual work plan that outlines what we want to accomplish in a given 
year? 

• What risks does our organization face?  How can we manage these risks? 

• How do we know how we are doing? 

 For more information on these topics see the following resources.  Both documents are 
 available from the Chartered Professional Accountants Canada, Business and 

 Accounting Resources at www.cpacanada.ca.  

 “20 Questions Directors of Not-for-profit Organizations Should Ask about Governance” 

 “20 Questions Directors of Not-for-profit Organizations Should Ask about Fiduciary Duty” 

Milner Church Hall and Grounds, 2013 
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1.4 Risk Management  

Directors also need to be aware of the risks associated with being part of an organization.  
They should carry Directors and Officers (D & O) Insurance and be aware of the limitations of 
their policy. 

The best way to manage risk, however, is through prudent board practices and society 
operations.   

Boards should: 

• Follow best practices in conducting meetings, in recording their decisions in minutes, 
and in keeping policies and procedures up to date. 

• Manage conflict between individual gain and duty to the organization, by insisting 
directors avoid business that may interfere with, or influence, the organization's duties. 

• Make sure society activities are in alignment with the society's legal purpose. 

• Keep Directors and Officers insurance up to date.  

The cost of Directors and Officers liability insurance is based on the organization’s annual 
revenue and a risk assessment prepared by the insurer.  The cost may be lessened if it is 
spread out among several organizations.  Talk to other societies to see if a policy can be 
found that will cover all of you.  

Consult a lawyer for more information on directors’ and officers’ legal liability.  

 
For a comprehensive review of legal liability for directors and officers of not-for-profit 
organizations, see Industry Canada’s “Primer for Directors of Not-for-Profit Corporations 
(Rights, Duties and Practices)” available at the following website: 
www.ic.gc.ca 

 

See also: “20 Questions Directors of Not-for-profit Organizations Should Ask about 
Risk”, available on the CPA website at www.cpacanada.ca .  

 

Additional resources:  

Canada Business Corporations Act  

Canada Labour Code  

Criminal Code  

Human Resources and Social Development Canada  
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1.5 Charitable Status  

Not-for-profit societies that have charitable status are able to issue tax receipts for financial 
donations.  Many of Langley's hall societies do not currently hold charitable status, sometimes 
believing the onerous nature of the paperwork required is a challenge for small boards to 
undertake.   

Charities in Canada are defined and regulated by the Charities Directorate of the Canada 
Revenue Agency (CRA) under the Income Tax Act.  Section 149.1 of the Income Tax Act 
defines a charitable foundation or charitable organization as: 

“A corporation or trust that is constituted and operated exclusively for charitable 
purposes, no part of the income of which is payable to, or is otherwise available for, the 
personal benefit of any proprietor, member, shareholder, trustee or settlor thereof, and 
that is not a charitable organization.”  

(Income Tax Act, R.S.C., 1985, c. 1 (5th Supplement), Section 149.1 Qualified Donees) 

To become a registered charity you must apply for registration and file a T2050 Application to 
Register a Charity under the Income Tax Act.   

Visit the CRA website at www.cra-arc.gc.ca/ to find out more about advantages and 
obligations of registering and whether it is a right fit for your organization.  

Other resources, including step-by-step registration guides and checklists for operating a 
registered charity, can also be found through the CRA’s “Checklists for charities” link at 
www.cra-arc.gc.ca.  

 

Once registered, key obligations to keep in mind when operating a charity are: 

Engaging in allowable activities 

A charity may use its resources for charitable activities carried out by its own employees, 
volunteers and intermediaries.  A charity may also make gifts to qualified recipients; 
however be aware that many individuals and organizations outside of Canada are not 
recognized as qualified recipients of Canadian charity.   

All activities must comply with Canadian law and must promote or accomplish the charitable 
purposes of the organization.  Directors must maintain control and provide adequate 
direction in all activities, especially with respect to fundraising. 



 

 

Adequate record and book-keeping 

Society records need to show all revenue, including charitable donations, as well as how its 
resources are spent in support of the charity’s purpose and activities.  Society records are 
subject to audit at any time. 

Issuing donation receipts 

All official receipts for donations must legally qualify as gifts.  Official donation receipts have  
mandatory elements and restrictions, which are specified in Regulation 3501 of the Income 
Tax Act.  

Meeting the disbursement quota 

A minimum spending amount must be calculated for each registered charity.  This 
disbursement quota must be spent each year on a charity’s own charitable programs or on 
gifts to qualified donees.  

Filing annual tax returns 

A T3010 must be filed each year. 

Maintaining legal status 

Maintaining legal status includes filing the appropriate annual returns, paying applicable 
fees, and keeping up to date records.  Charities must fulfill all the requirements of Canadian 
law, provincial statutes, and municipal bylaws beyond those governed by the CRA.  For 
example, a charity must obtain the appropriate licences and permits when engaging in 
gaming or lottery activities. 

Changes to mode of operation or legal structure 

A charity must contact the Charities Directorate in the event of changes to its activities, its 
board of directors, or its reporting structure.  Permission of the directorate is also required to 
accumulate property, to change the manner or target of its disbursement, or to join with 
other organizations.  

GST/HST obligations and entitlements 

A charity must determine whether it is required to register for, or collect, GST/HST and 
whether it is entitled to rebates. 
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"Halls bring people together.” 



 

 

This is only a brief summary of the main legal obligations in running a charity.  Further 
information can be found through the resources noted below. 

The Canada Revenue Agency Web Page for Charities and Giving at  
www.cra-arc.gc.ca has several links to further resources, including videos, tutorials, 
guides for filing returns.  
 

The Charities Directorate provides advice and can be contacted by telephone at 
1.800.267.2384. 
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"Halls are places where memories are built.” 

Klondike Night at the Fort Langley Community Hall, c. 195_ , LCM 3051 



 

 

YOUR PEOPLE 

1.6 Your Greatest Asset 

The right people are a society's greatest asset.  While some might serve on the Board of 
Directors, others may be happiest taking on a long-term volunteer job.  Still others may only be 
able or willing to commit to temporary or short-term tasks.  

Every job that needs to be done in your organization -- whether paid or unpaid -- should have 
an up-to-date job description.  Good job descriptions, even short ones, make tasks clear and 
manageable.  They also make recruitment easier by showing volunteers how they fit into the 
organization and by offering clear expectations regarding the time commitment required to do 
a particular job. 

Because all board activities and much of the work of hall societies in Langley is based on the 
work of volunteers, it is good practice to have a broad volunteer policy in place that considers 
recruitment, training, support and supervision, and reimbursement for out-of-pocket expenses. 

We have adapted the following job descriptions from the PLEI (Public Legal Education 
and Information) for Nonprofits handbook, and encourage you to explore it further at 
www.plei.publiclegaled.bc.ca. 

1.7 Directors 

The Chairperson:  

• Provides leadership to the Board of Directors. 

• Makes sure the Board adheres to its bylaws and constitution. 

• Prepares the Board’s agenda with input from Board Members.  

• Chairs meetings of the Board. 

• Encourages Board Members to participate in meetings and activities. 

• Keeps the Board’s discussion on topic by summarizing issues. 

• Keeps the Board’s activities focused on the organization’s mission. 

• Evaluates the effectiveness of the Board’s decision-making process. 

• Chairs meetings of the Executive Committee. 

• Makes sure that committee chairpersons are appointed. 
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The Chairperson:  (Con't) 

• Orients Board Members and committee chairpersons to the Board. 

• Serves as ex officio member of committees and attends their meetings when needed. 

• Makes sure there is a process to evaluate the effectiveness of board members, using 
measurable criteria. 

• Recognizes the contributions of Board Members’ to the Board’s work. 

• Acts as one of the signing officers for cheques and other documents, such as contracts 
and grant applications. 

• Plays a leading role in supporting fundraising activities. 

• Promotes the organization’s purpose in the community and to the media. 

• Prepares a report for the Annual General Meeting. 

• Orients the new Chairperson. 

Both Chairperson and President are titles used for this Board position. 
 

The Vice Chair: 

• Acts in the absence of the Chairperson. 

• Serves on the Executive Committee. 

• Learns the duties of the Chairperson and keeps informed on key issues. 

• Works closely as consultant and advisor to the Chairperson. 

• Prepares to serve a future term as Chairperson. 

• Chairs at least one major committee. 

• Acts as a signing officer for cheques and other documents. 

• Orients the new Vice-Chairperson. 

Some organizations have several Vice-chairpersons, each in charge of a different section for 
the Board.   
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The Secretary: 

• Serves on the Executive Committee (if the organization has one). 

• Keeps copies of the organization’s bylaws and the Board’s policy statements. 

• Keeps lists of officers, board members, committees and general membership. 

• Notifies Board Members of meetings. 

• Brings the official minute book to meetings. 

• Keeps record of the Board’s attendance. 

• Makes sure that there is a quorum at Board meetings. 

• Keeps accurate minutes of meetings. 

• Records all motions and decisions of meetings. 

• Signs board minutes and corrections to attest to their accuracy. 

• Records all corrections to the minutes. 

• Keeps copies of minutes of both Board and committee meetings. 

• Distributes copies of the minutes to Board Members promptly after meetings. 

• Conducts general Board correspondence. 

• Keeps records of all Board correspondence. 

• Signs official documents of the organization as required. 

• Files the annual return, amendments to the bylaws and other incorporating documents 
with the Corporate Registry. 

• Makes sure members are notified of General Meetings. 

• In the absence of the Chairperson and Vice-Chairperson, chairs Board meetings until the 
election of an alternate Chairperson. 

• Orients the new Secretary. 

Some boards combine the roles of Secretary and Treasurer into one position.  
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“Halls have been adapted for special uses that address 
cultural needs in our communities, such as theatre, libraries 
and places for weekly worship.” 



 

 

The Treasurer: 

• Serves on the Executive Committee. 

• Keeps financial records.  

• Chairs the Finance Committee (if your organization has one).  

• Gives regular reports to the Board on the financial state of the organization. 

• Acts as signing officer for cheques and other documents. 

• In a small organization the Treasurer deals with the day-to-day financial affairs and is 
responsible for the accounting of the funds of the organization, its budget and 
expenditures.  

• Keeps full and accurate accounts of all organizational receipts and disbursements. 

• Receives and banks all monies due to the organization. 

• Disburses all monies as directed by the Board. 

• Prepares and monitors overall budget with Finance Committee or Board, and prepares 
program budgets with Program Chairperson. 

• Submits Canada Employment Insurance Commission (CEIC) and Canada Pension Plan 
(CPP) payments to Canada Revenue Agency for all paid staff.  This person may also do 
other payroll functions. 

• Files necessary financial reports, tax reports and audits. 

• Orients the new Treasurer. 
 

 
The Annual General Meeting 

Although boards are likely to meet frequently to address the day-to-day matters of their 
society, the Annual General Meeting is required by law and therefore deserves special 
mention.  Ensuring that this requirement is fulfilled annually is a part of good governance.   

The BC Societies Act, Section 56, outlines the timeframe surrounding when Annual 
General Meetings should occur at: www.bclaws.ca 
 
For further advice on preparing for your AGM, see the Certified General Accountants of 
Ontario document entitled: Grassroots Governance, Governance and the Non-Profit 
Sector at: www.cga-ontario.org 
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"Halls are focal points in our communities.” 



 

 

1.8 Paid Staff and Related Policies 

Obligations of Employers in BC 

In British Columbia the Employment Standards Act regulates relations between employers and 
non-unionized employees.  Employers must comply with the province’s minimum wage 
standards and working conditions -- and must make special arrangements to hire workers 
under the age of 15 years.  Further information on employment requirements in BC is 
available through the Minister responsible for labour noted below. 

Ministry of Jobs, Tourism and Skills Training and Responsible for Labour   
www.labour.gov.bc.ca 

General Questions may be directed to the Employment Standards Branch Information 
Line at 1.800.663.3316 (toll-free in British Columbia), or to the Langley office noted 
below:  

A207, 20159 – 88 Avenue 
Langley, BC V1M 0A4 
Tel:  604.513.4635 
Fax: 604.513.4622 

 

Equal Opportunities 

Employers are subject to the rules set out by the Canadian Human Rights Act and the 
Employment Equity Act.  They are required to ensure that everyone affected by their 
organization is treated equally regardless of their race, gender, sexual orientation, or any of 
the other grounds of discrimination listed in the act.  

Additional information about Equality, Duty to Accommodate and providing Equal 
Employment Opportunities can be obtained from the Canadian Human Rights 
Commission.  Contact details can be found at : 
www.chrc-ccdp.ca  
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YOUR COMMUNITY 

1.9 Customer Satisfaction 

Successful halls meet the needs of their users, and anticipate new needs.  As a result, 
knowing who your customers are and what they value about your hall is critical to your 
success.  

You are already aware that your client base is always changing.  You also know that to keep 
your hall fully booked you must find ways to meet the changing needs of existing clients, while 
attracting new clients.   

But for hall societies, customer satisfaction is not that simple.  Hall societies must not only 
serve their external clients who book the hall, but they also serve the people on the inside of 
their organization -- the volunteers, partners, members, and employees, who support the 
broader purposes of their society.  Both groups define their community’s unique needs, and 
both groups must be satisfied for a hall society to be truly successful. 

Participants at the Hall Societies Workshop identified the following priorities that need to be 
addressed in the process of meeting current customers’ needs and expectations.  

1.10 Bookings and Rental Agreements 

It is important that you have a straightforward and efficient booking procedure in place for your 
hall that has been agreed to by your Directors.  It may be easiest if one person takes on the 
responsibility for the bookings procedure. 

Societies have the right to refuse bookings.  And anyone booking your hall should be made 
aware of the conditions surrounding its use before they sign the rental agreement.  The 
approved occupancy load for your building factors into the safe use of your hall, and those 
renting your hall must be aware of their responsibilities with respect to safety.  

Your rental agreement is a dynamic document that changes over time as needs change and 
issues arise.  It must clearly establish responsibilities surrounding the use of your facility so 
that there is a clear understanding between you and your client regarding your respective 
duties.  A good rental agreement makes financial sense too.  If an item of importance is not 
addressed in your agreement, it is likely that any damage or costs that result from a client’s 
misuse of the hall will be borne by the society.   

It is prudent to have a lawyer review your rental agreement from time to time.  
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A rental agreement typically includes general information, such as: 

• names and addresses of owner and renter and contact numbers; 

• hall address; 

• terms of rental related to date and times; and  

• agreed to fees and deposits. 

They should also outline responsibilities for the following: 

• Insurance;  

• food safety; 

• liquor licences; 

• SOCAN fees; 

• cleaning arrangements;  

• bylaw infractions, such as fines for contravening the noise bylaw; and 

• staff costs. 

Your rental agreement should also address some general conditions of use pertaining to: 

• procedures for opening and closing the hall; 

• property information related to parking; 

• information about the use of the hall’s furnishings or resources; 

• restrictions on the number of occupants;  

• minimum age requirements; 

• procedures for making temporary changes to the building (i.e. in the case of decorating 
for an event, as well as the obligations for returning the facility to its previous state); 

• limits on behavior and quiet hours; and 

• special conditions that address unique aspects of your own particular site. 
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Society advice to new volunteers: 
"Having a variety of user groups is the key to success." 



 

 

It should also encompass processes for the following: 

• expected form of payment; 

• payment deadlines;  

• damage deposits; 

• cancellation policy;  

• refund policy and procedures; and 

• damage inspection and policy. 

Finally, agreements should contain: 

• procedures for mutual changes to the agreement;  

• a non-transferability clause; and 

• a general statement on liability.  

Appendix B is a sample agreement kindly provided by the Langley Lions for this 
Sourcebook to be used for reference purposes only. 
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St. Alban’s Church (on right) at first location in Milner, c.1900, LCM 1082 



 

 

1.11 Hall Amenities 

The Workshop Survey showed that Langley’s community halls have a range of amenities to 
offer prospective clients.  Since banquets, weddings, and anniversaries are the most common 
rentals, clients expect chairs and tables to be a part of their hall rental. 

Kitchens are the most commonly used amenity.  While most halls have at least a basic 
kitchen, some have enhanced kitchens that cater specifically to large celebrations.  Such 
amenities may help to attract more activity to your hall.   

Your hall can add significant value for your customers by providing additional items such as air 
conditioning, multi-media equipment, sound systems, and Wi-Fi.  If your venue is used for 
receptions or as performance space, a stage, wet bar, piano, and tiered seating may be 
considered attractive to potential users.   

Remember, the more you can offer, the more appealing your hall will be. 

1.13 Universal Access 

It is important to ensure all members of the public can safely access your building.  The 
Workshop Survey revealed that ten societies operate fully wheelchair accessible facilities.  
Four hall societies indicated that their buildings are not wheelchair accessible.   

Adequate access means not only providing for wheelchairs, but also making sure that 
individuals with restricted mobility are welcome.  You may need to retrofit interior spaces to 
accommodate mobility aides and update washrooms with accessible toilets, grab bars, and 
taps.   

For community halls that are facing exterior access challenges, or are looking to improve the 
accessibility of their interior spaces, grants are available that can help with building retrofits.   

See the Grant Programs section of this sourcebook for more details.  

1.12 Parking 

In the Workshop Survey all of the participating societies with one exception, reported having 
adequate on-site parking to meet the needs of their hall’s events and activities.  However, on 
occasion, larger events such as wedding receptions may require more parking than the sites of 
some facilities can accommodate.  For the benefit of your clients and visitors it may be helpful 
to suggest alternate parking locations near your hall.  These options can be pre-arranged with 
your neighbours and nearby property owners who may have an excess of parking available to 
them at certain times of the day or week.   
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Society advice to new volunteers: 
"Have a clean hall.  Maintain your grounds.  Have good 
quality tables and chairs, and good quality lighting.” 



 

 

1.14 Licences and Permits to Operate Your Hall and Support Its Activities 

A variety of regulatory requirements related to the running of your business are outlined below. 

Business Licences 

Hall societies are required to have a business licence on record with the Township.  At present, 
no fee is charged to hall societies to obtain this licence.  General information about the society, 
as well as its provincial registration number, are needed for this application which needs to be 
made only once.  Licences for Community Halls are renewed automatically each year until the 
society holding the licence requests cancellation. 

The licence itself is used for inspection purposes and the provision of public safety services, 
such as fire and emergency services.  It is important to keep contact information current in 
order to receive the licence each year.  

If your hall society does not have a current business licence, apply in person at the municipal 
offices or online.  Please note that in order to apply for and obtain your permissive tax 
exemption you must have a current business licence in place. 

For more information on business licencing contact the Township of Langley at 
604.533.6018. 
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Brookswood Senior Citizens Hall, 2015 



 

 

Food Safety  

Renters expect safe and sanitary food service areas. 

FoodSafe  

FoodSafe BC is a program that offers comprehensive food safety training tailored to the food 
service industry.  If your community hall prepares meals and serves food as part of its 
operations, workers need to be certified by FoodSafe.  Level 1 certification covers a range of 
food and work safe topics, including foodborne illness, food storage, food preparation, food 
service, cleaning and sanitation.  

For more information on FoodSafe requirements and how they may impact the activities 
of your hall contact:  

Food Protection Services 
BC Centre for Disease Control 
604.707.2440 
www.bccdc.ca 
 
The BC Centre for Disease Control has established general safety guidelines related to 
the storing, preparing and serving foods.  “Food Protection – Vital to Your Business” is a  
useful guide  related to the expectations surrounding good safety practices.  This 
document can be obtained from the link provided above.  
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Boy Scout Banquet, Fort Langley Community Hall, 196_, The Langley Advance Photograph 
Collection, LCM 2010.001.365 

"Halls are an affordable option.” 



 

 

Temporary Food Premises Requirements 

When you are preparing food or beverage items that will be served to the general public a 
Temporary Food Premises Application must submitted by the event organizer to the 
Environmental Health Services of the Fraser Health Authority.  This permit may not apply to 
“private” events, such as weddings and family reunions; however, when the general public is 
invited to your hall to participate in a public event this operating permit must be in place.  

If the event is being catered, this responsibility may be undertaken by your caterer depending 
on the terms of your agreement with them.  However, regardless of who finally obtains the 
permit, responsibility for it should be clarified surrounding all your hall’s events. 

If you have questions as to how you may be impacted by this requirement, or if you wish to 
apply for a Temporary Food Premises operating permit for an event you are hosting, contact:  

Langley Health Protection Office 
22051 Fraser Highway 
Langley BC V3A 4H4 
Tel:  604.514.6121  
Fax: 604.514.6122 
 

Plan ahead in obtaining a permit if you require one, as applications must be submitted at least 
two weeks in advance of an event.  There is currently no charge associated with making an 
application.  

 

Liquor Licencing  

To be able to serve liquor at your community hall during an event, a Special Occasion Licence 
is required.  If you are renting your hall to an individual or another organization, they will 
typically be responsible for applying for a licence.  It would be best practice to clarify this 
responsibility by making it a requirement of your rental agreement or contract.   

Special Occasion Licences 

There are two classes of Special Occasion Licences that may apply to your community hall – 
Public and Private.   

A Public Special Event is one that is open to anyone who chooses to participate, or who buys a 
ticket either in advance or at the door.  Examples of such events include festivals and open  
concerts.   
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"Halls are great places for family events.”  



 

 

There are two types of Private events – Private Family Events and Private Special Events.  
Private Family Events are limited to family and friends and include occasions such as 
weddings, birthday parties, anniversaries, or family reunions.  Alternatively, when a group or 
organization hosts an event, it is classified as a Private Special Event.  Attendance at such an 
event is limited to members and staff of the organization and invited guests or ticket holders, 
provided that tickets are distributed prior to the start of the event.  Qualifying events include all 
kinds of celebrations, such as social, cultural, recreational, religious, sporting, or community 
events. 

Serving it Right 

Serving it Right is a course designed to educate licencees, managers and servers about their 
legal responsibilities when serving alcohol.  It also provides effective techniques to prevent 
problems related to over-service.  When applying for a licence as a representative of a 
community hall, the applicant and any paid staff must obtain the Serving it Right certification 
prior to applying for a Special Occasion Licence.  Individuals who apply for a licence and are 
not connected to a group will most likely not need to complete the course.  However, any staff 
that are hired to serve must have the certificate at the time of the event.   

Responsibilities of the Licence Holder 

Regardless of who obtains the licence, the bottom line is that the licence holder must take 
reasonable steps to ensure persons who become intoxicated do not harm themselves or 
others. 

The licence holder has a number of responsibilities with respect to the responsible serving of 
alcohol:  

• They must not serve liquor to persons who are intoxicated;  

• They must not permit intoxicated persons to remain in the area covered by the licence; 

• They must purchase the liquor to be served from a BC Liquor Store  (home-made beer 
and wine are permitted under Private Family Special Occasion Licences only); 

• They must not allow attendees to bring their own liquor; and 

• They must adhere to the LCLB maximum liquor price schedule. 

Although minors (those under 19 years of age) may be present at licenced special events, they 
may not drink, serve, or sell drink tickets.   

22 



 

 

The host of the event (either an individual or representative of the organization) must apply for 
the licence.  Local government and police approval is required for all Public Special Events 
and may be required for Private Special Events.   

Your local BC Liquor Store manager will be able to guide you through the local approval 
requirements and maximum serving sizes and quantities for your event.   

For more information regarding who has to take the Serving It Right course, contact the 
Liquor Control and Licencing Branch: 

Victoria:    250.952.5787 
Toll Free:  1.866.290.2111 
Email:   lclb.lclb@gov.bc.ca 
Web:    www.pssg.gov.bc.ca/lclb 
 
For more information on how to access the Serving it Right program contact: 

Tel:   604. 633.9788  
Email:   info@servingitright.com 
Web:     www.servingitright.com 

 

 

Smoking Regulations in BC 

Smoking regulations in BC are guided by the Tobacco Control Act.  The Act prevents smoking 
within “substantially enclosed” buildings to which the public is ordinarily invited or permitted.   

Under this legislation no smoking is allowed within 3 metres of doorways, open windows, or air 
intakes, with the exception of hospitality patios. 

Owners are encouraged to take reasonable steps to adhere to these requirements while 
respecting the rights and concerns of adjacent property owners.   

If you require further guidance with respect to your own premises, contact the Tobacco 
Control Program through the Abbotsford Health Protection Office. 

Abbotsford Health Protection Office 
Tel: 604.870.7900 or 604.870.7908 
Email:  feedback@fraserhealth.ca 
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SOCAN Fees 

Music is an essential part of many community hall events and activities.   

The composers, authors, and publishers of that music are entitled to compensation for their 
work and the Copyright Act guarantees that they receive it.  SOCAN licences and fees give 
you the freedom to play the music of your choice while making sure that fair compensation is 
paid to the people who created the music.   

To be able legally to play the music of your choice without SOCAN, you would need to obtain 
permission -- and pay directly -- the composer, songwriter, lyricist, and publisher for each song 
on your playlist.  SOCAN minimizes this impossible task and associated paperwork by 
collecting and distributing royalties on behalf of the artists and creators.  SOCAN licences and 
fees apply to both live performances and the playing of recorded music.   

There are a number of different types of tariffs, or fees, depending on how music will be used 
at your venue or event, each with different criteria and fee structures.  However, for the types 
of functions typically hosted by community halls, the most applicable licence and fee is Tariff 8.   

Tariff 8 gives permission to play music at receptions, conventions, assemblies, and fashion 
shows.  The fee is determined based on the capacity of the room and whether or not there is 
dancing . 

Tariff 8 (current fees) 

 

 

 

 
 

The 
facility user (renter of the hall) is typically responsible for the fee.  However, if this fee is not 
paid, the owner of the venue can be held responsible.  As a best practice, SOCAN fees should 
be included as part of the rental agreement you have with your hall clients.   

If you are unsure which tariff applies to a specific event, visit the SOCAN website at: 
www.socan.ca or contact SOCAN directly. 

Tel:  1.866.944.6210  
Email:  licence@socan.ca 
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Room Capacity Without Dancing With Dancing 

1-100 $20.56 $41.13 

101-300 $29.56 $59.17 

201-500 $61.69 $123.38 

Over 500 $87.40 $174.79 

“Halls provide safe places to meet in our neighbourhoods.” 



 

 

Noise Control Regulations 

Halls are subject to noise control regulations.  Infractions of the current bylaw pertaining to 
noise control could meet with complaints from neighbours.   

Noise infractions are not a chronic problem in the Township but they do occur, so it is best to 
be prepared.  As part of your contract expectations, let your clients know they must comply 
with all local bylaws, including the noise bylaw.  Any fines associated with this bylaw are levied 
at the building owner, not the user, so if you do not manage expectations and receive a fine as 
the owner, it will fall to the society to pay it. 

Noise infractions in the Township are governed by Bylaw 2573.  It outlines expectations for 
acceptable sound levels (based on measured decibels etc.) for both daytime and night use.  
Night is defined as between the hours of 10:00 pm and 7:00 am.   

For further information or general inquiries contact: 

Township of Langley Bylaw Department:   
Tel: 604.532.7551 
 
Or Ask a Question online by going to: 
www.tol.ca/About-the-Township/Municipal-Government/Bylaws  
 
More details on the Bylaw can be found at: www.tol.ca  

1.15 Other Bylaws and Policies that Impact Your Hall 
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(Left) Aerial photograph of Langley Prairie along Fraser Highway (Langley Athletic Hall on right) 194_,  
LCM 2008.040.009  (Right) Milner Community Store and Hall, c. 1923, LCM 2840 



 

 

Film Production in the Township 

The Township of Langley recognizes the positive economic and social benefits of the film 
industry in our community.  Our heritage sites and areas account for approximately half of the 
sites of interest to the industry, and this interest brings a much-needed infusion of funds into 
our heritage sites.   

If the industry is a source of income for your facility, or if you are receiving interest, you may 
wish to review the municipal filming guidelines and read about the expectations related to the 
“Business Guide to Filming” provided on the Township’s website. 

For more information contact: 

Township of Langley’s Corporate Administration Division 
Tel: 604.533.6151 
Email: film@tol.ca  
Web:  www.tol.ca/filming 
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Harmsworth Hall (formerly Springbrook School), 2007 

“Halls contribute to community identity.” 



 

 

PART 2: YOUR FACILITY 

     MAINTAINING AND CARING FOR YOUR BUILDING 

All building materials decay due to their constant exposure to sunlight, rain, wind and snow. To 
ensure a building remains sound over time, it is critical that continuous attention is paid to 
maintenance.  Ongoing inspection and routine maintenance is the most prudent approach to 
caring for any building.  Even modest spending on regular maintenance will protect the fabric of 
a building and reduce the need for more costly repairs later on. 

The Township’s community halls that are active today were built between 1886 and 1979, and  
range in age from 35 to128 years of age.  Most have heritage status.  The maintenance cycles 
and practices required to keep heritage buildings sustainable into the future are similar to 
newer buildings.  

Some of these repairs will be time sensitive in order to prevent more extensive and irreversible 
damage.  They include periodic inspection, routine cleaning, minor repair and refinishing, and 
the replacement of damaged or deteriorated materials that have become too impractical to 
save.  

2.1 What is Maintenance and Why is it Important? 

Note: Sections 2.1 to 2.10  and the section on energy considerations are based in part on concepts and 
information provided in “MAKE HISTORY: Heritage Building Maintenance Manual” published by the 
Province of Manitoba.  Permission to republish this information in an abridged format has been provided 
by the Historic Resources Branch, Manitoba Ministry of Culture, Heritage Tourism and Sport. 

Maintenance itself is largely a process of cleaning, repairing and correcting defects. It can be 
broken down into three categories: 

1. Corrective Maintenance 

Corrective maintenance is work that is necessary to bring a building to an acceptable level 
of performance. 

2. Emergency Maintenance 

Emergency maintenance is those tasks that require immediate attention to prevent further 
deterioration or personal injury.  If a repair task falls within this category it should be done 
right away.   

3. Planned Maintenance 

Planned maintenance is scheduled work undertaken to prevent problems. 
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"It is the neglect of timely repair that makes rebuilding 
necessary."  (Richard Whately,1787-1863) 

The best type of protection you can provide for your building is to commit to an annual cycle of 
inspection and maintenance.  Inspect and repair your building in the fall.  Do the planning for 
your large projects in the winter.  In spring, do repairs and begin large projects.  In summer, 
evaluate your work.  Developing an annual inspection check-list and maintenance plan for your 
facility will help you plan your repair and maintenance activities and keep your building in good 
working order.  

Step 1:  Do an Inspection  

The first step in proper maintenance is performing a building inspection that will allow you to 
get an accurate view of your entire property.  Your inspection should include an examination of 
key site and building components, such as site drainage, the exterior building envelope, walls 
and frame, foundations, roof, gutters and downspouts, windows, doors and special or unique 
features. 

2.2 Getting Started 
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Best practices for corrective, emergency, and planned maintenance with respect to heritage 
buildings can be found in the “Standards and Guidelines for the Conservation of Historic 
Places in Canada” endorsed for use in the Township of Langley by Council in 2012.  These 
guidelines outline an approach for proceeding with work related to the preservation, 
restoration and rehabilitation of historic places.  Being aware of the special elements that 
contribute to the character of your building and following an approach that will preserve these 
special elements is the essential first step in making sound decisions about your heritage 
building.  

The “Standards and Guidelines for the Conservation of Historic Places in Canada” can 
be found at the following website: www.historicplaces.ca 
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In our wet west coast climate a primary concern is keeping moisture out of our buildings.  As a 
result many of our seasonal building activities are typically focused around this particular 
issue.  Start with observing the flow of water from the top of your building to the ground level.  
Assess roofing, gutters, downspouts and flashings for any damage and water infiltration. 
Carefully examine damp spots, peeling paint, and mold growth on interior or exterior walls for 
indications of moisture infiltration and retention.  Check foundations, crawlspaces, basements 
and drain tiles for any moisture problems.  

Examine each part of the building and make notes on its current condition.  The records you 
make during your inspection will help you decide what needs to be done immediately.  Larger 
problem areas should be identified and assessed for the next stage of repairs. 

Step 2: Complete Corrective or Emergency Maintenance  

After your inspection is complete, determine what repairs are required.  It will be important to 
prioritize what needs immediate attention and what can be included in your regular 
maintenance planning cycle.  If the repair work is corrective or emergency in nature, it should 
be done immediately.   

Corrective maintenance is intended to stabilize a building condition to stop deterioration, and 
therefore requires that you develop a treatment for the source of the problem, not just the 
symptoms.   

Emergency maintenance -- or those conditions that impact health, safety or security -- may 
include the elimination of fire hazards, such as exposed wiring, overloaded circuits and boiler 
malfunctions.  It also includes personal injury hazards, such as broken stairs or broken glass, 
electrical shock hazards, loose building elements, and health hazards, such as loose materials 
that have become airborne.   

Step 3:  Plan Your Repairs  

Often a maintenance project can affect other parts of your building so it is important to 
consider how the work will impact your facility and your society as a whole.  Some questions 
you may ask yourselves include: 

• Do we have the skills to do the work ourselves? 

• Is it physically possible to carry out the work without the committed assistance of others?  

• Can we complete it within a reasonable time frame?  

• Can we undertake the work safely and in accordance with current safety regulations? 

 

“Halls offer convenient places to hold events that are 
close to home.” 
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• If we need a skilled tradesperson to do the job, whom should we ask?  

• How will the work affect our clients and other parts of the site that are not directly 
impacted by the scope of the project?  

• How will this impact our income?   

• Is our budget for the work realistic?   

• Are permits required to do the work?   

Although you are the only one that will be able to answer many of these questions when 
planning your repairs, some information provided further along in this section will assist you 
in finding answers to some of these questions. 

Willoughby Hall Revitalization Construction Project, 2013 



 

 

Buildings are made up of a series of connected parts that fit together to make a strong, 
comfortable, and attractive structure.  While every part of your building needs ongoing 
maintenance, some parts need more constant care than others.  

2.3 Site Drainage 

An important part of doing inspections and maintaining a building is addressing your general 
site conditions, particularly with respect to managing water on your site in order to keep your 
building free of seepage and flooding.   

The first thing to look for is proper grading away from the foundation.  You might need to build 
up the ground around the foundation, making sure to stay clear of siding or other exterior 
cladding by at least 150 mm to avoid rot.  If the ground is already high, a more dramatic slope 
away from the building may be desirable to move the water.  Digging a channel, or swale, 
through a high area and seeding it will provide adequate drainage away from the building when 
rainfalls are particularly heavy. 

Sewer back-up valves and sump pumps play a role in preventing water from entering your 
building. 

Sewer Back-up Valves:  When public drainage systems experience a short-term demand 
that is greater than their capacity, water can back up through low-lying drains, such as floor 
drains in basements.  This problem can be fixed by installing either an in-line valve or one at 
the floor drain. 

Sump Pumps:  While sanitary drains typically have back-up valves, they do not necessarily 
exist for storm drains. When a back-up valve has been activated and the weeping tile is 
congested with water, a basement may experience flooding due to seepage from the tile. The 
weeping tile water is drained via the storm drains; however when a line is closed by the back-
up valve, the water can seep into the basement.  This is the reason for installing a sump pump 
in your building’s basement.  Sump pumps are installed in sump holes that are there to collect 
water, which is then pumped out of the basement through the foundation to a low lying area or 
swale away from the building. 

2.4 Building Envelope 

The building envelope is the shell of the building that separates the interior from the exterior. Its  
job is to keep water out of the building. The first step in assessing how your building envelope 
is performing it to inspect it from the top down to observe the flow of water. Look at roofing, 
gutters, downspouts and flashings for any damage and water infiltration. Pay close attention to 
damp spots, peeling paint, and mold growth on interior or exterior walls for indications of 
moisture.  
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      INSPECTING AND MAINTAINING THE PARTS 



 

 

Signs of moisture problems include: 

♦ stains on drywall or plaster. 

♦ mold or mildew (especially in corners). 

♦ damp or wet insulation. 

♦ damp or rotted wood framing members. 

♦ rust and corrosion stains on metal elements. 

♦ paint that is peeling or blistering. 

♦ rotten wall sheathing or siding. 

♦ efflorescence (salt deposits) on interior or exterior surfaces. 

♦ dank, musty smells, particularly in the basement or other poorly ventilated spaces. 

2.5 Foundations 

Most of Langley’s early wood buildings were built on open timber and pier foundation systems.   
If the grade around the vicinity of the building has increased overtime, the building’s location 
on site can become the low point for the collection of water.  As water accumulates around 
and under the piers the timbers become exposed to prolonged moisture that leads to rot and 
other problems.  Since almost all foundation deterioration can be linked to water, there are two 
key things to look for in inspecting your foundations: signs of moisture and signs of movement. 

Checking for signs of moisture: 

♦ Are there any signs of leaking? 

♦ Are there signs of excessive moisture, such as a musty smell or corrosion on metal? 

♦ Is there any efflorescence or peeling paint on the walls or floor? 

♦ Is there any condensation forming? 

♦ Are there water stains or rotted wood near the floor? 

♦ Are the wood posts, beams or floor joists damp or soft? 

♦ Is the cement in good condition? Are there any new cracks or flaking? 

♦ Is the ground properly sloped away from the building? 

♦ Are there any trees or saplings growing near the foundation? 
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“Halls offer community opportunities for socializing, community 
connectedness and cohesion.” 



 

 

Checking for signs of movement: 

♦ Are any serious cracks visible? 

♦ Do you see patched cracks that have re-opened, cracks in walls, or bulging siding? 

♦ Do you see windows or doors that are out of square? 

♦ Is the roofline straight and horizontal? 

♦ Are beams, columns, posts and joists sound? 

♦ Are posts vertical and stable? 

♦ Are the foundation walls plumb? 

Common exterior and interior signs of shifting foundations also include misaligned doors and 
windows; visible cracks in concrete, masonry, plaster or drywall; gaps around the doors and 
windows; doors and windows that stick; cracks in the foundation; sloping or cracks in the floor; 
and fascia boards that pull away from the rest of the building envelope.  

Checking for these warning signs of foundation problems should be undertaken on a semi-
annual basis. 

2.6 Exterior Walls 

When inspecting the condition of exterior walls, it is important to identify areas of deterioration, 
as well as areas of potential concern that may cause problems in future.  Three situations 
cause wall deterioration:  

1. Organic deterioration results from the direct impact of living organisms on a building’s 
fabric.  Green growth on the building, the intrusion of insects (such as termites or ants) 
and rodents, or the acidity of bird droppings can severely damage exterior walls.   

2. Mechanical deterioration results from objects striking the exterior of the building, or water 
forcing buildings materials apart through seasonal freeze and thaw cycles. 

3. Chemical deterioration results from the corrosive actions of incompatible building 
materials.  It can also result from the localized contamination of air or water. 

If you are the steward of a masonry building, it is important to note that cracking in masonry 
walls is the most obvious expression of wall failure.  Monitoring cracks that change in length or 
gap, run horizontally through building materials, or are large enough to insert a pencil should 
be examined further by a qualified assessor. 
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“Halls provide spaces in our communities for events that 
are too large to host at home, and are too small for a 
large commercial venues.” 



 

 

2.7 Roof 

A roof is designed to withstand the climatic extremes that buildings face, such as direct 
sunlight, scorching heat, extreme cold, high winds, hail, freeze and thaw cycles, and debris 
from trees.  However, a roof is also pierced for the installation of roof vents, vent stacks, 
chimney stacks and skylights, creating opportunities for water to penetrate at these points.   

The roof requires regular inspection to guard against deterioration and water damage.  Visual 
inspections can be helpful, particularly after major storms.  Roofs are one of the hardest 
components of your building to check as they cannot be wholly assessed without doing some 
climbing.  Nevertheless, there are some things you can do visually as a start without making 
the full climb such as: 

♦ Checking for loose or missing shingles, moss growth, and overhanging branches. 

♦ Inspecting soffits and fascia for deterioration, such as sagging, and for openings where 
animals or insects can find their way into your building. 

♦ Looking for evidence of decay in the rafter ends and for water damage on cornices. 

♦ Looking for signs of clogging, inadequate slopes, or defects in the gutters and 
downspouts. 

If you decide to involve an experienced roof assessor who is able to get on top of your roof, he 
or she will do the following: 

♦ Check the covering over the ridge or hip of a roof to make sure it is tight and without 
gaps. 

♦ Ensure the sealing details are visually inspected where ventilation is introduced to a roof 
system. 

♦ Check the roof at changes in pitch or direction (gambrel roof or at the valleys) for failing 
materials or gaps. 

♦ Look at flashing for cracks, holes and looseness.  

♦ Search roofing materials for deterioration such as cracks, blisters or curling, as well as 
for any loose or missing parts.  

♦ Inspect the joints where the roof and siding meet for existing cracks. 

Conduct an inspection and record your observations annually.  Be specific in order to 
develop a roof history.  Note where leaks have occurred and who made repairs.  After 
storms, damage should be immediately documented and repaired to prevent further 
damage.  In winter, take time to visually assess your roof; snow melt indicates heat loss in 
areas where your insulation may not be performing. 
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2.8 Gutters and Downspouts 

Effective water drainage from roof to gutters and downspouts minimizes the possibility of 
seepage.  Gutters and downspouts (eavestroughing) make up a significant part of a building’s 
water removal system and directs all water accumulated from rain, ice and snow towards 
specific areas around the base of a building.  Neglected or deteriorated eavestroughing will 
promote damage to various parts of a building’s exterior and interior. 

The gutters and downspouts of a building require regular inspection to guard against damage 
from debris accumulation and ice damming.  When eavestroughs are not doing their job, it is 
often because of accumulated debris.  Leaves, branches, birds, toys and insect hives will 
impede the flow of water, causing slow drainage and overflow.  This can lead to rotting of the 
fascia and breakdown of the fastening points of the gutters. 

Much like inspecting a roof, visual inspections of gutters and downspouts can be helpful, 
particularly after any major storm, even though only a close-up inspection will be able to detect  
accumulation or blockages.  

The gutters and downspouts should be inspected at least twice a year; once in the spring and 
then again in the fall.  Gutters should be checked for blockages, signs of corrosion, leaks, 
loose joints or broken fasteners, and proper pitch if they are not draining properly.  Similarly, 
downspouts should be checked for blockages, water flow, and leaks.  They should be securely 
attached and have sufficient pitch to drain properly.  It is also important to check that the slope 
of the ground at the base of the downpipe has an adequate slope for moving the water away 
from the building. 
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Constructing the hall at St. Alban’s Anglican Church (now Phelp Hall) 196_, LCM 1013 



 

 

2.9 Windows and Doors 

The openings into a building are subject to harder use than other parts of a building, so they 
require more frequent and careful examination.  Windows and doors are also key character 
elements in historic buildings, so their care and retention is important in maintaining a 
building’s overall appearance.  Windows and doors should be checked periodically to ensure 
all their locksets, hardware and panic hardware on emergency doors is in proper working 
condition. 

Windows 

Like other building components, a window’s primary enemy is water.  Everything should be 
done to limit its long-term effects.   

When inspecting windows: 

♦ Check for signs of rot and for places on wooden frames where paint or lacquer has 
blistered, cracked or worn off.  In those 
buildings where wooden frames meet a 
masonry wall, the connections should be 
examined to see if there are openings that 
have developed.  

♦ Windows can become misaligned when a 
building shifts on its foundation.  Check to 
see if they have sagged, shifted or settled, 
and if the hardware is misaligned to an 
extent that allows water, air, animals and 
insects to enter. 

♦ Watch for cracks and holes in window 
panes as water seepage will rot the sills. 

♦ Windows sweat, so where possible 
decrease the interior humidity and improve 
weather stripping. 

♦ If the building has storm windows, ensure 
that channels or holes are drilled at sill to 
allow driven rain to drain out.  Do not caulk 
storms across the sill. 
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Willoughby Hall window reflecting 208 Street, 2013 

"Halls connect the past, present, and future.” 



 

 

 

Doors 

Doors that are subject to constant use need frequent attention.  Most doors on historic 
buildings are wood and therefore subject to shrinkage, warping, swelling, cracking and decay.  

When inspecting doors be aware that: 

♦ Doors need to be painted, or sealed with a wood preservative, on 
all sides to create a secure barrier. 

♦ Doors must have good weather-stripping to keep the water and 
snow out. 

♦ Hinges and hardware should be periodically checked for 
tightness. 

♦ Doors can become misaligned.  Note where they have sagged, 
shifted or settled, or where hardware is misaligned, creating 
openings for rain and air, animals and insects to enter. 

♦ Doors should be periodically checked for lost or damaged seals. 

It is worth noting that a common source of door damage is caused by wind and stormy weather 
and can be managed through the installation of door stops in all your door locations.  
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Applying sealant to the Murrayville Community Hall exterior doors, 2009 



 

 

2.10 Features and Details 

Special features of a building, such as porches, minor roofs, steps, railings, and chimneys, 
are often heavily used and constructed in a way that makes them more susceptible to 
damage or decay than other parts of a building. 

Porches and Minor Roofs 

Because they are often built on separate and less substantial foundations, porches and minor 
roofs over entrances are vulnerable to separating from the rest of the building as the building 
settles and changes over time.  When you inspect your building look for signs of this problem 
by observing the following: 

♦ Is the roof detached from the main building?  

♦ Is there water penetration under the roof or into the porch? 

♦ If your porch has decorative brackets, columns or other woodwork, such as spindles, 
balusters or railings, are they intact and dry? 

Also, when inspecting your porches and entries, be sure to look for evidence of insect or 
animal habitation below the structure. 
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Fort Langley Community Hall, 2015  

"Halls reflect our history.” 



 

 

Steps and Rails 

Steps and railings require close attention for reasons of safety, their constant exposure to 
weather and their continual use.  When inspecting your steps and rails, be aware of how 
different building materials respond to weather.  

Masonry steps are subject to freeze-thaw cycles, which cause cracking in the materials. 
Because of their weight they are also subject to settlement and falling out of level.  

Wood steps are subject to water pooling and require proper drainage.  Without treads, they are  
particularly slippery, especially when green growth becomes attached to the surface.  
Exploring the annual use of fungicides may be helpful in dealing with such circumstances.  It is 
not advised that wood steps be painted as this creates a slippery surface that is almost 
impossible to maintain, and becomes a hazard in the winter months when steps become icy.   

Steps should be periodically inspected to ensure treads are securely screwed in place.   

As wooden rails and spindles are subject to rot, keeping these features painted is the best 
preventive measure to prevent this problem. 

 

Chimneys 

Chimneys are typically the least inspected element of a building due to their inaccessibility.  
Many of Langley’s early halls were heated with wood and had chimneys, which in some 
instances have been retained to provide a venting system for newer heating systems.  
However, they are also a source of major leaks, and those that are no longer used provide a 
place where moisture can accumulate. 

If you still have a chimney in your building, try to observe the following: 

♦ Is the chimney leaning above the roof line? 

♦ Have the bricks near the top of the chimney deteriorated? 

♦ Is the chimney free of obstructions and soot build-up? 

♦ Is the mortar crumbling or are there loose or missing bricks? 

♦ Is the flashing rusted or pulling away from the roof and chimney? 

Flashing is vital in keeping your roof watertight.  It is used as a sealant around chimneys and 
other roof venting where water can seep through open joints into the roof sheathing.  

Chimneys and flashing should be checked at the same time you inspect your roof. 

39 
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2.11 Building Interior 

The finishes are those final touches that make your building functional, comfortable and 
attractive.  As part of your annual or semi-annual inspections, examine all ceilings, walls and 
floors on the interior of your building.  Check for damaged ceiling tiles, sagging T-bar systems, 
damaged plaster, drywall, plywood or masonry surfaces, loose flooring tiles, trip hazards, 
loose handrails, and cracks on tile floors.  Also, check your millwork for damage and proper 
fastening to walls.  Check operating components such as doors, drawers, shelves, and locks. 

Because of their level of use we often become aware of problems with doors and glazing 
before we see other problems.  However it is important to take the time on a regular basis to 
examine your interior doors in detail by checking hinges, latches, locks, closers, and panic 
bars to ensure they are functioning properly.  

2.12 Mechanical Systems 

Heating, ventilating, and air conditioning systems exist to provide thermal comfort in a building 
while maintaining an acceptable level of air quality.   

Some hall buildings operate on fairly simple systems, while others require a higher level of 
technical knowledge to maintain.  If you have hot water heating, you will likely need the annual 
services of a boiler specialist.  The best time to perform your annual boiler inspection is in the 
fall, prior to the winter months.  However, if you notice a change in the efficiency of your boiler, 
hear unusual noises or vibrations, or see crack or leaks, have it looked at right away.  Your 
specialist can provide you with tasks you can do on an ongoing basis between annual service 
calls to maintain your boiler.   

If you have roof-mounted heating units, they should be inspected semi-annually. 
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Refinished interior of the Willoughby Hall, 2014 



 

 

Air exchange and air conditioning units require mechanical expertise to ensure they are 
working well.  If you have an air handling unit, replace filters and check and clean drain pan 
quarterly.  Semi-annually, check all operating assemblies, and clean as required.  Check 
motors for abnormal noise, vibration or heating, and call for assistance when required.  

Hot water tanks should be checked frequently for leaks, cracks or other physical damage.  The 
safety relief valve, and drain valves on hot water tanks should be checked semi-annually.  

Sanitary and storm drainage systems perform key roles in managing water and may require a 
specialist if you are having problems.  Inspect floor drains, roof vents and manholes to ensure 
they are accessible.  Have a look at cleanouts and catch basins to make sure they are 
operational.  Keep your grills free of debris. 

As outlined in the section on site drainage, sump pumps and other pumps should be inspected  
frequently to ensure proper operation.  Check for excessive vibration or noise, inspect strainer, 
clean and remove sludge, and inspect the float.  Have someone check the electrical 
connections and wiring.  Service the pumps annually. 
 

2.13 Fire Protection 

An increasing number of community halls have sprinkler systems.  They are in place for safety  
reasons and should be maintained in good working order. Depending on your knowledge of 
fire protection systems, you may require specialized help. 

Things you can do: 

♦ Check the gauges on dry and wet systems to ensure they register normal air and water 
pressures.  

♦ Check all valves controlling sprinkler water supplies or alarms.  

♦ Ensure that control valves are secured in a normal open position by means of a seal, 
lock or tamper switch. 

♦ Ensure the fire department connections are visible and accessible.  

♦ Ensure caps or plugs are in place, and threads are in good condition.  

♦ Ensure valves are not leaking. 

♦ Quarterly test alarm devices such as gongs, water flow devices, pressure switches. 

♦ Annually test sprinkler system electrical supervisory devices and ensure that sprinkler 
control valves are accessible and maintained in operable condition.  
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“Halls serve all the sectors of the community, both public 
and private.” 



 

 

Portable Fire Extinguishers 

Many people rely on portable fire extinguishers to provide the help needed in event of a small 
kitchen fire for example.   

If you are in this situation:  

♦ Check monthly to ensure extinguishers are located in the designated place and that 
there are no obstructions to accessing them.  

♦ Ensure that the operating instructions on the nameplate are legible and facing outwards.  

♦ Check that seals and tamper indicators are not broken or missing.  

♦ Check pressure gauge reading. 

♦ Annually ensure an approved tag is securely fastened to the extinguisher showing the 
maintenance or recharge date, the servicing agency, and the signature of the service 
person.  Ensure a certified technician thoroughly examines the mechanical parts, 
extinguisher agent and expelling means. 

Don’t wait until you are in a situation when you have a fire to learn how to use one!  Take the 
opportunity to practice with your expired extinguishers at the time they are replaced. 
 

Smoke Alarms 

If you have a smoke alarm, test it monthly.  Smoke alarms with non-replaceable (long-life/
lithium) batteries are designed to remain effective for up to ten years.  Other types of batteries 
should be replaced once a year.  The Township’s Fire Department perform free smoke alarm 
checks and can advise you on the proper location, testing and maintenance of them.  

Have an escape plan that can be easily followed in the event of a fire. 
 

For further information contact: 
 
Township of Langley Fire Department 
Tel: 604.532.7500  
Email: fireadminsupport@tol.ca  
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2.14 Electrical Systems 

When it comes to your electrical service and power distribution system, take time to learn the 
basics, such as knowing where your switchboard or panel is located.  Take the time to inspect 
and clean the visible elements in your system annually.  Your specialist can inspect your 
transformers for overheating, vibration and cable deterioration, your motor controls, and your 
wiring and electrical connections. 

 

Internal & External Lighting  

Check for lighting failures frequently.  Inspect all internal external light sources and repair or 
replace bulbs as required.  Annually check fixtures for corrosion, damage, and vandalism.  All 
burned out lights and faulty ballasts should be replaced at the earliest opportunity.  

 

Emergency Lighting and Exit Signs 

Check your emergency lighting and illuminated fire exit signage on an ongoing basis.  

♦ Inspect self-contained emergency lighting units monthly.  Test self-contained emergency  
lighting units and ensure that the emergency lights will function upon the failure of the 
primary power supply.  Make sure the emergency light heads are directionally correct 
and all lamps function properly.  Replace batteries as required. 

♦ Test self-contained emergency lighting units to ensure the unit will provide emergency 
lighting for an appropriate emergency duration.  Replace batteries as required.  

♦ Ensure terminal connections are clean and free of corrosion each year.  At the same 
time, make sure terminal clamps are clean and tight, and that battery surfaces are dry. 

 

Fire Alarm System 

If you have a fire alarm system, inspect the status of the main panel each time you are in your 
hall. 

Each year, inspect and test the system in accordance with the standard requirements for the 
inspection and testing of fire alarm systems. 
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2.15 Site Safety 

When inspecting your building prior to renting, ensure that trip hazards are addressed in both 
the hard and soft landscaped areas of your site.  

♦ If you have outdoor furniture, bicycle racks, or fencing, check for unsafe conditions, 
damage or vandalism. 

♦ If your site has a children’s play area, inspect play structures for broken components, 
loose fittings, missing components or sharp objects.  Conduct scheduled preventive 
maintenance and safety inspections.  

♦ In winter, remove snow or ice from entrance sidewalks, stairs, and ramps as required to  
ensure safe access to the hall.  Remove snow from walkways, building exit pads, and 
drop-off areas.  Utilize de-icing products if necessary to remove ice patches. 

♦ Annually inspect the hard surfaces of your site for structural failure such as settling, 
cracks, and ridges. 

2.16 Site Security 

To maintain security for your site, semi-annually prune overgrowth that obscures the view of 
your building from the street.  Illuminate the dark corners of your site.  Ensure combustibles or 
flammable items are stored safely and are out of sight. 

If you have a security alarm system, having a clear response plan in place is essential.  
Manage key and locking systems to ensure not only that they remain secure, but also that 
spare keys can be located in the event of an emergency. 

2.17 Solid Waste Disposal 

Develop a clear procedure for responsibilities related to garbage collection and recycling.   

♦ Each time after the hall is used, remove all accumulated garbage to a central collection 
location.  

♦ Ensure outside garbage collection bins are sized to accommodate normal collection 
volumes.  

♦ Keep central collection location clean and free of litter and ensure bin lids are properly 
secured.  

♦ Have garbage bins emptied from central collection location on a weekly basis.  Collect 
and store recyclables for later removal by Solid Waste Services.  
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“Halls provide a gathering place at all times of year.” 



 

 

Inspection Checklist 

In devising your own inspection checklist, it is useful to note what was inspected, notes on its 
condition, whether further work is required, when work is finally completed, and who performed the 
task.  Any notes that you take down are useful to those who follow you.  They provide the history of a 
potential problem and a measure of how quickly something may be deteriorating. Although fall is the 
time of year typically associated with inspection activities, in Langley’s moderate west coast climate a 
full inspection can be done any time of year as needed, except when there is snow cover.  Checklists 
should be devised for your own building.  Below is a sample of some of the types of questions you 
might include. 

 

 

 

 

2.18 Sample Check Lists 
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Sample Inspection Checklist    

Season: FALL Weather Conditions:  Inspector: 

Date: April 2, 2015 Dry, 12 degrees C, 
Sunny 

  

BUILDING COMPONENT:  Foundations OBSERVATIONS FOLLOW-UP COMPLETED 

Are there any signs of leaking?    

Are there signs of excessive moisture, musty smells or visible 
corrosion on metal? 

   

Is there any efflorescence or peeling paint on the walls or 
floor? 

   

Is there any condensation forming?    

Are there water stains or rotted wood near the floor?    

Are the wood posts, beams or floor joists damp or soft?    

Is the cement in good condition? Are there any new cracks or 
flaking? 

   

Is the ground properly sloped away from the building?    

Are there any trees or saplings growing near the foundation?    

Are any serious cracks visible?    

Have any patched cracks re-opened? Is there any visible 
cracking, or bulging of the siding? 

   

Are any windows or doors out of square?    

Is the roofline straight and horizontal?    

Are beams, columns, posts and joists sound?    

Are posts vertical and stable?    

Are the foundation walls plumb?    

BUILDING COMPONENT:  Building Envelope       

Are there stains on the drywall or plaster?    

Are there any signs of mold or mildew?    

Is the insulation dry?    

Are any wood framing members damp or rotted?    

Are there any rust and corrosion stains on metal elements    

Is any paint peeling or blistering?    

Is the siding intact with no signs of rot?    

Is there efflorescence on interior or exterior surfaces?    



 

 

Maintenance Checklist 

Develop a maintenance checklist that documents your maintenance and repair activity.  These 
checklists are helpful in getting to know your building and making plans for undertaking major 
repairs, as well as a systematic way of maintaining your building on an ongoing basis.  They also 
provide an essential reference for anyone new stepping into the job of caring for your facility.  
Below is a sample of some of the kinds of activities that a checklist might include.  
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Sample Maintenance Checklist  

Season: Special Conditions: Inspected by: 

Date:   

DAILY (or when opening 
the Hall) 

  Date Checked: 

Building access Check to ensure access points to your building, such as drop off areas, 
ramps, stairs and covered landings are free of water, ice and debris. 

 

Emergency Lighting & Exit 
Signs 

Inspect fire exit illuminated signage to ensure proper functioning.  

Internal Lighting Check for lighting failures.  

 Replace all burned out lights and faulty ballasts at the earliest opportunity.  
Obtain assistance when scaffolding or hydraulic lift devices are required. 

 

Fire Alarm Systems Inspect the status of the main annunciation panel.  

Hot Water Heating Boilers Check pressures and temperatures.  

 Check for gas odors and water leaks.  

Solid Waste Disposal Remove all accumulated garbage to a central collection location. Ensure 
bin lids are properly secured. 

 

Recycling Collect and store for later all removal recyclable materials for Solid Waste 
Services pick-up. 

 

WEEKLY     
Solid Waste Removal Have garbage bins emptied from a central collection location.  

Sprinkler Systems Ensure that the gauges on dry and wet systems register normal air and 
water pressures. 

 

 Ensure Fire Department connections are visible and accessible.  

 Ensure valves are not leaking.  

Portable Fire Extinguishers Ensure extinguishers are located in the designated place and that there is 
no obstruction to access. 

 

 Ensure that the operating instructions on  the nameplate are legible and 
facing outwards. 

 

 Check that seals and tamper indicators are not broken or missing.  

 Check pressure gauge reading.  

External Lighting Inspect all external light sources and test for functionality.  

Sanitary Drainage Inspect floor drains to ensure they are clear.  

Storm Drainage Ensure manholes and catch basins are accessible and free of debris.  

MONTHLY     
Smoke Alarms Check smoke alarms to ensure proper function. Replace batteries as 

needed. 
 

Emergency Lighting Check self-contained emergency lighting units to ensure lights will function 
in the event of a power failure. 

 

 Ensure emergency light heads are directionally correct.  



 

 

Before the use of today's building materials, buildings -- like the wood structures that 
characterize most of Langley’s community halls -- were made from local materials that 
required very little energy to process.  In times past, buildings had a fixed number of openings 
to allow adequate light into their interiors while keeping heat loss down.  Building envelopes 
were porous enough to allow moisture to evaporate as it penetrated walls, and most structures 
had operable windows to provide fresh air rather than today’s more elaborate air conditioning 
systems.  Buildings were relatively simple to maintain, and they could be repaired with minimal 
skills and tools.   

If you are thinking about making upgrades to improve your building’s thermal efficiency look 
first at the natural characteristics of your building that may already be working in your favour 
energy-wise.  The goal of “greening” historic and other existing buildings is ultimately to 
provide reasonable savings for reasonable cost with the least impact on the original character 
and materials of the building.  This process should always begin with the simplest and least 
expensive solutions for saving energy. 

Energy Considerations 
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Children at Willoughby School held at Willoughby’s first Hall, c.1921-1923, LCM 1348 

"Halls are a link to the past.”   



 

 

Much of the work of greening existing buildings falls within the area of improving a building’s 
envelope in order to better manage air infiltration and reduce heat loss.  Common energy 
upgrades for aging buildings include sealing against air infiltration to reduce drafts; adding 
insulation to accessible attic spaces, interior walls and basement and crawl spaces; improving 
duct and pipe insulation through insulating wraps; applying storm windows to existing 
windows; repairing doors or adding storm doors to improve energy efficiency while retaining 
key character-defining elements; adding awnings or other shading devices to reduce heat 
intake, and upgrading heating, ventilation and air-conditioning equipment for overall efficiency.   

Generally speaking, retrofits should be character appropriate to the particular era in which a 
building was built, and should improve the energy efficiency of your building without altering 
what makes it important or unique from a historic perspective.  Older buildings have the 
potential to meet contemporary standards of energy efficiency without compromising their 
heritage value.   

The following are just a few ways that the energy efficiency of a heritage building can be 
improved: 

♦ Insulation: Provide a vapour barrier and air barrier when insulating.  Basements and 
attics can often be reinsulated without affecting the appearance or historic character of a 
building.  Where it is desirable to preserve both the interior and exterior wall finishes, 
blowing insulation into the cavity of a wood-frame wall is an option.  You can also add 
extra insulation to attic and basement spaces.  Consider the use of weather-stripping 
and other draft-proofing measures. 

♦ Air sealing: Comprehensive air sealing is one of the least obvious and most effective 
retrofit projects for older buildings. 

♦ Weather-stripping: Weather-stripping prevents air from leaking through gaps around 
doors and around the moving parts of an operable window.  It is easy to replace. When 
installed, it must seal gaps completely, but should be flexible enough to spring back to its 
original shape so windows and doors can be operated easily. 

♦ Windows: Careful weather-stripping of older, single-pane, wood-frame windows can do a 
lot to improve their energy efficiency.  If the original wood storm windows are not 
salvageable, it is possible to have custom wood storms made to order.  If the object is to 
preserve the appearance of the building, avoid metal storms or storm-and-screen 
combinations.  Interior storms are also a good alternative.  These are less noticeable 
than exterior metal storms, and they can be made to fit on the sash or the window trim.  
If the window sash is badly deteriorated, replacement units can be made to fit the 
existing frame.  
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♦ Chimneys: Sealing your chimney if it is not used can be an effective way to eliminate 
drafts. 

♦ Heating Systems: A total tune-up of the heating system is another inexpensive, effective 
and invisible measure for older buildings. 

More information on this topic can be found at the following sources: 

The BC Hydro Power Smart Program provides advice on everyday strategies for keeping 
costs and energy consumption down at: www.bchydro.com/powersmart  

BC Provincial Government programs for greening existing and historic buildings:   
www2.gov.bc.ca  

 

Information on energy upgrading measures for “recognized” or “protected” heritage buildings is 
more specific in its insistence on the retention of a building’s character defining elements.   

Best practices for approaching energy upgrades to buildings in these categories can be 
found in the “Standards and Guidelines for the Conservation of Historic Places in 
Canada” at: www.historicplaces.ca 

See also the Green Guide to Heritage Conservation, published by the Province of 
Manitoba at: www.gov.mb.ca 
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Original front doors of the Glen Valley Community Hall, 2013 



 

 

When it comes to making big changes to your hall, it is essential to get advice from those in 
the building industry.  Major projects take planning.  They are costly and will certainly involve 
the hiring of building professionals.  Typically, major changes require permitting, and if you are 
proposing new uses for your building, it may even require a re-zoning process.   

Some of the permitting processes that may be involved are detailed further below. 

Major Projects 

Permits For Making Changes To Your Facility 

2.19 General Heritage Considerations 

Typically the general maintenance of heritage buildings can be completed without the need for 
a permit, if the repair is done with materials of a similar type and dimension to what exists and 
the character-defining elements of the building are not impacted.  However making more 
substantial changes to your building will likely require a permit. 

Heritage considerations are addressed at both the development permit stage and the building 
permit stage depending on what permits are required to do the work you may be planning.  
The circumstances surrounding permitting is outlined below. 

If your building is legally protected, that is designated through bylaw, subject to a Heritage 
Revitalization Agreement, or has a heritage covenant in place, the Heritage Alteration Permit 
(HAP) is the permit required to make permanent changes to your building that go beyond 
general maintenance and upkeep. 

Township of Langley: Heritage Planning, Community Development Division 
604.533.6034 

cdinfo@tol.ca 

2.20  Is a Development Permit or Heritage Alteration Permit Required? 

If you are planning a major project and are located in a Development Permit Area, a 
Development Permit must first be obtained for the construction of new buildings and 
structures, as well as for most additions or alterations to existing buildings.  For heritage 
conservation purposes, a Heritage Alteration Permit may be required in place of a 
Development Permit, but the process for either is very similar. 
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Development permit areas are in place to:  

• Establish objectives and guidelines for the form, character and siting of various building 
types to ensure that the development being proposed is both attractive and coordinated, 
with respect to form, character, signage, landscaping, siting and exterior design and 
finish, with the context for which it is proposed; 

• Protect the natural environment; and  

• Address heritage conservation matters with respect to a particular building or area for 
heritage conservation purposes. 

Prior to beginning your project, determine whether a Development Permit or Heritage 
Alteration Permit is required for your building.  To do this, contact the Township’s Community 
Development Division to confirm whether you are in a development permit area, or whether 
your heritage status requires a permit to make changes to your building.  Community 
Development staff are available by telephone or email to answer any questions you may have, 
and provide clarification on the application process that will apply to your property. 

Township of Langley: Community Development Division 
604.533.6034 
cdinfo@tol.ca  

 

If you find that you require a development permit or heritage alteration permit for a project, 
information bulletins, application forms and the current fee schedule for these permits are 
available from the Community Development Division, or online at www.tol.ca.  

 

2.21 When is a Building Permit Required? 

The general maintenance and upkeep of a building and its grounds does not typically require a  
building permit.  However it is important to keep in mind the circumstances in which building 
permits may be required when making plans for your building.   

Community Halls in the Township are generally classed as institutional buildings with the rare 
exception classed as having commercial use.  This classification not only affects your 
permitting processes, but also affects what you can do on your site. 
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Regardless of which category your building is in, permits are always required when 
undertaking the following: 

• Making space alterations; 

• Making changes to the façade of a building; 

• Undertaking plumbing and/or mechanical installations or alterations; 

• Removing, relocating ,altering or constructing interior walls; or  

• Completing previously unfinished areas in your building. 

No excavation, erection, alteration, enlargement, major repair, removal or demolition of any 
building or structure or a part of it, can commence or be undertaken without a permit in place.  

The application process can take several weeks, so plan ahead to allow for the necessary 
processing time.  Applications for a Building Permit are made to Permits, Licence and 
Inspections Services at the Township.   

For more information regarding the legal use of your hall, building regulations or to find out 
whether the work you a planning requires a building permit contact: 

 
Township of Langley – Permits, Licence & Inspection Services  
604.533.6018 
cdinfo@tol.ca  
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The occupant load for a building is determined by building and fire code requirements at the 
time occupancy is approved for the building.  Occupant load means the number of persons a 
building can accommodate based on acceptable standards of safety.   

A number of factors need to be considered in establishing the occupant load, including floor 
area, type of construction, and how quickly people can move out of a building in the event of a 
fire or emergency.  Occupant load is calculated based on criteria such as the travel distance to 
exits, the size and capacity of the exits, whether there is a fire alarm in your building, and 
whether your building is sprinklered.  An additional criterion that impacts your occupant load is 
the number of washrooms in your facility.  In establishing occupant loads various seating 
configurations for a facility are configured.  The final allowable capacity is established as the 
lowest calculated number limit as defined by the BC Building Code.   

There may be signage already posted in your building, typically on a wall near the entrance, 
based on an approval you have received in the past.  If your building is older, your permitted 
occupancy may have been updated at the time you submitted building permit drawings to the 
Township to renovate or upgrade your building.  

Your occupancy capacity should interest to you, as it not only represents the number of people  
that are safely permitted in your place of assembly at any given time, but is also something 
that is important to your insurer, who may indicate penalties in the form of lost insurance if 
occupancy is breached in the event of a claim. 

The Township of Langley’s Fire Department performs annual safety reviews for buildings in the 
Township.   
 

If you have any questions about occupant loads or concerns regarding your building’s 
compliance with current safety standards contact: 

Township of Langley Fire Department 
604.532.7500 
fireinfo@tol.ca  

Determining Your Occupant Load 
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Insurance is an important tool that helps your society and community hall manage risks and 
liabilities.  The insurance needs of each society and community hall will differ depending on 
the hall building and the types of services and amenities offered.  The Workshop Survey 
revealed that all societies carry both Building Contents and General Liability Insurance.  Eight 
of the halls also carry Director’s and Officer’s Liability Insurance. 

Building insurance includes broad coverage that protects your community hall from loss, theft 
or damage, including the building, land and contents.  It is often recommended that your policy 
specifies that your property coverage is “replacement cost”; otherwise the coverage may be for 
“actual cash value” which takes into account depreciation of the building.   

General Liability Insurance protects your society from liability claims and can cover a range of 
things including bodily injury, property damage, personal injury, and tenant’s legal liability.  It is 
important to note that some general liability policies exclude special events such as fairs, 
festivals, fundraisers, and concerts.  Therefore, when hosting such events, it is critical to check 
that the right coverage is in place.   

When renting out your hall, it is also prudent to have the renters be required to purchase 
Liability Insurance.  The minimum amount should be established and the operating society 
should be named as the additional insured.   

It is important to revisit your policy and coverage regularly to ensure that the total value of your 
policy accurately reflects the current value of your community hall, any improvements or 
additions, and any new purchases.  Some specialty coverage, such as flood and earthquake 
insurance are excluded from standard policies but may be worth considering depending on the 
specific risks facing your hall.   

If your society does not own the building, but rather leases space, building insurance may not 
be required as this is typically the responsibility of the owner.  However this pertains only to 
the building itself and does not imply that you may not have other insurance obligations as a 
building user.  Clarity surrounding your responsibilities in this area should be resolved with 
your landlord at the time you sign your lease agreement. 

If at any time you are unsure about your hall’s insurance coverage, it is recommended that you  
consult an insurance professional.   
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PART 3: YOUR FINANCES 

THE IMPORTANCE OF SOUND FINANCIAL MANAGEMENT 

Community halls exist to meet the needs of the communities they serve.  Thriving societies 
know sound financial management ensures that they can serve their respective communities 
well into the future.  

The Societies Workshop revealed that the majority of community halls are in a steady financial 
position.  While revenue and expenses vary considerably between halls, common financial 
responsibilities unite societies.  These responsibilities include not only careful and regular 
bookkeeping, and the preparation of annual financial statements, but also tasks such as 
ensuring that the hall is properly marketed and that all opportunities for tax exemptions and 
grants are seized.  

Although the responsibility for managing the society’s finances falls to the Treasurer, all board 
members should remain engaged in money matters and develop at least basic skills in 
financial management.  Sometimes, it will be helpful for the society to seek outside financial 
expertise, particularly when setting up bookkeeping systems, preparing financial statements, 
and developing financial plans.  Getting outside help can also help to build capacity within your 
organization and ensure the financial success and longevity of your community hall. 
 

3.1 Regular Bookkeeping  

Maintaining accurate record-keeping or bookkeeping practices is essential to good board 
governance and is an obligation of stewardship of a community hall.  

Bookkeeping records should show all revenues, donations received, and record how the 
society’s resources are spent.  It is from these sources that financial statements will be 
generated. 

Bookkeeping activities can usually be carried out by someone in your organization who 
handles basic clerical work.  However, the treasurer should remain involved in the setup and 
monitoring of the bookkeeping system.  The extent and complexity of these duties will vary 
from one society to another, but duties typically involve preparing cheques, making bank 
deposits, performing accounts payable and accounts receivable, calculating payroll, compiling 
budget data, and drafting financial reports and statements.  These duties can also be 
outsourced to bookkeeping services if necessary.   
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In order to understand the financial position of your society, regular reporting of accurate 
financial information is necessary.  Information contained in financial statements should 
provide a detailed summary of your organization’s financial resources and how they have been  
allocated over a given period of time.  These statements are part of the planning process for 
the organization, and can be used for budgeting and financial review. 

The Chartered Professional Accountants Canada has a source document entitled, “A Guide to 
Financial Statements of Not-for-profit Organizations”.  This guide is intended to assist not-for-
profit directors in understanding the financial responsibilities of the board, financial reporting, 
financial terminology, and provides samples of the key financial statements they are likely to 
encounter. 

Go to the Chartered Professional Accountants Canada website’s link to Business and 
Accounting Resources at www.cpacanada.ca to locate this downloadable guide. 

3.3 Permissive Tax Exemptions 

Property tax exemption is available to Township of Langley based organizations registered as 
not-for-profit organizations that use property for municipal, recreational, religious, cultural, or 
charitable purposes.  To be eligible for a Permissive Tax Exemption, an organization must 
meet the requirements under the Community Charter and comply with the Township of 
Langley’s Tax Exemption Policy and Guidelines. 

A Community Hall Society must be considered to be actively improving the quality of life for 
residents in the Township to qualify for a Permissive Tax Exemption, by filling a need that 
would otherwise be borne by the Township.  They must also be in compliance with all 
municipal policies, plans bylaws and regulations.   

The annual deadline for application is July 15 in the current year for the following year 
exemption.  Your organization will need a current business licence to make an annual 
application.   
Application forms for not-for-profit organizations are available online at: www.tol.ca/About-the-
Township/Municipal-Government/Taxes/Permissive-Tax-Exemption 
 

For the policy and guidelines and other inquiries regarding tax exemption contact:  
Township of Langley, Manager of Revenue and Tax Collection 
604.533.6005  
www.tol.ca  

3.2 Annual Financial Statements 
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Successful halls anticipate and meet the needs of their clients.  To continue to thrive, societies 
must engage with new and potential users by marketing their halls in a number of different 
ways.  The Societies Workshop revealed 10 out of 15 societies currently advertise their halls 
through the use of websites, local newspapers, posters and signage.   

Websites are becoming essential to the ongoing work of societies.  Currently, 10 of 15 Langley 
community halls have websites, with one currently in the process of developing one.  Websites 
are an easy and cost effective way to promote your community hall and the various events 
being hosted.  A well-designed website will do a lot of the work for you.   

A key consideration to keep in mind when designing and updating your community hall website 
is ease of use.  The site should be easy to read and navigate for all users.  It should be 
updated regularly and must contain good photographs that show the features of the hall and 
include suggestions about how the space can be used.  

Adding a dimensioned floor-plan to your website is also useful to prospective renters, along 
with a clear explanation of rental rates, as this is typically one of the first questions that 
interested parties will ask.   

Finally, making sure that your contact information is always up-to-date makes it easy for 
potential users to get any additional information they may need.   

Some advanced features that could take your website to the next level include an “availability 
calendar” that shows when the hall is available for rent, a virtual tour to give potential clients a 
better picture of your space, and customer testimonials that provide positive reviews of your 
community hall.   

Websites are only one way to market your community hall.  Other ways include regular 
newsletters (both mailed and electronic), ads in local newspapers, and posters and signage 
that advertise specific events.  When seeking to attract new users, understanding the strengths 
of your hall and to whom it might appeal will help guide your marketing efforts.  Ultimately, the 
community and users that each hall serves are different, and it is important for each society to 
understand their client’s needs and find the best ways to reach out to them.   

Marketing Your Hall 
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Grant Programs 

Grants are an important source of revenue for community halls.  The Workshop Survey 
revealed that 8 of the 15 societies identified government grants as a primary source of 
revenue.  Typically, grants come from four different sources – municipal government, the 
provincial government, the federal government, and the private sector.  Occasionally, grants 
are also offered by regional governments as well.  

Grant programs can help your society maintain and improve your community hall structure, as 
well as support the community events and programs hosted by your organization.  Below are 
summaries of some of the grant programs that your society and community hall may be able to 
access.   

Funders of grant programs and criteria change frequently, however at the time of writing the 
following are a few of the funding programs available:  

Township of Langley – Heritage Building Incentive Program 

The objectives of the Heritage Building Incentive Program are to promote the conservation of 
residential, commercial, industrial, institutional and agricultural heritage buildings in the 
Township; encourage investment in the Township’s built heritage; and ensure the long-term 
viability of the Township’s historic resources.   

Under this program, community halls that are listed on the Township’s Heritage Inventory may 
apply for grants to assist with the costs of restoration, repair, and maintenance of their 
buildings.  Eligible work includes exterior structural restoration, exterior structural repair, and 
exterior structural maintenance.   

Grants are assessed on a sliding scale of eligibility depending on the level of heritage 
protection in place on the property (see chart below).  The maximum grant available under this 
program is $10,000.  

 

 

 

 

 

Township of Langley: Community Development Division  
604.533.6034 
www.tol/hbip 

Level of Building Protection   Grant Maximum 

Heritage Register Up to 10% of project costs 
Conservation Covenant Up to 25% of project costs 
Designation or HRA Up to 50% of project costs 
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Township of Langley – Community Grants 

Each year, the Township awards grants to not-for-profit groups and organizations serving the 
Township of Langley and its residents.  Applications for funding of special events or special 
projects must demonstrate a benefit to the Township, must involve local residents, and should 
be held in the Township of Langley.  Such special events or projects should promote the 
identity of Langley and enhance the quality of life for Township residents.  The maximum grant 
in this category is $2,500. 

Township of Langley: Recreation, Culture, and Parks Division 
604.533.6086 
www.tol.ca/About-the-Township/Grants-and-Incentives/Community-Grant 
prinfo@tol.ca   

 

Township of Langley – Capital Improvement Grants 

The Township also offers Capital Improvement Grants to community halls that serve Township 
residents and are owned and operated by a not-for-profit society.  The grants are provided on 
a matching basis equal to 50% of actual project costs up to a maximum of $7,500.   

Township of Langley: Recreation, Culture, and Parks Division 
604.533.6086 
www.tol.ca/About-the-Township/Grants-and-Incentives/Capital-Improvement-Grant 
prinfo@tol.ca   
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Home Depot Canada Foundation 

The Home Depot Canada Foundation provides financial assistance to registered charities that 
are committed to building strong communities.  The foundation awards grants to Canadian 
charities to support community-based improvement projects that benefit people in need.  
Eligible projects include renovation and repair work that benefits vulnerable youth and 
affordable housing initiatives, as well as neighbourhood improvement projects that involve 
rebuilding, painting, refurbishing, landscaping, and planting.  The maximum grant is $5,000.   

 

Home Depot Canada Foundation 

www.homedepot.ca/content/foundation/how-we-help/grant-programs  

All inquiries are online to: canadafoundation@homedepot.com 



 

 

Metro Vancouver Cultural Grants 

Metro Vancouver offers a Cultural Grants program to support regional arts and cultural 
projects.  The grants provide financial assistance to a maximum of $10,000, to support a 
variety of functions related to arts and culture.  To apply for these grants, organizations must 
meet the following criteria: 

• promote arts and culture as its primary purpose; 

• provide public arts programs and services on an ongoing basis within Metro Vancouver; 

• be open and accessible to anyone who wishes to become involved; 

• be a “stand-alone” organization whose purpose extends beyond an arts and culture 
mandate; 

• be a not-for-profit society registered under the BC Society Act for at least 2 years;\ 

• demonstrate that the applicant is a well-run organization with a well-defined arts and 
culture mandate, sound administration and solid business plan; 

• obtain funding from diverse sources. 
 

Cultural Grants, Metro Vancouver 
4330 Kingsway, Burnaby BC V5H 4G8 
604.432.6205 
www.metrovancouver.org 
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Heritage Legacy Fund – Heritage BC 

The BC Heritage Legacy Fund provides grants for heritage preservation projects in BC.  It also 
provides grants for heritage conservation efforts that promote and increase the public 
awareness, understanding, and appreciation of BC’s heritage resources. 

The Fund has two programs related to heritage conservation and heritage awareness, the first 
of which is intended to assist with the preservation, rehabilitation, and restoration of heritage 
buildings and resources.  Many of the funding applications received under the Heritage 
Conservation Program are for basic repair and maintenance work, with roof repair being the 
most common.  

Applicants must be registered not-for-profit societies or charities.  Eligible projects may qualify 
for up to 50% of the project costs to a maximum of $25,000.   

Eligible project work includes: 

• Building exterior conservation work, including foundations, roofs, parapets, cornices, 
masonry, wall cladding, windows, doors, columns, towers, porches, and architectural 
features; 

• Conservation of historic structures, such as outbuildings, garages, sheds, barns, bridges,  
trestles, railway turntables, and platforms; 

• Conservation of historic sites such as cemeteries and cultural landscapes; 

• Conservation of original  building interior features (may be considered); 

• Building code upgrades to strengthen structures and improve safety; and 

• Seismic upgrades. 

It is recommended that prior to making an application you contact Heritage BC to determine 
your eligibility. 

 
Heritage BC Head Office 
102-657 Marine Drive 
West Vancouver, BC V7T 1A4 
604.428.7243 
www.heritagebc.ca  
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Federal Government – Canadian Heritage  

Canadian Heritage offers grants and assistance to not-for-profit societies for a variety of 
heritage related projects.   

The Enabling Accessibility Fund is one fund that could assist community halls with the capital 
costs of construction and renovations related to improving physical accessibility and safety for 
people with disabilities.  To be eligible, work must involve removing barriers and increasing 
accessibility; examples include installing automated doors, constructing universally designed 
office space, and retrofitting washrooms with accessible toilets, grab bars and taps.   

The program will fund projects that renovate or retrofit community facilities where programs or 
services are offered to people with disabilities, as well as projects that invest in 
communications technologies that help to make programs more accessible to the community.  

 

Canadian Heritage 
15 Eddy Street 
Gatineau, Quebec K1A 0M5 
1.866.811.0055 (Monday- Friday 8:30 am – 5:00 EST) 
infor@pch.gc.ca 
www.pch.gc.ca 

62 

Milner Church Hall, 2011 



 

 

PART 4: PLANNING FOR THE FUTURE 

4.1 Always Plan Ahead 

For a small organization faced with the daily demands of running a facility, planning for the 
future may seem like a daunting task.  But planning is critical to success over time.  

A 2006 report by Vic Murray, from the School of Public Administration at the University of 
Victoria in 2006, noted that the most frequently cited problem for not-for-profit organizations in 
BC was their difficulty in planning for the future.  Murray's report drew its material from a 
research project conducted by Imagine Canada in September 2004.  This project, called 
“Cornerstones of Community: Highlights of the National Survey of Nonprofit and Voluntary 
Organizations” provided the first comprehensive picture of the size and impact of the nonprofit 
sector in Canada. 

Data obtained at the 2014 Societies Workshop from organizations operating community halls 
in the Township supports the findings in Murray's report.  Only 50 percent of hall societies 
surveyed indicated they had a succession plan in place, and 43 percent indicated that they had 
an emergency plan in case their key people become unable to perform their duties.  

Planning for the future is not a luxury.  It is the responsibility of your board of directors to 
identify and develop people that will ensure continuity into the future. 

At the 2014 Societies Workshop, the wisdom gathered from people who have run halls for 
many years emphasized the importance of having good policy in place that manages risk and 
attends to legal and financial realities -- including the need to maintain building and director’s 
insurance, to standardize contracts, and to develop reserve funds to address unforeseen 
circumstances.  

The long-term success of your hall and hall society also depends on human resources. 
Thinking ahead ensures stability for the organization and creates smooth transitions for people 
as they come and go.  If you are asking the question, “Who will take over when I leave,” you 
have already begun to think about human resources for the future.  
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4.2  Eight Things You Can Do To Get Started 

Developing a strategy to address both the anticipated and unanticipated transitions your 
organization will face does not need to be complicated.  Here are eight ways to begin. 
 

1.  Look ahead 

All registered societies have a stated purpose.  Keeping your organization's purpose at the 
heart of everything you do will help you look ahead and create specific goals for fulfilling that 
purpose.  Goals are a road map.  They will tell you what people and resources you will need 
over time.  
 

2.  Assess critical relationships 

Take time to consider the impact that change will have on your current board, membership, 
paid staff, and the user groups you serve.  The Township Halls Survey indicated that 60 
percent of local hall societies maintain paid staff to assist with the running of their halls.  These 
human resources, in addition to your volunteer membership, are an important consideration.  
 

3.  Update your organization’s contact information 

Update your society and hall information and keep it current.  Contact information includes a 
list of clients, the business services you use, and key contacts for funding and other resources 
critical to the functioning of your organization. 
 

4.  Review and update the job descriptions for your key positions 

Review and document the roles and responsibilities for all volunteer and paid positions.  Since 
hall societies are unlikely to have an Executive Director, documentation simply involves 
developing a current description of your board and key people, describing what they do, and 
when they do it.   

Consider developing procedures manuals for essential tasks carried out by key people.  
Checklists and manuals are particularly helpful in tracking the ongoing care of buildings as well 
as scheduling facility-related tasks.  
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5.  Decide where things of importance are to be kept  

Decide where things of importance, such as society records, are to be kept and ensure that 
everyone on your Board has the information.  Clear communication ensures that important 
information associated with the society and its hall is always available.  These documents 
might include incorporation or registry paperwork, or maintenance and procedure manuals.  
They might outline how to access important keys (such as to the mechanical room), or explain 
the use of fire and security alarms (including their codes).  
 

6.  Choose your position successors and train as needed 

Ongoing recruitment and training of volunteers will ensure you have a group of people to 
choose from when filling key positions.   

Have a back-up person, or understudy, assigned to each key position and take the time to train 
them with respect to important information and procedures.  Honour your volunteers and the 
work that they do. 

Succession planning should also address who will assume overall leadership on an interim 
basis in the case of emergency, such as an unanticipated departure, incapacity, or death.  Just  
contemplating these situations will get your society started on the process of being prepared to  
make informed decisions in difficult times.  
 

7.  Have a communication strategy   

Make a plan regarding how your board is to communicate its decisions both internally and 
externally when transition occurs. 
 

8.  Revisit your plans regularly 

Review your transition and emergency plans on a regular basis.  Make review and reflection 
part of your board process by incorporating discussion into meetings, at least quarterly, to stay 
abreast of anticipated changes.  

Make sure your plans are updated on a formal basis annually -- or when a major change 
occurs within your organization.  
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In  May, 2014, the Heritage Advisory Committee hosted a Hall Societies Workshop for those 
organizations running community halls in the Township.  The objectives of the workshop were 
to identify collective concerns and opportunities, build community by sharing information, and 
gather material for the preparation of a sourcebook that would act as a guide for future hall 
volunteers.   

HALL SOCIETIES PROFILE  

Twenty not-for-profit organizations attended the workshop, fifteen of which run community 
halls.  Of the fifteen organizations that run halls: 13 are incorporated non-profit organizations 
under provincial legislation; 5 are registered charities; and 4 organizations are non-profit 
organizations with charity status. One organization is defined solely as a charity and one is an 
unincorporated association.  Thirteen of the societies own their hall, while two societies lease. 

Boards of Directors 

All fifteen of those running a hall are governed by a Board of Directors with a varying number 
of directors.  Of these, thirteen of the boards are involved in the day-to-day running of their 
halls.   

Volunteers  

The active volunteers identified as being involved in running the halls ranged in number from 4 
to 100 people.  The average age of the volunteers identified most frequently that serve these 
organizations is shown below. 
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Key People   

Key people were defined as those who contribute to the day-to-day functions of the hall on 
which the organization is dependent.  The number of key people it takes to run a hall varied 
from 2 to 25 with eleven organizations indicating that it takes 4 people or less; of these, five 
indicated that 2 key people were adequate to address the day-to-day requirements of their hall.   

Key Volunteer Hours per Week 

The total number of hours that volunteers contribute to their halls on a weekly basis ranged 
from 2 to 100 hours.  These numbers are highly dependent on the types of activities being 
hosted.  Two organizations at the high end are involved in activities such as daily food 
preparation and theatre production.  An additional two organizations in a mid-range spend 40-
50 hours per week and host a higher number of social events on a weekly basis than the 
majority, while eleven indicated that it takes less than 30 key-person hours per week to run 
their hall. 

Length of Service 

The typical length of service provided by volunteers varies considerably among the 
organizations.  Three indicated that their volunteers served for an average of 2 to 5 years; five 
indicated their volunteers served for an average of 5 to 10 years with a few exceptions in an 
over 10 years category; and seven indicated their typical service commitment was over 10 
years. 

Is Volunteerism Changing? 

In response to the question as to whether volunteerism has changed in their organizations in 
the last five years, 2 organizations indicated they experienced an increase in numbers, 4 a 
decrease and 9 indicated that it has remained approximately the same. 

Paid Staff and their Tasks 

More than half of the fifteen organizations pay staff for specific services.  Nine halls indicated 
that people were hired to perform the specific tasks shown in the chart below. 
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Emergency and Succession Planning 

When asked whether the societies had an emergency plan in place in case their key people 
become unable to perform their duties, 6 indicated they did, and 8 indicated they did not have 
an emergency plan. 

Additionally, in response to the question as to whether their Board had a plan with respect to 
who will take over when their current volunteers leave, 7 indicated they did and 7 indicated 
they did not currently have a plan. 

 

WHOM DO THE HALLS SERVE? 

In response to the question regarding who the halls serve, the organizations identified private 
individuals, not-profit clubs and service organizations as their most frequent users.  The 
histogram below represents the frequency that the following user groups were identified by the 
halls. 

The chart on the following page represents the range of activities identified by the fifteen 
organizations running halls.  The extent they are represented below equates with the number 
of times these specific activities were identified in the survey. 
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What Range of Activity do the Halls Support? 
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The vast majority of clients served by the halls originate in the local community or municipality.  
Ten of the organizations indicated that they had clients in their client pool from neighbouring 
municipalities and two indicated they had clients who operated at the provincial level or 
beyond.  
 

FACILITY PROFILES 

Building Age 

The halls in the Township that were surveyed vary in age from 35 years to 118 years.  The 
capacity of these halls ranges from 50 to 270 people, (see list below).  As a grouping the halls 
provide a range of spaces that can accommodate various group sizes and events.   

Capacity 

Note that the capacities reported below were collected for survey purposes only.  If a society 
wishes to ensure that past occupancy capacities remain consistent with current building and 
fire codes they should contact the Township of Langley’s Protective Services Division for 
further information. 

Access 

Ten societies indicated that their halls are fully wheelchair accessible and four indicated that 
they are not accessible.  

Parking 

With respect to having adequate parking, only one hall reported that their on-site parking did 
not meet the needs of the range of events hosted by their hall. 
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Community Hall Capacity 
Aldergrove OAP Hall 130 

Aldergrove Veterans & Seniors Society Hall 50 

Brookswood Senior Citizens Hall 245 

Coghlan Community Hall 100 

Fernridge Community Hall 110 

Fort Langley Community Hall 180 

Fort Langley Lions Hall 112 

Harmsworth Hall 65 

Langley Playhouse 110 

Milner Church and Hall 60 

Murrayville Community Hall 150 

Royal Canadian Legion, Aldergrove 140 

Phelp Hall 110 

West Langley Community Hall 270 

Willoughby Community Hall 120 



 

 

Condition of the Halls 

The societies were asked to rate the current condition of their halls; 7 felt that their facility was 
in good condition with one noting excellent condition, while 8 felt their building was in fair 
condition.  None of the societies felt their hall was in poor condition and in need of immediate 
repair. 
 

Amenities offered by the Halls 

The hall facilities have a range of amenities that support client use.  The chart below identifies 
what they are and the number of halls that have them.  Some additional items noted in the  
“other” category in the survey, included a piano, stage, meals, tiered seating and extra 
electrical plug-ins for craft activities.  

In response to inquiring about the importance of the kitchen for the halls, 3 societies indicated 
that their clients always use their kitchen; 5 indicated that they use them more than half of the 
time and 6 indicated that they use them less than half of the time.  Only 1 society indicated that 
their kitchen was never used.  
 

Hall Advertising 

When asked if the societies advertise their halls, 10 indicated they do and 5 indicated that they 
do not advertise.  The most commonly used mediums for those who advertise include: use of a 
website, local newspapers for specific events, posters and signage.  Ten of the fifteen halls 
have websites while four do not, and one society is currently in the process of developing a 
website.  
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WHAT DOES IT COST TO RUN A HALL? 

The estimated annual expenses to run the halls in 2013 are shown below. 

The societies identified heat and light and insurance, as their largest single dollar expenditures 
followed by cleaning and upkeep costs, or alternatively utilities for those few who pay them.  
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Insurance Costs 

All of the societies carry Building Contents and General Liability Insurance on their halls, and 8 
additionally have Director’s and Officer’s Liability Insurance.  Costs for insurance varied from 
$1500 to $7500 in 2013 for the 12 societies that reported on this item as a standalone 
expense.  For one hall their insurance was included as a part of the liquor licencing.  Specific 
values are shown on the chart below. 

Maintenance and Repair Costs and Capital Improvements in 2013 

Not all of the societies had general maintenance and repair costs for their halls in 2013, so 
dollars paid out ranged from $0 to $50,000, with an estimated total cost to all the halls of 
$118,785 for the year. 

Similarly, not all of the societies undertook capital improvements in 2013, so individual capital 
improvements ranged from $0 to $875,000, with an estimated total cost of $1,018,900 for all 
the halls.  The improvement with the highest value of $875,000 was a developer’s contribution 
to the upgrading of a particular hall in relation to a larger infill project. 

The estimated annual gross revenue for 2013 is shown below. 
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In 2013 the revenue of the majority of the halls exceeded their expenses.  Three halls were 
close to break even or better and one indicated that their expenses exceeded their revenue. 

Of the 15 halls 12 indicated that they apply for tax exemption annually. 

 

Primary Sources of Revenue 

Rentals are the most common source of revenue for the halls.  Government grants came next, 
with membership fees and money earned through filming and movie production as the third 
most predominant source of revenue.  The frequency with which these and other revenue 
sources were identified is shown below. 

Nine societies indicated that they received more than 50% of their revenue from a single 
source in 2013.  The sources of this income included rentals, gaming, annual membership 
fees, and movie production. 

 

Revenue Stability 

In response to whether their revenue had increased, decreased, or stayed the same over the 
past five years, 8 societies reported that their revenues increased; 2 reported a decrease and 
5 indicated that they have remained approximately the same. 

 

Rental Fees 

As a key source of revenue for many halls, the societies were asked how they set their rental 
fees. Some halls had more than one way of charging their clients.  Below is a chart showing 
the different methods used and the frequency with which they are used.  
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They were also asked whether they offer their facility free of charge to support the work of 
other organizations.  Many did and the following are some of the groups that are “sponsored” 
in turn by these non-profit societies: flu vaccinations; Meals-on-Wheels, the Friends Program; 
health and exercise clubs; youth theatre workshops and performances, 4-H; youth groups, 
cubs, scouts, seniors groups and WCI; and funerals.  Some halls also give discretionary 
discounts to charitable groups. 

 

Grants  

As already noted in a previous section above, eight societies identified government grants as a 
primary source of revenue. 

With respect to the source for these grants, 13 of the halls identified 15 incidents of grant 
support from the following noted sources in recent years.   
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APPENDIX B:  SAMPLE RENTAL AGREEMENT 
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APPENDIX C:  TOWNSHIP’S COMMUNITY HALLS  
                          PARTICIPATING IN THE WORKSHOP 
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COMMUNITY HALL SOCIETY/ORGANIZATION ADDRESS/CONTACT  
   
Aldergrove OAP Hall Aldergrove Old Age Pensioners 3015 273 Street 

  604.857.7700 
  theinwards@gmail.com 
   
Aldergrove Veterans & Seniors Aldergrove Veterans & Seniors 27247 Fraser Highway    

Society Hall  604.856.3271 
   
Brookswood Senior Citizens Hall Brookswood Senior Citizens No. 132 19899 36 Avenue 
(Branch # 132)  604.530.4232 
   bsc1@brookswood.ca 
   
Coghlan Community Hall Aldergrove Festival Days Society 6795 256 Street 
  604.671.8948 
  rentCoghlan@aldergrovefestivaldays.com 
   
Fernridge Community Hall Fernridge Community Hall Society 2389 200 Street 
  604.530.5634 
   
Fort Langley Community Hall Fort Langley Community  9167 Glover Road 
 Improvement Society 604.897.5155 
  www.fortlangleycommunityhall.com 
   
Fort Langley Lions Hall Fort Langley Lions Society 23022 88 Avenue 
  778.233.9283 
  fortlionsbookings@gmail.com 
   
Harmsworth Hall  Harmsworth Community Association 7170 232 Street 
(prev. Springbrook School)  604.534.3383 
  cedarsprings@telus.net 
   
Langley Playhouse Langley Players Drama Club 4307 200 Street 
(prev. Brookswood Community Hall)  604.534.7469 
  http://langleyplayers.com  
   
Milner Church Hall  Milner Community Association 6716 216 Street 
  604.534.0006 
  dotmufford@shaw.ca 
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COMMUNITY HALL SOCIETY/ORGANIZATION ADDRESS/CONTACT  
   
Murrayville Community Hall  Murrayville Community Memorial 21667 48 Avenue 
 Hall Association 604.506.8729 
  www.murrayvillehall.ca  
   
Phelp Hall Phelp Community Society 3708 248 Street  
(prev. St. Alban's Church & Hall)  604.888.2740 
   
Royal Canadian Legion Aldergrove Pacific  Branch #265 26607 Fraser Hwy 
Aldergrove Branch Royal Canadian Legion 604.856.8814 
  rcl265@hotmail.com 
   
West Langley Community Hall Langley Lions Society 9402 208 Street 
  604.888.1434 
  westlangleyhall@gmail.com 
   
Willoughby Community Hall  Willoughby Community Hall Society 20809 83 Avenue 
  604.888.3901 
  willoughbyhallrentals@telus.net  
   

The Otter Community Hall was built in 1898, moved to its current location in 1931 
and later adapted for commercial use, Courtesy of the Alder Grove Heritage Society 
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SOCIETY/ORGANIZATION ATTENDEES 
  
Aldergrove Festival Days Society Dennis Robinson 
 Karen Robinson 
 Robin McIntosh 
Alder Grove Heritage Society Erik Simonsen 
Aldergrove Lions Kay Jewell 
Aldergrove Old Age Pensioners Society Ina Lehmann 
 Sandy Hildebrand 
Aldergrove Royal Canadian Legion Doug Hadley 
Aldergrove Veterans & Seniors Society Marlene Samuelson 
 Candace Johnson 
Brookswood Senior Citizens  Bonnie Hartup 
 Irene McNeill 
 Marion Dixon 
Fernridge Community Hall Society Alice Poulsen 
Fort Langley Community Improvement Society David James 
 Sandy Cameron 
Fort Langley Lions Club  Lynda Davidson 
 Dennis Canessa 
Fraser Valley Italian Association  Bruno Giacomazzi 
 Kirk Robertson 
Harmsworth Community Association Wayne Aldridge 
 Carolyn Molenburr 
 Gale Norman 
 Richard Long 
 Linda Haseniuk 
 Terry Dyer 
Langley Lions Society David Coppin 
Langley Players Drama Club Janet Fleming 
 Peter Walton 
Langley Rotary Club Al Richmond 
Milner Community Association Murray Smith 
 Dorothy Mufford 
 Earl Mufford 
 Wes Mufford 
 Ellen Worrell 
 Hugh Davis 
Murrayville Community Memorial Hall Association Marion Brooks 
 Monty deMontezuma 
 Wally Martin 
Phelp Community Society Mike McManus 
 Donna McManus 
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SOCIETY/ORGANIZATION ATTENDEES 
  
Rotary Sunrise Club  Bill Lindahl 
Willoughby Community Hall Society Steve Dreise 
 Alice Johnson 
 Gloria Doubleday 
Other Advisory Committee Members Brad Richert 
Heritage Advisory Committee  Members in Attendance  Tom Annandale 
 Fred Pepin 
 Gloria Doubleday 
 Chris Boughen 
 Adam Cappon 
 Jessica Blesch 
 Alice Johnson 
 Jane Watt 
Township Staff  Kim Stepto 
 Elaine Horricks 
 Kobi Christian 
Councillors in Attendance Charlie Fox 
 Grant Ward 
 David Davis 
  



 

 

This sourcebook has truly been a community effort, and we offer our thanks to many people. 
 
It was developed under the able guidance of the Community Halls Task Force composed of 
Tom Annandale, Chris Boughen, Gloria Doubleday, Alice Johnson, Fred Pepin and Jane 
Watt.   
 
Members from over 20 societies in the Township of Langley contributed their experience and 
wisdom to the process during the May 2014 Workshop, (participants are listed in Appendix D.) 
 
It was researched and refined by 2014-2015 Heritage Advisory Committee members: Tom 
Annandale, Jessica Blesch, Chris Boughen, Adam Cappon, Gloria Doubleday, Cassidy 
Hryckiw, Emily Hyde, Kelly Holmes, Alice Johnson, Wesley Mufford, Fred Pepin, Jenna 
Richmond, Misty vanPopta, Harold Whittell and Councillor Bob Long. 
 
Thanks are also due to Elaine Horricks, Township Heritage Planner for the countless hours of 
work required to bring this project to its final form, and to Jane Watt for working to shape its 
editorial direction. 

83 

ACKNOWLEDGEMENTS 

Page Header Photo Credits 
 
Page Photo Title 
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9 Fort Langley Fireman’s Band on May Day, 196_, Langley Advance Photograph  
 Collection,  LCM  2010.001.1134 
10 Murrayville Community Hall Door Installation, 2009 
11 Langley Playhouse (prev. Brookswood Hall), 2012 
12 Pathway at the Milner Church and Hall, 2011 
13 Fernridge Community Hall, 1982, LCM 4310 
14 St. Ann’s Parish Hall Side Entry, 2010 
15 Willoughby Community Hall Kitchen Entry Doors, 2014 
16 Langley Playhouse (prev. Brookswood Hall), 2011 
17 St. Alban’s Church and Hall (now Phelp Hall), 1980, LCM 2008.055.019 
18 Chair Stacking Unit, Murrayville Community Hall, 2010 
19 Brookswood Senior Citizens Hall Entry, 2015 
20 St. Ann’s Parish Hall Banquet Room, 2010 
21 Piping in Miss Langley (Norma Mufford) at the Athletic Hall in Langley Prairie, c 1950s, 
 LCM 4935 
22 Murrayville Community Hall Kitchen, 2009 
23 Lions Logo on the Fort Langley Lions Hall, Watt 2015 
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24 Past County Line Community Hall, LCM 0994 
25 Past Milner Community Hall, 1982 
26 Harmsworth Hall Signage, Watt 2015 
27 Murrayville Community Hall Exist Door, 2009 
28 Door Threshold Repair, Murrayville Community Hall, 2009 
29 Murrayville Community Hall Front Entrance, 2009 
30 Willoughby Community Hall Side Exit Door, 2013 
31 Repairing Interior Wall Sheathing at Murrayville Community Hall, 2009 
32 Willoughby Community Hall, 2014 
33 West Langley Hall, Watt 2015 
34  West Langley Hall Front Entrance, Watt 2015 
35 St. Alban’s Church with Hall Behind, 2006 
36 Murrayville Community Hall Door Hardware, 2009 
37 Fort Langley Community Hall Entry Doors, 2015 
38 Fort Langley Community Hall Detailing, 2015 
39 Milner Church and Hall Entry, 2011  
40 Fort Langley Community Hall Interior, 2015 
41 Murrayville Community Hall Sprinkler System Connection, Watt 2015 
42 Royal Canadian Legion Aldergrove, Watt 2015 
43 Willoughby Community Hall Exterior Light, 2014 
44 Aldergrove Veteran’s and Seniors Street Front, Watt 2015 
45 Willoughby Community Hall Interior, 2014 
46 Murrayville Community Hall Pipes, Watt 2015 
47 Children at Willoughby School held at Willoughby’s First Community Hall, c. 1921-

1923, LCM 1346 
48 Carpenters Repairing Interior Wall Sheathing at Murrayville Community Hall, 2009 
49 Glen Valley Community Hall, 2013 
50 Site Construction Preparation, Willoughby Community Hall, 2013 
51 Development Notification Sign, Willoughby Community Hall, 2010 
52 Willoughby Community Hall Waiting for New Foundations, 2013 
53 Fort Langley Lions Hall, Watt 2015 
54 Langley Playhouse (prev. Brookswood Hall), 2011 
55 Murrayville Community Hall, 2006 
56 Fort Langley Community Hall, 2015 
57 Aldergrove Veterans and Seniors Entry Window, Watt 2015 
58 Brookswood Senior Citizens Hall, 2015  
59 Willoughby Community Hall Sign, 2013 
60 Fernridge Hall, 2006, LCM 2008.071.005 
61 Coghlan Hall, 1982, LCM 4266 
62 Main Floor Interior Corridor, Fort Langley Community Hall, Watt 2015  
63 The Fort Langley Community Hall in Spring, 2004  
64 Coghlan Community Hall, 2006 
65 Past Hamre Hall/Opera House (b.191_), Courtesy of the Alder Grove Heritage Society 
66 Past Vasa Community Hall (b.1938), Courtesy of the Alder Grove Heritage Society  
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