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Part 1 • Introduction to Membership 

1.	 PURPOSE OF THE MEMBER HANDBOOK

This Member Handbook describes the relationship between members and the Vancouver 

Island Real Estate Board (VIREB). It explains the principles that guide membership, the 

rights and benefits of being a VIREB member, and the responsibilities that accompany it.

The handbook is intentionally written in clear, accessible language. It is designed to help 

members understand what membership means and how VIREB and its members work 

together. The handbook does not attempt to describe detailed administrative procedures, 

enforcement processes, or technical rules.

For transparency, certain approved operational policies will be made available alongside 

this handbook as reference-only appendices. They are not part of the Member Handbook 

and do not create additional member obligations beyond those set out in VIREB’s 

Constitution and Bylaws and this handbook. Rather, the procedures and operational or 

administrative details regarding such obligations are set out in the appendices.

Where there is any inconsistency between this handbook and the Constitution and 

Bylaws, MLS® Regulations, Board Director Governing Policies, or Operational Policies, such 

other document will take precedence to the extent of the inconsistency.

2. 	 ABOUT VIREB

2.1	 Role and Mandate

VIREB is a non-profit, member-based professional association that supports REALTORS® 

and real estate brokerages on Vancouver Island. VIREB exists to:

•	 promote professionalism, cooperation, and ethical conduct;

•	 provide systems, services, and support that enable members to practise effectively;

•	 administer and provide support to MLS® Systems and related services; and

•	 represent and advance the interests of organized real estate within the broader 

regulatory and professional environment.

VIREB serves both its members and the public interest by fostering confidence in the real 

estate profession.

2.2 	 Relationship with CREA and BCREA

VIREB is a member board of the Canadian Real Estate Association (CREA) and the British 

Columbia Real Estate Association (BCREA). Through these relationships, VIREB members 

are part of the broader system of organized real estate in Canada and British Columbia.
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VIREB membership carries obligations to comply with applicable CREA and BCREA rules, 

policies, and ethical standards, as amended from time to time.

3.	 HOW VIREB GOVERNING DOCUMENTS WORK TOGETHER

VIREB uses a structured governance framework to ensure clarity, appropriate 

transparency, accountability, and effective administration.

•	 Constitution and Bylaws: Establish VIREB’s legal foundation, member classes and 

rights, voting processes, and the authority of the VIREB Board of Directors (BOD).

•	 Member Handbook: Explains the relationship between VIREB and its members, 

including expectations and responsibilities.

•	 MLS® Regulations: Govern participation in and use of MLS® Systems and related services.

•	 Board Director Governing Policies: Guide how the BOD governs, sets strategic 

direction, and oversees management.

•	 Operational Policies: Define the detailed procedures, standards, and enforcement 

mechanisms used by staff to administer membership and services.

This structure allows members to clearly understand expectations without embedding 

operational details in governance documents.

4.	 MEMBERSHIP PRINCIPLES

VIREB membership is grounded in shared values that guide how members conduct 

themselves and how VIREB carries out its role.

4.1	 Professionalism

Members are expected to practise competently, responsibly, and with due regard for the 

reputation of the profession and the interests of clients and the public.

4.2	 Cooperation

Members support cooperation with other REALTORS® and VIREB to facilitate fair, efficient, 

and effective real estate transactions and marketplaces.

4.3	 Ethical Conduct

Members adhere to rules and ethical standards established by CREA, BCREA, and VIREB, 

and are expected to act with honesty, integrity, and fairness.

4.4	 Member–Association Relationship Values

The relationship between VIREB and its members is based on mutual respect, appropriate 

transparency, accountability, consistency, and procedural fairness.
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Part 2 • Becoming and Remaining a Member 

5.	 MEMBERSHIP CATEGORIES AND ELIGIBILITY

VIREB offers membership classes aligned with the requirements of organized real estate. 

Membership classes and eligibility are set out in VIREB’s bylaws. Eligibility is based on 

licensing status, brokerage affiliation, and compliance with applicable rules and standards.

6. 	 APPLICATION AND APPROVAL PROCESS

Membership in VIREB is not mandated by law, but is required in order to obtain access 

to the benefits and services that VIREB provides to its members. Individuals and 

brokerages seeking membership must submit an application via the form required by 

VIREB and satisfy all applicable eligibility criteria. Applications are reviewed by VIREB to 

confirm eligibility and compliance before membership is approved. See OP-1 for further 

operational details.

7.	 MEMBERSHIP FEES AND FINANCIAL OBLIGATIONS

Members are responsible for paying membership dues, assessments, and applicable 

VIREB service fees approved by the BOD. Timely payment is a condition of membership 

and good standing. Failure to pay an amount owing when due will result in loss of good 

standing for that member. Not paying amounts owing within 90 days of the due date will 

result in automatic loss of VIREB membership, pursuant to the bylaws.

8.	 MAINTAINING GOOD STANDING

To remain in good standing, members must:

•	 maintain required licensing and brokerage affiliation;

•	 pay all dues, assessments, and fees when due;

•	 comply with the Constitution and Bylaws, Member Handbook, MLS® Regulations, and 

Operational Policies; 

•	 adhere to professional and ethical standards;

•	 complete all professional development requirements as communicated by VIREB, 

BCREA, and BCFSA; and

•	 not be under current suspension by the BC Financial Services Authority (BCFSA), 

CREA, BCREA, VIREB, or any other real estate board or association.
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9. LEAVE OF ABSENCE, TERMINATION, AND REINSTATEMENT

Members may apply for a leave of absence or have their membership terminated in 

certain circumstances. Reinstatement may be available subject to conditions established 

by operational policies. Detailed procedures are not set out in this handbook.
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Part 3 • Member Rights and Benefits 

10.	 MEMBER RIGHTS

10.1	General Meetings

All members are entitled to receive notice of every General Meeting (which includes the 

Annual General Meeting and any Extraordinary General Meetings) and have the right to 

attend such meetings and speak to motions raised at such meetings. Rights of brokerage 

members may be exercised by the brokerage representative appointed by the brokerage 

member.

10.2	Voting Rights

Licensee members, in good standing, have the right to make and second motions at 

General Meetings, and the right to vote at General Meetings in accordance with the 

bylaws. Each licensee member has one vote. Proxy voting is not permitted.

10.3	Election as Director

Licensee members who are eligible in accordance with the bylaws may be nominated to 

stand for election as a VIREB director. All nominations, elections, and appointments to the 

BOD must adhere to the requirements of the bylaws, this handbook, and applicable policies.

10.4	Access to VIREB Services

Members are entitled to access services and programs provided by VIREB, subject to 

applicable rules and policies.

10.5	Education and Professional Development

Members may participate in education, training, and professional development opportunities 

offered or supported by VIREB.

10.6	Access to MLS® Systems and Related Services

Where applicable, members may access MLS® Systems and related services, subject to 

compliance with the MLS® Regulations and policies.

11.	 MEMBER BENEFITS

Membership in VIREB provides access to tools, services, advocacy, engagement oppor-

tunities, and other benefits from time to time (i.e., bulk purchasing, group discounts, etc.) 

that support professional practice and leadership development within the association.
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Part 4 • Member Responsibilities 

12.	 PROFESSIONAL CONDUCT EXPECTATIONS

Members are expected to uphold high standards of professional and ethical conduct at all 

times, including professional standards established by VIREB and by BCREA, both as may 

be amended from time to time.

12.1	CREA Code of Ethics

Members must comply with the CREA REALTOR® Code, as amended from time to time.

12.2	Provincial Regulations

Members must comply with applicable professionalism standards, rules and requirements 

established under the laws and regulations of the Province of British Columbia, including 

without limitation the requirements set by the BCFSA for real estate services.

13.	 RESPONSIBILITIES TO THE BROKERAGE 

Members are responsible for complying with brokerage policies and procedures, 

provincial regulations, and VIREB requirements, and for cooperating with oversight and 

compliance processes.

14.	 RESPONSIBILITIES TO VIREB

14.1	Constitution, Bylaws, and Regulations

Members are responsible to uphold VIREB’s Constitution and comply with VIREB’s Bylaws 

and Regulations, including this Member Handbook.

14.2	 Payment of Amounts Owing

Members, through their brokerage, are responsible to pay amounts owing to VIREB, 

including dues, service fees, fines, and assessments, promptly when such amount is due 

and owing.

14.3 	MLS® Responsibilities

Members who use MLS® Systems and related services must comply with MLS® Regulations 

and policies, and contribute to the accuracy, integrity, and reliability of MLS® information.

14.4	Communication and Timely Information

Members are responsible for keeping contact, licensing, and brokerage information 

current and for responding promptly to required communications from VIREB.
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Part 5 • Standards, Concerns, and Accountability 

15.	 PURPOSE OF THE PROFESSIONAL STANDARDS 
AND ACCOUNTABILITY FRAMEWORK

VIREB maintains a professional standards and accountability framework to promote 

ethical conduct, protect the public, and support confidence in the profession.

16.	 RAISING A CONCERN OR COMPLAINT

Concerns or complaints regarding member conduct may be raised and addressed under 

appropriate operational policies. These processes are designed to be fair, impartial, and 

consistent.

17.	 POSSIBLE OUTCOMES

Depending on the circumstances, outcomes may include education, corrective action, or 

discipline, as determined through operational policies.

18.	 APPEALS

Members may have appeal rights as set out in applicable operational policies.
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Part 6 • Member Engagement and Participation

19.	 ENGAGING WITH VIREB

Members engage with VIREB through meetings, communications, services, and 

participation opportunities.

20.	 PARTICIPATION IN GENERAL MEETINGS

Members may attend and participate at General Meetings in accordance with the bylaws.

21.	 COMMUNICATION CHANNELS AND MEMBER SUPPORT

VIREB communicates with members through established channels and provides support 

through designated staff.

22.	 GETTING INVOLVED

Members are encouraged to participate in committees, task forces, and other initiatives 

that support the work and governance of the association. Committees are governed 

by terms of reference and participation is generally by invitation and appointment. 

However, members may express their interest in serving on one or more committees by 

responding to the annual Call for Volunteers survey or contacting VIREB staff directly to 

be considered for appointment.
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Part 7 • Additional Rules and Where to Find Them

23.	 OTHER GOVERNING AND OPERATIONAL DOCUMENTS

This handbook should be read alongside the following documents.

•	 Constitution and Bylaws

•	 MLS® Regulations

•	 Board Governing Policies

•	 Operational Policies

Operational policies may be provided with this handbook as clearly identified reference-

only appendices. These appendices are maintained separately and may be amended from 

time to time without amending the Member Handbook. Current copies of the policies can 

be found on the Member Portal.

24. HOW CHANGES ARE MADE AND COMMUNICATED

Changes to governing and operational documents are approved through appropriate 

governance processes and communicated to members through official VIREB channels.
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Operational Policies Framework

PURPOSE OF THE OPERATIONAL POLICIES

VIREB operational policies set out the detailed procedures, processes, standards, and 

enforcement mechanisms required to administer membership, professional standards, 

MLS® participation, and other operational matters. These policies are implemented by 

staff under the authority delegated through the Constitution and Bylaws and Board 

Director Governing Policies.

Operational policies are not member-facing relationship documents. They provide clarity, 

consistency, and fairness in administration while allowing flexibility to evolve over time.

GUIDING PRINCIPLES

•	 Operational policies support, but do not replace, the Constitution and Bylaws, and 

Board Governing Policies.

•	 Operational policies give effect to the expectations described in the Member 

Handbook.

•	 Policies are written for consistent staff application and defensible decision-making.

•	 Procedures, forms, timelines, and technical requirements may be embedded in or 

attached to operational policies.

POLICY GOVERNANCE AND MAINTENANCE

Approval and Authority

Operational policies are developed in accordance with BOD governing policies.

Review and Amendment

Operational policies are reviewed periodically and updated as required to reflect legal, 

regulatory, and organizational changes.

Communication

Material changes to operational policies that affect members will always be communicated 

through official VIREB channels.
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Member Navigation Guide • Operational Policies 
(OP-1 to OP-9)

PURPOSE OF THIS GUIDE

This guide is intended to help members quickly identify where to find answers within 

VIREB’s Operational Policies (OP-1 through OP-9).

These policies are operational in nature and are in alignment with Board of Director 

Governing Policies approved by the BOD. They are implemented by staff under delegated 

authority and explain how VIREB administers membership, professional standards, 

compliance, and related matters. The policies are provided for transparency and reference 

and should be read alongside the Member Handbook, Constitution and Bylaws, and MLS® 

Regulations.

If you are unsure where to look, start with the Member Handbook. If you need detail 

on processes, procedures, or administration, this guide will help you locate the relevant 

operational policy.

QUICK REFERENCE: WHERE DO I FIND THIS?

OVERVIEW OF EACH OPERATIONAL POLICY

OP-1	 Membership Administration

Covers how membership is administered, including applications, eligibility verification, 

brokerage affiliation, fees related to status, leaves of absence, termination, and 

reinstatement.

OP-2	 Professional Standards and Conduct

Sets out the professional standards that apply to members and how conduct concerns 

are identified, screened, and managed at an early stage.

OP-3	 Complaints, Discipline, and Appeals

Explains how formal complaints are handled, how investigations and hearings occur, what 

disciplinary outcomes may result, and how decisions may be appealed.

OP-4	 Arbitration and Dispute Resolution

Describes how commission disputes and other arbitrable disputes are resolved through 

arbitration or other dispute resolution mechanisms.
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OP-5	 MLS® Administration and Compliance

Addresses MLS® System access, data standards, monitoring, compliance processes, 

corrective actions, and referrals to other policies where needed.

OP-6	 Committees and Panels (Operational)

Governs the appointment, training, conduct, and operation of committees and panels 

involved in professional standards, discipline, appeals, and arbitration.

OP-7	 Financial and Fee Administration

Covers dues, assessments, service fees, fines, penalties, cost recovery, refunds, and 

payment arrangements.

OP-8	 Records, Privacy, and Confidentiality

Explains how records are managed, how personal and confidential information is 

protected, and how access and disclosure are handled.

OP-9	 Education and Compliance Support

Describes education programs, compliance guidance, remedial education, and support 

tools used to promote understanding and voluntary compliance.

HOW THIS GUIDE FITS WITH OTHER DOCUMENTS

If you are seeking information on:	 Refer to the following Operational Policy:

Applying for VIREB membership	 OP-1	 Membership Administration

Membership categories or eligibility administration	 OP-1	 Membership Administration

Changing brokerages or brokerage affiliation	 OP-1	 Membership Administration

Membership fees, dues, or payment status	 OP-1	 Membership Administration		
	 OP-7	 Financial & Fee Administration

Leave of absence, termination, or reinstatement	 OP-1	 Membership Administration

What professional standards apply to members	 OP-2	 Professional Standards & Conduct

How professional conduct concerns are handled	 OP-2	 Professional Standards & Conduct

Filing or responding to a complaint	 OP-3	 Complaints, Discipline, & Appeals

How complaints are investigated	 OP-3	 Complaints, Discipline, & Appeals

Possible disciplinary outcomes	 OP-3	 Complaints, Discipline, & Appeals

Appealing a disciplinary decision	 OP-3	 Complaints, Discipline, & Appeals

Commission disputes	 OP-4	 Arbitration & Dispute Resolution	
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If you are seeking information on:	 Refer to the following Operational Policy:

Arbitration between members or brokerages	 OP-4	 Arbitration & Dispute Resolution

MLS® access and authorization	 OP-5	 MLS® Administration & Compliance

MLS® data accuracy or compliance issues	 OP-5	 MLS® Administration & Compliance

MLS® sanctions or corrective actions	 OP-5	 MLS® Administration & Compliance

How committees or panels are appointed	 OP-6	 Committees & Panels

Training or conduct expectations for panel members	 OP-6	 Committees & Panels

Fines, penalties, or cost recovery	 OP-7	 Financial & Fee Administration

Refunds, credits, or payment arrangements	 OP-7	 Financial & Fee Administration

How records are kept	 OP-8	 Records, Privacy, & Confidentiality

Privacy or confidentiality of complaints or hearings	 OP-8	 Records, Privacy, & Confidentiality

Access to personal information	 OP-8	 Records, Privacy, & Confidentiality

Education requirements or remedial training	 OP-9	 Education & Compliance Support

Compliance guidance or advisory support	 OP-9	 Education & Compliance Support

•	 Member Handbook: Explains the expectations, obligations, and responsibilities of 

membership.

•	 Operational Policies: Explain how those expectations of membership are administered.

•	 MLS® Regulations: Govern MLS® participation and technical requirements.

•	 Constitution and Bylaws: Establish legal authority and governance structure

This guide is intended to make operational policies easier to navigate and understand. It 

does not create additional rights or obligations. Rather, the procedures and operational or 

administrative details regarding such obligations are set out in the following appendices.
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OP-1 • Membership Administration Policy

1.	 Purpose

This policy sets out the administrative processes used by the Vancouver Island Real 

Estate Board (VIREB) to manage membership status in a consistent, fair, and transparent 

manner. It gives effect to the expectations described in the Member Handbook and the 

authority established in the bylaws.

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 Scope

This policy applies to:

•	 all applicants for membership;

•	 all VIREB members;

•	 all brokerages and managing brokers interacting with VIREB on membership matters; 

and

•	 VIREB staff administering membership.

3.	 Authority

The BOD delegates authority to the Chief Executive Officer (CEO) and staff to administer 

membership in accordance with this policy.

Nothing in this policy limits the association’s authority under the bylaws to admit, 

suspend, or terminate membership.

VIREB may impose reasonable conditions, limitations, or requirements where necessary 

to administer this policy fairly and effectively, including to address unique circumstances, 

manage risk, or ensure compliance with governing documents and legal requirements.

4. 	 Guiding Principles

Membership administration will be:

•	 consistent and impartial;

•	 aligned with provincial licensing requirements;

•	 timely and efficient;

•	 clearly documented; and

•	 respectful of members, applicants, and staff administering membership.
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5.	 Membership Categories

VIREB recognizes the following membership classes as established in the bylaws.

•	 Licensee Member

•	 Brokerage Member

•	 Honorary Member

5.1 	 Eligibility

Eligibility criteria for each membership class, as well as circumstances that disqualify an 

individual or business from membership, are set out in VIREB’s bylaws.

The BOD authorizes the Nominations Committee to grant honorary membership to 

individuals who are formally nominated for outstanding service to the community or to 

the real estate profession. Staff are responsible for verifying that applicants and members 

meet all eligibility criteria applicable to their membership class.

A member who ceases to be eligible in accordance with the bylaws will automatically 

cease to be a member of VIREB and may reapply for membership when eligible.

6.	 MEMBERSHIP APPLICATION AND ADMISSION

6.1 	 Application Requirements

Applicants must:

•	 submit a completed application in the form required by VIREB;

•	 hold the appropriate license under the Real Estate Services Act (RESA);

•	 in the case of a licensee member, be affiliated with a brokerage member of VIREB;

•	 agree to comply with the Constitution and Bylaws, Member Handbook, MLS® Regulations 

(if applicable), and Operational Policies; 

•	 provide any documents required by VIREB to confirm eligibility; and

•	 pay all required fees and assessments.

6.2	 Honorary Membership

Honorary Members shall continue to be entitled to hold office in VIREB and to vote at 

meetings and shall be required to pay all VIREB service fees and other amounts charged 

by VIREB.

The managing broker must advise the CEO, in writing, of any change in control or 

ownership of the business of any such brokerage member, or of the partnership, 

corporation, trust company, credit union, chartered bank, or public company which 

member they represent. Such changes may, at the directors’ discretion, cause 

membership and services to cease. The directors may, in their discretion, waive the 
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requirements for notification of a transfer, assignment, or other change in ownership, 

in the case of a trust company, credit union, chartered bank, or public company. The 

directors may determine from time to time the fee paid by a brokerage member upon 

the approval by the directors of a change of ownership of the brokerage member. 

The directors shall require a new owner to guarantee the obligations of the brokerage 

member to VIREB.

6.3	 Review and Approval

Staff will review all applications to confirm eligibility and completeness. Membership is 

effective once all requirements are satisfied and approval is confirmed.

6.4	 Refusal or Deferral

An application for membership may be refused or deferred where eligibility requirements 

are not met or information is incomplete. Applicants will be advised of the reason and any 

steps required to proceed.

7.	 BROKERAGE AFFILIATION AND CHANGES

7.1 	 Managing Broker Responsibilities

Managing brokers are responsible for ensuring that licensee members affiliated with their 

brokerage:

•	 meet licensing and regulatory requirements;

•	 maintain good standing with VIREB; and

•	 promptly notify VIREB of changes affecting membership status.

7.2	 Changes in Affiliation

Members must notify VIREB of any change in brokerage affiliation within the time frame 

established by staff. Membership status may be adjusted until confirmation of new 

affiliation is received.

8.	 MEMBERSHIP FEES AND FINANCIAL ADMINISTRATION

8.1	 Fees and Assessments

Membership dues, assessments, and VIREB service fees are approved by the BOD. In 

the case of VIREB service fees, a maximum amount is set by licensee members. Staff 

are responsible for implementation of established fees through invoicing and collection 

practices.
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8.2	 Non-Payment

Failure to pay required amounts by prescribed deadlines will result in immediate loss of 

good standing of membership. If not rectified within 90 days of loss of good standing, 

failure to pay will result in loss of membership in VIREB, along with all rights, benefits, and 

privileges of membership. The assocation may, in its sole discretion, approve a payment 

plan for payment of an outstanding amount owed by a member.

8.3	 Reinstatement Following Non-Payment

Reinstatement of good standing following loss of good standing for non-payment is 

subject to payment of the full outstanding amounts and any applicable reinstatement fees. 

9. MAINTAINING GOOD STANDING

Members are considered in good standing when they:

•	 have no outstanding fees or assessments;

•	 have met all continuing education requirements;

•	 comply with governing documents and policies; and

•	 are not subject to a current suspension from VIREB, BCFSA, BCREA, CREA, or any 

other real estate board or association.

Staff may place administrative restrictions on members who do not meet good-standing 

requirements. Members who are not in good standing may lose access to certain services 

or benefits,

10.	 LEAVE OF ABSENCE

10.1	Eligibility

Members may apply for a leave of absence in circumstances approved by VIREB policy, 

including temporary cessation of practice.

10.2	Conditions

Leaves of absence may:

•	 limit access to services or systems;

•	 suspend certain fees; and

•	 be subject to time limits and conditions.

10.3	Return from Leave

Members returning from leave must meet all reinstatement requirements in effect at the 

time of return.
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11.	 TERMINATION OF MEMBERSHIP

11.1	Voluntary Termination

Members may resign their membership by providing notice in writing sent or delivered to 

the association’s address. Generally, resignations should be addressed to the attention of 

the CEO or COO.

11.2	Administrative Termination

In accordance with the bylaws, membership may be administratively terminated where:

•	 eligibility requirements are no longer met, including loss of licence or failure to maintain 

brokerage affiliation;

•	 a membership has been not in good standing for 90 days by reason of non-payment of 

amounts owing, failure to complete continuing education requirements, failure to abide 

by a penalty imposed by the Professional Standards Committee (PSC) or appeal board, 

or failure to respond to the PSC in relation to a complaint against the member.

11.3	Termination by Expulsion

In accordance with the bylaws, a member may be expelled from membership by decision 

of the BOD, following an appropriate review and disciplinary proceeding, if applicable.

12.	 REINSTATEMENT

Reinstatement following termination is subject to:

•	 satisfaction of eligibility requirements;

•	 payment of applicable fees; and

•	 compliance with any conditions established by staff.

Services previously provided to a member, but lost due to suspension or loss of good 

standing, will automatically be reinstated upon the member’s suspension ending or the 

member’s membership being restored to good standing. Reinstatement will occur upon 

satisfaction of all requirements, and payment of all outstanding monies owed to VIREB, 

including those assessments due and payable while the member was under suspension.
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13.	 RECORDS AND DOCUMENTATION

Staff will maintain membership records in accordance with records retention, privacy, and 

confidentiality legislation and policies.

Members may request access to their own personal information in accordance with the 

Personal Information Protection Act (BC).

Members may request access to VIREB corporate records in accordance with the bylaws 

and the BC Societies Act.

14.	 COMMUNICATION

Decisions affecting membership status will be communicated to members or applicants in 

writing or by other approved means.

15.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 MLS® Regulations

•	 OP-7 Financial and Fee Administration

•	 OP-8 Records, Privacy, and Confidentiality
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OP-2 • Professional Standards and Conduct Policy

1.	 PURPOSE

This policy establishes the professional standards and conduct framework administered 

by the Vancouver Island Real Estate Board (VIREB). It gives operational effect to the 

conduct expectations set out in the Member Handbook and supports VIREB’s mandate 

to promote professionalism, ethical behaviour, and public confidence in the real estate 

profession.

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 all VIREB members;

•	 all applicants for membership, where relevant;

•	 brokerages and managing brokers in their oversight roles; and

•	 VIREB staff administering professional standards matters.

3.	 AUTHORITY

The BOD delegates authority to the Chief Executive Officer (CEO) and staff to administer 

professional standards and conduct matters in accordance with this policy.

Nothing in this policy limits:

•	 the BOD’s authority under the Constitution and Bylaws; 

•	 another real estate board; or

•	 the jurisdiction of BCFSA or other provincial regulators, CREA, or BCREA.

4.	 GUIDING PRINCIPLES

Professional standards and conduct administration will be:

•	 fair, impartial, progressive (where necessary) and consistent;

•	 proportionate to the nature of the concern;

•	 aligned with principles of procedural fairness; and

•	 focused on education and improvement where appropriate.
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5.	 STANDARDS OF PROFESSIONAL CONDUCT

5.1	 Applicable Standards

Members are expected to comply with:

•	 BCFSA rules and requirements, including but not limited to the Real Estate Services Act 

(RESA);

•	 the CREA REALTOR® Code, as may be amended from time to time;

•	 applicable BCREA professionalism standards and rules;

•	 VIREB’s Constitution and Bylaws;

•	 the Member Handbook; and

•	 applicable MLS® Regulations and operational policies.

5.2	 General Conduct Expectations

Members must conduct themselves in a manner that:

•	 upholds the integrity and reputation of the profession and of VIREB;

•	 demonstrates honesty, integrity, and fairness;

•	 supports cooperation with other members;

•	 complies with applicable laws and regulatory requirements; and

•	 avoids conduct unbecoming or detrimental to VIREB or its members.

6.	 ROLE OF BROKERAGES AND MANAGING BROKERS

6.1 	 Oversight Responsibilities

Managing brokers are responsible for:

•	 providing reasonable supervision of members affiliated with their brokerage;

•	 supporting compliance with professional standards; and

•	 cooperating with VIREB in the administration of professional standards matters.

6.2	 Duty to Notify

Brokerages and managing brokers must notify VIREB of matters that may affect a member’s 

eligibility or standing, including termination of affiliation, where required by policy.

7.	 EDUCATION AND EARLY RESOLUTION

7.1	 Education-Focused Approach

Where appropriate, VIREB may address conduct concerns through education, guidance, 

or informal resolution, rather than formal disciplinary processes.
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7.2	 Advisory Support

Staff may provide information or guidance to members regarding professional standards 

expectations and compliance.

8.	 INTAKE AND SCREENING OF CONDUCT CONCERNS

8.1	 Receipt of Concerns

Concerns regarding professional conduct may be received from members, directors, 

committees, clients, staff, the public, or other sources.

8.2	 Screening

Staff will conduct an initial review to determine whether a concern:

•	 falls within VIREB’s jurisdiction or refer as appropriate;

•	 is related to professional standards or conduct applicable to members (see above); and

•	 should proceed to further review, referral, or dismissal.

8.3	 Referral

Concerns may be referred to:

•	 informal resolution processes;

•	 education or compliance support;

•	 OP-3 Complaints, Discipline, and Appeals processes; or

•	 external bodies, where appropriate.

9.	 CONFIDENTIALITY AND INFORMATION MANAGEMENT

9.1	 Confidentiality

Professional standards matters will be handled confidentially, subject to legal requirements, 

procedural fairness, and disclosure obligations.

Despite the foregoing, VIREB disseminates to its membership a disciplinary action article 

regarding each member who has been disciplined, along with the type of violation, the 

penalty or discipline imposed, and the date. The disciplinary action articles are collectively 

referred to as Ethics Corner. A discipline action article will only be disseminated and 

added to the discipline register after such discipline is final, following appeal (if any) or 

the expiry of the appeal period (see OP-3 Complaints, Discipline, and Appeals Policy). 

The purpose of maintaining a discipline register is to ensure accountability of members 

and appropriate consistency of disciplinary decisions for similar violations.
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The discipline register is published in a secure, password-protected section of VIREB’s 

Member Portal. The discipline register is available to members (and senior management) 

of VIREB and is not shared with any other person or organization. No member is entitled 

to share any information from the discipline register outside of VIREB membership without 

a court order. If a member shares information without legal authorization, the breach of 

confidentiality will be reported to the PSC for review. If a member is required by court 

order or other due process of law to disclose such information to any third party, the 

member must immediately inform VIREB and provide full details of the required disclosure.

9.2	 Records

Records relating to conduct concerns will be maintained in accordance with OP-8 

Records, Privacy, and Confidentiality.

10.	 RELATIONSHIP TO OTHER PROCESSES

This policy operates in conjunction with:

•	 OP-3 Complaints, Discipline, and Appeals;

•	 OP-4 Arbitration and Dispute Resolution;

•	 OP-5 MLS® Administration and Compliance;

•	 applicable CREA and BCREA processes; and

•	 provincial regulatory requirements.

11.	 COMMUNICATION

Members will be informed of professional standards expectations and any material 

outcomes affecting them in a timely and appropriate manner.

12.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

13.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 MLS® Regulations

•	 OP-1 Membership Administration

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-8 Records, Privacy, and Confidentiality
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OP-3 • Complaints, Discipline, and Appeals Policy

1.	 PURPOSE

This policy establishes the processes used by the Vancouver Island Real Estate Board 

(VIREB) to address complaints, administer discipline, and manage appeals in a manner 

that is fair, transparent, and consistent.

This policy gives operational effect to the professional standards framework described in 

the Member Handbook and OP-2 Professional Standards and Conduct Policy. 

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 complaints regarding the professional conduct of members;

•	 disciplinary processes arising from such complaints;

•	 appeals of disciplinary decisions; and

•	 VIREB staff, committees, and panels involved in these processes.

This operating policy does not limit or replace the jurisdiction of provincial regulators, 

CREA, or BCREA.

3.	 AUTHORITY

The BOD delegates authority to the Chief Executive Officer (CEO). Staff members 

establish and manage a committee of member volunteers to administer complaints, 

discipline, and appeals, through the PSC in accordance with this policy.

The BOD retains ultimate authority as provided in the Constitution and Bylaws.

VIREB may impose reasonable conditions, limitations, or requirements where necessary 

to administer this policy fairly and effectively, including to address unique circumstances, 

manage risk, or ensure compliance with governing documents. 



Member Handbook | 02.06.26 Page 36

4.	 GUIDING PRINCIPLES

Complaints, discipline, and appeals processes will be:

•	 fair, impartial, and unbiased;

•	 proportionate to the nature and seriousness of the conduct;

•	 aligned with principles of procedural fairness;

•	 timely and efficient;

•	 respectful of confidentiality and privacy obligations; and

•	 transparent to those involved in a complaint, as VIREB does not accept anonymous ones.

5.	 INITIATION OF COMPLAINTS

5.1 	 Who May File a Complaint

Complaints may be initiated by:

•	 members;

•	 clients or members of the public;

•	 brokerages or managing brokers;

•	 VIREB staff; or

•	 external bodies where appropriate.

5.2	 Form of Complaint

Complaints must be submitted in writing or in the form required by VIREB and include 

sufficient information to allow review.

6.	 INTAKE AND PRELIMINARY REVIEW

6.1	 Intake

Upon receipt of a complaint, staff will confirm jurisdiction and completeness.

6.2	 Preliminary Review

Staff may:

•	 dismiss complaints that are frivolous, vexatious, outside jurisdiction, or lacking sufficient 

information;

•	 refer matters where determined appropriate (see OP-2); or

•	 advance the complaint to investigation.

The complainant will be informed that all complaints are transparent in nature and 

anonymous complaints are not accepted. Any member who is the subject of a complaint 

will be advised, in full transparency, of the complaint and given an opportunity to respond, 

in writing. Both parties will be informed of the outcome of the preliminary review.
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7.	 INVESTIGATION AND CONSENT TO DISCIPLINE

7.1	 Investigation Authority

Where warranted, staff may refer the complaint to the PSC, which will review and advise 

next steps, such as conducting or arranging a fact-finding exercise to gather relevant 

information. In some cases, staff may engage third parties outside of the committee to 

conduct or assist in investigations.

7.2	 Cooperation

Members and brokerages are responsible to cooperate with investigations, subject to 

overriding legal rights and obligations. Failure to cooperate in an investigation or hearing 

may result in loss of good standing of membership.

7.3	 Consent to Discipline

A member who is the subject of a complaint may, after investigation, be offered the 

opportunity to enter into a consent agreement to specific disciplinary outcome, in which 

case the member and VIREB will enter into a written Consent to Discipline Agreement. 

Where such an agreement is reached, no hearing is required, and the matter will be held 

in abeyance pending the successful completion of the Consent to Discipline Agreement.

8.	 HEARING AND DECISION-MAKING

8.1	 Hearing Bodies

Complaints requiring adjudication may be heard by:

•	 a Professional Standards Committee;

•	 a hearing, mediation, or arbitration panel; or

•	 the BOD.

8.2	 Notice of Hearing

The CEO will provide notice of the hearing date, time, and location to the member or 

members in question at least fourteen calendar days before the date of such hearing. 

Failure of a member to appear shall not prevent the hearing from continuing in their 

absence, as determined in the discretion of the hearing panel.

8.3	 Hearing Panel and Procedures

A hearing panel (inclusive of a hearing panel chair) will be appointed by the chair of the 

PSC and consist of three trained member volunteers who do not sit on the PSC. 

The panel is given “binders” in advance, containing the original complaint, the response, 

and supporting information. The investigative report and the PSC’s decision is not shared 

with the panel to ensure there is no bias, and the case is heard from the beginning.
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The panel will review the “binder” and prepare questions, request additional information,  

and discuss the complaint amongst themselves, with support from staff when requested.

Hearings will be conducted to align with principles of procedural fairness, including 

notice, opportunity to be heard, and impartial decision-making. All parties will have 

opportunities to make uninterrupted statements and responses and to ask questions of 

any witnesses. The hearing panel may ask questions of evidence or of witnesses. Hearings 

are conducted with the intention of not being unnecessarily adversarial or legalistic.

In proceeding with a hearing, the hearing panel may proceed in such manner as it, in 

its discretion, deems advisable. The hearing is recorded and led by counsel of VIREB, if 

present, or by the hearing panel chair. Without in any way limiting the generality of its 

powers, the hearing panel shall have authority to summon before it for such hearing any 

VIREB member and to require production by any member of such documents and records 

as the panel may require. 

The respondent may have any one member in good standing in attendance with them, 

including but not limited to their managing broker. A respondent may also have legal 

counsel present at their own expense. If a respondent will have legal counsel present at a 

hearing, they must provide notice to VIREB at least five days before the hearing date. 

Any staff present at the hearing are there for informational and administrative support 

only and not as a member of the hearing panel. Complainants and respondents will 

be given the opportunity to object to any of the panel members with explanation. If a 

conflict of interest exists, a new panel member will be recruited.

Each person giving evidence will be examined or questioned, subject to variation by the 

hearing panel in its discretion, in the following order.

•	 First, by the committee solicitor.

•	 Then, by the hearing panel members.

•	 Finally, by the complainants and respondents of each other or their counsel.

Witnesses or other members (save for the respondent, representative—if any—and 

members of the hearing panel) are only present in a hearing to give evidence or to 

answer questions and will not remain in the hearing after this is completed.

After witnesses have given evidence, the complainants and respondents (or their counsel) 

will be allowed to make final and uninterrupted closing statements, with the respondents 

having the final submission, after which no more questions or statements will be allowed.

At the conclusion of the closing remarks, the parties to the complaint will be asked to 

retire from the hearing room to permit the hearing panel’s deliberation.
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8.4	 Legal Counsel

VIREB may be represented by counsel, who shall have conduct of the hearing on behalf 

of the association.

The respondents shall have the right to retain and be represented by counsel at their own 

expense.

8.6	 Decisions

After the parties to the complaint have completed their evidence and left the hearing 

room, the hearing panel members will deliberate over the facts of the case and reach a 

conclusion. Decisions will be made by a majority vote of the hearing panel based on the 

information presented and the applicable standards of conduct. 

The hearing panel’s findings are conveyed in writing to the respondents, specifying 

the panel’s findings and related penalties imposed (if any). Any action or attempt by a 

respondent to harass, intimidate, or otherwise interfere with a member of the hearing 

panel, appeal panel, or the PSC constitutes misconduct and may be subject to further 

investigation and disciplinary action.

9.	 DISCIPLINE AND REMEDIES

9.1	 Available Outcomes

Where a complaint is not substantiated or is determined not to warrant any disciplinary 

outcome, it must be dismissed.

Where a complaint is substantiated, disciplinary outcomes may include:

•	 imposing additional education or training requirements;

•	 requiring the member to undertake corrective or remedial action;

•	 imposing fines or penalties;

•	 suspension of membership for a set period of time or until certain requirements are 

met;

•	 expulsion from membership, where ratified by the BOD; or

•	 administrative overhead costs incurred for the hearing panel. 

9.2	 Proportionality

Discipline will be proportionate to the seriousness of the conduct and any relevant 

mitigating or aggravating factors. Precedent will be considered.
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10.	 APPEALS

10.1	Right of Appeal

A member who has received a disciplinary outcome may appeal the decision, the 

disciplinary outcome imposed, or both. A member wishing to appeal the decision must 

file a notice of appeal with the CEO within 30 days of the date the panel decision was 

provided to the member.

10.2	Appeal Bodies

Appeals may be heard by an appeal panel authorized by VIREB. All appeals must be 

determined on the basis of reasonableness of the panel decision.

10.3	Grounds of Appeal

An appeal is not a rehearing of the original complaint. A member can appeal their 

decision only on one or more of the following grounds.

•	 The decision makers misapplied or misinterpreted the bylaws, the CREA REALTOR® 

Code, or other source of the professional standards which the member was found to 

have violated.

•	 There was a lack of procedural fairness in the initial hearing.

•	 The penalty imposed was excessive.

The notice of appeal must contain a brief statement of the appeal’s grounds.

10.4	Appeal Fee

There is an additional $500 fee to submit your appeal. There is the potential for the 

overhead costs of a hearing appeal to be assigned to the appellant. 

10.5	Appeal Procedures

Notice of hearing of the appeal shall be given to the member-appellant by the CEO at 

least fourteen calendar days prior to the date of such hearing. Failure of the respondent 

to appear shall not prevent the hearing of the appeal which may, at the discretion of the 

appeal panel, proceed in the absence of the respondent, or the appeal panel may dismiss 

the appeal.

In proceeding with the appeal, the appeal panel may proceed in such manner as in its 

discretion it deems advisable and without being bound by the rules of evidence or other 

legal rules. 
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10.6	Legal Counsel

VIREB may be represented by counsel at the appeal to respond to it, including a review of 

the possible violations considered at the original hearing or the evidence contained in the 

appeal book. The association’s counsel at the appeal may be the same as its counsel from 

the initial hearing, if any.

The member-appellant has the right to retain and be represented by counsel at their expense.

10.7	Appeal Decision

The appeal board, by majority decision, may:

•	 dismiss the appeal;

•	 set aside the original decision in whole or in part and refund in full or in part the appeal 

fee;

•	 remit the matter to the PSC for a new investigation, give any decision, and impose any 

of the penalties set out in Section 9.1 of this policy; and

•	 order the respondent to pay the amount of the board’s expenses of the appeal.

The decision of a majority of the appeal panel shall be final, binding, and conclusive of all 

matters dealt with therein. Such decision must:

•	 be in writing;

•	 be signed by the members who constituted the appeal board; and

•	 set out the disposition of the appeal.

Such decision may contain the reasons for the decision and may contain a dissenting 

opinion, but neither such dissenting opinion, nor the majority decision, shall indicate the 

decision of a particular member of the appeal board.

10.8	Notice of Decision

The appeal panel may, by its decision, direct the CEO to notify any or all of the following 

concerning the decision, namely:

•	 any one or more of the members; and/or

•	 any other person or entity, including without limitation BCFSA.

A copy of the decision shall be communicated to the board chair and respondents.
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11.	 CONFIDENTIALITY AND RECORDS

11.1	Confidentiality

Subject to the foregoing, complaints, investigations, hearings, and appeals will be handled 

confidentially, subject to legal requirements and disclosure obligations.

11.2	Records

Records will be maintained in accordance with OP-8 Records, Privacy, and Confidentiality 

Policy.

12.	 RELATIONSHIP TO OTHER PROCESSES

This policy operates alongside:

•	 OP-2 Professional Standards and Conduct;

•	 OP-4 Arbitration and Dispute Resolution;

•	 OP-5 MLS® Administration and Compliance; and

•	 applicable CREA, BCREA, and regulatory processes.

13.	 COMMUNICATION OF OUTCOMES

Members will be informed of decisions affecting them in a timely and appropriate manner. 

Publication or broader communication of outcomes will occur only where authorized by 

policy or required by law.

14.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

15.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 OP-2 Professional Standards and Conduct

•	 OP-4 Arbitration and Dispute Resolution

•	 OP-8 Records, Privacy, and Confidentiality
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OP-4 • Arbitration and Dispute Resolution Policy

1.	 PURPOSE

This policy establishes the arbitration and dispute resolution processes administered 

by the Vancouver Island Real Estate Board (VIREB). It provides a fair, efficient, and 

consistent framework for resolving certain disputes arising between members, between 

brokerages, or in relation to services administered by VIREB.

This policy gives operational effect to the expectations set out in the Member Handbook 

and operates alongside OP-2 Professional Standards and Conduct and OP-3 Complaints, 

Discipline, and Appeals. 

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 commission and remuneration disputes between brokerages;

•	 disputes between members or brokerages where arbitration is required or permitted; 

and

•	 disputes arising from participation in VIREB-administered services, where applicable.

This policy does not replace or limit the jurisdiction of provincial regulators, the courts, 

CREA, or BCREA, except where arbitration is mandatory under applicable rules or 

agreements.

This policy does not apply to commission disputes between brokerage members of 

separate real estate boards. 

3.	 AUTHORITY

The BOD delegates authority to the Chief Executive Officer (CEO) and staff to administer 

arbitration and dispute resolution processes in accordance with this policy.

The association retains authority as provided in the Constitution and Bylaws, including 

authority to approve arbitration frameworks and panel appointments.
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4.	 GUIDING PRINCIPLES

Arbitration and dispute resolution processes will be:

•	 impartial and independent;

•	 accessible and efficient;

•	 proportionate to the nature of the dispute;

•	 respectful of procedural fairness; and

•	 aligned with recognized arbitration standards.

5.	 TYPES OF DISPUTES

5.1	 Commission and Remuneration Disputes

Disputes regarding commission or remuneration between brokerages may be subject to 

arbitration where required by applicable rules or agreements.

5.2	 Inter-Member and Inter-Brokerage Disputes

Certain disputes between members or brokerages may be referred to arbitration or other 

dispute resolution processes, where appropriate.

5.3	 Service-Related Disputes

Disputes relating to participation in or access to VIREB-administered services may be 

addressed under this policy where applicable.

6.	 MANDATORY AND VOLUNTARY ARBITRATION

6.1	 Mandatory Arbitration

Arbitration is mandatory where required by:

•	 MLS® Regulations;

•	 CREA or BCREA requirements; or

•	 written agreements binding the parties.

6.2	 Voluntary Arbitration

Where arbitration is not mandatory, parties may agree to submit disputes to arbitration 

administered by VIREB.

VIREB shall not intervene or arbitrate in any internal dispute between members of a firm.
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7.	 INTAKE AND SCREENING

7.1	 Submission of Disputes

Any member who makes a claim having a dispute that involves or may involve any other 

member may file a claim within sixty days after the completion of the sale or other event 

giving rise to the dispute. Claims submitted after this timeline are subject to the discretion 

of the CEO or designate.

Disputes submitted for arbitration must be filed in the form required by VIREB and 

include sufficient information to permit review. The claim shall:

•	 be in a letter signed by the member and by the member’s managing broker;

•	 emailed or delivered to VIREB;

•	 concisely outline the dispute and exact amount claimed; and

•	 include an agreement to abide by the arbitrator’s decision, which shall be final and 

binding.

7.2	 Screening

Staff will review submissions to confirm jurisdiction, completeness, and whether 

arbitration is appropriate under this policy.

Disputes may be declined or redirected where they fall outside VIREB’s jurisdiction or are 

more appropriately addressed through other processes.

When a claim is accepted, staff will prepare and forward a notice and copy of the claim to 

the member against whom the claim is made.

7.3	 Responding to a Claim

Each respondent must forward a response to the notice of a claim that shall:

•	 be in a letter signed by the member and by the member’s managing broker;

•	 be emailed or delivered to VIREB within 10 calendar days of the date of the notice sent 

to the respondent, or such longer period as the CEO may in his discretion allow;

•	 outline concisely any facts, information, or submission relevant to the dispute; and

•	 include an agreement to abide by the arbitrator’s decision, which shall be final and 

binding.

On receipt of the response, staff will forward a copy of the response to the claimant.
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8.	 MEDIATION

The CEO may give notice to the claimant and respondent requesting that they attend 

an informal mediation to discuss the dispute in a preliminary way in an endeavor to 

encourage settlement without proceeding to a hearing. The CEO may request a member 

trained in arbitration to facilitate the mediation.

In undertaking mediation, the parties are encouraged and assisted to consider not only the 

monies and events in dispute, but also their continuing business and public relationships 

and to arrive at a mutually agreed, rather than imposed, disposition of the matter.

9.	 ARBITRATION PANELS AND ARBITRATORS

9.1	 Appointment

Arbitrators, or arbitration panels of three, will be selected by the CEO from among those 

members who have been appointed by the BOD and trained to carry out arbitrations.

The CEO’s selection must take into account independence, expertise, and impartiality 

of the arbitrator or panel members. Each arbitrator must be and remain at all times 

wholly independent and impartial and must not act as an advocate for any party to the 

arbitration.

No member shall serve as an arbitrator if the member has any personal or financial 

interest in the dispute or is related to either party. For greater certainty, but without 

limitation, a person who is from the same firm as the claimant or respondent—or who led 

a prior mediation of the same dispute—may not be appointed as arbitrator or to a panel.

9.2	 Training and Conduct

Arbitrators and panel members must meet training and conduct requirements established 

by VIREB and applicable external bodies.

10.	 ARBITRATION HEARING

10.1	Notice

After the time limit for delivery of the response, the CEO will determine a time and place 

for the hearing. Notice shall be given to the parties at least 14 days in advance of the 

hearing date.

If the respondent fails to deliver a response within the time prescribed—or fails or refuses 

to appear at the hearing—the arbitrators may proceed to hear and determine the matter 

based upon the evidence produced by the claimant.
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10.2	Procedures

Arbitration will be conducted in accordance with procedures established by VIREB, which 

may incorporate CREA arbitration rules or other recognized standards. 

No member shall have legal counsel at an arbitration. However, their managing broker or 

a member in good standing may attend with them.

10.3	Arbitrator Powers

The arbitrator or arbitration panel has all of the powers of arbitrators under the Arbitration 

Act. Without in any way limiting the generality of their powers, the arbitrators may:

•	 adjourn any hearing from time to time;

•	 proceed in such manner as they consider necessary and without being bound by the 

rules of evidence or other legal rules;

•	 receive evidence under oath, statutory declaration, affidavit, or otherwise;

•	 require either party to the arbitration to file with the CEO, immediately after the 

hearing’s conclusion, a statutory declaration concerning any fact at issue in the 

arbitration; and

•	 adjourn the hearing of any commission dispute, if at the time of the hearing the 

commission in dispute is not yet due and payable.

10.4	Evidence

Both parties will have an opportunity to present their case. The parties are entitled to 

call witnesses and may also submit an affidavit or statutory declaration of any person 

concerning the facts in dispute. Statutory declarations must be drawn in proper form 

pursuant to the Evidence Act.

A party intending to call a witness or to file an affidavit or statutory declaration shall give 

to the other party and to the CEO notice of their intention. The notice shall:

•	 be delivered to the CEO and to the other party;

•	 include the name of the person or persons who will be called or whose affidavit or 

statutory declaration is to be filed;

•	 contain a concise statement of the facts sought to be proved; and

•	 be delivered in writing to the CEO and to the other party not later than five business days 

before the hearing date, unless late delivery is allowed by the arbitrator in their discretion.



Member Handbook | 02.06.26 Page 48

11.	 DECISIONS AND AWARDS

11.1	Decisions

Arbitration decisions will be based on evidence and applicable standards. The arbitrators 

by their decision may:

•	 dismiss the claim;

•	 determine any facts relevant to the claim;

•	 direct the disposition of any commission in dispute;

•	 return or otherwise dispose any fees paid by a party; and

•	 assess costs against either or both parties.

The award shall be in writing, signed by the arbitrators and delivered to the CEO, who 

shall provide a copy to each party.

11.2	Binding Effect

A decision of the arbitrator or arbitration panel shall be conclusive and binding upon the 

members who are parties to the dispute and who shall act in strict compliance.

12.	 CONFIDENTIALITY AND RECORDS

12.1	Confidentiality

Arbitration proceedings will be handled confidentially, subject to legal requirements and 

disclosure obligations. The CEO will have custody of and preserve all arbitration files and 

will generally only be open to the arbitration panel, the directors, and parties involved.

12.2	Records

Records will be maintained in accordance with OP-8 Records, Privacy, and Confidentiality 

Policy.

13.	 RELATIONSHIP TO OTHER PROCESSES

This policy operates alongside:

•	 OP-2 Professional Standards and Conduct;

•	 OP-3 Complaints, Discipline, and Appeals;

•	 OP-5 MLS® Administration and Compliance; and

•	 applicable CREA, BCREA, and regulatory frameworks.
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14.	 COMMUNICATION

Parties will be informed of arbitration decisions and any resulting obligations in a timely 

manner.

15.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

16.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 MLS® Regulations

•	 OP-2 Professional Standards and Conduct

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-8 Records, Privacy, and Confidentiality
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OP-5 • MLS® Administration and Compliance Policy

1.	 PURPOSE

This policy establishes the administrative and compliance framework for participation 

in and use of Multiple Listing Service® (MLS®) Systems administered by the Vancouver 

Island Real Estate Board (VIREB). It supports the integrity, accuracy, and reliability of 

MLS® services and gives operational effect to the expectations set out in the Member 

Handbook, MLS® Regulations, and applicable operational policies.

This policy is operational in nature aligns with governing policy approved by the VIREB 

Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 members authorized to access or use MLS® Systems;

•	 brokerages participating in MLS® services;

•	 VIREB staff administering MLS® Systems and compliance; and

•	 MLS®-related compliance and enforcement processes.

This policy operates in conjunction with the MLS® Regulations and does not replace or 

override requirements established by CREA, BCREA, or applicable regulatory bodies.

3.	 AUTHORITY

The BOD delegates authority to the CEO and staff to administer MLS® access, monitor 

compliance, and take appropriate administrative action in accordance with this policy.

Nothing in this policy limits the BOD’s authority under the constitution and bylaws or the 

authority of CREA or BCREA in relation to MLS® Systems.

VIREB may impose reasonable conditions, limitations, or requirements where necessary 

to administer this policy fairly and effectively, including to address unique circumstances, 

manage risk, or ensure compliance with governing documents.

4.	 GUIDING PRINCIPLES

MLS® administration and compliance will be:

•	 fair, consistent, and impartial;

•	 focused on data accuracy and system integrity;

•	 proportionate to the nature of the issue;

•	 transparent in expectations; and

•	 aligned with national MLS® standards.
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5.	 MLS® ACCESS AND AUTHORIZATION

5.1	 Eligibility for Access

Access to MLS® Systems is available to members who and brokerages which:

•	 are in good standing with VIREB;

•	 are compliant with the MLS® Regulations;

•	 have executed all required agreements or acknowledgements, including those required 

by third parties engaged by VIREB in relation to the MLS® System.

5.2	 User Credentials

MLS® access credentials are issued to authorized users and must not be shared. Members 

are responsible for all activity conducted using their credentials.

6.	 MLS® DATA STANDARDS AND RESPONSIBILITIES

6.1	 Accuracy and Timeliness

Members are responsible for ensuring that all information entered into MLS® Systems is 

accurate, complete, and updated in accordance with the MLS® Regulations.

6.2	 Cooperation

Members must cooperate with VIREB and other members to maintain the integrity and 

reliability of MLS® data.

7.	 COMPLIANCE MONITORING

7.1	 Monitoring Activities

VIREB staff may monitor MLS® activity to identify potential non-compliance with the MLS® 

Regulations or this policy.

7.2	 Notice of Non-Compliance

Where potential non-compliance is identified, staff may notify the member or brokerage 

and provide an opportunity to correct the issue.

8. 	 CORRECTIVE, INTERIM, AND ENFORCEMENT MEASURES

8.1	 Education and Corrective Action

Where appropriate, staff may address MLS® compliance issues through education, 

guidance, or corrective action, including requests to amend, correct, or verify MLS® data.

These measures are intended to promote understanding and timely compliance.
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8.2	 Interim Administrative Measures

Where VIREB identifies actual or potential non-compliance with MLS® Regulations or 

MLS®-related operational policies, VIREB may apply interim administrative measures to 

protect the integrity, accuracy, reliability, and orderly operation of MLS® Systems while the 

issue is being addressed.

Interim administrative measures are administrative in nature and do not constitute discipline 

They may include, without limitation:

•	 temporary restrictions on MLS® access or specific MLS® functionality;

•	 temporary limitations on listing input, modification, or publication;

•	 requirements to correct, amend, or verify MLS® information within a specified time 

frame; or

•	 other reasonable measures necessary to protect MLS® System integrity.

Where practicable, members or brokerages will be notified of:

•	 the nature of the MLS® issue;

•	 the interim measure applied; and

•	 the steps required to resolve the issue.

Interim measures are intended to be proportionate and time-limited.

8.3	 Administrative Sanctions

Where MLS® compliance issues are not resolved through education, corrective action, 

or interim measures, administrative sanctions may be applied in accordance with MLS® 

Regulations and board-approved schedules, including restrictions on access or other 

administrative measures.

8.4	 Referral to Other Processes

MLS® compliance matters may be referred, where appropriate, to:

•	 OP-2 Professional Standards and Conduct;

•	 OP-3 Complaints, Discipline, and Appeals; or

•	 OP-4 Arbitration and Dispute Resolution.

Referral may occur where issues involve repeated, serious, or wilful non-compliance, or 

where the nature of the matter exceeds administrative resolution.

9.	 BROKERAGE RESPONSIBILITIES

Brokerages and managing brokers are responsible for supporting MLS® compliance by 

members affiliated with their brokerage and cooperating with VIREB in compliance.
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10.	 CONFIDENTIALITY AND RECORDS

10.1	Confidentiality

MLS® compliance matters will be handled confidentially, subject to legal requirements and 

disclosure obligations.

10.2	Records

Records relating to MLS® administration and compliance will be maintained in accordance 

with OP-8 Records, Privacy, and Confidentiality Policy.

11.	 COMMUNICATION

VIREB will communicate MLS® requirements, updates, and compliance expectations 

through established channels. Members will be informed of compliance actions affecting 

them in a timely manner.

12.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

13.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 MLS® Regulations

•	 OP-2 Professional Standards and Conduct

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-4 Arbitration and Dispute Resolution

•	 OP-8 Records, Privacy, and Confidentiality
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OP-6 • Committees and Panels (Operational) Policy

1.	 PURPOSE

This policy establishes the operational framework for committees, task forces, working 

groups, and panels created to advise on and/or administer in operational matters, 

including without limitation professional standards, discipline, appeals, arbitration, and 

other adjudicative or quasi-adjudicative functions of the Vancouver Island Real Estate 

Board (VIREB), referred to collectively as “operational committees.”

It ensures that operational committees operate consistently, impartially, and in accordance 

with principles of procedural fairness. 

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 Professional Standards Committees;

•	 appeal hearing panels;

•	 arbitrators and arbitration panels;

•	 any other operational committee, task force, working group, or panel established 

to advise on and administer operational matters and processes, including without 

limitation those set out in OP-2, OP-3, OP-4, or OP-5; and

•	 VIREB staff supporting these bodies.

This policy does not apply to board committees governed by Board Director Governing 

Policies.

3.	 AUTHORITY

The BOD authorizes the establishment of operational committees and delegates authority 

to the Chief Executive Officer (CEO) and staff to:

•	 appoint members to operational committees in accordance with approved criteria;

•	 administer training and orientation for operational committees;

•	 provide administrative and procedural support to operational committees; and

•	 ensure compliance with applicable policies.

Nothing in this policy limits the BOD’s authority under the Constitution and Bylaws.
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4.	 GUIDING PRINCIPLES

Operational committees will operate in a manner that is:

•	 impartial and independent;

•	 fair and procedurally sound;

•	 competent and informed;

•	 consistent and well-documented; and

•	 respectful of confidentiality and privacy obligations.

5.	 ESTABLISHMENT OF COMMITTEES AND PANELS

5.1	 Authority to Establish

Operational committees are to be established by the BOD, CEO, or staff members under 

delegated authority.

5.2	 Terms of Reference

Each operational committee will operate under approved terms of reference or policy 

guidance defining its mandate, authority, and scope.

6.	 COMPOSITION AND APPOINTMENT

6.1	 Eligibility

Members of operational committees must:

•	 meet eligibility criteria established in the approved terms of reference; 

•	 commit to attending meetings and otherwise spending the time required to carry out 

the work of the operational committee; and

•	 possess or be willing to acquire the necessary training and competency.

6.2	 Appointment Process

Appointments will be made in accordance with the approved terms of reference for that 

operational committee and are appointed by the CEO or delegate.

6.3	 Term and Rotation

Terms of appointment and rotation practices will be in accordance with the approved 

terms of reference for that operational committee, and will be aligned with the need for 

continuity, independence, and renewal.
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7.	 TRAINING AND COMPETENCY

7.1	 Mandatory Training

Operational committee members will receive relevant training for their role. In particular, 

operational committee members must complete required training prior to participating in 

disciplinary matters, hearings, arbitrations, or deliberations.

7.2	 Ongoing Development

VIREB will provide ongoing education and updates to support consistent and informed 

decision-making.

8.	 CONDUCT AND CONFLICT OF INTEREST

8.1	 Standards of Conduct

Operational committee members must:

•	 act honestly, in good faith, and in the best interests of VIREB;

•	 act impartially, avoiding bias and the reasonable appearance of bias; and

•	 conduct themselves in a manner consistent with VIREB’s standards.

8.2	 Conflict of Interest

Members who have an actual, potential, or reasonably perceived conflict of interest:

•	 must disclose promptly and fully the nature and extent of their interest that conflicts 

(or may conflict) with their ability to act impartially or in VIREB’s interest;

•	 will be counted in the quorum for such meeting if present for any portion thereof, but 

must recuse themselves from any meeting, exchange, or discussion of such matter 

during meetings or other proceedings of the operational committee;

•	 will not receive communications or information regarding the matter, even if such 

materials are provided to other committee members, with the exception of meeting 

minutes; and

•	 must refrain from attempting—directly or indirectly—to obtain information on or to 

influence discussions of or any vote on the matter.
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9.	 ADMINISTRATIVE SUPPORT

The CEO will determine and direct VIREB staff to provide administrative support to 

operational committees, including:

•	 scheduling and logistics;

•	 records management;

•	 procedural guidance; and

•	 communication with parties.

Staff do not participate in decision-making, but may provide information for deliberation 

by the committee.

10.	 DECISION-MAKING AND DOCUMENTATION

10.1	Decision Authority

Committees and panels exercise only the authority delegated to them under approved 

terms of reference. Decisions will be made by consensus without objection, or by majority 

vote, unless otherwise set out in the approved terms of reference.

10.2	Records

Decisions and supporting records will be documented and maintained in accordance with 

OP-8 Records, Privacy, and Confidentiality Policy.

11.	 CONFIDENTIALITY

Proceedings and deliberations of committees and panels are confidential, subject to legal 

requirements and disclosure obligations.

12.	 RELATIONSHIP TO OTHER POLICIES

This policy supports and operates alongside:

•	 OP-2 Professional Standards and Conduct;

•	 OP-3 Complaints, Discipline, and Appeals;

•	 OP-4 Arbitration and Dispute Resolution;

•	 OP-5 MLS® Administration and Compliance; and

•	 OP-8 Records, Privacy, and Confidentiality.
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13.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

14.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 Board Director Governing Policies

•	 OP-2 Professional Standards and Conduct

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-4 Arbitration and Dispute Resolution

•	 OP-8 Records, Privacy, and Confidentiality
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OP-7 • Financial and Fee Administration Policy

1.	 PURPOSE

This policy establishes the framework for the administration of membership-related fees, 

assessments, fines, penalties, and cost recovery by the Vancouver Island Real Estate 

Board (VIREB). It supports financial accountability, consistency, and transparency in the 

application of financial obligations arising from membership, compliance, discipline, and 

arbitration processes.

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 membership dues and assessments;

•	 fees associated with services, programs, or systems administered by VIREB;

•	 fines, penalties, and cost recovery arising from OP-3 Complaints, Discipline, and 

Appeals Policy and OP-4 Arbitration and Dispute Resolution Policy;

•	 OP-3 and OP-4 processes;

•	 refunds, credits, and adjustments; and

•	 VIREB staff responsible for financial administration related to members and brokerages.

3.	 AUTHORITY

The BOD approves fee categories, schedules, and principles in accordance with the 

bylaws and delegates authority to the Chief Executive Officer (CEO) and staff to 

administer, invoice, collect, and apply financial obligations in accordance with this policy.

Nothing in this policy limits the BOD’s authority under the Constitution and Bylaws to set 

or amend dues, assessments, or other charges.

4.	 GUIDING PRINCIPLES

Financial and fee administration will be:

•	 fair, consistent, and transparent;

•	 applied uniformly to similarly situated members and brokerages;

•	 proportionate to the nature of the obligation;

•	 aligned with sound financial controls; and

•	 supportive of timely and efficient administration.



Member Handbook | 02.06.26 Page 60

5.	 MEMBERSHIP DUES AND ASSESSMENTS

5.1	 Establishment of Dues

Membership dues and assessments, including VIREB service fees, are established by the 

BOD in accordance with the bylaws and communicated to members through official VIREB 

channels, as per the Assessment List posted in the Library on the Member Portal.

5.2	 Invoicing and Payment

Staff are responsible for issuing invoices, establishing payment timelines, and receiving 

payments in approved forms.

5.3	 Consequences of Non-Payment

Failure to pay dues, fees, or assessments by established deadlines when due and owing 

will result in loss of good standing for the member in question, as provided for in OP-1 

Membership Administration. Continued failure to pay will result in loss of membership and 

all rights and benefits therein on the date that is ninety days from the date of loss of good 

standing.

6.	 FEES FOR SERVICES AND PROGRAMS

6.1	 Service Fees

Fees may be charged for participation in programs, services, or systems administered by 

VIREB, including MLS®-related services, education, or special initiatives.

6.2	 Approval and Communication

Service fees are approved by the BOD or its delegated authority and communicated in 

advance where practicable.

6.3 Entrance fees

Entrance fees shall be found in the Assessment List as set by the directors, and amended 

from time to time as circumstances warrant, with such fees to accompany the appropriate 

application and which shall be refunded within 30 days of consideration if the application 

is unsuccessful.

7.	 FINES, PENALTIES, AND COST RECOVERY

7.1	 Application of Fines and Penalties

Fines or penalties may be imposed only where authorized by OP-3 Complaints, Discipline, 

and Appeals; OP-5 MLS® Administration and Compliance; or other applicable policies.



Member Handbook | 02.06.26 Page 61

7.2	 Cost Recovery

VIREB may recover costs associated with investigations, hearings, arbitration, or enforce-

ment processes where authorized by policy or agreement.

7.3	 Schedules

Amounts, ranges, and schedules for fines, penalties, and cost recovery may be established 

separately and updated from time to time.

8.	 REFUNDS, CREDITS, AND ADJUSTMENTS

8.1	 Eligibility

Refunds, credits, or adjustments may be issued where overpayments occur or where 

circumstances warrant, in accordance with criteria established by staff.

As a general rule, education course registrations are transferable by one member to 

another member, but registration fees are non-refundable.

8.2	 Approval

Authority levels for approving refunds or adjustments are set by internal controls and 

delegation instruments.

9.	 PAYMENT PLANS AND EXCEPTIONS

9.1	 Payment Arrangements

Staff may approve payment arrangements in limited circumstances to support compliance, 

subject to internal guidelines.

9.2	 Exceptions

Any exceptions to standard fee application must be documented and approved in accord-

ance with delegated authority.

10.	 FINANCIAL CONTROLS AND RECORDS

10.1	Controls

Financial administration will be conducted in accordance with generally accepted 

accounting principles (GAAP), and such financial controls, segregation of duties, and audit 

requirements as are determined by the BOD in consultation with professional advice.

10.2	Records

Records relating to fees, payments, and financial actions will be maintained in accordance 

with OP-8 Records, Privacy, and Confidentiality.
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11.	 BILLING AND PAYMENTS

All assessments for brokerage members and licensee members employed by the 

brokerage member will be invoiced directly from VIREB to the brokerage member.

The brokerage member shall pay to VIREB as they become due, all amounts payable to 

VIREB by the brokerage members and licensee members employed by it. It shall be the 

sole responsibility of the brokerage member to ensure the full amounts owed to VIREB 

are remitted to the association by the stipulated date.  

All assessments shall be paid within 21 days by the brokerage member.

Both the brokerage member and licensee member employed by such brokerage member 

are jointly and severally liable for payment to VIREB of any unpaid amounts owed by the 

licensee member employed by the brokerage member, where such amounts arose from 

the licensee member using VIREB’s services.

A former member who was indebted to VIREB at the time membership ceased shall not 

be eligible for VIREB membership until the debt is paid. 

Where a licensee member has been fined and all or part of the fine is unpaid at the time 

the licensee member transfers its license from a brokerage member to another brokerage 

member, the latter brokerage member shall be responsible for the collection and payment 

to VIREB of the unpaid fine and the former brokerage member’s responsibility for such 

payment shall end.

12.	 COMMUNICATIONS

Members and brokerages will be informed of financial obligations, due dates, and 

consequences of non-payment through official VIREB communications.

13.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

14.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 OP-1 Membership Administration

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-4 Arbitration and Dispute Resolution

•	 OP-5 MLS® Administration and Compliance

•	 OP-8 Records, Privacy, and Confidentiality
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OP-8 • Records, Privacy, and Confidentiality Policy

1.	 PURPOSE

This policy establishes the framework for records management, privacy protection, 

and confidentiality within the Vancouver Island Real Estate Board (VIREB). It supports 

transparent, lawful, and responsible information management while protecting personal, 

confidential, and sensitive information.

This policy applies across all operational activities and supports the administration of 

membership, professional standards, discipline, arbitration, MLS® services, and governance 

functions. 

This policy is operational in nature and aligns with governing policy approved by the 

VIREB Board of Directors (BOD). It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 all records created, received, or maintained by VIREB;

•	 personal information of members, applicants, staff, volunteers, and the public;

•	 confidential information arising from complaints, discipline, arbitration, and compliance 

processes; and

•	 VIREB staff, committee members, panel members, contractors, and volunteers.

3.	 AUTHORITY

The BOD approves this policy and delegates authority to the Chief Executive Officer 

(CEO) and staff to implement records, privacy, and confidentiality practices consistent 

with applicable legislation and this policy.

Nothing in this policy limits the board’s authority under the Constitution and Bylaws or 

obligations imposed by law.

4.	 GUIDING PRINCIPLES

Records, privacy, and confidentiality practices will be:

•	 compliant with applicable privacy and access-to-information legislation;

•	 proportionate to the sensitivity of the information;

•	 secure and well-documented;

•	 transparent where appropriate; and

•	 respectful of individual rights and procedural fairness.
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5.	 RECORDS MANAGEMENT

5.1	 Creation and Maintenance

VIREB will create and maintain the records necessary to support its operations, decisions, 

and accountability.

5.2	 Accuracy and Integrity

Records must be accurate, complete, and protected against unauthorized alteration or 

destruction.

5.3	 Retention and Disposal

Records will be retained and disposed of in accordance with retention schedules 

approved by the BOD or its delegated authority and consistent with legal requirements.

6.	 PRIVACY PROTECTION

6.1	 Collection of Personal Information

Personal information will be collected as necessary to carry out the activities of VIREB, 

including to administer membership, services, compliance, and governance functions. 

Collection of personal information will be carried out in accordance with the Personal 

Information Protection Act (BC) (“PIPA”).

6.2	 Use and Disclosure

Personal information will be used and disclosed for authorized purposes or as required by 

law, in accordance with PIPA and other applicable law.

6.3	 Access and Correction

Individuals may request, in writing provided to VIREB, access to their personal information 

or correction of inaccuracies in accordance with PIPA. VIREB will respond to such requests 

as soon as possible, and in accordance with PIPA.

7.	 CONFIDENTIALITY

7.1	 Confidential Information

Confidential information includes, but is not limited to:

•	 complaints and investigation materials;

•	 discipline, appeal, and arbitration records (see OP-2 Professional Standards and 

Conduct Policy, Section 9);

•	 committee and panel deliberations;

•	 sensitive financial or personal information; and

•	 information designated as confidential by policy or law.
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7.2	 Confidentiality Obligations

Individuals with access to confidential information must:

•	 protect it from unauthorized access or disclosure;

•	 use it only for authorized purposes; and

•	 comply with confidentiality undertakings where required.

8.	 ACCESS TO RECORDS

8.1	 Internal Access

Access to records will be limited to individuals who require access to perform their duties.

8.2	 Member Requests

Pursuant to the Societies Act and the bylaws, a member in good standing may request 

to inspect the original, or receive a copy, of any document listed in Section 20.2 of the 

Constitution and Bylaws by submitting a written request to VIREB, directed to the CEO. 

A member who is not in good standing is not entitled to examine documents, except as 

expressly provided by the Societies Act, PIPA, or otherwise at law.

A written request for inspection or copies may be provided to the CEO by mail or e-mail. 

The CEO will be deemed to receive the request on the day after it is provided, except in 

the case of delivery by mail, in which case the CEO will be deemed to receive the request 

five business says after the date of posting. Members will be required to pay such fees as 

the CEO determines, subject to the requirements of the Societies Act.

Requests for documents or records beyond those set out in Section 20.2 of the Constitution 

and Bylaws are entirely at the discretion of the BOD, which may delegate such decision to 

the CEO. If provided, any such records may be provided in whole or in part, redacted or 

not, as may be determined at the BOD or CEO’s discretion.

8.3	 External Requests

Requests for access to records from external parties will be handled in accordance with 

the discretion of the CEO, in accordance with applicable legislation.

9.	 SECURITY SAFEGUARDS

9.1	 Safeguards

VIREB will implement reasonable administrative, technical, and physical safeguards to 

protect records and personal information.

9.2	 Breach Response

Suspected or actual privacy breaches must be reported promptly and addressed in 

accordance with established procedures.
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10.	 TRAINING AND AWARENESS

Staff, committee members, and panel members will receive appropriate training regarding 

records management, privacy, and confidentiality obligations.

11.	 RELATIONSHIP TO OTHER POLICIES

This policy supports and applies to:

•	 OP-1 Membership Administration;

•	 OP-2 Professional Standards and Conduct;

•	 OP-3 Complaints, Discipline, and Appeals;

•	 OP-4 Arbitration and Dispute Resolution;

•	 OP-5 MLS® Administration and Compliance;

•	 OP-6 Committees and Panels; and

•	 OP-7 Financial and Fee Administration

12.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

13.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 Board Director Governing Policies

•	 Applicable privacy and access legislation
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OP-9 • Professional Development and Compliance 
  	 Support Policy

1.	 PURPOSE

This policy establishes the framework for professional development, guidance, and 

compliance support provided by the Vancouver Island Real Estate Board (VIREB). Its 

purpose is to promote enhanced professionalism, understanding, voluntary compliance, 

and continuous improvement among members, while supporting fair and effective 

administration of VIREB’s governing documents.

This policy highlights ongoing professional development as a means of raising the level 

of professionalism within our industry. Additionally it emphasizes education and support 

as primary tools for compliance, complementing the enforcement mechanisms set out in 

other operational policies.

This policy is operational in nature and aligns with governing policy approved by the VIREB 

Board of Directors (BOD) as well as the province-wide Memorandum of Understanding on 

Professional Development. It is implemented by staff under delegated authority.

2.	 SCOPE

This policy applies to:

•	 all VIREB members;

•	 applicants for membership, where applicable;

•	 brokerages, managing brokers, and associate brokers, in their supervisory roles;

•	 VIREB staff delivering education and compliance support; and

•	 education or remedial measures arising from OP-2, OP-3, OP-4, or OP-5 processes.

3.	 AUTHORITY

The BOD approves this policy and delegates authority to the Chief Executive Officer 

(CEO) and staff to design, deliver, and administer education and compliance support 

initiatives.

Nothing in this policy limits the BOD’s authority under the Constitution and Bylaws or the 

authority of external regulators, CREA, or BCREA.
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4.	 GUIDING PRINCIPLES

Education and compliance support will be:

•	 proactive and preventative;

•	 accessible and relevant;

•	 proportionate to the nature of the issue;

•	 supportive of fairness and consistency; and

•	 aligned with external professional standards.

5.	 EDUCATION PROGRAMS AND RESOURCES

5.1	 Member Education

VIREB may offer or support education programs, resources, and communications to assist 

members in understanding anything related to their practice or real estate more broadly.

Various course offerings are available in the Member Portal under the Calendar tab. 

Members may also access courses from other boards and associations within the 

province. A list of available courses is available on the BCREA Member Portal under 

Professional Development.

5.2	 Brokerage and Managing Broker Support

Education and guidance may be provided to brokerages and managing brokers to 

support supervision, compliance, and professional development within brokerages.

6.	 CONTINUING PROFESSIONAL EDUCATION REQUIREMENTS

As per BCREA’s provincial standards, VIREB requires each licensee member to carry out 

21 hours of continuing professional education each year. BCREA’s provincial education 

policy stipulates that 12 of the 21 hours must be in the form of accredited hours, while 

up to nine hours can be in the form of self-directed learning. Such education may be 

accomplished via offerings from VIREB, other real estate boards and associations in 

British Columbia, BCREA, and external bodies in some circumstances.

Self-directed PDP hours must:

•	 enhance professional practice in an area related to real estate;

•	 be verifiable and auditable; and

•	 be at least one hour long.

If self-directed hours are obtained from a source external to VIREB, members must submit 

a certificate of completion in order to have those hours reflected on their PDP transcripts.

All licensee members must complete the following VIREB course.

•	 New Member Orientation within three months of joining VIREB



Member Handbook | 02.06.26 Page 69

Compliance Guidance and Advisory Support

6.1	 Informal Guidance

Staff may provide informal guidance or clarification to members regarding expectations 

under governing documents and operational policies.

6.2	 Advisory Communications

VIREB may issue bulletins, advisories, or practice guidance to support consistent under-

standing of requirements.

7.	 REMEDIAL AND MANDATORY EDUCATION

7.1	 Remedial Education

Where appropriate, remedial education may be required to address identified compliance 

issues, support corrective action, or prevent recurrence.

7.2	 Mandatory Education

Mandatory education may be imposed where authorized by OP-3 Complaints, Discipline, 

and Appeals; OP-5 MLS® Administration and Compliance; or other applicable policies. 

Additionally, the BOD may decide to impose mandatory education on all members at 

their discretion.

8.	 MONITORING AND FOLLOW-UP

8.1	 Participation Tracking

Staff may track participation in required education or compliance support activities.

8.2	 Non-Compliance

Failure to complete required continuing professional education requirements will result in 

loss of good standing of membership. Continued failure will result in loss of membership 

and all rights and services, in accordance with the bylaws.

9.	 RELATIONSHIP TO OTHER POLICIES

This policy operates in support of:

•	 OP-1 Membership Administration;

•	 OP-2 Professional Standards and Conduct;

•	 OP-3 Complaints, Discipline, and Appeals;

•	 OP-4 Arbitration and Dispute Resolution;

•	 OP-5 MLS® Administration and Compliance;

•	 OP-7 Financial and Fee Administration; and

•	 BCREA Professional Development Program Framework.
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10.	 COMMUNICATION

Education and compliance support initiatives will be communicated through official 

VIREB channels and, where appropriate, coordinated with CREA and BCREA resources.

11.	 REVIEW AND AMENDMENT

This policy is reviewed periodically and may be amended by the BOD or its delegated 

authority.

12.	 RELATED DOCUMENTS

•	 Constitution and Bylaws

•	 Member Handbook

•	 OP-2 Professional Standards and Conduct

•	 OP-3 Complaints, Discipline, and Appeals

•	 OP-5 MLS® Administration and Compliance


