OFFICE OF THE CHIEF ADMINISTRATIVE OFFICER
The District of Thunder Bay Social

Services Administration Board

(Also known as TBDSSAB)

c/o 34 North Cumberland Street, 4" Floor
Thunder Bay ON P7A 8B9

Tel: 807-766-2103 / Fax: 807-345-6148

THE DISTRICT OF THUNDER BAY

SOCIAL SERVICES ADMINISTRATION BOARD

www.tbdssab.on.ca
Our File No.: 100.01/130.01

Memorandum

Date: November 16, 2011
To: Members of the Board

From: Melissa Harrison, Chief Administrative Officer - TBDSSAB

Subject: TBDSSAB Policy No. 02-011
TBDSSAB Board of Directors Conflict of Interest Policy

In response to questions that have arisen at the past two Board meetings with respect to
Declaration of a Conflict of Interest, and in consultation with the Board Solicitor, the
attached policy has been developed for review and approval by Members of the Board.

The following resolutions will be presented for consideration at the November 17, 2011,
Board meeting.

“THAT with respect to the memorandum from Melissa Harrison, Chief Administrative
Officer, dated November 16, 2011, we approve the TBDSSAB Board Members Conflict

of Interest Policy No. 02.011, as attached to the memorandum;
AND THAT the Board Governance By-Law No. 10-2010 be amended accordingly.”

Sincerely,

Melissa Haxrison
Chief Administrative Officer
The District of Thunder Bay
Social Services Administration Board

/smi
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02.011

The District of Thunder Bay Social Services Administration Board | TBDSSAB
SECTION

THUNDER BAY DSSAB ADMINISTRATION
SUBJECT

TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

POLICY & PROCEDURE MANUAL

e

Authority

TBDSSAB Resolution No. 11/100(A)
Intent of Policy

It is the duty of each Board Member to main
Thunder Bay Social Services Administrati
the confidence of the community served by -
Ministries and the ratepayers. The Conflict of

reproach. They are not intended

than state in detail the applicable Iz nabsources is

ese Guidelines do not

Pecuniary I

“Related Person”means a spouse, cohabiting partner, child, parent or sibling of a

Board Member.

Policy
1. Conflict of Interest Defined

A conflict of issue arises when a Board Member’s Private or Personal Interests

supersede or compete with his or her official duties and responsibilities as a Board
Member. This could arise from Real, Potential or Apparent Conflict of Interest of a
financial or other nature:
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SECTION SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

i. A “Real Conflict of Interest” exists when a Board Member has a Private
or Personal Interest that is sufficiently material and connected to his or her
duties and responsibilities as a Board Member that it does, or in the
judgment of reasonable people acting fairly is likely to, influence, or have
influenced, the exercise of these duties and responsibilities.

Bod Member has

ii. A “Potential Conflict of Interest” exists, provided th:
i it, when a Board

iii. An “Apparent Conflict of Interest” ¢
prudently, might reasonably have a b

Conflict of Interest; however, upon full an plete disclosure of all the

material information it bec re is not real conflict in

fact.

iv. A Conflict of Interest as defin unicipal flict of Interest Act,
‘ st for a Board Member of

TBDSSAB, egories defined.
In these Guidglifie erest can mean a Real, Potential
or Apparent Confli but is not limited to a conflict of
lnteres’f as ind un ! n, the methods for identifying,

also arise through the duties of Board Members
n law or under the Corporations Act, R.S.0. 1990 C.

It is important to note that the TBDSSAB is part of the broader public sector and
therefore is subject to a greater level of public scrutiny than private organizations.
This is not to say that private organizations do not aspire to and achieve high ethical
standards. Rather, they tend to be less exposed to intense public scrutiny.
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SECTION SUBJECT

ADMINISTRATION ' TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

The public’s perception of the TBDSSAB is important. Although the issue of
Apparent Conflict will often be more problematic than the issue of Real or Potential
Conflict, trust and confidence in the TBDSSAB can only be sustained if all forms of
conflict of interest are identified, disclosed and resolved.

3. Pecuniary Interests

S uniary
de but are not

a. A Board Member’s Private or Personal Interest inc
Interests. A Board Member’s Pecuniary intere
limited to situations in which a contract or othg
nature before the Board Members affects:

Board Member or
6k paid officer;

ber or Related Person(s) is a
the issued shares of that

ii. use of information, which information has been obtained as a resuit of
being a Board Member.

c. Pecuniary Interests may lack materiality. A Pecuniary Interest conflict
should not be deemed to exist where:
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SECTION SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

i. a pecuniary interest is so remote or insignificant in nature that it cannot
reasonably be regarded as likely to influence the Board Member; or

ii. the pecuniary interest is in common with electors generally, or 9Iectors of
the appointing municipality, for purposes of the Municipal Conflict of

Interest Act, or

iii. the pecuniary interest is in common with a bro
Board Member is a member, which broad g
material conflict of interest.

4. Non- uniary Interests

condmic interesfs such as
erests, which supersede or

opposing ¥lews, as being without substance or merit merely because they
are opposed, is not merely predisposed but is prejudiced.

e. A prejudice may well be a Non-Pecuniary Interest that should be declared
while a predisposition that, by its nature, does not arbitrarily preciude other
points of view becoming the basis for a decision should be deemed not to
be a conflict of interest.
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SECTION SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

f. In general, voting by a Board Member on matters that have a
Non-Pecuniary effect on a broad group where the Board Memberora
Related Person is a member of the broad group is not considered a conflict

of interest.

to exist, however,

g. A Non-Pecuniary Conflict would reasonably be deemed
when considering the following:

i. a decision directly affecting a specific progr
e a Board Member or a Related Person ¢

or ' &,

e a Board Member or a Related P

ii. decisions related to labour negéti
e where a Board Member or a Rela
TBDSSAB, including Administrative

Administrative Offices, _
' h.holds a position at
sonable people,

d to ge their private affairs and conduct
practical, to avoid a conflict of interest. Where
. the following guidelines on declaration of

Ag of every meeting of the Board or a Committee of the
Chair should ask and have recorded in the minutes whether

or Apparent Conflict of Interest or a Perceived Conflict of
Interest in respect to any agenda item.

b. Disclosure by a Board Member in a Conflict of Interest Situation
i. In cases where conflict cannot be avoided, a Board Member must not
wait for the request for disclosure at a meeting but instead must declare
conflict of interest at the earliest opportunity and, at the same time,
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SECTION SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

should declare the general nature of the conflict. Where conflict of
interest is declared prior to a board or a committee meeting, the
declaration should be made to the Chair of the Board and in the
situation of a Committee of the Board to the Chair of the Committee.

i. Where a Board Member is unsure whether he or she is in conflict, that
Board Member should raise the perceived conflict y fh.the Board, and the
Board must determine by majority vote whether gFnot & conflict of
interest exists. The Board Member raising {h estion must refrain

iii. This determination is however, on

Interest Act. The Board's determinatl
such a proceeding.

c. Where a conflict of interest i
must be declared to the Boa
opportunity. If the Bo
Member influen

e Chair of the Board. The Chair, in turn, must discuss
the Board Member who is thought to be in conflict anc!,
hold further discussions with the Board Member who is

brougt to the Board and the Board must determine by majority vote
whether or not a conflict of interest exists.

iii. In such a vote both the Board Member who is thought to be in co_nflict
and the Board Member raising the question must refrain from voting on
the issue of whether or not there is a conflict of interest.
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SECTION SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

Board Operating Procedures Where Conflict Exists

a. The Chair should ensure that the Minutes of the meeting record‘any
declared conflict of interest on the part of a Board Member and if relevant,
that the Board Member withdrew from the discussion and did not vote.

o be in conflict of

b. Where a Board Member has declared or has been fo
interest, the Board Member has several obligation

i. In all cases the affected Board Member my 5t

e consider absenting himself or }
discussion of that meeting; ai

iii. In the close
withdra

In the
be expecte
of meetings

ng Board Member discloses a conflict of interest that can
g, over an indefinite period of time or an indefinite number
nflict), it is important that the Board as a whole, and
Administration i¥ icular, take on a more proactive role than they would if the
declared conflict were in relation to a single piece of Board business. It is essential
to understand in‘this regard that while a municipal council might, in its own
proceedings, rely on the duties and outcomes set out in the Municipal Conflicts of
Interest Act alone, The District of Thunder Bay Social Services Administration Board
is a statutory corporation with its own objects. The Board must ensure those objects
are implemented in as impartial, consistent, and transparent a manner as possible.
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SUBJECT

TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

SECTION
ADMINISTRATION

In the situation where a Declaring Board Member has declared a conflict of interest it

will be the responsibility of the Board: _ .
e to determine whether the conflict of interest is, or is not, an Ongoing Conflict;

and

e to offer, when appropriate, guidance to the Declaring Board Member as to_ when
he or she ought to consider withdrawing from discussion, voting and possibly
attendance at a meeting of the Board, or of a Committee4 he Board.

In the event that the conflict of interest has been dete
Ongoing Conflict Administration must take all reason
Declaring Board Member:

e not receive any confidential information re

as Been declaréd, but also
yone, acting reasonably, to
d the Board’s decisions in

decisions related to the business in which the
that, so much as is practicable, th
perceive that the Declaring Board:
the business in which the conflict

OPEN MEETINGS

1. The Declarin | ]
meetings where ’ awhi eclaring Board Member is conflicted is

tob d.

shall not serve as Chair during the portion of a
r a Committee of the Board that deals with business
which the Declaring Board Member is conflicted.

5. The Declaring Board Member will not take part in discussion of, or vote on, any
question in respect of the matter in which the Declaring Board Member is _
conflicted and should consider absenting himself from the meeting for the period

of the indicated discussion and voting.
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SECTION SUBJECT
ADMINISTRATION TBDSSAB BOARD MEMBERS

CONFLICT OF INTEREST POLICY

6. The Declaring Board Member will not attempt to influence the voting in any way,
whether before, during or after the meeting.

CLOSED MEETINGS

1. The Declaring Board Member will not receive any closed meeting agenda
information or documents, in either hard copy or electronig form, related in any

following:

staff reports,

consultant reports,

confidential communications a
communications from other levels
financial statements, reports or proje
draft requests for expregsion of interest,
draft requests for propo
recommendations, analy
Proposals received,
draft contracts,

e correspongd

&ssions of Interest or

® & & ¢ o o o o

emorand

removed from, or not included in, the
eiages, whether provided in physical or
firection to the administrative persons

: ed Materia

circulated at the closed meeting if they relate to the matter
Board Member is conflicted.

d Member will disclose his or her conflict at all closed_ '
he matter in which the Declaring Board Member is conflicted is

4. The Decla _
meetings whe
to be discusséd.

5. It will be duly recorded.

6. The Declaring Board Member will leave the meeting during that portion dealing
with the matter in which the Declaring Board Member is conflicted.
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SECTION . | SUBJECT

ADMINISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

7. This shall be reflected in the Minutes.

8. The Declaring Board Member shall not serve as Chair during any pprtion of a
meeting that is to consider any question related to the matter in which the
Declaring Board Member is conflicted.

9. If relevant, this shall be reflected in the Minutes.

=

10. Not only leaving the meeting pursuant to item #6 ab the Declaring Board

Member will also not take part in any other discu
or Administration on any question related to the
Board Member is conflicted. ]

11.The Declaring Board Member will not af
whether before, during or after a meeting®
Board.

12.The Declaring Board Membe i i authority, or witness, any
contracts and/or agreements rel Y Whi
Member is conflicted.

side of the context of meetings,
e Board relating to the matter in
cted provided that those materials do not

The Declaring: -
copies of materials cif
which the.Reglaring Boe

d.Member may receive
bers g

tial information should not be shown, provided or
Member, unless that information has been

the Declaring Viember is conflicted and material related to issues upon which
The Declaring Board Member has not declared a conflict, a redacted copy should be
provided to the Declaring Board Member. If this is not practical, the Declaring Board
Member should not be supplied with a copy of the document, and will make his or
her own decisions how best to become informed regarding the issues on which the
Declaring Board Member does not have a conflict. '
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SECTION
ADMIN

SUBJECT

ISTRATION TBDSSAB BOARD MEMBERS
CONFLICT OF INTEREST POLICY

SPOKESPERSON OR REPRESENTATIVE OF TBDSSAB BOARD

The

Declaring Board Member will exercise prudent restraint.

The Declaring Board Member will not be the representative of the Board on any
issues related to the matter in which the Declaring Board Member is cgnfllcted
unless and until the Board has either determined otherwigl, or determined that

the Ongoing Conflict is at an end.

Inquiries related to the matter in which the Decl Member is conflicted

should not be directed to the Declaring Board
an officer of the Board who does not have

The Declaring Board Member will not
meetings or functions related to the ma
is conflicted.
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CORPORATE SERVICES DIVISION

The District of Thunder Bay

Social Services Administration Board
(Also known as TBDSSAB)

34 North Cumberland Street, 4" Floor
Thunder Bay ON P7A 8B9
Telephone: 807-766-2111
807-345-6146

THE DISTRICT OF THUNDER BAY
SOCIAL SERVICES ADMINISTRATION BOARD Fax:

www.thdssab.ca

Memorandum

Date: January 6, 2012

To: Members of the Board

From: Keri Qreaves, CMA, Manager, Finance

Subject: Qllﬁvgable Expenses and Statements of Board Remuneration & Expenses
olicies

Administration is requesting Board approval of the Allowable Expenses (02.007) policy,
replacing the current Reimbursement of Expenses (02.007) policy. The proposed policy
establishes the rules by which expenses incurred by Board Members and Employees of The
District of Thunder Bay Social Services Administration Board, during the performance of
Board business, are allowed.

The Broader Public Sector Accountability Act, 2010 introduced new expense rules and
accountability standards for organizations in receipt of public funds. While DSSABs were
granted an exemption from all requirements of the act, the allowable expense rules included
in this policy have been clearly defined using the Broader Public Sector Expenses Directive

as a guideline.

Parameters regarding hospitality, gratuities, and alcohol are now included in this policy.

The policy also updates the daily meal allowance rates to take into account infiationary
pressures with the daily maximum recommended to increase from $52 to $75. These rates
were last modified prior to the formation of the TBDSSAB in 1999. Considering the prior
year meal allowance disbursements, the financial impact of the increase in daily rates would
be about $8,200 annually (roughly $3,800 net municipal cost).

The mileage rates will continue to be adjusted annually based on the Canada Customs and
Revenue Agency approved non-taxable mileage allowances. The Department of Finance
has announced that the mileage rates effective January 1, 2012 will be:

e $0.53 per kilometer for the first 5,000 kilometers driven
e $0.47 per kilometer for each additional kilometer
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Members of the Board Page 2 January 6, 2012

The Statements of Board Remuneration & Expenses (02.009) policy recognizes the
TBDSSAB's legislative requirement to provide an itemized statement of remuneration and
expenses to each municipality that has appointed a member of Council to serve as a
Member of the Board. Minor changes to wording have been proposed as well as the
removal of sections referring to the Thunder Bay District Housing Corporation board.

The following resolution will be presented at the January 19" Board meeting for
consideration by the Board.

“THAT with respect to the memorandum from Keri Greaves,
Manager, Finance, dated January 6, 2012, we, The District of
Thunder Bay Social Services Administration Board approves Policy
No. 02.007 - Allowable Expenses, as attached to the memorandum;

AND THAT Policy No. 02.007 — Allowable Expenses replaces the
Policy No. 02.007 - Reimbursement of Expenses;

AND that we, The District of Thunder Bay Social Services
Administration Board approves the revised Policy No. 02.009 -
Statements of Board Remuneration & Expenses.”

Sincerely,

Keri Greaves, CMA
Manager, Finance
The District of Thunder Bay
Social Services Administration Board

KG

Attachments:  Policy No. 02.007 — Allowable Expenses
Policy No. 02.009 — Statements of Board Remuneration & Expenses
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The District of Thunder Bay Social Services Administration Board | TBDSSAB | 02.009

SECTION

POLICY & PROCEDURES ADMINISTRATION

SUBJECT

STATEMENTS OF BOARD
REMUNERATION & EXPENSES

Authority
Municipal Act, s. 284(3)

Intent of Policy

In accordance with s. 284(3) of the Municipal Act, this policy will establish the
requirements and procedures for reporting of itemized statements of remuneration and
expenses to municipalities that have appointed a member of Council to serve as a
member of The District of Thunder Bay Social Services Administrative Board
(TBDSSAB or the Board).

Policy

On or before the 31! day of January in each year, the TBDSSAB shall submit to
municipal treasurers an itemized statement of remuneration and expenses paid in the
preceding year to any member of their municipal Council appointed to serve as a
member of the TBDSSAB. ltemized statements will contain such information and be
reported in such a manner as set out in the Standards of Application.

Standards of Application

1. An itemized statement shall be prepared for each Board member who has been
appointed by a municipal Council.
2. ltemized statements shall include all remuneration, expenses, and allowances

i

paid by TBDSSAB to Board Members in accordance with Policy No. BD-02 -
Remuneration for Board Members and Policy No. 02.007 — Allowable Expenses.

3. The expenses are to be broken down to include detailed amounts for items such
as honoraria, per diem, mileage, travel, accommodation, registration, etc.

IMPLEMENTATION/BOARD PAGE
APPROVAL DATE
January 19, 2012 1 of 1
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SECTION

POLICY & PROCEDURES ADMINISTRATION
SUBJECT

ALLOWABLE EXPENSES

Authority
Municipal Act, s. 284(3)

Iintent of Policy

To establish the rules by which travel, meals, accommodation, hospitality and other
related expenses incurred by Board Members and Employees of The District of Thunder
Bay Social Services Administration Board (TBDSSAB or the Board) are allowed.

Policy

The TBDSSAB will allow expenses incurred in the performance of TBDSSAB business
in accordance with the Standards of Application set out herein and will reimburse Board
Members and Employees accordingly.

Standards of Application
1. Accountability Framework

i. Claimant must:

a) Whenever possible, request appropriate approval prior to incurring
expenses. :

b) Submit Business Expense Claim form including original itemized
receipts as documentation where applicable. If an itemized receipt is
lost or otherwise not available, a written explanation and description of
the expense must be provided.

ii. Approver must:

a) Use due diligence and discretion to ensure that expenses are incurred
in the performance of TBDSSAB business.

b) Approve only those claims which include appropriate documentation.

¢) Not approve their own expenses or the expenses of their Superior
(with the exception of the Chief Administrative Officer, whose expense
claims are to be approved by the Director, Corporate Services or
designate. Board Member expense claims are to be approved by the
Chief Administrative Officer or designate).

IMPLEMENTATION/BOARD PAGE
APPROVAL DATE 10of4
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[ TBDSSAB | 02.007 |

SECTION

SUBJECT

ADMINISTRATION ALLOWABLE EXPENSES

Travel

Should a situation arise in which there is an overpayment to a claimant, it is
to be considered a debt owing to the TBDSSAB and must be repaid.

Business Expense Ciaims

Expenses are to be submitted to the appropriate approver using the Business
Expense Claim form with documentation attached with ten (10) calendar
days of the expense being incurred.

Submitted claims are to be approved, signed and forwarded to the Finance
Department within five (5) calendar days of receipt.

All approved claims for the preceding year must be submitted to the Finance
Department on or before the 15" day of January in each year.

Reporting of Yearly Expenses to Municipalities

In accordance with s. 284(3) of the Municipal Act, the TBDSSAB shall submit
to municipal treasurers, annual itemized statements of remuneration and
expenses paid in the preceding year to any member of their municipal
Council appointed to serve as a member of the TBDSSAB [see 02.009
Statements of Board Remuneration & Expenses].

The most economical mode of transportation should be used.

Airplane

Whenever possible flight arrangements should be made through the
TBDSSAB’s designated vendor of record. Return tickets, reduced fares or
special rates should be purchased whenever possible and practical.
Wherever practical, travel shall be by the shortest route. The TBDSSAB will
reimburse the cost of tickets and related incidental fees.

Ground Transportation

a) Vehicle: Whenever possible vehicle rental arrangements should be
made through the TBDSSAB'’s designated vendor of record. When a
vehicle rental is used the TBDSSAB will reimburse the cost of gas used
in the performance of TBDSSAB duties.

Board Members or Employees who are required to use their own
personal vehicle for TBDSSAB business shall be compensated by a
mileage allowance payment. The mileage allowance rates are in
accordance with rates established by the Canada Revenue Agency for
non-taxable mileage allowances; any adjustments or changes to the

IMPLEMENTATION/BOARD PAGE
APPROVAL DATE 2 of 4

January 19, 2012
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SECTION
ADMINISTRATION

SUBJECT
ALLOWABLE EXPENSES

Canada Revenue Agency rates will result in an automatic adjustment
for mileage allowance rates (Res 04/58).

b) Parking and Taxi Services: The TBDSSAB will reimburse the cost of
parking and taxi services incurred while travelling for TBDSSAB
business. However, the local public transit and hotel/airport shuttles
should be used wherever possible.

c) Should a personal vehicle be used for travel in a case in which
travelling by air is more economical, the TBDSSAB will reimburse the
equivalent of an economy airfare value to the travel destination.

3. Accommodation

Whenever possible hotel arrangements should be made through the TBDSSAB’s
designated vendor of record. The TBDSSAB will reimburse the cost of single
accommodation in a standard room.

Accommodation at a private non-commercial facility is acceptable. An allowance
of $30 per night may be claimed. Instead of a receipt a written explanation must
be submitted including the purpose of the trip, identifying the host, and the

number of days stayed.

4. MNeal Allowance

A per day meal allowance plus incidental fee for Board Members and Employees
performing TBDSSAB business out of town is permitted with no receipts required
at a per diem rate of up to $75 per day (for purposes of this policy, out of town,
refers to a municipality other than where the individual's office is located):

Breakfast $15
Lunch $15
Dinner $30
Incidentals $15
Total $75

Where meals are provided during an event, the per diem allowance would be
reduced by the applicable amount in the table above.

5. Training and Registration Fees

The TBDSSAB will reimburse registration fees and/or course enfollment fees for
approved training events.

IMPLEMENTATION/BOARD
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SECTION SUBJECT
ADMINISTRATION ALLOWABLE EXPENSES
6. Hospitality

Hospitality includes the provision of meals, accommodation, transportation and
other amenities for individuals or groups who are not engaged in work for the
TBDSSAB. Prior written approval from the Chief Administrative Officer is
required prior to incurring hospitality expenses. Hospitality may include the
consumption of alcohol at a meal or reception at the Chief Administrative
Officer’s discretion and approval.

7. Alcohol

With exception to hospitality functions described above, The TBDSSAB will not
reimburse alcohol expenses.

8. Tips & Gratuities
The TBDSSAB will reimburse reasonable tips and gratuities as follows:

e 10-15% on meals
e 10% on taxi fare
9. Telephone and Internet

Reasonable expenses for personal telephone calls or internet access incurred
while travelling on TBDSSAB business may be allowable at the discretion of the
approver.

10.Miscellaneous Expenses

May be allowed only in special circumstance and when authorized by the Chief
Administrative Officer.

11.Cash Advances

Board Members and Employees may request a cash advance in order to cover
applicable travel costs prior to an event. Requests are to be submitted by the
claimant to their direct supervisor using the Cash Advance Expense form.

12.Consultants and Contractors

Unless specified in a contractual agreement, this policy extends to consultants
and contractors retained by the TBDSSAB with the exception of hospitality
expenses which would be considered ineligible.
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