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CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
AGENDA 

 COUNCIL MEETING 
Wednesday, September 1, 2021 9:00 a.m.       

 ZOOM MEETING              You Tube Channel: South Algonquin Council 
 

1. Open Meeting/Call to order – 9:00 a.m. 
 

2. Additions / Amendments to the Agenda 
 

3. Adoption of the Agenda 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

“BE IT RESOLVED THAT Council for the Corporation of the Township of South Algonquin adopts the 
Agenda as circulated for the Regular Council meeting of September 1, 2021.” 

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
   
 TOTALS 

 
 

Carried: 
 
Defeated by: 
 

4. Disclosure of Pecuniary Interest 
   

5. Petitions, Delegations and/or Presentations 
 

6. Minutes of Previous Meetings (s) 
i. Adopt the Minutes of the Regular Council Meeting of August 4, 2021 

ii. Adopt the Minutes of the Human Resources, Administration and Public Relations Meeting of 
August 25, 2021  

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

“BE IT RESOLVED THAT the Council for the Corporation of the Township of South Algonquin adopts the 
minutes of the Regular Council Meeting of August 4, 2021 as circulated.” 

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 

2



   
 TOTALS 

 
 

Carried: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

“BE IT RESOLVED THAT the Council for the Corporation of the Township of South Algonquin adopts the 
minutes of the Human Resources, Administration and Public Relations Meeting of August 25, 2021 as 
circulated.” 

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
   
 TOTALS 

 
 

Carried: 
 
Defeated by: 
 

 
7. Committee, Staff and/or Councillor Reports 

 
8. Business Arising from the Minutes  
 
9. Unfinished Business  

• Rehabilitation of Airy Pedestrian Bridge  
• Addition of By-Law Service Hours 

 
10. Correspondence – Action Items   

 
11. Correspondence – Information Items 

 
12. New Business  

• Discuss Vacant Council Position-Dickens Ward 
 

13. Motions of Council  

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

“WHEREAS it has been clear for decades that the Earth’s climate is changing, and the role of human influence 
on the climate system is undisputed; and 
WHEREAS the 6th and latest report by the Intergovernmental Panel on Climate Change concludes that climate 
change is widespread, rapid, and intensifying; and 
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WHEREAS the negative effects of climate change include: damage to property and rising insurance premiums, 
extreme rainfalls that flood and destroy infrastructure, disruption to agriculture and erosion of food security, 
higher frequency of mosquito and tickborne diseases (Lyme and West Nile disease), algal blooms that threaten 
fresh water, loss of ice fishing due to receding cold seasons, more dangerous wildlife seasons; and 
WHEREAS the younger generations, who will bear the most negative effects of climate change, have been 
constantly protesting and demanding that current leaders take more bold action to mitigate climate change; 
NOW THEREFORE the Council for the Corporation of South Algonquin resolves as follows: 
THAT the provincial government use the same method of science-based policy making that fueled the urgent 
response to deal with the COVID-19 crisis be applied to the ongoing climate emergency. 
THAT the provincial government accelerate the end of our economy’s reliance on climate change inducing 
fossil fuels; and 
THAT the provincial government embrace the development of a green economy that is guided by sustainable 
environmental policy.” 
 
CC: Hon. Todd Smith, Minister of Energy 
CC: Hon. David Piccini, Minster of the Environment, Conservation, and Parks, 
CC: Hon. Greg Rickford, Minister of Northern Development, Mines, Natural Resources and Forestry / 
Indigenous Affairs 
CC: Hon. Lisa Thompson, Minister of Agriculture, Food and Rural Affairs 
CC: Hon. Kinga Surma, Minister of Infrastructure 

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
   
 TOTALS 

 
 

Carried: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

“BE IT RESOLVED THAT the Council for the Corporation of the Township of South Algonquin authorizes 
staff to include the 2012 Ford 1 Ton Plow Truck (Unit #20) as surplus.” 

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
   
 TOTALS 

 
 

Carried: 
 
Defeated by: 
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14. Notice of Motions 
 
15. By-Laws  
 
21-659 Budget and Financial Controls Policy 
21-660 Council Pregnancy Leave Policy 
21-661 Delegation of Authority 
21-662 HR Policies 
21-663Covid-19 Resilience Infrastructure Agreement 
21-664 MRO Agreement 
21-665 Procurement Policy 
21-666 Vaccination Policy 
21-667 Confirming By-Law  

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING                                                                                      
“BEING A BY-LAW to establish a policy a Budget and Financial Control Policy for the Township of South 
Algonquin; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

THIRD READING      
  “BEING A BY-LAW to establish a policy a Budget and Financial Control Policy for the Township of South 
Algonquin.; as referred by the committee of the whole council;     
AND THAT it be read a third time and passed and numbered 21-659 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
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Defeated by: 
 

 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

FIRST and SECOND READING                                                                                      
“BEING A BY-LAW to adopt a Council Pregnancy-Parental Leave policy; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING      
 “BEING A BY-LAW to adopt a Council Pregnancy-Parental Leave policy; as referred by the committee of the whole 
council;                                                                                         
 AND THAT it be read a third time and passed and numbered 21-660 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

FIRST and SECOND READING                                                                                      
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“BEING A BY-LAW to delegate certain powers and duties under the Municipal Act; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING        
  “BEING A BY-LAW to delegate certain powers and duties under the Municipal Act; as referred by the committee of 
the whole council; 
 AND THAT it be read a third time and passed and numbered 21-661 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                          

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING                                                                                      
“BEING A BY-LAW to Establish a Human Resource Policy; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
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Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING    
  “BEING A BY-LAW to Establish a Human Resource Policy; as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-662 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                                                                                                               

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING                                                                                      
“BEING A BY-LAW to enter into an agreement with the Minister of Infrastructure for the purposes of a 
transfer payment from the Investing in Canada Program Covid-19 Resilience Infrastructure Stream- Local 
Government Intake Stream; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING  
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“BEING A BY-LAW to enter into an agreement with the Minister of Infrastructure for the purposes of a transfer 
payment from the Investing in Canada Program Covid-19 Resilience Infrastructure Stream- Local Government Intake 
Stream; as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-663 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                                            

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

FIRST and SECOND READING     
 “BEING A BY-LAW to enter into an agreement with the Ministry of Transportation for the purposes of a licence to 
continue the use of Ministry lands, buildings and equipment for administrative activities, storage of vehicles, equipment 
and supplies related to municipal operations for road maintenance; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.”                                                                               

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

 
 
RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 

Date: 
September 1, 2021 

Meeting: 
Council Meeting 

Res. No.: 
21- 

Moved by: 
 

Seconded by: 

THIRD READING    
  “BEING A BY-LAW to enter into an agreement with the Ministry of Transportation for the purposes of a licence to 
continue the use of Ministry lands, buildings and equipment for administrative activities, storage of vehicles, equipment 
and supplies related to municipal operations for road maintenance; as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-664 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                                        

YES 
 

 

 NO 
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 MAYOR DUMAS 
 

 
 COUNCILLOR COLLINS 

 
 

 COUNCILLOR FLORENT 
 

 
 COUNCILLOR HARPER 

 
 

 COUNCILLOR BONGO 
  

 
 COUNCILLOR SHALLA 

 
 

 TOTALS 
 

 
Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING     
 “BEING A BY-LAW to establish a policy for the procurement of goods and services for the Township of South 
Algonquin; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING    
“BEING A BY-LAW establish a policy for the procurement of goods and services for the Township of South Algonquin; 
 AND THAT it be read a third time and passed and numbered 21-665 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
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RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING     
 “BEING A BY-LAW to establish a Municipal Vaccination policy; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING    
  “BEING A BY-LAW to establish a Municipal Vaccination policy; as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-666 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                                        

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

FIRST and SECOND READING     
 “BEING A BY-LAW to Confirm Proceedings of Council By-Law; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.”                                                                               

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 
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 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

THIRD READING    
  “BEING A BY-LAW to Confirm Proceedings of Council By-Law; as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-667 and that the said By-Law be signed by the Mayor 
and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be entered in the By-Law Book.”                                                                                        

YES 
 

 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried by: 
 
Defeated by: 
 

 
16. Resolution to Move into a “Closed Session”  

 
17. Adjournment  

RESOLUTION CORPORATION OF THE TOWNSHIP OF SOUTH ALGONQUIN 
Date: 

September 1, 2021 
Meeting: 

Council Meeting 
Res. No.: 

21- 
Moved by: 
 

Seconded by: 

“BE IT RESOLVED THAT Council for the Corporation of the Township of South Algonquin adjourns the 
regular meeting of September 1, 2021, at _________.”           

YES 
 

 NO 
  MAYOR DUMAS 

 
 

 COUNCILLOR COLLINS 
 

 
 COUNCILLOR FLORENT 

 
 

 COUNCILLOR HARPER 
 

 
 COUNCILLOR BONGO 

  
 

 COUNCILLOR SHALLA 
 

 
 TOTALS 

 
 

Carried: 
Defeated by: 
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August 4, 2021 
COUNCIL MEETING – MINUTES 
On Wednesday, August 4, 2021 the Council for the Corporation of the Township of South 
Algonquin held a Regular Council Meeting via Zoom Meeting which was streamed to YouTube. 
 
Present- Mayor Dumas           Staff- Bryan Martin, CAO/Clerk-Treasurer    
Councillor Sandra Collins          Carla Gatley, Deputy Clerk-Recording Secretary 
Councillor Joe Florent          Don Kruger, Fire Chief 
Councillor Dave Harper     Tracy Cannon, Planning & Bldg. Administrator 
Councillor Bongo Bongo     
Councillor Richard Shalla     Guests- Mr. and Mrs. Brophy    
            
1. OPEN MEETING/CALL MEETING TO ORDER: 
Mayor Dumas called the meeting to order at 9:03 a.m.  
   
2. ADDITIONS/AMENDMENTS TO THE AGENDA: 
-Remove a resolution that was already passed 
 
3. ADOPTION OF THE AGENDA 
Moved by: D. Harper Seconded by: B. Bongo   Res. # 21-144 
“BE IT RESOLVED THAT Council for the Corporation of the Township of South Algonquin 
adopts the Agenda as circulated and amended for the Regular Council Meeting of August 4, 
2021.” 
-Carried- 
 
4. DISCLOSURE OF PECUNIARY INTEREST: None 
 
5. PUBLIC MTG. FOR ZONING BY-LAW AMENDMENT ZBA2021-02, ZBA2021-03 
A public meeting was held in pursuant to the provisions of Section 34(12) of the Planning Act. 
T. Cannon, Planning & Building Administrator provided a brief explanation of ZBA2021-03 for 
the property legally described as Part Lot 30, Concession 1, locally known as 26797A Highway 
60. The applicant is proposing to erect a mobile home to be used as human habitation in a Rural 
Zone where the use of a mobile home is not permitted.  
The Zoning By-Law Amendment will rezone the property to a site specific zone to permit the 
use of a mobile home. The mobile home will be serviced by individual septic and well and will 
function like a single detached dwelling. 
 
Applicants, Mr. & Mrs. Brophy were in attendance of the public meeting and provided 
clarification to council. No comments from the public were received. 
 
 It is recommended that the proposed Zoning By-law Amendment be passed to permit a mobile 
home to be used for human habitation. The By-Law to amend Map 6 to Zoning By-Law 2017-
527 is included in the By-Law portion of the package.  
 
 
A public meeting was held in pursuant to the provisions of Section 34(12) of the Planning Act. 
T. Cannon, Planning & Building Administrator provided a brief explanation of ZBA2021-02 for 
the property legally described as Concession 1, PT Lot 15; PCL 24782 locally known as 25397 
Highway 60. The applicant is proposing to erect a mobile home to be used as human habitation. 
The lands are currently in a Residential Zone where the use of a mobile home is not permitted.  
 
The Zoning By-Law Amendment will rezone the property to a site specific zone to permit the 
use of a mobile home. The mobile home will be serviced by the existing septic and well and will 
function like a single detached dwelling.   
 
The applicant was not in attendance. No comments from the public were received. 
 
  It is recommended that the proposed Zoning By-law Amendment be passed to permit a mobile 
home to be used for human habitation. The By-Law to amend Map 24 to Zoning By-Law 2017-
527 is included in the By-Law portion of the package.  
 
6.  PETITIONS, DELEGATIONS and/or PRESENTATIONS: None 
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7.  MINUTES OF PREVIOUS MEETING 
 
Moved by: R. Shalla Seconded by: S. Collins    Res. # 21-145 
“BE IT RESOLVED THAT the Council for the Corporation of the Township of South Algonquin 
adopts the minutes of the Regular Council Meeting of July 7, 2021 as circulated.” 
-Carried- 
 
Moved by: J. Florent Seconded by: B. Bongo    Res. # 21-146 
“BE IT RESOLVED THAT the Council for the Corporation of the Township of South Algonquin 
adopts the minutes of the Asset Management Meeting of June 30, 2021 as circulated.” 
-Carried- 
 
8. COMMITTEE REPORTS, STAFF AND/OR COUNCILLOR REPORTS: 
 
Councillor Florent 
- Madawaska Parks and Recreation Committee has started monthly meetings again; the next one 
is scheduled for August 10th 
 
Library 
A written report was provided in the council package by Head Librarian Charlene Alexander.  
 
Fire 
A written report was provided in the council package by Fire Chief D. Kruger.  
Verbally reported: 
-Annual pump re-certification was done; Madawaska Pumper (534) and Whitney Pumper (505). 
The Whitney Pumper does require some repairs. 
-People living on Lanes are having problems getting a burn permit on burnpermits.com. If people 
are having issues they can call the Fire Chief, he can override the system and issue a permit. 
-The new extrication tools will be used next Tuesday evening in Madawaska, council was invited 
to attend. Training on the new tools will be in Whitney the following Tuesday. 
 
9. BUSINESS ARISING FROM THE MINUTES: None 
 
10. UNFINISHED BUSINESS:  
-Councillor Harper inquired about the status of the poetry signs. CAO Bryan Martin indicated 
that we do not have a sign by-law and that he would work on putting one together. He advised 
that the signs could be put up this year. 
 
11. CORRESPONDENCE-Action Items:  

-Resignation of Councillor Vermaire, resolution 
-Resolution of Support 988, withdrawn 
-Resolution of Support Capital Gains, resolution 
Resolution of Support PSA, resolution 

 
12. CORRESPONDENCE -Information Items 
 
13. NEW BUSINESS: None 
 
14. MOTIONS OF COUNCIL:   
Moved by: S. Collins Seconded by: D. Harper    Res. # 21-147 
“BE IT RESOLVED THAT the Council for the Corporation of the Township of South 
Algonquin declares Councillor Vermaire’s council seat representing Dickens Ward be declared 
vacant as a result of his resignation from Council effective July 27, 2021.” 
-Carried- 
Moved by: S. Collins      Seconded by: B. Bongo    Res. # 21-148 
“BE IT RESOLVED THAT Council for the Township of South Algonquin supports the 
resolution of Fort Erie regarding continuing the exemption of Capital Gains on a Primary 
Residence.” 
-Carried-  
Moved by: J. Florent Seconded by: D. Harper    Res. # 21-149 
“BE IT RESOLVED THAT Council for the Township of South Algonquin supports the resolution of 
Cochrane to include PSA test for Men into the health care system” 
-Carried-  
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Moved by: J. Florent      Seconded by: R. Shalla    Res. # 21-150 
“BE IT RESOLVED THAT the Council for the Corporation of the Township of South 
Algonquin awards Tender SA2021-03 ‘Screened Winter Sand’ to R.J. Selle Sand and Gravel 
Limited in the amount of $21,900.00 plus applicable HST.” 
 -Carried-  
Moved by: B. Bongo   Seconded by: R. Shalla    Res. # 21-151 
“BE IT RESOLVED THAT council directs staff to move forward with receiving applications 
and appointing an individual for purposes of filling the vacancy created by the resignation of 
Councillor Vermaire. 
FURTHER THAT applications be received until Aug 31st”. 
Councillor Bongo requested a recorded vote: 
Councillor Bongo Against   Councillor Florent For 
Councillor Shalla For   Councillor Harper For 
Councillor Vermaire For   Mayor Dumas  For 
Councillor Collins For 
 -Carried-  
 
15. NOTICE OF MOTIONS: None 
 
16. BY-LAWS:  
FIRST AND SECOND READING                                                                                          
Moved by: R. Shalla Seconded by: S. Collins   Res. # 21-152 
BEING A BY-LAW to amend Comprehensive Zoning By-Law 2017-527(Gruntz Zoning); 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: B. Bongo Seconded by: D. Harper                  Res. # 21-153 
“BEING A BY-LAW to amend Comprehensive Zoning By-Law 2017-527(Gruntz Zoning); as 
referred by the committee of the whole council;     
AND THAT it be read a third time and passed and numbered 21-653 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
 -Carried- 
 
FIRST AND SECOND READING                                                                                          
Moved by: J. Florent  Seconded by: R. Shalla   Res. # 21-154 
“BEING A BY-LAW to amend Comprehensive Zoning By-Law 2017-527(Brophy Zoning); 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: S. Collins Seconded by:  B. Bongo                Res. # 21-155 
“BEING A BY-LAW to amend Comprehensive Zoning By-Law 2017-527(Brophy Zoning); as 
referred by the committee of the whole council;                                                                                         
 AND THAT it be read a third time and passed and numbered 21-654 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
-Carried- 
 
FIRST AND SECOND READING                                                                                          
Moved by: B. Bongo Seconded by: J. Florent   Res. # 21-156 
“BEING A BY-LAW By-Law to appoint members of the Committee of Adjustment; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: D. Harper  Seconded by:  R. Shalla               Res. # 21-157 
“BEING A BY-LAW By-Law to appoint members of the Committee of Adjustment; as referred 
by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-655 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
-Carried- 
 
FIRST AND SECOND READING                                                                                          
Moved by: S. Collins Seconded by: J. Florent   Res. # 21-158 
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“BEING A BY-LAW Being a By-Law to acquire land for the purposes of a municipal highway 
(Paplinskie Road); 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: B. Bongo Seconded by:  D. Harper               Res. # 21-159 
“BEING A BY-LAW Being a By-Law to acquire land for the purposes of a municipal highway 
(Paplinskie Road); as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-656 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
-Carried- 
 
FIRST AND SECOND READING                                                                                          
Moved by: R. Shalla Seconded by: S. Collins   Res. # 21-160 
“BEING A BY-LAW to acquire land for the purposes of a municipal highway (McRae-Hay Lake 
Road); 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: J. Florent Seconded by:  B. Bongo               Res. # 21-161 
“BEING A BY-LAW to acquire land for the purposes of a municipal highway (McRae-Hay 
Lake Road); as referred by the committee of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-657 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
-Carried- 
 
FIRST AND SECOND READING                                                                                          
Moved by: D. Harper  Seconded by:  R. Shalla   Res. # 21-162 
“BEING A BY-LAW to Confirm Proceedings of Council By-Law; 
AND THAT it be read a first and second time and be referred to a committee of the whole council.” 
-Carried- 
THIRD READING                                                                                          
Moved by: S. Collins Seconded by:  B. Bongo               Res. # 21-163 
“BEING A BY-LAW to Confirm Proceedings of Council By-Law; as referred by the committee 
of the whole council; 
 AND THAT it be read a third time and passed and numbered 21-658 and that the said By-Law 
be signed by the Mayor and CAO/Clerk Treasurer-sealed with the seal of the Corporation, and be 
entered in the By-Law Book.” 
-Carried- 
 
-Scheduled a Human Resources & Administration and Public Relations Meeting for August 25, 
2021 at 9:00 a.m. 
-Scheduled an Asset Management and Emergency Services and a Committee of Adjustment 
Meeting for September 15, 2021 at 9:00 a.m. 
 
17. CLOSED SESSION: None 
 
18. ADJOURNMENT: 
Moved by: R. Shalla   Seconded by: D. Harper    Res. # 21-164 
“BE IT RESOLVED THAT Council for the Corporation of the Township of South Algonquin 
adjourns the regular meeting of August 4, 2021, at 10:02 a.m.”  
-Carried-  
 

The next council meeting is scheduled for Wednesday, September 1, 2021 at 9:00 a.m. 
 
 
 
_________________  __________________________ ______________________ 
Mayor Jane Dumas  CAO/Clerk-Treasurer Bryan Martin           Deputy Clerk Carla Gatley                     
                                           Recording Secretary        
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August 25, 2021 
HUMAN RESOURCES, ADMINISTRATION & PUBLIC RELATIONS MEETING – 
MINUTES 
 
On Thursday, August 25, 2021 the Human Resources, Administration & Public Relations 
Committee held a meeting via Zoom Meeting which was streamed to YouTube. 
 
Council Present: 
Mayor Dumas                                  
Councillor Sandra Collins, Chair            
Councillor Dave Harper  
Councillor Bongo Bongo 
Councillor Richard Shalla 
 
Regrets- Councillor Joe Florent 
        
Township Staff Present:  
Bryan Martin, CAO/Clerk Treasurer 
Dave Gatley, Works Superintendent       
Carla Gatley, Deputy Clerk, Recording Secretary 
        
OPEN MEETING/CALL MEETING TO ORDER:  
Councillor Collins called the meeting to order at 9:02 a.m.       

ADDITIONS/AMENDMENTS TO THE AGENDA: None  
 
ADOPTION OF THE AGENDA  
Moved by:  D. Harper  Seconded by: R. Shalla  
To adopt the agenda as circulated.    
 
DISCLOSURE OF PECUNIARY INTEREST: None 
 
UNFINISHED BUSINESS: None 
 
NEW BUSINESS:  

 
• Budget and Financial Control Policy – Reviewed and discussed draft policy. 

Recommendation was to bring forward to the September 1, 2021 Council meeting for 
approval. 
 

• Delegation of Authority By-Law - Reviewed and discussed draft By-Law. 
Recommendation was to bring forward to the September 1, 2021 Council meeting for 
approval. 
 

• Procurement Policy - Reviewed and discussed draft policy. Recommendation was to 
bring forward to the September 1, 2021 Council meeting for approval. 
 

• HR Policy - Reviewed and discussed draft policy. Recommendation was to bring forward 
to the September 1, 2021 Council meeting for approval. 
 

• Council Pregnancy Leave - Reviewed and discussed draft policy and By-Law.  
Recommendation was to bring forward to the September 1, 2021 Council meeting for 
approval. 
 

• Vaccination Policy - Reviewed and discussed draft policy. Recommendation was to bring 
forward to the September 1, 2021 Council meeting for approval. 
 

•  Staff Report/By-Law Enforcement - Reviewed and discussed the addition of 20 hours a 
week to ensure adequate by-law enforcement. Consensus of Council was to formalize 
plan for the addition of 20 By-Law enforcement hours. Recommendation was to bring 
forward to the September 1, 2021 Council meeting for approval. 
 

•  Staff Report/Tender SA2021-02 Rehabilitation of Airy Pedestrian Bridge – Reviewed 
and discussed the use of up to $100,000 from the General Reserve Fund to complete a 
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revised scope of work for the Rehabilitation of the Airy Pedestrian Bridge. D. Gatley is 
going to investigate the possibility of getting wood from a different source and will bring 
back some pricing. 
 

• Council Vacancy Dickens Ward – Three applications have been received so far. There 
has been a request from the Aylen Lake Community Association that the appointment go 
to a resident of Dickens Ward. There will be discussion at the September 1st council 
meeting on how to formalize and finalize the process for the candidates. 
 

• New Signage and Muskoka Chairs – Tabled until September 1, 2021. 
 

 
ADJOURNMENT:  
Moved by: B. Bongo Seconded by: J. Dumas 
To adjourn the Human Resources, Administration & Public Relations Meeting of August 25, 
2021 at 12:00 p.m. 
 
 
 
           
______________________     ______________________________         ______________________ 
Councillor S. Collins            Bryan Martin, CAO/Clerk-Treasurer Deputy Clerk, Carla Gatley                     
                                        Recording Secretary             
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COUNCIL MEETING 

September 1, 2021 
 

COMMITTEE/STAFF REPORTS: 
 

1) M&L Parks and Recreation, RE:  Minutes of Meeting of March 10, 2020 

2) Fire Department Monthly Report 

3) Planning/Building/Household Hazardous Waste Update  
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DUE TO COVID: NO MEETINGS AFTER MARCH 10/20 UNTIL JULY 13/21. 
Murchison & Lyell Parks and Recreation Committee of South Algonquin 
Minutes for the meeting of March 10, 2020  at 7:00 p.m. 
Members present: Terry Levean, Sharon Florent, Brendia Drew, Rosemary Shalla, Jennifer Dupuis, Pat Conway,  and 
Susan Dupuis.   
Regrets: Nicole Dupuis and Brenda Hildebrandt. 
Council Representative: Councillor Joe Florent.  
1. Chair called the meeting to order at 6:55 p.m. 
2. Motion #7-2020 
Moved by: Brendia Drew.    Seconded by: Jennifer Dupuis. 
“To accept the agenda and any amendments or additions.” 
Carried 
3. Motion #8-2020 
Moved by:  Rosemary Shalla.  Seconded by: Brendia Drew. 
“To adopt the February 11, 2020 minutes and any amendments. 
4. Business arising from minutes: a) Councillor Florent reported that the Muskoka chairs for the parks will be all red 
in colour. Going forward, any liquor purchases for events at the hall must always be done through the LCBO in 
Whitney. The new Fire Chief for South Algonquin is Don Kruger. He plans on leaving things as they are, at this point, 
and will see how things go. Councillor Florent has agreed to take our idea of a human sundial at J.R. Booth Park to 
Council. We will then discuss it again once more investigation on it is done. b) i) Rosemary Shalla reported that there 
were 4 people at the February 27th Bread Making Class/Social with a profit of $44.00. ii) Rosemary Shalla also 
reported that she had 16 people show up to the Broomball Tournament and 35 spectators. ii) Brenda Hildebrandt 
was absent but there was a donation of $150.00 from the funeral lunch of Dean Florent. 
5. Financial Report: Balance at the end of February in the chequing account was $2,578.93.  
6. Performance measurement: Tracking sheet for February was completed for all activities.  
7. Resolutions: None. 
8. Craft Days:  Brendia Drew and Rose Young agreed to do a painting class...date is to be determined. 
9. Bread Making Classes/Afternoon Socials: Date is to be determined. 
10. Maple Brunch Planning: Planning is coming along. There is a person in the Bancroft area that would like to 
provide the coffee for this event to promote his business. The committee agreed to this. 
11. Looking into Human Sundial cost: This was discussed in Councillor Florent’s report. 
12. Easter Party: This will be April 5th with Nicole Dupuis looking after it.   
13. May Committee Meeting: This was moved to May 5th from the regular second Tuesday of the month date. I 
don’t remember why because it was a year ago due to COVID. 
Motion #9-2020 
 Moved by: Sue Dupuis.  Seconded by: Pat Conway. 
“Motion to adjourn the meeting at 8 pm.” 
 
 
Next meeting – Tuesday April 14th, 2020, at 7pm at the Community Hall. 
 
 
 
Chair___________________________________Secretary_____________________________________                
                              Terry Levean                                                                        Sharon Florent 
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FIRE DEPARTMENT 

MONTHLY FIRE REPORT TO COUNCIL 

 
Reporting Date: August 2021 

Training / Courses 

• 10th - - Madawaska Station, Vehicle Extrication – RESCUE TOOLS AND VEHICLE 
EXTRICATION – NFPA 1001-2013, 6.4.1. OFMEM Firefighter II Skill Sheets #4, 5, 6, 7 were 
completed. SAFD SOG #917 Multiple Motor Vehicle Collisions was presented. 

• 17th – Whitney Station, Vehicle Extrication – RESCUE TOOLS AND VEHICLE EXTRICATION 
– NFPA 1001-2013, 6.4.1. OFMEM Firefighter II Skill Sheets #4, 5, 6, 7 were completed. 
SAFD SOG #917 Multiple Motor Vehicle Collisions was presented. 

Calls / Responses 

• 2nd – Whitney Station responded to a call of wires down across Highway 60 in the Park, 
assisted Algonquin Highlands Fire Department with traffic control and fire suppression 
until hydro cleared fire. 

• 7th – Madawaska Station responded to a call of a possible bush fire on Highway 523 near 
Lyell Lake Landing, nothing found. 

• 14th – Whitney Station responded to a possible drowning at Lakeshore Park on Galeairy 
Lake, to assist OPP and Ambulance. Firefighters assisted with shoreline search and 
eventual patient removal. Patient was pronounced deceased a short time later. 

• 15th – Madawaska Station responded to an MVC on Highway 60 at Dawson Rd., assisted 
with patient care and traffic control. 

• 18th – Whitney Station responded to an MVC on Highway 127 near McRae-Hay Lake Rd. 
vehicle hit a deer and went off the road. Assisted with traffic control and vehicle 
removal. 

Complaints / Concerns 

• Nothing to report 

Upcoming Events 

• Emergency Services committee meeting September 15th 
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Correspondence / Other 

• Apparatus due for annual safeties in September
• Chief Kruger participated in a focus group with the Ontario Association of Fire 

Chiefs (OAFC) on their strategic plan
• Chief Kruger observed the monthly fire drills at the Whitney Daycare
• Fire Fighter Brian Gruntz has resigned, effective immediately.
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STAFF REPORT 
Meeting Date: September 1, 2021 
Agency: Township of South Algonquin  
Staff Contact: Tracy Cannon 
Agenda Title: Planning/Building/ Household Hazardous Waste Update 
Agenda Action: Information 

 
Planning Department 
Below is a summary of Planning Department files. 
 
Consent: 
Total active files to date-4          
2021 Consent Pre-Consultation-2 (Formal Applications expected to be submitted in the near future) 
2021 Formal Consent Applications received to date - 2 
Active Files from 2020 – 2  
Total 2020 Formal Consent Applications received -4 
 
Minor Variances: 
2021 – 1 (active) 
2020 – 2 (closed) 
 
Site Plan Control: 
2021- 0 
2020 – 2 (closed) 
 
Zoning By-Law: 
Total active files to date-2 
2021 applications received to date– 3 (plus an application to be submitted to satisfy condition for consent) 
Pre-Consultation-1 
Total 2020 applications received- 2  
 
Shore Road Allowance: 
2- ready to proceed with notice of public hearing 
1- pending survey 
 
Building Department 
Below is a summary of Building Department permits issued. 
 
2021 Building Permits to date – 36 (4 of the 36 are dwellings/recreational camps) 
Total 2020 - 45 
 
2021 Demolition Permits to date -7 
Total 2020 - 2 
 
2021 Septic Permits to date-4 
Total 2020 - 23 
 
 
Household Hazardous Waste Day – August 7, 2021 
Held at the Madawaska Works Yard  
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Total vehicles: 120  
Total households: 174 
This event was up 20 households from the 2020 event held in Whitney and a decrease of 22 household from the 
2019 event held in Madawaska. 
 
On September 30, 2021, the operation of the Municipal Hazardous or Special Products (MHSW) Program 
operated by Stewardship Ontario will cease. Starting October 1, 2021, producers will be individually 
accountable and financially responsible for requirements set out under the regulation.  
The reporting for this year’s program will stay the same. More information to follow as the program 
transitions.  
.  
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COUNCIL MEETING 
September 1, 2021 

 
ACTION: 

1) Councillor Bongo, RE:  Letter to Premier of Ontario/Climate Change 
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Dear Honourable Doug Ford, Premier of Ontario 

Re: More Urgent Action To Address the Climate Emergency 

At the Township of South Algonquin’s Regular Meeting of Council, held on Wednesday, September 1, 
2021, the following resolution was put forward and passed: 

WHEREAS it has been clear for decades that the Earth’s climate is changing, and the role of human 
influence on the climate system is undisputed; and 

WHEREAS the 6th and latest report by the Intergovernmental Panel on Climate Change concludes that 
climate change is widespread, rapid, and intensifying; and 

WHEREAS the negative effects of climate change include: damage to property and rising insurance 
premiums, extreme rainfalls that flood and destroy infrastructure, disruption to agriculture and erosion 
of food security, higher frequency of mosquito and tickborne diseases (Lyme and West Nile disease), 
algal blooms that threaten fresh water, loss of ice fishing due to receding cold seasons, more dangerous 
wildlife seasons; and 

WHEREAS the younger generations, who will bear the most negative effects of climate change, have 
been constantly protesting and demanding that current leaders take more bold action to mitigate 
climate change; 

NOW THEREFORE the Council for the Corporation of South Algonquin resolves as follows: 

THAT the provincial government use the same method of science-based policy making that fueled the 
urgent response to deal with the COVID-19 crisis be applied to the ongoing climate emergency. 

THAT the provincial government accelerate the end of our economy’s reliance on climate change 
inducing fossil fuels; and 

THAT the provincial government embrace the development of a green economy that is guided by 
sustainable environmental policy. 

We are accountable to the future generations. Let’s be leaders. Act with urgency. 

Signed, 

Township of South Algonquin 

 

CC: Hon. Todd Smith, Minister of Energy 

CC: Hon. David Piccini, Minster of the Environment, Conservation, and Parks, 

CC: Hon. Greg Rickford, Minister of Northern Development, Mines, Natural Resources and Forestry / 
Indigenous Affairs 

CC: Hon. Lisa Thompson, Minister of Agriculture, Food and Rural Affairs 

CC: Hon. Kinga Surma, Minister of Infrastructure 
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COUNCIL MEETING 
September 1, 2021 
 

CORRESPONDENCE RECEIVED FOR INFORMATION: 
 

1) Ministry of Municipal Affairs and Housing, RE:  Main Street Recovery Act 

2) O.P.P., RE:  Revised Date for Provincial Communications Centre Smith Falls 

Decommissioning 

3) Rogers Communications Inc., RE:  Site Selection/Justification Report, Wireless 

Communications Site 

4) Ministry of Transportation, RE:  Online Survey, Transportation Plan 

5) Gravel Watch Ontario, RE:  ERO 019-2785 

6) NOMA/FONOM/NOSDA, RE:  Media Release 

7) The City of North Bay, RE:  LTC Development Agreement-Cassellholme 

8) Mark Dorfman, RE:  Proposed Land Use Compatibility Guideline 

9) Aylen Lake Community Association, RE:  Dickens Ward Vacant Council Seat 

10) Briefing Notes – Cassellholme 

11) Redevelopment of Cassellholme Plan July 21, 2021 

 

 

 

 

 

 

 

27



 
August 3, 2021 
 
SUBJECT:  Main Street Recovery Act: Proclamation of Amendments to the 

Municipal Act and City of Toronto Act   
 
Dear Chief Administrative Officers and Clerks: 
As you may know, in fall 2020, the government introduced amendments to the 
Municipal Act, 2001 and City of Toronto Act, 2006 through Bill 215, Main Street 
Recovery Act, 2020. I am writing to update you that these legislative changes are 
scheduled to come into force on September 19, 2021.  
As we collectively work to recover from the impacts of the pandemic, these legislative 
changes will help support economic recovery on main streets across Ontario and help 
ensure that important goods can continue to be delivered to businesses in our 
communities as efficiently as possible. Past pilot projects, which worked with municipal 
partners, have shown that the changes could also help reduce rush-hour traffic, lower 
fuel costs for businesses, and reduce greenhouse gas and other emissions.   
From September 19, 2021 onwards, municipalities will not be able to regulate noise 
related to the delivery of goods to the following destinations:  

1. Retail business establishments;  
2. Restaurants, including cafes and bars;  
3. Hotels and motels; and  
4. Goods distribution facilities. 

These changes will come into force on the same day as the expiry of temporary 
regulations (O. Reg. 70/20 and O. Reg. 71/20). These regulations, introduced at the 
outset of the pandemic, limit municipalities from regulating all noise related to the 
delivery of goods. From September 19, 2021 onwards, once the temporary regulations 
expire, municipalities will again have the authority to regulate delivery noise to 
destinations other than the four categories listed above. 
Many municipalities, as well as business and logistics sector stakeholders, have 
expressed support for providing more flexibility for deliveries because of the benefits 
they offer Ontario’s main street businesses and the local communities these businesses 
serve. Local businesses also have an interest in working to ensure that they continue to 
be good neighbours while planning for deliveries of goods to their businesses. 
 
 

…/2 
 
 

Ministry of Municipal  
Affairs and Housing 
   
Office of the Deputy Minister 
  
777 Bay Street, 17th Floor  
Toronto ON   M7A 2J3  
Tel.: 416 585-7100  
  
  

Ministère des Affaires  
Municipales et du Logement 
 
Bureau du ministre 
 
777, rue Bay, 17e étage 
Toronto ON   M7A 2J3 
Tél. : 416 585-7100 
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- 2 - 
Prior to these amendments coming into force and for clarity for your stakeholders, your 
municipality may wish to review any applicable bylaws and consider whether any 
changes are necessary to align with the new framework. If your municipality has any 
questions on these changes, I would encourage you to contact your local Municipal 
Services Office. 
We will continue to monitor the implementation of this new framework. The Minister of 
Municipal Affairs and Housing has regulation-making authority to authorize 
municipalities to regulate delivery noise to the businesses noted above. No regulations 
are proposed to be made at this time to minimize burden for municipalities and 
businesses but may be considered in the future if deemed necessary. 
Thank you for your continued support and collaboration as we work to support 
economic recovery in Ontario’s communities.   
Yours truly, 

 
Kate Manson-Smith 
Deputy Minister 
 
c: Laurie LeBlanc, Deputy Minister, Transportation 

Giles Gherson, Deputy Minister, Economic Development, Job Creation and 
Trade 
Brian Rosborough, Executive Director, Association of Municipalities of Ontario 

 Bill Bond, President, Municipal Law Enforcement Officers’ Association 
 Jonathan Lebi, Assistant Deputy Minister, Local Government and Planning Policy 
Division, Ministry of Municipal Affairs and Housing 

 Hannah Evans, Assistant Deputy Minister, Municipal Services Division, Ministry 
of Municipal Affairs and Housing 
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Ontario Police 
Provincial provinciale 
Police de l’Ontario 
 
 
 

 

 

 
 
Communications and Technology Services Bureau 
Bureau de gestion de communication et technologie 
                                                                                              
Lincoln M. Alexander Building 
777 Memorial Ave. 
Orillia ON  L3V 7V3 

Edifice Lincoln M. Alexander 
777, avenue Memorial  
Orillia ON  L3V 7V3 

Telephone/Téléphone: 
Facsimile/Télécopieur: 

(705) 329-6177 
(705) 329-6230 

 
File Number/Référence: GOV-SOL-6100 

 
July 14, 2021 
  
MEMORANDUM TO:    
 
ATTN: MAYOR/REEVE 
 
Re:  Revised Date for Provincial Communications Centre Smiths Falls Decommissioning 
 
As recently communicated to police services boards in East Region, the Ontario Provincial Police 
(OPP) has determined that Provincial Communications Centre (PCC) Smiths Falls will be 
decommissioned via a phased process in 2022.  Phase 1 of this realignment will see call-taking and 
dispatching for the OPP Highway Safety Division shift from PCC Orillia to PCC London, while Phase 
2 will see call-taking and dispatching for East Region shift from PCC Smiths Falls to PCC Orillia. 
 
The OPP had intended for Phase 1 of this operational realignment to begin on January 17, 2022, with 
Phase 2 following on February 21, 2022.  However, many PCC Smiths Falls employees identified 
concerns regarding the timing of this operation.  A number of the concerns brought forward were 
around the challenge of relocating families with school-aged children in the middle of the academic 
year, after much uncertainty and adverse impacts for children who have already been affected by 
school closures due to COVID-19 in the 2019/2020 and 2020/2021 academic years.  Accordingly, the 
OPP has agreed to delay the decommissioning of PCC Smiths Falls by five months, until the summer 
of 2022.  Phase 1 will now begin on June 20, 2022, followed by Phase 2 on July 18, 2022.   
 
Once again, as the Bureau Commander responsible for the OPP PCCs, I assure all police services 
boards in East Region that service delivery will be unaffected by this operation.  The same call-taking 
and dispatching services currently provided by PCC Smiths Falls will be provided from PCC Orillia 
once the transition takes place in July 2022.  Frontline policing services in East Region will also be 
unaffected, with the same dedicated OPP members continuing to serve their communities. 
 
Thank you for the opportunity to update you regarding the timing of this organizational realignment. 

 
 
 
 
K.A. (Karen) Meyer, Chief Superintendent 
Bureau Commander 
Communications and Technology Services Bureau 
 
c: Deputy Commissioner Rose DiMarco, Provincial Commander, Traffic Safety and Operational Support  
    Deputy Commissioner Chris Harkins, Provincial Commander, Field Operations 
    Chief Superintendent Karl Thomas, Regional Commander, East Region 
    Superintendent Phil Whitton, Bureau Commander, Municipal Policing Bureau 
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Rogers Communications Inc. | 8200 Dixie Road | Brampton ON L6T 0C1 
Eric Belchamber | Municipal Relations | (613) 220-5970 

 
 
 
 
 
 
 
  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

 
Site Selection/Justification Report – Wireless Communications Site 

 
Prepared for: Township of South Algonquin 

 
Rogers Site: C8509 ON-523 @ ON-60 
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2 
 

Introduction 
 
Like many areas of the province, your community is experiencing a growing demand for wireless services. As         
people rely more on wireless devices such as smartphones, tablets and laptops for business and personal use, 
network improvements are required to ensure high quality voice and data services are available. 

This document outlines the site selection process in accordance with the requirements of Innovation, Science and 
Economic Development Canada’s (ISED) Spectrum Management and Telecommunications Policy, CPC-2-0-03, 
Issue 51 (CPC) updated Jul. 15, 2014 and provides a description of the system to be installed at 4798 Highway 523, 
South Algonquin. 

Telecommunications is a powerful economic enabler that promotes home occupations, teleworking, 
telecommuting and improved community networking and information dissemination. This site is part of the EORN 
Cell Gap Project. 

 
Background and Coverage Requirement 
 
A wireless telecommunications facility is a puzzle piece in a very complex radio network, whether that site is 
situated in an urban, suburban or rural setting. Customer demand and sound engineering principles direct where 
sites are required to be located. As people rely more on wireless devices such as smartphones, tablets and laptops 
for business and personal use, network improvements are required to ensure high quality voice and data services 
are available. In order for a wireless network to be reliable, an operator must provide "seamless" coverage so that 
gaps in the network are avoided. Gaps create dropped calls and overall poor service to customers. Rogers is 
committed and mandated by its license to ensure the best coverage and service to the public and private sectors. 

The proposed site will achieve the necessary engineering coverage objectives for our network. The location will 
provide much relied upon communication services in the area such as EMS Response, Police and Fire; improved 
wireless signal quality for the local residents, those traveling along the major roads, as well provide local 
subscribers with wireless network coverage and capacity for products and services such as iPhones, 
Smartphones, Tablets and wireless internet through the Rogers Rocket Stick technology in the surrounding area. 

 
Rationale for New Telecommunication Infrastructure 
 
In identifying a potential new tower location and design, Rogers examined the surrounding area, assessed the 
visibility of the structure and considered a possible structure design. Rogers evaluated the best location for a new 
facility using the following criteria: 
 

a)  Technical Requirements 
The performance of a wireless network is dependent on the geographical location of its equipment, 
height of its antennas, line-of-sight requirement, the demand customers place on the network, as well 
as proximity to our users.  
 
Please refer for the following page for an aerial of the site location (Figure 1). 

 
 

 
1 http://www.ic.gc.ca/eic/site/smt-gst.nsf/eng/h_sf06136.html 
 
 

32



 

3 
 

Figure 1 – Aerial of the proposed location. 
 

 
 

b)  Coverage Objectives 
Rogers’ Network Planning and Engineering departments carefully considered the optimal placement of 
a tower in the area to maximize the benefits to residents, visitors to the area and the public travelling 
along Highway 523. The selected location meets the coverage objectives. 
 
  

c)  Evaluation of Existing Structures 
When a part of a network requires improvement, the first step is to evaluate existing structures that 
are located within the specific geographical area offering the required height and that may be available 
to support new equipment or to use for co-location. 

 
During the site selection process for this proposed installation, Rogers determined that no other existing 
infrastructure opportunity was available in our target area that was suitable for our network. The closest 
tower is roughly 11km from the proposed location and it is simply too far from the coverage area to be 
useful. 
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The map below (Figure 4) illustrates the proposed location in relation to the other existing structure 
assessed. Please also refer to the table provided below for site location and associated height – (Figure 
5). 
 

Figure 4 – Existing structures map 
 

 
 
Figure 5 – Existing structure table 
 
Existing Structure Carrier Height Distance Design Reason for 

Unsuitability 
1 Bell & Rogers 119m 11km Guyed Tower Too far away 

 
 

d)  Land-Use Considerations 
Rogers’ site selection process is a balanced exercise that must meet Rogers’ network coverage 
objectives, respect local land-use constraints, listen to community concerns, while at the same time 
reflecting Rogers obligation to its customers to provide a high quality of service.   

 
From a technical standpoint, the proposed site location is within the search radius and will provide 
optimal coverage to the desired area. The tower footprint will be using only a small fraction of the 
property owner’s large lot. Access to the site will be from a new entrance off of Highway 523 and 
will not disturb the land-owner’s current use of the property or affect community traffic flow. 
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Proposed Facility Location and Site Details 
 
The site as proposed will be a 91.5m guyed tower installation.  
 
Geographic coordinates: 45.449943-77.912919 

All efforts have been made to minimize the number of cellular base station locations required throughout the 
targeted area and yet allow for a network design which can adequately provide wireless voice and data service to 
our existing and new customer base.   

Please also refer below for a sample of the installation for your reference (Figure 6). An additional package 
of photo simulations is provided with this report. The viewscapes simulate the view of the proposed installation 
from different locations. The process of simulating the proposed facility into the existing conditions of the 
viewscapes was done by superimposing an image of the proposed structure on the photographs taken for those 
viewscapes. 
 
Figure 6 – Sample image of proposed installation 

 
 
 

Site Selection 

 
Rogers strives to be sympathetic to the surrounding land-use features and takes all reasonable steps required by 
local land use authority to mitigate concerns with respect to planning and environmental matters. It is important 
to note that the selection of a site for a telecommunication antenna support structure does not occur randomly.   
 
 
Among the factors considered are: 
 

1. expected usage patterns of service and proximity to users 
2. local topography and building types 
3. interaction with existing and future sites 
4. line of sight requirements for high quality communications 
5. opportunities to use existing structures 
6. availability of a willing landlord 
7. the industry’s commitment to high service standards and customer satisfaction. 
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The following are some of the considerations used by Rogers in development criteria of the proposal: 
 

• The proposed site location is on the southwestern portion of the property owners’ large lot, away from 
the roadside, approximately 51m from Highway 523. 
  

• Design selected for this proposal is appropriate considering the area context and will best achieve our 
objectives, as well as provide for future co-location opportunities of other wireless service providers in an 
attempt to reduce the number of structures in the area. 
 

• Access to the property for construction and maintenance purposes will be via new access to the property 
to minimize any disturbance to the property’s current use. 

 
• The installation will have no impact on the watershed or wells, water quality or any water systems. No 

chemicals, pesticides or herbicides that could potentially have an adverse effect on the water systems will 
be contained on our structure or the associated walk-in radio equipment cabinet. 

 
• During construction, precautions will be taken to minimize any disruption to the current operation on the 

site and to the surrounding residents. Once the site is in-service, there will be no noise associated with the 
daily operation of the installation. 

 
The site will occupy a compound area of approximately 9.5m x 7.6m, surrounded by 2.4m high chain link security 
fence. The compound also contains a walk-in equipment cabinet (WIC) containing radio equipment, backup 
battery power, maintenance tools, manuals and a first aid kit. The installation is equipped with a silent alarm 
system. 
 
The site is designed to provide 3-sectored 700, 2100, MHz LTE and 5G services. It will also accommodate future TBD 
technologies.  
 
Rogers considers this location and design ideal to provide superior coverage levels and service to Rogers’ 
customers. 
 
 
Municipal and Public Notification 
 
Rogers has a strong history of consultation with municipalities and understands the importance of land-use 
protocols and transparency in consultation. 

As the provisions of the Ontario Planning Act and other municipal by-laws and regulations do not apply to federal 
undertakings, wireless communication facilities are not required to obtain municipal permits.  However, Section 
4.1 of the CPC, states that the concerns and suggestions expressed by land-use authorities are important elements 
to be considered by proponents when installing or modifying antenna systems. ISED requires that consultation be 
undertaken with the appropriate land-use authorities to ensure those authorities are aware of significant 
structures within their boundaries and so that local land-use issues can be raised, while respecting the federal 
government’s jurisdiction in the siting and operation of wireless voice and data systems. 

The Township of South Algonquin has not developed its own protocol for establishing telecommunication facilities 
in the Township. Therefore, in this instance Rogers will be following ISED’s default protocol. 

The protocol outlines the land-use consultation process relevant to evaluating wireless communication installation 
proposals. In accordance with this policy, proponents must provide a notification package to the local public within 
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a radius of three times the height of the tower, or 274.5m in this instance. A notice will also be provided to the 
Township of South Algonquin and the ISED regional office.  

Concurrent to the mailing of a Public Consultation package, Rogers will also place a notice in the local community 
newspaper, Brancroft This Week.  

 
Federal Requirements  
 
In addition to the requirements for consultation with municipal authorities and the public, Rogers must 
also fulfill other important obligations including the following: 

 
 

Canadian Environmental Assessment Act 
ISED requires that the installation and modification of antenna systems be done in a manner that complies with 
appropriate environmental legislation. This includes the Canadian Environmental Assessment Act, 2012 (CEAA 
2012), where the antenna system is incidental to a physical activity or project designated under CEAA 2012, 
or is located on federal lands. 
 
Rogers attests that the radio antenna system as proposed for this site is not located within federal lands or forms 
part of or incidental to projects that are designated by the Regulations Designating Physical Activities or otherwise 
designated by the Minister of the Environment as requiring an environmental assessment. In accordance with the 
Canadian Environmental Assessment Act, 2012, this installation is excluded from assessment. For additional 
detailed information, please consult the Canadian Environmental Assessment Act)2. 
 
 
Transport Canada’s Aeronautical Obstruction Marking Requirements 
Aerodrome safety is under the exclusive jurisdiction of NAV Canada and Transport Canada. An important 
obligation of Rogers’ installations is to comply with Transport Canada / NAV CANADA aeronautical safety 
requirements. Transport Canada will perform an assessment of the proposal with respect to the potential hazard 
to air navigation and notify Rogers of any painting and/or lighting requirements for the antenna system. Rogers 
will submit the appropriate applications and expects lighting to be required for this site. Rogers Communications 
Inc. attests that the radio antenna system described in this notification package will comply with Transport Canada 
/ NAV Canada aeronautical safety requirements.  
 
 
For additional detailed information, please consult Transport Canada3. 
 
 
Health Canada’s Safety Code 6 Compliance 
Health Canada is responsible for research and investigation to determine and promulgate the health protection 
limits for Exposure to the RF electromagnetic energy. Accordingly, Health Canada has developed a guideline 
entitled “Limits of Human Exposure to Radiofrequency Electromagnetic Field in the Frequency Range from 
3kHz to 300 GHz – Safety Code 6”. 
 

 
2 http://laws-lois.justice.gc.ca/eng/acts/C-15.21/ 
 
3 http://www.tc.gc.ca/eng/civilaviation/regserv/cars/part6-standards-standard621-3808.htm 
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The exposure limits specified in Safety Code 6 were established from the results of hundreds of studies over 
the past several decades where the effects of RF energy on biological organisms were examined. 
Radiocommunication, including technical aspects related to broadcasting, is under responsibility of the Ministry 
of Industry (Innovation, Science and Economic Development Canada), which has the power to establish 
standards, rules, policies and procedures. ISED, under this authority, has adopted Safety Code 6 for the 
protection of the general public. As such, ISED requires all proponents and operators to ensure that their 
installations and apparatus comply with the Safety Code 6 at all times. 
 
Rogers Communications Inc. attests that the radio antenna system described in this notification package will at 
all times comply with Health Canada’s Safety Code 6 limits, as may be amended from time to time, for the 
protection of the general public including any combined effects of additional carrier co-locations and nearby 
installations within the local radio environment.  
 

More information in the area of RF exposure and health is available on the Health Canada’s website under 
Environmental and Workplace Health4 and Safety Code Health Canada's Radiofrequency Exposure Guidelines5. 
 
 
Engineering Practices 
Rogers attests that the radio antenna system as proposed for this site will be constructed in compliance with 
the National Building Code and The Canadian Standard Association and comply with good engineering practices 
including structural adequacy. 
Innovation, Science and Economic Development Canada’s Spectrum Management (ISED) 
Please be advised that the approval of this site and its design is under the exclusive jurisdiction of the Government 
of Canada through ISED. For more information on ISED’s public consultation guidelines including CPC-2-0-036 
contact your local ISED office at spectrum.ottawa@ic.gc.ca or at the below noted address: 

 
Innovation, Science and Economic Development Canada  
Spectrum Management  
Eastern Ontario District Office 
2 Queen Street East, Sault Ste. Marie, ON, P6A 1Y3 
Telephone: 1-855-465-6307 
Fax: 705-941-4607 
Email: spectrum.ottawa@ic.gc.ca Web: http://www.ic.gc.ca/eic/site/smt-gst.nsf/fra/h_sf01702.html 
 
General information relating to antenna systems is available on ISED’s Spectrum Management and 
Telecommunications website7. 

 

 
4http://www.hc-sc.gc.ca/ewh- semt/radiation/cons/stations/index-eng.php\ 
 
5https://www.canada.ca/en/health-canada/services/environmental-workplace-health/reports-
publications/radiation/safety-code-6-health-canada-radiofrequency-exposure-guidelines-environmental-workplace-health-
health-canada.html 
 
 
6http://www.ic.gc.ca/epic/site/smt- gst.nsf/en/sf08777e.html 
 
7http://www.ic.gc.ca/epic/site/smt-gst.nsf/en/home 
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Public consultation obligations 
 
Rogers Communications Inc. is committed to effective public consultation. The public will be invited to provide 
comments to Rogers about this proposal by mail, electronic mail or phone.  
 
ISED’s rules contain requirements for timely response to all questions, comments or concerns. We will 
acknowledge receipt of all communication within 14 days and will provide a formal response to the Township and 
those members of the public who communicate to Rogers, within 60 days. The members of the public who 
communicated with Rogers will then have 21 days to review and reply to Rogers as a final response. 
 
Proponent’s Contact Information - Rogers Communications Inc. 
 
Eric Belchamber 
Wireless Site Specialist 
Eric Belchamber & Associates 
337 Autumnfield St., Kanata, ON, K2M 0J6 
Telephone: (613) 220-5970 
Email: eric.belchamber@rogers.com 
 
 
 
 
 
 
 
Conclusion 
 
Reliable wireless communication services are a key element of economic development across Canada. It facilitates 
the growth of local economies by providing easy access to information, and connectivity for residents and 
businesses alike.  

The infrastructure proposed is suitable for the development over the long term and protects public health and 
safety and is a powerful economic enabler. 

In response to this growing demand for wireless services, Rogers has worked to find the most suitable location for 
a new telecommunications structure in efforts to provide improved wireless services in the area to its residents, 
businesses and the traveling public. 

In addition to meeting consumer needs, technological upgrades are also critical to ensuring the accessibility of 
emergency services such as fire, police and ambulance. Wireless communications products and services, used daily 
by police, EMS, firefighters and other first responders, are an integral part of Canada’s safety infrastructure. 

Rogers feels that the proposed site is well located to provide improved wireless voice and data services in the 
targeted area. The proposed location is also situated and designed to have minimal impact on surrounding land 
uses.  

Rogers looks forward to working with the Township of South Algonquin to provide improved wireless services to 
the community.  
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Should you have any further questions or comments, please feel free to contact me via email at 
eric.belchamber@rogers.com, or via phone at (613) 220-5970. 

Sincerely, 

 
 
Eric Belchamber 
Wireless Site Specialist 
Eric Belchamber & Associates 
337 Autumnfield St. 
Kanata, ON, K2M 0J6 
(613) 220-5970 
eric.belchamber@rogers.com 
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APPENDIX 1 
 

Public Consultation Package  
*Attached separately 
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APPENDIX 2 

Site Survey 
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APPENDIX 3 

Photo Simulations Package 
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Ministry of Transportation 
 
Integrated Policy and Planning 
Division 
System Planning Branch 
7th Floor, Suite 700 
777 Bay Street  
Toronto ON  M7A 2J8 
Tel.: 416-303-6040 
Fax: 416-585-7324 
 
Tija.Dirks@ontario.ca 
 

Ministère des Transports 
 
Division des politiques et de la planification 
intégrées 
Direction de la planification du système  
7e étage , bureau 700 
777 rue Bay 
Toronto ON  M7A 2J8 
Tél. : 416-303-6040 
Téléc. : 416-585-7324 
  

 

 
20/08/2021                        
 
Dear Mayor, 
 
To help the Ministry of Transportation develop a transportation plan for eastern Ontario, 
the Ministry recently launched an online survey 
(https://www.ontario.ca/page/consultation-eastern-ontario-transportation-plan) to gather 
input on the regional needs and priorities of people and communities. 
 
The province recognizes that municipalities are important partners in planning and 
delivering the transportation system. I am writing today to invite you, and citizens and 
municipal leadership, to provide input on our survey. The survey will be available until 
September 23, 2021 and asks: 

• how people and business move and what modes they use 
• top transportation-related concerns as Ontario has reopened post-COVID-19 
• actions Ontario can take to better support travel 
• current and future priorities for the transportation system. 

 
Your responses will help us to understand what you or your community need to move 
across the region, transportation concerns as Ontario reopens, and how the Ministry 
can support better travel and priorities for the transportation network. 
 
Further engagement is also being planned. Input from the survey will help inform the 
province’s vision for transportation in eastern Ontario. 
 
If you have any questions about the survey, please contact the project team at: 
EasternTransportationPlan@ontario.ca.  
 
This eastern Ontario survey is the latest in our program of regional transportation 
planning work.  Ontario is developing regional plans that will help build a better 
transportation system across the province. In June 2021, Ontario released a discussion 
paper for public feedback that will inform the province's first transportation plan for the 
Greater Golden Horseshoe. In January 2020, Ontario released Connecting the 
Southwest: A Draft Transportation Plan for Southwestern Ontario. In December 2020, 
the province released Connecting the North: A Draft Transportation Plan for Northern 
Ontario. 
 
Sincerely, 
 
 
Tija Dirks 
Director, System Planning Branch  
Ministry of Transportation  
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August 4, 2021 
 
Sanjay Coelho          
Ministry of the Environment, Conservation and Parks - Environmental Policy Branch 
40 St Clair Avenue West, Floor 10 
Toronto, ON M4V1M2 
mecp.landpolicy@ontario.ca 

 

RE: ERO 019-2785 

Dear Mr. Coelho 
 
The following is the submission from Gravel Watch Ontario (GWO; gravelwatch.org) in response to the 
request for comments on the Proposed Land Use Compatibility Guideline, Ministry of Environment, 
Conservation and Parks (March 2021) ERO 019-2785. 
 
 
About Gravel Watch Ontario  
Gravel Watch Ontario is a province-wide coalition of citizen groups and individuals that acts in the  
interests of residents and communities to protect the health, safety, quality of life of Ontarians and the 
natural environment in matters that relate to aggregate resources. 
 
GWO recognizes the obligation to protect agricultural lands, water resources and the natural 
environment, all of which are essential for building a climate-resilient Ontario for future generations.  
GWO works with and on behalf of our members and communities throughout the province to advocate 
that policies regulating aggregate extraction not result in permanent loss of farmland or rural landscape 
amenities and do not damage the integrity of the water resources supplied by the rural landscape.  
Gravel Watch Ontario has commented on government planning and aggregate policies for over 15 years.   
 
We understand that ERO notice 019-2785 links to four separate compliance initiatives. GWO’s 
submission focuses on aggregate resources as it pertains to these draft Land Use Compatibility 
Guidelines.  In general, GWO found the information regarding aggregate to be scattered throughout 
various sections of the document, often unclear or contradictory, making it particularly onerous on the 
reviewer to sift through and sort out the intent and nature of land use compatibility as it relates to 
aggregate operations.  The ensuing discussion has italicized and indented the instructions identified in 
the Guideline with GWO’s comments following thereafter for ease of reference.       
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1. INTRODUCTION & CONTEXT 
 
1.1  Overview 
 
GWO Concern/Issue – Preferential Treatment of Aggregate Class 3 Major Facilities over Sensitive Land 
Uses 

The objective of the current EPA D-6 Guideline is to “prevent or minimize the encroachment of 
sensitive land use upon industrial land and vice versa, as these two types of land uses are 
normally incompatible due to possible adverse effects on sensitive land use created by industrial 
operations.”    

  
The overview of the Land Use Compatibility Guideline states that “the Guideline is to be applied 
to achieve and maintain land use compatibility between major facilities and sensitive land uses 
when a planning approval under the Planning Act is needed in the following circumstances: 

 A new or expanding sensitive land use is proposed near an existing or planned major 
facility, or 

 A new or expanding major facility is proposed near an existing or planned sensitive land  
use.”  

 
Although the Compatibility Guideline requires equal application by both a major facility and a sensitive 
land use, they are not treated equally throughout the document.  For example, Section 2.8 of the 
Guideline, demonstration of need is to be carried out by proponents of sensitive land uses only.  In 
Appendix D, the Area of Influence (AOI) and the Minimum Distance Separation (MDS) for are not 
applicable to land use decisions for new or expanding aggregate operations. 
 
The Guideline also identifies aggregates as a sector which has had a history of ongoing and frequent 
complaints. Situating aggregate operations near sensitive land uses under exempted and exclusive rules 
does not achieve compatibility.  
 
GWO Recommendation #1 

 Apply the Guideline in the same manner for new or expanding aggregate operations as for 
sensitive land uses.  

 
 
 
1.2 General Approach to Planning for Land Use Compatibility 
 
GWO Concern/Issue -- Co-existence and Compatibility Not Conceptually Related 
 

“Land Use compatibility is achieved when major facilities and sensitive land uses can co-exist and 
thrive for the long-term within a community through planning that recognizes the locational 
needs of both.” 

 
The terms compatibility and co-existence are not conceptually the same.  Compatibility denotes 
relations that are well-suited, friendly and harmonious. Co-existence, on the other hand, denotes 
tolerance and forbearance.  Inferring these terms are correlated sets the stage for further conflict, 
lengthy appeals and increased costs for all parties.   
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In Section 3.8, the concept of co-existence as meaning tolerance is confirmed. 
  

“…..after a major facility has obtained its necessary planning approvals to be located in an area 
that may be close to a sensitive land use (e.g. a residential development), or vice versa..…  the 
tools available to the Ministry (MECP) to deal with contaminants from the facility as well as 
technical solutions may be limited…… which may result in a situation where the sensitive land 
use has to co-exist with ‘minor impacts’ from the major facility over the long term….. and 
subsequent complaints about adverse affects (noise, dust and odour) may be directed to the 
municipality”. 

 
Minor impacts are not defined but the sensitive land use is expected to tolerate the resulting adverse 
effects for the long term.  Long term consequences can result in societal costs associated with health 
and safety or environmental degradation.  It’s an unfair practice to expect the public to tolerate long 
term consequences. 
 
Use of the term co-existence does not align with federal international agreements regarding sustainable 
development and climate change which strive for a balance between the various sectors of society.  This 
balance is also reflected in Ontario’s environment, climate change and planning frameworks.  
 
GWO  Recommendation #2:    

 Maintain the conceptual distinction between compatibility and co-existence.    

 Distinguish between minor and major impacts.  

 Ensure the MECP Guideline aligns with national and international agreements as well as the 
provinces’ social, environmental and climate change responsibilities. 

 
 

 
1.3 Guiding Hierarchy for Land Use Compatibility Planning  

 
GWO Concerns/Issues – The PPS not being read in its’ entirety.    
                

“Separation of incompatible land uses is the preferred approach to avoiding land use 
compatibility issues.  The Guideline state that this approach is consistent with PPS 1.1.5.6” 

 
The PPS speaks to the incompatibility of sensitive residential land use with existing aggregate 
operations.  GWO believes that the reverse is also true as per Case Law - Capital Paving v Wellington 
(County) 2010 Carswell Ont. Paragraph 6….  

 
“it is fair to say the PPS speaks to incompatibility of sensitive residential use with earlier 
operations, and the reverse is also true, that a proposed pit may be incompatible with prior 
residential use”.  

 
Although the Guideline in Section 1.7.1 generally supports fulfillment of provincial interests identified in 
the PPS, missing throughout the document is identification to the pertinent PPS clauses which direct 
consideration for development to (1) consider social and environmental impacts, and (2) only permit 
development once potential impacts have been addressed. 
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GWO Recommendation #3: 

 Apply the same requirement for new or expanding major facilities near established and 
planned sensitive land uses as for sensitive land uses being proposed near major facilities.    

 Consistently apply all relevant PPS clauses. 
 
 
GWO Concern/Issue – Ambiguous Terminology and Lack of Meaningful Public Involvement 

 
“When avoidance (i.e. separation) alone is not possible, minimizing and mitigating potential impacts 
may provide a basis for a proposal.  If minimization is not viable, the proposed incompatible land use 
should not be enabled, and related planning or development applications should not be  approved”  
 

GWO supports this Guideline.  The term ‘should’, however, is indefinite and subject to interpretation 
and ambiguity.  
 
GWO Recommendation #4: 

 Change the word ‘should’ to ‘shall’ to provide clear direction to ensure incompatible uses are 
not enabled nor approved. 

 
“Planning authorities, proponents and the surrounding communities ‘should work together’ to 
achieve land use compatibility”. 

 
Working together is a viable approach to achieving compatibility.  ‘Should work together’ implies 
relationship building, collaboration and compromise.  Appendix C, however, outlines best practices for 
relationship building as merely communicating with members of the public.  Communication relates to 
the informing stage of planning engagement conventions as depicted on Step 3 of the Arnstein’s Ladder 
of Public Participation (https://www.citizenshandbook.org/arnsteinsladder.html.)  ‘Informing’ is 
generally a one-way communication strategy that rarely results in even minor adjustments.  Informing 
does not denote, nor reflect the concept of ‘working together’.  Society’s legal and institutional 
framework that sanctions planning decisions has increasingly recognized the benefit of various 
engagement measures for practical deliberations that include various perspectives and encourages 
dialogue to promote understanding among stakeholders’ values and interests.  The role of the public to 
bring forth community values is critical. It is also critical to consider the concept of ‘working together’ as 
relationship building and collaboration in regards to the Duty to Consult with Indigenous Peoples.   
 
GWO Recommendation #5: 

 Change ‘should work together’ to ‘shall work together’.   

 Enable collaboration to achieve the desired outcome of compatibility. 

 Clearly identify the government’s responsibility for the Duty to Consult with Indigenous Peoples 
and ensure it is implemented at the outset of development when changes in land use are being 
considered. 
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1.6 Roles and Responsibilities 
1.6.1  Planning Authorities 

 
Planning authorities must not approve development proposals where there are irreconcilable 
incompatibilities (i.e. adverse effects with no feasible required mitigation measures).  Land use 
planning decisions that result in incompatibility may create ongoing issues for all parties, 
including municipalities to address noise and odour complaints and other impacts.  

 
GWO supports the above guideline.   
 
GWO Concern/Issue – Increased responsibility on the planning authorities 

 
Planning authorities also undertake planning exercises which must address land use 
compatibility, such as comprehensive reviews of OPs, development of secondary plans and 
reviews of zoning by-laws.  To address land use compatibility, OP policies and land use 
designations….must be up-to-date and in accordance with this Guideline. 
 

Updating OPs and zoning by-laws is a daunting task which puts pressure on planning authorities’ 
capacity requirements and ultimately for increasing property taxes.  Although mandated under the same 
Planning Act as municipalities, Local Planning Authorities in rural and unorganized territories do not 
have the corresponding human and financial resources to carry out basic planning functions, let alone 
up-dates to OPs and zoning by-laws in regards to this Guideline.   
 
GWO Recommendation #6:  

 Do no overburden planning authorities’ capacity and planning budgets.  

 Review the viability and effectiveness of Local Planning Boards to carry out high level planning 
functions.     

 
 
 
2. TOOLS TO ASSESS LAND USE COMPATIBILITY   
2.1.1-3  Areas of Influence and Minimum Set Back Distances 
 
GWO Concern/Issue –  

Preferential Treatment Given to Aggregate Operations 
 
An influence area approach to minimize land use conflicts for aggregate resource extraction has long 
been recognized.  The 1986 Guideline on Implementation of the Mineral Aggregate Resources Policy 
Statement (Ministry of Natural Resources) states that:  

 
“An influence area is the area surrounding a pit or quarry where the impacts of the operation 
may be felt on the environment, nearby residents and land uses. The influence area concept is 
intended to protect existing or designated sensitive land uses from proposed pits or quarries and 
existing or designated pits or quarries from encroachment by sensitive uses …”  

 
Guideline Section 1.2 recognizes that sensitive land uses located too close to a major facility could 
experience environmental impacts as well as risks to public health and safety.  Similarly, Section 2.1.3 
states that:  
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“proposals should not result in sensitive land uses being located in MSDs as adverse effects are 
highly likely to occur.”   

 
While a planning authority may determine that an Area of Influence may be smaller (based on 
supporting studies), it must never be smaller than the MSD in the Guideline.   However, while 
recognizing that some above-ground equipment such as crushers, ready-mix concrete plants and asphalt 
plants may require ECA’s, the Guideline states:  

 
The AOI and MSD in the Guideline are not applicable to land use decisions for new or expanding 
aggregate operations proposed near sensitive land use. 

 
And, Section 2.2 states: 

 
Aggregate Operations (Aggregate extraction, Resource Extraction, Other mineral quarries) 
identified as Class 3 (AOI 1,000 m/MSD 500 m) AOI and MSD only applies to new or expanding 
sensitive land use proposals near major facility aggregate operations.   

 
In addition, the Aggregate Resources Ontario Provincial Standards (AROPS) refers to measurement of 
separation as the distances to sensitive receptors, not to the property boundary of a sensitive land use 
as recommended in Section 2.4 and in relation to Section 3.3 “At-receptor mitigation is not recognized 
by the Ministry to mitigate odour and dust impacts” and in Appendix B.1 “the Ministry-developed AOIs 
in this Guideline should address both noise and vibration…separation distances for noise are larger than 
vibration so covering noise impacts will cover vibration impacts” which fails to account for any future 
expansions of the aggregate operation or changes to the site plan.     
 
Although Guideline Section 4 recommends planning mechanisms to assist in the implementation of land 
use compatibility, Section 66 of the ARA is highly restrictive of municipal authority such as municipal site 
plan controls and development permits.  Both the PPS (Section 2.5.2.4) as well as the ARA (Section 12.1 
(1.1) prohibit municipalities from issuing zoning by-laws to restrict the depth of extraction while 
Guideline Section 4.1 recommends adverse impacts on sensitive land uses to be considered at the 
Official Plan (OP) and zoning stage.  Section 13 of the ARA, however, allows the Minister, at any time, to 
rescind or vary a condition of a licence, amend a licence or require a licensee to amend the site plan.  A 
licensee may also make the same requests of the Minister at any time.  These unknown operational 
impacts cannot be adequately assessed or determined at the planning/approval stage.  The question 
then becomes…how can a planning authority be responsible for approvals of an industrial extractive 
zoning when site plans can be changed at the licensing stage and throughout the life of the license for 
which the planning authority has no control?     
 
GWO Recommendation #7: 

 For new or expanding aggregate operations: 
o Apply the prescribed  AOI and MSD required for Class 3 Major Industrial Facilities 

proposed near Sensitive Land Uses, 
o Measure separation distances (AOI and MSD) from the property boundary of the 

proposed aggregate operation (Class 3 Major facility) and from the property boundary 
of the existing sensitive land use to accommodate future expansions of the major 
facility, 
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o Adhere to the Guideline for a Class 3 Major Facility (as identified in Section 2.2 Table 1) 
with the understanding that some aggregate operations may cause adverse effects 
beyond the MSD of 500 M and in some cases, beyond the AOI of 1000 M 

o Be subject to the steps in Section 2.5 for a proposed or expanding major facility that is 
within the AOI or MSD of an existing or planned sensitive land use.  

o Recognize Section 2.9 of the Decision Tree for Land Use Compatibility that may result in 
a proposed Major Facility not going ahead if expected adverse effects cannot be 
minimized and/or mitigated to the level of no adverse effects. 

 
 
 
2.8 Demonstration of Need 
 
GWO Concern/Issue – Preferential Treatment Given to Aggregate Producers – no balance 
 

The demonstration of need…..is only required by proponents of sensitive land uses. 
 
When considering new sensitive land uses near mineral aggregate areas, planning authorities 
must consider active aggregate operations, zoning which permits future aggregate operations 
and, where provincial information is available, deposits of mineral aggregate resources. 
 

The concern in this Section is the nature and regional distribution of aggregate since there are areas 
throughout the province where distribution of aggregate is ubiquitous.  “Freezing” land has the 
potential to restrict settlement to narrow confines.  This situation does not take into consideration 
future generations, which is antithetical to the United Nations concepts and definitions pertaining to 
‘development that meets the needs of the present without compromising the needs of future 
generations’1.  Freezing land also creates the risk for mega-quarry development that can lead to long 
term and irreversible impacts.  There is little data available regarding aggregate reserves yet the focus is 
to open up new lands closer to market as a means to reduce transportation costs for the producer.  
Lands nearest to market are also lands nearest or adjacent to residential or farm lands which places the 
risk of long term and irreversible impacts onto the sensitive land use.   
 
An unbalanced approach to demonstration of need will perpetuate conflict, constrained relations, and 
more appeals, thereby increasing costs for government, the proponent and the general public which is 
contradictory to the stated purpose of this Guideline.       
 
GWO Recommendation #8 

 Apply the same requirement for Demonstration of Need in the same manner to new or 
expanding major facilities as for sensitive land uses being proposed near major facilities.  

 Ensure compatibility is a two way process.  
 
The Guideline further states: 

Compatibility studies should be prepared by the proponent..….the planning authority is 
responsible to review compatibility….If in house expertise is not available, the planning authority 
should consider having a peer review of studies at the expense of the proponent. 

                                                           
1
 World Commission on Environment and Development. Our Common Future, Oxford, UK. Oxford. University Press. 

1987. 
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GWO Recommendation #9 

 Should a planning authority conduct a review of a proponent’s compatibility study with in-
house expertise, the expense should be borne by the proponent.  

 
 
 
3. COMPLIANCE 
 
GWO Concern/Issue –  The public is expected to tolerate impacts for the long term 

Increased municipal responsibility to deal with complaints 
     

“Per its compliance framework, the Ministry may refer incidents related to compatibility issues 
that stem from planning decision to a more appropriate level of government or agency (e.g. 
municipality)…..after a major facility has obtained its necessary planning approvals to be located 
in an area that may be close to a sensitive land use (e.g. a residential development), or vice 
versa..…  the tools available to the Ministry (MECP) to deal with contaminants from the facility 
as well as technical solutions may be limited…… may result in a situation where the sensitive land 
use has to co-exist with ‘minor impacts’ from the major facility over the long term….. and 
subsequent complaints about adverse affects (noise, dust and odour) may be directed to the 
municipality”. 

 
Conceptual alignment regarding co-existence as being compatible is applicable here.  Refer to Section 1 
regarding terminology.  Co-existence and compatibility are not conceptually the same and compatibility 
is a two-way process.   

 
Refer to page 3 regarding the discussion pertaining to Section 1.2 and the lack of distinction between 
minor and major impacts. Shifting EPA compliance to the planning authority puts pressure on municipal 
capacity requirements which ultimately puts pressure on increasing municipal property taxes thereby 
shifting the financial responsibility to the public.  In areas outside municipal boundaries, the role of Local 
Planning Boards is not mentioned and the public in these areas have no avenue available to have their 
concerns or complaints dealt with appropriately given the capacity limitations of Planning Boards. 
Similar to Section 2, how can planning authorities be responsible for compliance issues when site plans 
can be changed at the licensing stage and throughout the life of the aggregate operations which is 
outside the planning authorities’ jurisdiction? 
 
GWO Recommendation #10 

 Ensure compatibility goes both ways. 

 Do not overburden planning authorities with EPA compliance issues. 

 Review the viability and effectiveness of Local Planning Boards to deal with EPA complaints and 
compliance issues.    
 
 
 
 
 
 
 
 

53



 

9 
 

4.0 IMPLEMENTATION AND PLANNING TOOLS  
4.3.1     Municipal By-laws 
 
GWO Concern/Issue 

 Increased  workload for planning authorities and risk of increasing property tax burden  

 Lack of reference to fly rock as a contaminant 
 

Onus is on the municipality to enforce by-laws that would prevent and respond to land use 
compatibility issues. 

 
Development and enforcement of by-laws regarding EPA compatibility issues puts further pressure on 
planning authorities’ capacity requirements and risk of increase to local property taxes. As stated above, 
once the license has been approved, the planning authorities’ oversight is limited by the PPS and the 
ARA. In addition, Local Planning Boards do not have the capacity for by-law enforcement.  The public in 
these areas must rely on the good will of the self-reporting aggregate producers to comply with 
compatibility issues.    
 
GWO Recommendation #11:  

 Do not overburden planning authorities’ capacity and planning budgets.  

 The province needs to review the viability and effectiveness of Local Planning Boards to not only 
develop by-laws but to carry out their enforcement.     

 
GWO Recommendation #12: 

 MECP to take responsibility for monitoring and compliance regarding their mandate for the 
environment as it relates to major facilities. 

 
 
 
APPENDIX - D – SECTOR SPECIFIC RELATED TO AGGREGATES 
 
GWO Concern/Issue 

 Preferential Treatment of Aggregate Industry 

 PPS not being referred to in its entirety 

 Recognition of the differences between planning and licensing stages 
 

Overall, aggregate operations are depicted as having priority over sensitive land uses. This imbalance 
includes the following: 

 AOIs and MSDs are not applicable to land use decisions for new or expanding aggregate 
operations proposed near sensitive land uses, 

 Not requiring demonstration of need, 

 PPS clauses are not being applied consistently, and 

 Grey areas exist between the planning and licensing functions. 
 
The PPS favours a balanced approach regarding the potential for social and environmental impacts. 
Pertinent PPS clauses that consider the EPA state that development is to only be permitted when public 
health & safety, air quality and climate change have been addressed.  Incompatibility in terms of noise, 
air, contaminants and vibration relate to public health and safety or environmental degradation and 
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although they are potential impacts of aggregate operations, they are not fully addressed by this 
Guideline. 
 
Within this section, the planning authority is to consider compatibility as per the PPS and the ARA. 
 

Planning authorities….should also take into consideration that through the licensing process 
under the Aggregate Resource Act (ARA), MNRF also has requirements to assess potential 
impacts on existing nearby land uses and whether it is feasible to mitigate potential impacts 
through that process. 

The ARA is not a feasible mechanism to address compatibility because it is proponent driven. Although 
addressing public concerns regarding potential impacts from operations are the proponent’s 
responsibility under the ARA, the purposes of the ARA are to manage, control and regulate aggregate 
resources and operations to “minimize” the adverse impact on the environment.  Compatibility between 
land uses is a government planning function and a responsibility that relates to public interest and 
community well-being.  As a business, the proponent’s corporate responsibility is to their shareholders 
and business profitability. The ARA and accompanying AROPS are not planning but operational 
documents and focus on the merits of the proposed pit’s operations.       
 
GWO Recommendation #13 

 Be explicit regarding all compatibility requirements.    

 Clearly identify that the PPS is to be read in its’ entirely. 

 Aggregate operations should not take precedence over municipal planning.  

 Recognize the difference between the planning and licensing functions. 
 
GWO Concern/Issue – Preferential Treatment of Aggregate Operations 
  

“Planning authorities must consider the potential for adverse effects from aggregate operations 
(including existing, planned and potential future operation), such as traffic to and from the facilities, 
and noise and dust from blasting, crushing or other operations, for proposals that require a planning 
approval.”   

 
The Guideline also requires planning authorities to consider impacts for future aggregate operations 
where zoning is approved, deposits of mineral aggregate resources where provincial information is 
available, as well as dormant, licenced pits and quarries and un-rehabilitated “legacy” sites. Although 
the surficial geology maps identify location and extent of aggregates, quality is not always well defined, 
only the range and nature of the deposit.  Determining quality requires further testing through bore 
holes and analysis of the material.  Under this Guideline aggregate operations can freeze land for 
potential (not predicted) development even though the operation may not be permitted or even 
feasible given the quality or quantity of the material in particular locations.  Freezing land would be 
detrimental to a cohesive society, compatible relations and future generations. 
 
GWO Recommendation #14: 

 Consider equity and the balance of land uses and opportunities for future generations. 
 
Appendix D does not consider other potential adverse effects from aggregate operations such as the 
potential for groundwater and surface water contamination. Since these adverse effects on sensitive 
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land uses are not specified in the Guidelines, there may be confusion for planning authorities when 
considering approvals for rezoning of aggregate operations. 
 
GWO Recommendation #15: 

 Clearly indicate that MECP Guidelines relate to noise, dust, odour and vibrations only. 

 Clearly indicate that planning authorities need to consider all adverse effects when considering 
planning proposals. 

 
 
 
WHAT’S MISSING IN THE GUIDELINES 
 
1. Fly Rock 
The Guideline does not include fly rock as a discharge from quarry blasting and the adverse effect on 
sensitive land uses.  Ontario Regulation 244/97 under the ARA which pertains to fly rock was approved 
on November 2020 and should be addressed in the Guideline. 
 
2. Cumulative Effects 
Aggregate extraction is often described as a temporary or interim use even though aggregate licenses 
are granted with no end date (in perpetuity) and gravel pits and quarries can lie dormant for decades.   
It is the local property owners, residents and communities which are in the location for the long term 
and will have to live with the consequences.  MNRF’s siloed approach to assessing aggregate operations 
and pit licenses is maladaptive to deal with the long term consequences that can result from the 
expansion of aggregate operations.  A project specific lens is not adequate to determine the incremental 
effects from past, present and future human actions.  It is misleading to not consider the full potential of 
social and environmental impacts from all development occurring in a region, not merely from one 
operation but how that operation relates within the locational context.  
  
GWO Recommendation #16: 

 Include land use compatibility provisions to protect sensitive land uses and the environment 
from the adverse impacts of fly rock. 

 Consider the cumulative effects of past, current and future developments before there are 
unsightly and irreversible effects.   
 
 

 
CONCLUSION  
 
The long standing recognition of the inherent incompatibility between sensitive land uses and industrial 
lands goes back in history to when land use activities that generated noise, smell, unsanitary or 
hazardous conditions were walled off from civic activities and living spaces as a means to regulate 
compatibility. Whether a sensitive land use proposes to expand near an existing aggregate operation, or 
whether an aggregate operation proposes to expand near an existing sensitive land use, the effects will 
be the same.  Planning was and is the mechanism to provide guidance to reduce the risk for social and 
environmental impacts and/or conflicts associated with land use decisions.  
 
Compatibility is a two-way process and must be reflected throughout the document. Aggregate 
extraction, by its very nature, is not a renewable resource and therefore cannot be considered a 
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sustainable resource.  The Guideline should align with global concepts of sustainable development and 
the underlying tenants of corporate social responsibility and adherence to good planning.  The Guideline 
should be applied by the municipality when considering planning applications for new and expanding 
pits and quarries near sensitive land uses where the effects on and of climate change and the health and 
safety of communities and future generations can be considered.  The ARA proponent-driven, site-
specific studies of the aggregate licencing process should not be substituted for good planning. Unless 
the Guideline is applied to aggregate operations as Class III industrial facilities without exemption, and 
planning authorities are given the tools and human and financial resources to carry out the expectations 
in this Guideline, land use compatibility and the potential for conflict with nearby sensitive land uses 
cannot be resolved. 
 
 

SUMMARY OF RECOMMENDATIONS 
 
GWO Recommendation #1 

 Apply the Guideline in the same manner for new or expanding aggregate operations as for 
sensitive land uses.  

 
GWO  Recommendation #2:    

 Maintain the conceptual distinction between compatibility and co-existence.    

 Distinguish between minor and major impacts.  

 Ensure the MECP Guideline aligns with national and international agreements as well as the 
provinces’ social, environmental and climate change responsibilities. 

 
GWO Recommendation #3: 

 Apply the same requirement for new or expanding major facilities near established and 
planned sensitive land uses as for sensitive land uses being proposed near major facilities.    

 Consistently apply all relevant PPS clauses. 
 
GWO Recommendation #4: 

 Change the word ‘should’ to ‘shall’ to provide clear direction to ensure incompatible uses are 
not enabled nor approved. 

 
GWO Recommendation #5: 

 Change ‘should work together’ to ‘shall work together’.   

 Enable collaboration to achieve the desired outcome of compatibility. 

 Clearly identify the government’s responsibility for the Duty to Consult with Indigenous Peoples 
and ensure it is implemented at the outset of development when changes in land use are being 
considered. 

 
GWO Recommendation #6: 

 Do no overburden planning authorities’ capacity and planning budgets.  

 Review the viability and effectiveness of Local Planning Boards to carry out high level planning 
functions.     
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GWO Recommendation #7 

 That new or expanding aggregate operations: 
o Apply the prescribed  AOI and MSD required for Class 3 Major Industrial Facilities 

proposed near Sensitive Land Uses, 
o Measure separation distances (AOI and MSD) from the property boundary of the 

proposed aggregate operation (Class 3 Major facility) and from the property boundary 
of the existing sensitive land use to accommodate future expansions of the major 
facility, 

o Adhere to the Guideline for a Class 3 Major Facility (as identified in Section 2.2 Table 1) 
with the understanding that some aggregate operations may cause adverse effects 
beyond the MSD of 500 M and in some cases, beyond the AOI of 1000 M 

o Be subject to the steps in Section 2.5 for a proposed or expanding major facility that is 
within the AOI or MSD of an existing or planned sensitive land use.  

o Recognize Section 2.9 of the Decision Tree for Land Use Compatibility that may result in 
a proposed Major Facility not going ahead if expected adverse effects cannot be 
minimized and/or mitigated to the level of no adverse effects. 

 
GWO Recommendation #8 

 Apply the same requirement for Demonstration of Need in the same manner to new or 
expanding major facilities as for sensitive land uses being proposed near major facilities.   

 Ensure compatibility is a two way process.  
 
GWO Recommendation #9 

 Should a planning authority conduct a review of a proponent’s compatibility study with in-
house expertise, the expense should be borne by the proponent.  

 
GWO Recommendation #10 

 Ensure compatibility goes both ways. 

 Do not overburden planning authorities with EPA compliance issues. 

 Review the viability and effectiveness of Local Planning Boards to deal with EPA complaints and 
compliance issues.    
 

GWO Recommendation #11:  

 Do not overburdening planning authorities’ capacity and planning budgets.  

 Review the viability and effectiveness of Local Planning Boards to not only develop by-laws but 
to carry out their enforcement.     

 
GWO Recommendation #12:  

 MECP to take responsibility for monitoring and compliance regarding their mandate for the 
environment as it relates to major facilities. 

 
GWO Recommendation #13 

 Be explicit regarding all compatibility requirements.    

 Clearly identify that the PPS is to be read in its’ entirely. 

 Aggregate operations should not take precedence over municipal planning.  

 Recognize the difference between the planning and licensing functions. 
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GWO Recommendation #14:  

 Consider equity and the balance of land uses as well as opportunities for future generations. 
 

GWO Recommendation #15: 

 Clearly indicate that MECP Guidelines relate to noise, dust, odour and vibrations only. 

 Clearly indicate that planning authorities need to consider all adverse effects when considering 
planning proposals. 

 
GWO Recommendation #16: 

 Include land use compatibility provisions to protect sensitive land uses and the environment 
from the adverse impacts of fly rock. 

 Consider the cumulative effects of past, current and future developments before there are 
unsightly and irreversible effects.   

 
 
REFERENCES: 

Arnstein’s Ladder of Public Participation, found at: 
(https://www.citizenshandbook.org/arnsteinsladder.html.)   
 
EPA D-Series Guidelines 

D-1 Land Use and Compatibility 
D-1-1  Land Use Compatibility: Procedure for Implementation 
D-1-2  Land Use Compatibility: Specific Applications 
D-1-3  Land Use Compatibility: Definitions 
D-6  Compatibility between Industrial Facilities 
D-6-1  Industrial Categorization Criteria 
D-6-3 Separation Distances 

 
Government Documents: 

Aggregate Resources Act Regulations, Amendments 2020 
Aggregate Resources of Ontario Provincial Standards, Amendments 2020 
Provincial Policy Statement 2020 
Ontario Planning Act  
Mineral Aggregate Resources Policy Statement and Guideline on Implementation 
Ontario Environmental Protection Act (EPA) 

 
World Commission on Environment and Development. Our Common Future, Oxford, UK. Oxford. 
University Press. 1987. 
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August 17, 2021 

Media Release 
 
The Federation of Northern Ontario Municipalities (FONOM), the Northwestern Ontario 
Municipal Association, and the Northern Ontario Service Deliverers Association jointly 
discussed the crisis of Homelessness, Mental Health, and the Opioid Crisis with the Provincial 
Government. FONOM President Danny Whalen, NOMA Executive Member Rick Dumas, and 
NOSDA Vice-Chair Mark King shared with the seven Provincial Minister, Associate Minister, 
and a Parliamentary Assistant the experiences in our communities during the Annual AMO 
Conference. The Municipal organizations believe the three topics are intertwined, and our 
presentation clarified that to the ministries. Danny Whalen commented, “this was the first time 
our three Organizations have collaborated on any issue,” and “with the impact these issues are 
having in our communities, working together is imperative.”  
 
The organizations appreciate the efforts, of all the agencies working to help and support those 
addicted to opioids. In some districts, over 30 agencies are providing some assistance. But we 
would like to see more coordination with Municipalities/DSSAB’s or consolidation of these 
agencies with the input of Municipalities/DSSAB’s and local stakeholders. As we believe, a 
streamlined agency would be able to put the combined funds to better use. We hope these 
agencies would willingly work this out between themselves. Danny Whalen commented, “But if 
not, we would ask that our local Ontario Health Teams, in consultation with 
Municipalities/DSSAB’s and local stakeholders, support a province-wide strategy that 
supports such consolidation. 
 
Mayor Dumas shared, “The province must apply a rural and northern lens and work in 

collaboration with ministries to construct a plan for affordable and supportive housing” and 
asked, “for the province to develop a housing strategy for the North and capital funding to 
address the shortage of affordable housing.” 
 
Councillor King thanked the Province for the significant commitment this government has made 
in allocating 3.8 billion dollars over the next ten years. But the organizations called on the 
Province to take an all of government approach, to manage and find made in the North solutions 
to the Mental Health and Addictions Crisis. They called on the Premier to establish a Northern 
Ontario Joint Partnership table to manage the Mental Health and Addictions Crisis in Northern 
Ontario. King commented, “we want to work with this government to ensure the right resources 

are put in the right communities to reach people who need the resources where they live”, further 
“above all, we ask that this government recognize municipalities and NOSDA as a partner in 
our collective efforts to address the growing mental health and addiction challenges.” 
 

                
FONOM President   NOMA President  NOSDA Chair 
Danny Whalen  Wendy Landry  Michelle Boileau  
705-622-2479   807- 626-6686   705-465-5026 
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August 19, 2021 
 
 
VIA e-mail nancy.matthews@ontario.ca  
& Regular Mail 
 
 
Ministry of Long-Term Care 
Office of the Deputy Minister 
400 University Avenue, 6th Floor 
Toronto, ON M5G 1S5 
 
ATTENTION: Ms. Nancy Matthews 
   Deputy Minister of Long-Term Care 
 
Re:  LTC Development Agreement - Cassellholme Project (PROJ 479) 
 Board of Management for the District of Nipissing East____________ 
 
Dear Ms. Matthews: 
 
The Council of The Corporation of the City of North Bay (the “City”) has directed me to 
write to you with respect to the Cassellholme Redevelopment, East Nipissing Home for 
the Aged (the “Project”).  The City is only one of nine member municipalities of The 
Board of Management for the District of East Nipissing (the “Board of Management”) but 
is by far the largest stakeholder in this Project with a municipal levy apportionment of 
approximately 80%.  While the City is committed to the redevelopment of Cassellholme, 
there are critical concerns about the Project that I wish to bring to your attention and 
they are as follows.    
 
Lack of Budget & Project Cost Escalation 
 
Council is very concerned with the management of the design of the Project and the fact 
that the Board of Management has never established a budget in relation to it and 
consequently the cost of the Project has risen substantially. When Provincial support 
was announced for the Project in June of 2019, the cost estimate for the redevelopment 
was approximately $64 million.  By its memo of November 30, 2020, the Board of 
Management advised municipalities that a “hypothetical” cost estimate had been 
determined and the cost was expected to be $90 million. Currently, the total cost of the 
Project has escalated to approximately $122 million. The Board of Management publicly 
announced the current cost of the Project on June 3, 2021. Although the provincial 
grants and funding have increased somewhat, the vast majority of the increase in costs 
must be borne by the City and the other supporting municipalities. The Long-Term Care  
 
 

 
 
The Corporation of the  Chief Administrative Officer 
City of North Bay  Direct Line: 705-474-0626, ext. 2325 
200 McIntyre St. East                Toll Free: 1-800-465-1882 
North Bay, ON P1B 8V6  david.euler@northbay.ca                
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Homes Act’s provisions granting the Board of Management the authority to apportion 
capital costs to each municipality is tantamount to granting it a blank cheque.  As with 
other supporting municipalities, the Project has become unaffordable for the City as we 
all struggle to keep up with our asset management plans for traditional core 
infrastructure. 
 
 
Competitive Bid Process & LTC Development Agreement   
 
We take note of Article 5, “Acquisition of Goods and Services” of the LTC Development 
Agreement as between Her Majesty the Queen in Right of Ontario as represented by 
the Minister of Long-Term Care and the Board of Management for the District of East 
Nipissing, dated September 8, 2020 (the “LTC Development Agreement”) which 
requires the Board of Management to acquire goods and services for the purpose of 
carrying out the Project through a process that promotes the best value for money and 
that the acquisition of services to carry out the construction is done in accordance with 
Schedule B thereof. 
 
The Board of Management decided to move forward with a Request for Proposal 
(“RFP”) bid process rather than a traditional contractor pre-qualification and tender 
process. The methodology that was chosen by the Board of Management caused 
significant push back from the Ontario General Contractors Association (the 
“Association”).  The Association, which represents over 200 general contractors in 
Ontario, received multiple concerns from its members and resulted in a letter to 
Cassellholme dated October 26, 2020. The concerns raised by the Association 
seemingly caused significant concerns among contractors, which we believe, resulted in 
a lack of competitive submissions.  
 
Despite the Association’s concerns, the Board of Management proceeded with its 
chosen procurement method which resulted in just two proposals, only one of which 
was a qualified bid for the Project. Schedule B, subparagraph 9(d)(i) of the LTC 
Development Agreement specifically requires the Board of Management to submit not 
only the bid that it intends to select as the successful bid but also “two other bids which 
the Operator would otherwise select as alternative successful bids;”. Clearly the Board 
of Management is not in compliance with this requirement regardless of any opinion that 
the Board of Management has received as to the bid price being “reasonable 
considering the size, type, complexity and location of the project”.   
 
Lastly, in this regard, Council is also concerned that the Board of Management did not 
utilize a competitive tender process for awarding any of the professional services for 
development of the design, project management, communications and financing 
proposals. 
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Project Financing   
 
The provincial government is making a significant contribution towards the Project with 
the key components being a development grant of $6.58 million, payable at the time of 
occupancy as well as the ongoing 25 year construction subsidy payments with an 
estimated net present value of $39 million, but the balance of the funding, approximately 
$76.37 million, falls to the supporting municipalities. Since none of the provincial funding 
for the Project is provided upfront, the Board of Management requested that the 
municipalities not only support their apportionment of the $76.37 million in debt, but also 
provide a guarantee for the $39 million provincial funding. This proposal was rejected by 
City Council as well as most other member municipalities. Although the provincial 
funding arrangement works for the majority of the municipal long-term care homes in 
the province, our unique structure as a district home for the aged would result in a 
significant burden being placed on the local taxpayer. Council is also concerned that the 
City’s financial indicators would be negatively impacted and the City’s credit rating 
would decline.  These circumstances raise long term financial sustainability and 
significantly reduce the City’s ability to invest in core traditional infrastructure assets well 
into the future.  
 
Since Council’s rejection of the Cassellholme financing proposal, the Board of 
Management passed a resolution on July 22, 2021 in relation to the Project with the 
operative part of it being “…The Board of Management resolves to levy those 
municipalities that have rejected the preferred financing and borrow for those that 
support the financing option through Infrastructure Ontario.” The Board of Management 
is to consist of seven members but currently has one position vacant. It should be noted 
that the vote in this significant matter proceeded and resulted in a 3 to 0 vote despite 
the fact that of the six members eligible to vote, three members wanted to seek legal 
advice on the matter and did not vote.   
 
We believe that forcing municipalities, including the City, to pay for this Project by way 
of levy is not at all appropriate. Alternative options have been proposed for reducing 
costs of the Project and creating a more competitive tendering process but to date and 
to the best of our knowledge have not been considered.   

 
Further, we note that while the Board of Management may borrow money for capital 
costs, it may only do so according to the regulation that provides, in part, that every 
supporting municipality has passed a resolution that supports such borrowing by the 
board.  To date the City has not passed any such borrowing resolution.   

 
In closing, this Project must be accomplished in a manner that is prudent and 
sustainable for all.  Council does not agree with or support the current cost, the 
procurement methodology chosen by the Board of Management or the manner in which 
the Project is being financed.  The Corporation of the City of North Bay strongly 
recommends that the Ministry approval of this Project be withheld until a more cost 
effective project can be achieved.  
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We welcome further dialog to provide more details with respect to the City’s concerns 
raised herein with the Project as it is currently being proposed.  We would be pleased to 
consider any other suggestions that the province may have to move the Project forward.     

 
 
Sincerely, 

 
 
David Euler, P.Eng., PMP 
Chief Administrative Officer 
City of North Bay 
 
 
cc:   Al McDonald, Mayor, City of North Bay 
 Vic Fedeli, MPP Nipissing 
 Kate Manson-Smith - Deputy Minister of Municipal Affairs and Housing 
 Town of Mattawa 

Township of Chisholm 
Township of Bonfield 
Municipality of East Ferris 
Municipality of Mattawan 
Municipality of Calvin 
Township of Papineau Cameron 
Township of South Algonquin 
North Bay City Council 
Chris Mayne, Chair, Cassellholme 
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June 21, 2021

Report to: Township of Ramara Committee of the Whole

Subject: Proposed Land Use Compatibility Guideline
Ministry of Environment, Conservation and Parks (MECP)

Recommendations

1. That the Committee of the whole receive the Report, ‘Proposed Land Use Compatibility
Guideline’, dated June 21, 2021, as presented by Mark Dorfman; and

2. The Township of Ramara shall submit this Report and Recommendations to the Ontario
Ministry of the Environment, Conservation and Parks under Environmental Registry of
Ontario Number 019-2785, prior to July 3, 2021, to

At its meeting held on June 7, 2021, the Committee of the Whole passed a motion requesting
“A report regarding the Aggregate sections of the proposed Land Use Compatibility
Guidelines”.

On May 4, 2021, MECP published the proposed Guidelines for public consultation. This is one
of four initiatives that were issued at the same time. These initiatives are intended “to
strengthen compliance tools that hold polluters accountable and create consistent guidelines
to prevent and address noise and odour issues.”

Submissions to MECP are to be made on or before July 3, 2021.

EXISTING D-SERIES GUIDELINES

The MECP intends to update and replace the D-Series Guidelines related to land use
compatibility that has existed since July 1995. The existing Guideline D-6, “Compatibi|ity
Between Industrial Facilities and Sensitive land uses” applies to the land use planning process
“to prevent or minimize future land use problems due to the encroachment of sensitive land
uses and industrial land uses on one another”.

The D-6 Guideline does not apply to pits and quarries if there are site specific studies related
to an aggregate application. Otherwise, as I understand, when an of?cial p|an/ amendment
and zoning bylaw/amendment are considered for new sensitive land uses encroaching on an
existing pit or quarry, the D 6 Guideline should be used by the municipality. Although not
clearly enunciated in the D 6 Guideline, I believe that the D-6 Guideline should be used when
the municipality is considering planning applications for new and expanding pits and quarries.

Mark L. Dorfman, Planner Inc.
219 - 50 Westmount Road North, Waterloo, ON, N2L 2R5

Telephone: 519-888-6570 - Facsimiliez 519-888-6382 ~ E-mail‘ dmark@m|dpi.ca

mecg.|andgo|icy@ontarIo.ca
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THE PROPOSED LAND USE COMPATIBILITY GUIDELINE

Overview
The proposed Guideline focuses on official plan and zoning bylaw updates; applications to
amend the of?cial plan, the zoning bylaw, site plan applications, and plan of subdivision
applications. It is clearly stated that the municipality should use the Guideline where a new
of expanding sensitive land use is proposed near an existing or planned major facility and
where a new or expanding major facility is proposed near and existing or planned sensitive
land use.

A Major Facility includes Resource Extraction Activities. A Sensitive Land use is a building,

amenity area or outdoor space, such as dwellings, day care centres, health and education
facilities, public parks, harbours.

The Guideline is used to enable certain land uses to coexist in the long-term. Compatibility
is two ways: it means that adverse effects such as noise, dust, odour and vibration from Major
Facilities on Sensitive Land uses can be achieved, and that complaints from nearby Sensitive
Land Uses do not add costs to Major Facilities for mitigation after the fact.

COMPATIBILITY METHODOLOGY

(a) Municipalities are guided to determine Areas of Influence (“AOIs”) and Minimum
Separation Distances (“MSDs”) surrounding existing or planned Major Facilities that
are established by the Province. The A01 for Aggregate Operations is 1,000 metres.
The MSD for Aggregate Operations is 500 metres. The A01 and the MSD only apply
to new or expanding Sensitive Land Use proposals near a Major Facility
aggregate operation. (See Table 1, pages 23 to 25).

(b) The Municipality is directed to undertake a Compatibility Study if a development
proposal is in an AOI of 1,000 metres. The Compatibility Study assesses where
potential noise, dust, odour and vibration adverse effects are very likely to occur and
incompatible development should not normally take place in the minimum 500 metre
MSD.

(c) A Demonstration of Need Study is required by the municipality to determine
whether there is an identi?ed need for the proposed Sensitive Land Use in the
proposed location in the A01, and if alternative locations outside the A01 have been
evaluated and there are no reasonable alternative locations. Mitigation Measures would
be needed to ensure no adverse effects or potential impacts and no Sensitive Land Use
in the MSD.

The Township of Ramara recommends:

1. that the Land Use Compatibility Guideline should apply to
new or expanding Aggregate Operations that are near
existing and planned Sensitive Land Uses, as well as new
or expanding Sensitive Land Uses.
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2. that the Minimum A015 and the Minimum MSD should
apply where there are new or expanding Aggregate
Operations near existing or planned Sensitive Land Uses,
as well as new or expanding Sensitive Land Uses.

3. that if the Municipality is required to undertakea
Compatibility Study, the Municipality should not be
required to pay for the total cost of a Compatibility Study
where there are planning applications for new or
expanding Aggregate Operations and new or expanding
Sensitive Land Uses.

4. that if the Municipality is required to undertake a
Demonstration of Need Study, the Municipality should not
be required to pay for the total cost of a Demonstration of
Need Study for proposed Sensitive Land Uses in the A0!
and MSD of the existing Aggregate Operations.

5. that if the Municipality is required to pay for the required
Compatibility and Need Studies, it is appropriate that the
Muni 'paIity may deny the acceptability of planning
applications.

6. that the Land Use Compatibility Guideline shall be used by
the Municipality to assess the appropriateness of licence
and planning applications under the Aggregate Resources
Act and the Planning Act and approve or deny according
to good planning, conformity and consistency.

AGGREGATE SECTOR CONSIDERATIONS (APPENDIX D)_

In the existing Ramara Of?cial Plan, Schedule “D” identi?es in the order of 12,560 hectares
of land as “High Potential Mineral Aggregate Resource Areas" (HPMARAS). This represents
30% of the Ramara's total land area. The total HPMARAconsists of predominately bedrock
resources. The HPMARA excludes designated Settlement Areas. The boundary of the HPMAR

Ais located a minimum of 1,000 metres from existing and planned Sensitive Land Uses such
as designated Settlement Areas, designated Shoreline Residential Areas, First Nation Reserve
lands, and Provincially Signi?cant Wetlands. The HPMARA is consistent with the spirit of the
D-6 Guideline.

There are 14 licenced Quarries and 8 licenced Pits in Ramara that annually produce in the
order of 3 million tonnes of aggregate on 1,660 hectares. Ramara is one of the top 10
producers in the provincial Growth Plan Area.

In Ramara, 13 of the 14 licenced quarries are located within the identified HPMARAS, thereby
achieving the objective of land use compatibility with designated residential sensitive land use
areas. The only quarry that is not within an HPMARA is currently proposing to expand its
aggregate operation within the 1,000 metre A01 and the 500 metre MSD. This matter is
scheduled to be heard by the Ontario Land Tribunal.
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Following from the above recommendations, the following issues arising from Appendix D —

Aggregate Sector Considerations raise several issues and recommendations for improvements
to the proposed Land Use Compatibility Guideline.

Issues Regarding Noise, Dust and Odour Emissions and Other Adverse Effects

(6)

(b)

(c)

On page 77, it is suggested that municipalities “will also need to consider other
potential adverse effects, such as the potential for groundwater and surface water
contamination, which are not discussed speci?cally in this section". This statement is
very general and applies to all Major Facilities proposed in a municipality. Ramara
understands that there are other adverse effects or impacts on Sensitive Land Uses
and that these are not included as considerations in these proposed Guidelines. This
raises confusion when considering Major Facilities in general and Aggregate Operations
speci?cally.

7. The Township of Ramara recommends that the second
paragraph on page 77 should be deleted.

On page 79, there is a caution addressed to municipalities when considering Aggregate
Operations:

It is important to plan land uses surrounding aggregate resources in a
way that both prevents adverse impacts to sensitive /and uses and
ensures the long-term protection of aggregate resources.

The Township of Ramara Official Plan policies implement this approach by keeping
Aggregate Operations away from settlement areas, shoreline residential areas and First
Nation Reserves and provides opportunities within the identified HPMARAs for
continued Aggregate Operations in the long-term.

8. The Township of Ramara agrees with this caution and
recommends that the proposed Guideline include the
Ramara Of?cial Plan case as one successful example for
achieving this land use objective.

On page 79, the second sentence in the ?rst paragraph, as stated, raises a major
concern for the Township of Ramara:

Planning authorities must consider the potential for adverse effects from
aggregate operations (including existing, planned and potential future
operations), such as traffic to and from the facilities, and noise and dust
from blasting, crushing or other operations, for properties that require
a planning approval.

I interpret this to mean that the Municipality is directed when assessing a planning
application for Sensitive Land Uses, such as residential, that the Municipality is
responsible for determining adverse effects as defined in the Environmental Protection
Act. It is evident from this statement that the province expects that existing, planned
and potential Aggregate Operations should have priority over Sensitive Land Uses. The
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(4)

(8)

direction to the Municipality is onerous since it implies that an environmental impact
assessment is required for any planning approval including a consent, minor variance
or even one dwelling.

9. The Township of Ramara disagrees that the Aggregate
Operations should take precedence in municipal planning.
Since the Aggregate Operation is the potential source of
adverse effects, the adverse effect assessment must be
undertaken by the aggregate proponent whether an
Aggregate Operation is new or it is expanding near
Sensitive Land Uses.

On page 79, the second paragraph reiterates the provincial interest in Provincial Policy
Statement 2020. In particular, policy 1.2.6.1 in PPS2020 sets out the provincial
interest to balance the planning and development of Major Facilities and Sensitive Land
Uses in order to avoid, minimize or mitigate adverse effects of Major Facilities. The
effects are broader and include contaminants other than odour and noise and also the
policy is to minimize risk to public health and safety, and to always ensure economic
viability of Major Facilities.

Policies 2.5.2.4 and 2.5.2.5 in PPS202O direct Municipalities to protect mineral
aggregate operations and under certain “requirements” allow development and
activities within identi?ed mineral aggregate resource areas. These provincial policies
are well understood. The paragraph continues with the caution that “these
requirements are in addition to what is recommended in this Guideline."

This is interpreted to always mean that Aggregate Operations and Aggregate Resource
protection take precedence over development of sensitive uses.

10. The Township of Ramara reiterates that Aggregate
Operations should not take precedence in municipal
planning. Ramara has realized the balance between land
uses and provides 12,560 hectares for protected Mineral
Aggregate Resources.

On page 79, paragraph 3 confirms that the onus is on the Municipality to demonstrate
that new or expanding Sensitive Land Uses conform with the provincial A015 and MSDs
for existing or planned Aggregate Operations. This implies that if the Municipality has
identi?ed protected provincial Mineral Aggregate Resources required for planned
Aggregate Operations, these areas essentially are unavailable for other development
such as residential.

In many Municipal Officia Plans, Mineral Aggregate Resources are identi?ed as an
overlay of existing designated settlement areas and built-up areas. This Guideline
should be clear that to avoid potential adverse effects, the Ramara Of?cial Plan model
should be encouraged in all Municipalities

69



(f)

(9)

11. The Township of Ramara recommendsthat paragraph 3 on
page 79 should be modi?ed to add an option that
municipalities should identify protected Mineral Aggregate
Resources in appropriate areas beyond designated
settlement areas and residential clusters in order to avoid
potential adverse effects and land use incompatibility.

On pages 79 and 80, the ?rst sentence in paragraph 4 clearly enunciates the provincial
objective:

The A01 and MSD in the Guideline are not applicable to land use
decisions for new or expanding aggregate operations proposed near
sensitive land uses. Planning authorities are required to address land
use compatibility with respect to new or expanding operations, as
required by the PPS.

This means that when a Municipality receives a planning application to amend the
Official Plan and/orthe Zoning Bylaw for an Aggregate site, the Municipality cannot use
the A015 and MSDs to separate the new or expanding aggregate operation from
existing residential areas. Simply stated, the new or expanding aggregate operation
can locate within 1,000 metres or even 500 metres, or less from an existing stable
residential area.

In Ramara’s experience, this direction is not acceptable and this municipality has
already made the planning decision when identifying Mineral Aggregate Resource
Areas, that aggregate operations are not appropriate within 1,000 metres of existing
and planned residential areas.

12. The Township of Ramara strongly disagrees with the
provincial direction that existing and expanding aggregate
operations are not required to consider land use
compatibility and may locate within 1,000 metres of
existing and planned residential areas that are sensitive
land uses.

On page 80, reference is made to the role of the MNRF“to assess potential impacts on
existing nearby land uses and whether it is feasible to mitigate potential impacts
through that process”. Under the Aggregate Resources Act and the aggregate
regulation and standards, the proponent for a licence is only required to consider an
area of 120 metres surrounding the proposed licenced area for most impacts.

13. The Township of Ramara disagrees that there should
never be a distinction between land use compatibility
addressed in the Aggregate Resources Act and under the
Planning Act. The A015 and MSDs should be applied in
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(h) The proposed Land Use Compatibility Guideline do
contaminant emanating from Aggregate Quarries. The contaminan IS y me . n
January 1, 2022, Rule 22 of subsection 0.13 in Ontario Regulation 244 97 under the
Aggregate Resources Act, comes into effect. It stipulates that an aggregate Icensee

shall ensure that the quarry is in compliance with the Rule as follows:

a licensee shall take all reasonable measures to prevent ?y rock fr m
leaving the site during blasting if a sensitive receptor IS located w th n
500 metres of the boundary of the site.

Fly Rock discharge from a quarry blasting is a contaminant and it is likely to cause an
adverse effect under the Environmental Protection Act. The Act requires that the
licensee must report forthwith to the MECP if the contaminant may likely cause an
adverse effect. The Ministry may issue an order for remediation and preventative
measures. Currently, there is no provincial policy, regulation or guideline that protects
the environment, people, property and natural heritage features on land and in the air
and water from the discharge of fly rock from a quarry.

14. The Township of Ramara recommends that the MECP
should modify the proposed Guideline to include land use
compatibility provisions to adequately protect the
environment beyond quarry sites from the possible
adverse impacts of fly rock during blasting operations.

Respectfully submitted,

Mark L. Dorfman, F.C.I.P., R.P.P.
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Briefing Note 
East Nipissing Home for the Aged – Cassellholme Project  

Impact on Member Municipalities 
 
East Nipissing Municipalities are in support of Casselholme’s redevelopment, but there are 
concerns. It is essential to take the full picture and historical perspective into account 
to understand why the majority of Municipalities are objecting with the manner in which 
Cassellholme is pressing to move forward with its redevelopment. 
 
Modifications to Long Term Care Homes Act 

• Municipalities are often described as part owners of Cassellholme when in fact they are 
not owners. Ownership would mean the ability for Municipalities to carry their portion of 
Cassellholme as an asset on their municipal balance sheets, and this is not the case. 
Cassellholme operates as a body corporate that is incorporated and governed by the 
Long Term Care Homes Act, 2007.  Lack of ownership and the lack of an asset would 
make it challenging for Municipalities to meet the required financial terms involved with 
financing. In fact some East Nipissing Municipalities have already expressed the fact 
that they lack the financial capacity to borrow in support of Cassellholme.  

• That is why in 2017 East Nipissing member Municipalities successfully pursued 
amendments to the Long Term Care Homes Act as follows.  

o Section 127 (3) - Power of district homes to borrow for capital costs - In the 
circumstances prescribed by regulation and subject to any restrictions or 
requirements that may be prescribed by regulation, a board that meets the 
prescribed requirements may borrow such sums as the board considers 
necessary to meet the capital costs it estimates under subsection (1). 2017 

 

• Enabling Cassellholme to borrow directly, on its own, for its redevelopment was deemed 
essential by all concerned including the Ministry of Health and Long Term Care.  
Cassellholme, and its subsidiary Castle Arms have assets to pledge for financing. 
Cassellholme’s Board of Management and Executive Staff are very familiar with the 
2017 context (January 2017 report entitled Redevelopment – Cassellholme) that was the 
basis for all nine member Municipalities passing resolutions of support.   

73



Interpretation of Long Term Care Homes Act 

o In 2017, the lobby effort that included Nipissing’s MPP, Cassellholme’s Board and 
Executives and East Nipissing Municipalities did not foresee the need to seek the 
addition of the words “new construction” to the Act. They were focused on words 
enabling Cassellholme to borrow and undertake the redevelopment on its own.  
Unfortunately Municipalities are of the opinion that older sections of the Act maintained 
in 2017, are now being interpreted differently than what was intended. In 2021 
Cassellholme is interpreting Section 127 to mean they can borrow any amount deemed 
necessary and they can levy Municipalities as approved by the Board of Management. 

o Section 127 (1) - If a municipal home is to be established under a board of 
management, or an existing municipal home under a board of management is to 
be renovated, altered or added to, the board of management shall determine the 
amount that it estimates will be required and apportion that amount, in 
accordance with the regulations under section 128.2007 

o (2) Each municipality shall pay the amount apportioned to it. 2007 
 

• Municipalities view Cassellholme outside its jurisdiction to levy without municipal 
approval.  

o They also do not view a $125MM redevelopment project as fitting the definition of 
a renovation, alteration or addition project.  While the Act drafted in 2007 does 
not address new construction, the 2019 Policy that governs the Long-Term Care 
Construction Funding Subsidy does. Cassellholme is a recipient of this subsidy. 
In accordance with the Policy, Cassellholme project is clearly a new construction 
and not a renovation as per the following definitions.    
 New Construction – the construction of a new building, conversion of an 

existing non-LTC home structure, or replacement of an existing LTC home 
structure, but not a “Renovation”, whether within or outside the existing 
LTC home building footprint, as defined below.  

 Renovation (within existing building footprint) – construction within an 
existing LTC home Page 3 of 7 building structure and/or construction of 
additional floors to an existing LTC home building where construction is 
within the existing LTC home building footprint (i.e. no expansion beyond 
existing external walls.)  Renovation (outside of existing building footprint) 
– construction of an addition to an existing LTC home building structure 
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outside the existing LTC home building footprint (i.e. expansion beyond 
existing external walls.) 

 Further definitions can be found at https://www.ontario.ca/page/funding-
long-term-care-home-development and also online whereby renovations 
mean making smaller cosmetic updates to areas such as lobbies and 
bathrooms and redevelopments mean much bigger construction projects 
that may require demolition and complete rebuilding of the property.   

o Furthermore, Regulation 79/10 under the Long Term Care Act specifies 
Cassellholme’s obligation to seek support of member municipalities to borrow.  
 Section 294 - Capital costs -  For the purposes of subsection 127 (3) of 

the Act, a board may borrow such sums as the board considers necessary 
to meet the capital costs if every supporting municipality of the board has 
passed a resolution that supports such borrowing by the board, and 
acknowledges that any repayments on the borrowed sums that the board 
is required to make that are not covered by the available current revenues 
of the board are subject to apportionment to supporting municipalities 
under subsection 126 (1) of the Act. 

 Municipalities are of the view that Cassellholme is trying to bypass section 
294 and apply section 295 that reads as follows:  
o  (1) Amounts that supporting municipalities are required to pay to a 

board under sections 126 and 127 of the Act shall be apportioned, 
among the supporting municipalities in the proportion of the amount of 
the total weighted assessment of each municipality to the total 
weighted assessment of all the supporting municipalities.   

Municipal Concerns 
 
• Municipalities are concerned with the project’s governance and communications. 

While the Act defines Cassellholme as a Northern Municipal Home, whereby “one or 
more northern municipalities may, under an agreement with each other, establish and 
maintain a joint home”, the reality is otherwise. Municipalities do not jointly maintain a 
home. The fact that on July 22nd, 2021, three members of the Board of Management (2 
Councillors City of North Bay and 1 Provincial Appointee) was all that was necessary to 
vote a motion to levy certain Municipalities, when the majority of Municipalities were 
unprepared to proceed, is evidence of a lack of accountability.  Municipalities now want 
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to ensure their concerns are being fully conveyed to the Ministry of Long Term Care and 
to Infrastructure Ontario as they examine the project’s next steps.  

 
• Municipalities are concerned with the fact that the project was sole sourced. This 

is not in accordance with the Development Agreement that was executed with the 
Ministry of Long Term Care. The Development Agreement specifies that “prior to 
selecting the successful tender bid for General Contractor, the Operator shall submit to 
the Minister for approval the bid which the Operator intends to select as the successful 
bid together with the two other bids which the Operator would otherwise select as 
alternative successful bids.  

o The request for proposals and tender process that has been described as 
prohibitive, repelled potential bids leaving only one qualified bidder. Of further 
concern was a letter issued by the Ontario General Contractors Association 
objecting to the tender process, and rightly so as further comparison to a private-
sector project moving forward in North Bay demonstrates that Cassellholme is 
easily $30MM more expensive. 

o Also of concern is the lack of an open and transparent process related to the 
selection of the many professionals involved with the project.  

 
o Municipalities are concerned with the guarantee that is being requested as part of 

the project financing. For the $125MM redevelopment, Cassellholme has secured 
grant funding from the Ontario government to be disbursed over a 25 year period as well 
as debenture financing from Infrastructure Ontario (IO). As part of its funding offer, IO is 
requesting that each Municipality sign a guarantee. The guarantee is several, whereby 
each Municipality guarantees its own percentage of the total project that includes funds 
from IO as well as the grant component from the Ontario government.   

o Municipalities object to the provincial component of the guarantee. First and 
foremost because of the financial impact on their finances.  Accounting experts 
have confirmed that the apportioned guaranteed amount should be treated as a 
contingent liability and that it would need to be re-assessed on an annual basis 
based on Cassellholme’s financial results. Some accountants have 
recommended that their Municipality establish a reserve, as well as include the 
amount in the Municipality’s Annual Repayment Limit calculation.   

o As a Crown agency of the Province of Ontario that supports the Ontario 
government’s initiatives to modernize public infrastructure, should IO not have 
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the ability to lend directly to Cassellholme in the manner that was intended by the 
government in 2017 when it modified the Long Term Care Act? 

o Furthermore, according to the Ministry of Municipal Affairs and Housing, it is 
unaware of other situations where a municipality has had to guarantee the 
performance of the provincial government. IO has stated that this is a normal 
lending practice yet examples provided are of long terms care homes being 
developed in two-tier municipalities. With East Nipissing, the Municipalities are 
single tier and that is why Cassellholme is governed by the Long Term Care Act 
as a Municipal Home. There are very few Municipal Homes in Ontario and 
Cassellholme is the first to seek funding under the Ontario Long Term Care 
Home Funding Program.  It provides an opportunity for the Ministry of Long Term 
Care to address matters pertaining to the Act and Municipal Homes. 

LTC Homes Cassellholme   Prescott-Russel  Northumberland 

Population 
(2016) 

Papineau – Cameron – 1,016  
Mattawa - 1,993 
Mattawan - 161 
Calvin  - 516 
Bonfield - 1,975 
Chisholm - 1,291 
South Algonquin - 1,096 
East Ferris  - 4,750 
North Bay - 51,553 
  
Total population (2016) – 
64,351 
  

Alfred Plantagenet –  9,680 
Casselman - 3,548 
Champlain -8,706 
Clarence-Rockland – 24,512 
East Hawkesbury -3,296 
Hawkesbury - 10,263 
The Nation - 12,808 
Russel - 16,520 
  
  
Total population (2016) - 
 89,333 
  

 Alnwick/Haldimand – 6,869 

 Brighton – 11,844 

 Cobourg – 19,440 

 Cramahe – 6,355 

 Hamilton – 10,942 

Port Hope – 16,753 

Trent Hills – 12,900  

 
Total population (2016) – 
85,103 

Senior 
population + 65 
(%) (2016)_ 

17,040 ( 20.5%) 12,135 (14%) 22,260 (26%)  

Taxation 
revenue (2021)  

$105MM $122MM $144MM 

Total number of 
beds / eligible / 
new 

264 = 24 new / 240 existing 224 = 78 new / 146 existing  180 = 29 new / 151 existing 

Total 
redevelopment 
cost (including 
soft costs) 

$121MM $90MM $116MM (includes county 
museum and archives) 

Redevelopment 
cost per bed 

$458,333 $401,784 Note: excluded as total cost 
includes county museum and 
archives 
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Government 
funding (debt 
repayment) 

$52MM $35MM $37MM 

Funding per bed $196,969 $156,250 $205,555 

IO funding $90MM $70MM $97MM 

Debt  Each municipality to 
guarantee its proportionate 
share of  provincial funding  

Debt is carried by the County 
with no impact on F/S of 
member municipalities 
No guarantees involved  

Debt is carried by the County 
with no impact on F/S of 
member municipalities 
No guarantees involved 

    
NOTE: Prescott Russell and Northumberland lower tier municipalities will not face the same hurdles with future 
financing. East Nipissing municipalities (and all other Municipal Home project) would be at a disadvantage to 
other projects in Ontario. Could Ministry of Long Term Care position Cassellholme as a County and provide it 
with the ability to borrow on its own?   

 
• Municipalities are concerned with the project’s total cost. Following are a few 

examples of why that is. 
o City of North Bay has confirmed that as currently structured, the Cassellholme 

project will result in downgrading of the City’s credit rating by Moody. 
o Township of Papineau-Cameron is one of four municipalities that will exit the 

Cassellholme family as part of the redevelopment project. A new long term care 
home has been constructed in Mattawa for which the four municipalities are 
equally responsible. Papineau-Cameron Mayor is very adamant that funding 
Cassellholme as it is proceeding will cripple the finances of the Township to the 
point where it will have to cut back on essential services. He explains that as part 
of the exit agreement, Papineau-Cameron is being asked to pay upfront $2.3 
million as well as 1.6% of the provincial portion. 

o Municipality of East Ferris describes how in December 2020 it was facing a 
$161,255 annual capital levy, the amount it had planned for as part of its budget 
process, only to find the levy increased to $299,000 six months later.  
 

• Municipalities are concerned with cost escalations. The proposed project is complex 
given that it is planned in stages (building, moving fragile long term care home residents, 
tearing down) and over a five year period. As an example of their concern, the 
Municipalities point to an increase in the contract value of +$2.5MM in favour of the 
potential contractor to hold the bid price while Cassellholme and member Municipalities 
negotiate the financing.  This was outside of the draft tender terms and conditions. 
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Cassellhome Moves to Levy 

• Regardless of member concerns, Cassellholme Board voted to levy the Municipalities 
that did not support the guarantee request. 

o As previously outlined, the Long Term Care Act requires the approval of all 
Municipalities to borrow on behalf of the four other Municipalities and so it is 
doubtful whether Cassellholme can proceed in this manner.  

o As well it is doubtful whether the Municipalities that are being levied have the 
capacity to borrow. For example Chisholm Township would have to borrow 
1.9MM and increase municipal taxes by 6.5%, while East Ferris would have to 
borrow $9.2MM and increase taxes by 9.1%.  As with all other member 
Municipalities these would represent the largest amounts ever borrowed.  

o Township of Papineau-Cameron explains that in their case they would have to 
seek the approval of the Ontario Land Tribunal to borrow as the amounts 
involved would exceed their Annual Repayment Limit that is issued annually by 
the Ministry of Municipal Affairs and Housing.  

o Municipalities could appeal Cassellholme’s decision to levy but the Act imposes 
limitations on what can be appealed.  That is why Ministry of Long Term Care 
involvement is necessary for the redevelopment project to find a way forward.  

Possible Solution 

Following are some possible options for the Ministry of Long Term Care to consider.   
• Direct Cassellholme to identify more cost-effective options to include a new building site, 

a more open and transparent tendering process and a move in date nearer to 2023; 
• Direct Infrastructure Ontario to remove the guarantee request. It could also direct the 

redevelopment grant to be disbursed up front versus over twenty-five years and / or; 
• Modify the Long Term Care Act to include: 

o Positioning Cassellholme to borrow directly similarly to upper tier Counties; 
o Clarifying and assisting Calvin, Mattawa, Mattawan and Papineau-Cameron to exit 

the Cassellholme family at the same time as improving the Cassellholme 
governance to ensure more accountability to the municipalities of Bonfield, 
Chisholm, East Ferris, North Bay and South Algonquin who are concerned with 
increased operational costs once the above noted Municipalities exit Cassellholme.  
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Redevelopment of Cassellholme Plan July 21, 2021 
 
 
Background: It is clear that all municipalities want to see the redevelopment of 
Cassellholme move forward with model that is economical and sustainable. It was 
stated, the redevelopment was a priority for most if not all municipalities.  
 
Some of the exiting municipalities did not agree with the proposed draft of the exit 
agreement.  
 
The communities of North Bay, East Ferris, Mattawa, Papineau-Cameron and 
Chisholm councils rejected the finance plan that was recommended to them as 
they may have viewed it as too expensive and unsustainable. 
 
The 5 communities that rejected the proposal make up over 90% of the member 
communities share of the financial contribution to the redevelopment.  
 
Each municipality has many of their own capital projects that will need to be 
financed for years to come and many recognize this will be a barrier to their own 
infrastructure projects, credit ratings, increased interest costs for their tax payers and 
may impact their ARLs and FIRs.  
 
Municipalities were caught off guard at the price ($30 Million over the 
previously stated amount of 90 million)  
 
Municipalities are concerned about the tendering process used that produced only one 
qualified bidder.  
 
Further, Municipalities were told that if they didn’t agree to the proposed financing 
plan, they would simply be levied. 
 
It was raised but mostly not addressed, was that an appox 5 year construction project 
would be extremely disruptive to residents living at Cassellholme, the staff of 
Cassellholme and families visiting their loved ones as it would be an active 
construction site.  
 
The complexity and extra costs associated with the current phased project as proposed 
meant that the exiting municipalities must remain longer than they felt necessary and 
financially impacted all the member municipalities  
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Goals:  
 

*To be shovel ready by April 2021 with no reduction in the current proposed 
number of beds.  

*To have the new facility open more than 2 years sooner than the current 
proposed plan. 

*To have the 4 municipalities exit sooner than the current 5 years 
*To reduce overall capital budget pressures for all municipalities.   
*To bring together all the municipalities and councils for the redevelopment and 

in a spirit of co-operation.  
 
 

Action Plan: 
  
For the Cassellholme Board to appoint a Redevelopment Group (RDG) to manage the 
process. For the Board to instruct the RDG to commence necessary work immediately 
to meet the goal of an April 2022 ground breaking. Time is of the essence. 
 
The RDG to be made up of: 
 

Mayor of City of North Bay – Chair: Al McDonald 
Mayor of East Ferris - Vice Chair: Pauline Rochefort  
Mayor of Mattawa: Dean Backer  
Chair of the Cassellholme Board - ex-officio: Chris Mayne 
CAO North Bay: David Euler 
CAO East Ferris: Jason Trottier 
CAO from the current municipal members to be named. 

  
Resources required by RDG.  
 

CAO & CFO from Cassellholme,  
CFO and staff engineers from City of North Bay,  
Project manager from Cassellholme: Dave Smits  
Legal counsel from Cassellholme 
Additional, a staff member from Cassellholme to take minutes, set up meeting 
dates/time etc. 

  
All RDG meetings will be open for all board members to attend and observe. The 
RDG will update the Board and area municipalities monthly. 
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The RDG will start in motion the 5 critical planks simultaneously. 
 
1) Review alternative sites which should reduce construction timelines. (Action 
required by: David Euler to work with Dave Smits and staff to identify and compare 
costs of potential sites for the Board’s approval) 
 
2) A financing plan that will be distributed to all municipalities in advance for 
feedback from their CAOs, CFOs and Councils. (Action required by RDG CAOs, 
CFO North Bay, CFO Cassellholme) 
 
3) The completion of an exiting agreement for the 4 municipalities that want to 
exit. The selection of a new site will improve the exiting municipality’s timelines and 
reduced capital costs for all municipal partners. (Action required, RDG group, CFO 
North Bay, CFO Cassellholme, legal council) 
 
4) The review of project, engineering, scope and new procurement documents. 
(Action required by CAOs, CFOs, Dave Smits and other resources) 
 
5) Meet with all major stakeholders (9 municipalities, Cassellholme Family Council, 
etc.) on a regular basis to maintain clear communication channels. (Action by RDG 
elected officials and CAO of Cassellholme). 
 
The RDG would submit their finalized proposed plan to the Cassellholme Board by 
December 2021 for their review and possible approval. If approved by the 
Cassellholme Board, the Board would submit the necessary application process to 
Ministry of Long Term Care for their review and possible approval.  
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COUNCIL MEETING 
September 1, 2021 

 
BY-LAWS: 
 

1) 21-659 Budget and Financial Controls Policy 

2) 21-660 Council Pregnancy Leave Policy 

3) 21-661 Delegation of Authority 

4) 21-662 HR Policies 

5) 21-663Covid-19 Resilience Infrastructure Agreement 

6) 21-664 MRO Agreement 

7) 21-665 Procurement Policy 

8) 21-666 Vaccination Policy 

9) 21-667 Confirming By-Law 
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The Corporation of the Township of 
South Algonquin By-Law #21-659 

 
BEING a bylaw to establish a policy a Budget and Financial Control Policy for the Township of 
South Algonquin.  
 
WHEREAS section 224(d) of the Act states it is the role of Council to ensure that administrative 
practices and procedures are in place to implement the decisions of Council; 
 
 

AND WHEREAS the Township of South Algonquin desires establishing a Budget 
and Financial Control Policy, which will ensure appropriate Financial Controls 
are in place and that the annual budget process is defined 

 
AND WHEREAS Council of the Corporation of the Township of South Algonquin 

deems it expedient adopt a Budget and Financial Control  
 

 
Therefore, the Council of the Township of South Algonquin enacts as follows: 

 
1. That the Budget and Financial Control Policy #F005-01, attached hereto and forming 

part of this By-Law be adopted 
 
2. That this by-law shall be read in conjunction with the Township Delegation of 

Authority By-law No. 21-661, as amended; and the Delegation of Authority By-law 
No.21-, as amended 

 
3. That this By-law repeals all previous purchasing By-laws 
 
4. That this By-law shall come into force and effect on the day of its passing. 
 

 
READ A FIRST & SECOND TIME THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  ______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
 
 
READ A THIRD TIME AND PASSED THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  _______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
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BUDGET AND FINANCIAL CONTROLS POLICY 

 
POLICY MANUAL 
 

POLICY NO.  FIN005-01 

For Township of South Algonquin 
 

EFFECTIVE DATE: Sept 1,2021 
Revised:  

SUBJECT: Budget and Financial 
Controls Policy 

 

DEPARTMENT: Finance 

 

Budget and Financial Controls Policy 
 
Scope 

1. This policy applies to all Township departments, boards, committees, and other 

organizations falling within the reporting requirements of the Township of South 

Algonquin 
 
Definitions 

2. The following definitions pertain throughout this policy: 
 

a) "Base Level Budget" means that the base level for the budget for the current 

year will be the prior year's cost of providing all of the services approved in the 

prior year budget except for one-time projects. The base level is set by taking the 

inputs approved in the prior year's budget and costing them, adjusting them for 

annualized costs, capital impacts on operations (growth), and inflation where 

inflation increases; 

b) "Annualized Costs" means any costs approved in the prior year's budget that 

were included for only part of the year are converted to a twelve-month period and 

included in the Base Level Budget. Annualized costs would normally apply to 

personnel and related costs and those costs related to municipal service contracts 
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that had price escalation’s part way through the year or any that began part way 

through the year.  These costs must be clearly identified in the Base Level 

Budget; 

c) "Pro Forma" refers to budget requests that have one or more assumptions or 

hypothetical conditions built into the data. In business terms, pro forma financial 

statements and reports are prepared in advance of planned transactions and 

model the anticipated results of the transaction(s). The emphasis is on the 

projected cash flows, net revenues. Pro Forma figures should be clearly labeled as 

such and the assumptions and hypothetical conditions should be clearly explained; 
d) "Multi-Year Budget" refers to a budget that covers more than one fiscal year; 

e) "Capital Impacts" means the additional operating costs that relate to operating or 

maintaining a capital project that has been completed and is now "in use". This 

term is used synonymously with Growth Adjustment; 

f) "Growth Adjustment" allows for growth that will occur in the Township in the 

current year. For example, new roads completed in the prior year will require 

upkeep in the current year and will form part of the growth adjustment. In order 

to obtain new growth dollars, there must be a comprehensive business plan and 

program or service level justification report including an exit strategy if the 

program or service enhancement does not meet the goals established for a 

successful outcome; 

g) "CAO/Clerk-Treasurer" means the CAO/Clerk-Treasurer, or any person 

appointed by the Corporation to fulfill the statutory requirements of the 

Treasurer under the Municipal Act, 2001. 
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Municipal Policy - Operating Budget 
 
Operating Budget and Business Plan Preparation 

 
3. Each Department Head shall prepare and submit annually by mid September to 

the CAO/Clerk-Treasurer their Operating Budget Requests on the forms and 

format prescribed by the Treasurer. 

4. Direction in terms of corporate wide assumptions and conditions will be defined in 

the "Budget Guidelines Report" prepared by the Deputy Treasurer in consultation 

with the CAO/Clerk-Treasurer. 
 
Operating Budget Process 

 
5. All Operating budget estimates will be reviewed and approved for presentation to 

Council as follows: 

a) Guidelines are set by Council based on staff recommendations in a report 

prepared by the CAO/Clerk-Treasurer and the Senior Leadership Team; 

b) Finance staff shall prepare detailed instructions to be followed in the preparation 

of all operating estimates; 

c) Departments shall prepare budget estimates to identify the Base Level Budget 

requirements at existing service levels; 

d) Departments shall identify new programs and/or service levels and provide costs 

and justifications for the changes; 

e) Departments shall provide estimates of the number of full-time equivalent 

requirements and provide costs and justification for any increases from the Base 

Level; 

f) Departments shall identify goals and objectives for the upcoming year that 

integrate the operating and capital budget request with the Strategic Plan and 

other studies/reports adopted by Council; 

g) Revenues/Expenditures are to be calculated based on known commodity trends, 
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approved studies/reports including user fee reports/by-laws and master plan 

reports, etc; 

h) The CAO and the Deputy Treasurer will meet with each department to verify 

timing, costs (including review of the source documents that formed the basis for 

the cost estimates), and identify external funding sources: grants and subsidies, 

fundraising, and donations; 

i) The Senior Leadership Team shall evaluate each new program and/or service 

enhancement on the basis of immediacy and need in the following order: 

o Legislative requirement; 
o Capital impacts; 
o Growth adjustments; 
o Cost savings or inherent efficiencies; 
o Identified need with self-sustaining revenues available; and 
o Identified need with no corresponding revenue possibilities. 

 

j) The Senior Leadership Team shall review all program and or service levels for 

potential cuts or rationalization; 

k) The Deputy Treasurer will compile appropriate operating budgets and 

summaries to be incorporated into the budget document; 

l) The Senior Leadership Team will review the compiled operating budget and 

supplementary information for accuracy, completeness, and adherence to Budget 

Guidelines; 

m) Operating budgets will be presented to Council for approval with their associated 

capital estimates and business plans. 
 
Operating Budget Spending Before Budget Approval 

 
6. Departments are authorized to expend funds at the previous year's service levels, 

unless specifically directed otherwise by Council until the current year's operating 

budget has been approved. 
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7. No new programs or service enhancements are to be initiated before the operating 

budget is established without the prior approval of Council. 
 
Emergency Spending 

 
8. In accordance with the Township’s Procurement Policy, where authority has not 

been given in the Operating Budget or within the limits established in the 

delegation of authority bylaw for a particular expenditure or line item, no 

department shall expend funds unless: 

a) Approval was granted by Council through a report outside the budget process 

prepared by the Department Head requiring the expenditure; 

b) An emergency occurs requiring immediate spending and the CAO and Senior 

Leadership Team approved such emergency spending in accordance with the 

Township's Procurement Policy. 

Operating Budget Reporting 
 
9. A quarterly financial detail of the operating budget will be provided to Council 

beginning in the second quarter (June 30) which shall include a variance analysis for 

accounts in a format prescribed by the Treasurer. 

10. A detailed current monthly financial statement for the Operating Budget be provided 

to all Department Heads, no later than the second Friday of the following month. 

11. The CAO/Clerk-Treasurer or designate will review financial statements quarterly 

with all Department Heads and provide assistance in analysis of accounts and 

preparing forecast changes to the budget as required. 

 
Authority for Budget Changes 

 
12. Where authority has been given in the Operating Budget and an increase to the 

approved amount is needed the approval amount is authorized as detailed below: 

a) Any such increase is to be offset by a corresponding decrease(s) in other line 
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items or through enhanced revenues to be realized from the additional 

expenditure; 

b) The Deputy Treasurer in consultation with the CAO/Clerk-Treasurer may approve, 
including the source of financing: 

o Up to $1,000 for line items budgeted under $10,000; 
o Up to $1,500 for line items budgeted $10,000 to $19,999; 
o Up to $2,500 for line items budgeted $20,000 to $29,999; or 
o Greater of 5% or $2,500 for line items over $30,000; 

c) The CAO/Clerk-Treasurer may approve, including the source of financing, up to 

$25,000 for any line items budgeted 

13. A summary of budget changes to the approved amount, in accordance with section 

12 above, will be provided to Council with the quarterly variance report. 

14. Exceptions to the above approvals will occur when Section 275 of the Municipal Act 

regarding Restricted Acts after nomination day is in effect. The upper limit for any 

approvals shall be as stated in the Act or in the Delegation of Authority By-law. 
 

Operating Budget Principals 
 
15. The principles for operating, planning and funding are: 

 
a) The operating budget will be balanced as per the legislative requirements outlined 

in the Municipal Act.  Any shortfall in budgeted revenues versus expenditures for 

a budget period will be offset by tax levies equal to the shortfall thereby resulting 

in a balanced budget. 

b) The Township shall not utilize one-time revenues for ongoing expenditures. 

However, one-time revenues may be used to fund non-recurring expenditures or 

services that can be completed within a specific amount of time without significant 

disruption to the Township provided it is duly approved by Council. At year-end, 

unallocated one-time revenues will form part of the Township’s surplus and be 

allocated per the Township’s Reserve and Reserve Fund Policy. 
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c) One-time revenues include, but are not limited to: grants or subsidies from other 

levels of government or municipalities that are not legislated to recur annually, 

transfers from Reserves and Reserve Funds, and proceeds on sale of property. 

d) Certain municipal revenues can be termed "unpredictable" as they fluctuate year 

to year and are not under the direct control of the Township. The budget amount 

for unpredictable revenues shall be conservative in nature and represents 

management's "best" estimate at the time of the budget. 
 

Municipal Policy - Capital Budget 
 
Capital Expenditure 

 
16. A capital expenditure is defined as a significant expenditure incurred for the 

improvement, acquisition or major rehabilitation of buildings, equipment, rolling stock 

and infrastructure used in providing municipal services (including studies undertaken 

related to such expenditure). 

17. A capital expenditure includes Capital Assets as defined and detailed in the 

Township’s Tangible Capital Asset Policy. 

18. A capital expenditure will have benefits lasting beyond one year and have a 

minimum threshold of $5,000 or as otherwise stipulated in the Township’s 

Tangible Capital Asset Policy. 

19. A repair or maintenance expenditure designed to maintain an asset in its original 

state is not a capital expenditure, unless it will extend the useful life of the asset. 

Such repairs or maintenance expenditures shall be included in the Operating 

Budget. 
 
Project Management Surcharge 

 
20. Certain capital projects will include an appropriate amount for wages and benefits 

where a significant amount of staff time will be spent on the project management 
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duties related to the project. 

21. Such wages and benefits shall be on a cost recovery basis. Staff working on capital 

projects will estimate the amount of time that will be required for the management of 

the project and provide that information to the Finance Department. 

22. Staff wages will be paid from their departmental operating budget, with a cost 

recovery from the capital project being booked by the Deputy Treasurer, or on a 

quarterly basis. 
 
Capital Budget Preparation 

 
23. Each Department shall prepare and submit annually to the Deputy Treasurer their 

Capital Budget requests and 5-year forecasts on the forms and in the format 

prescribed by the Deputy Treasurer. 

24. Each Capital Budget and Forecast shall include: 
 

a) The project ID number (to be set by Finance Department); 

b) The responsible department; 

c) The service or program within the department to which the project applies; 
d) The year of initiation of the project; 

e) The flexibility in the timing of the project (e.g. if there is a reason that it must go 

forward in a certain year due to legislated requirements, development or safety); 

f) An indication of whether the project is growth related and will have growth 

funding; 

g) A project name which shall be consistent throughout all studies and 

Township documents; 

h) A brief description of the project which should identify the objectives of the project 

and a describe how the objectives are achieved, including the need for the 

project; 
i) The Strategic Plan objectives that the project is related to; 

j) An indication of the project priority ranking, following the ranking system in place; 
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k) Priority comment that provides the rationale for the assigned ranking; 
l) The financing of each project, including any known information regarding 

grants/subsidies, direct developer contributions, external contributions or other. 

The Finance Department will complete the remaining financing breakdown; 

m) An identification of operating impacts/expenditures that result from the capital 

project, including any additional transfers to reserves required due to increased 

need for replacement of new equipment and/or new facility components that will 

be required in the future. At least one full year of operating costs/revenues will 

need to be estimated. Any savings due to upgrades should be identified. 
 
Capital Budget Priority Ranking Process 

 
25. Capital budgeting requires Staff and Council to allocate the scarce financial 

resources of the Township to meet the needs of the Township in the present and 

future. As a principle, the "best interests" of the community as a whole should be at 

the core of all capital budgeting decisions. 

26. Staff will rank projects to assist in the determination of which projects should be 

recommended to be included in the Capital Budget.  Any new capital project, that is 

a capital project that is not replacing or rehabilitating an existing capital asset, should 

be accompanied by a business case report which will form part of the capital budget 

document and will be in the form prescribed by the CAO/Clerk-Treasurer. 

27. The following rankings shall be used to prioritize capital projects: 
 

a) "5 Star" 

o Legislative requirements. The projects must be completed to meet statutory or 
mandated initiatives and are the highest priority for funding. Items included in this 
ranking are mandated accessibility requirements, minimum maintenance standard 
requirements; 

b) "4 Star" 

o Committed projects. Projects that have already commenced and are simply a 
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continuation from a prior year(s); 

o Serious threat to Public Health and Safety. There is a recognized health and 
safety issue that could place the Township in a situation of high risk if not for 
immediate corrective action; 

o Phased project. A project, that if not completed, would preclude continuation of 
another project, result in the loss of external funding opportunities or is a corollary 
project that is fiscally efficient (e.g. replacement of sewer at same time as road 
reconstruction); 

o Dependent project. A project that would preclude growth if not completed; a 
project that is tied to one in another jurisdiction and will minimize public disruption 
or be fiscally efficient; 

o Growth related project. This priority would apply to a project that is partly funded 
through Development Charges, sufficient funding is available and growth would 
be impeded if the project were delayed; 

o Critical lifecycle maintenance items. These are projects that can no longer be put 
off; 

c) "3 Star" 

o Growth related projects. These projects would be funded in whole or in part by 
Development Charges but can be done "in their turn" or wait for sufficient 
Development Charge funding to become available; 

o Serious lifecycle maintenance items. These are projects where there may be a 
one- or two-year period before it becomes critical; 

d) "2 Star" 

o Lifecycle maintenance items. These are projects where there may be three to 
four budgetary periods before it becomes critical; 

o Operating cost reduction or efficiency. The project will reduce net current and 
future operating or maintenance costs. The payback period must be less than 
five years; 
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e) "1 Star" 

o General benefit to the Township. These projects would have general benefit to 
the community as a whole but may not have any funding. These are "nice to 
have" items; 

o Lifecycle maintenance items. These are projects where there is a period of more 
than four years before they would be deemed critical; 

f) "No Stars" 

o These projects would be recommended for postponement or elimination because 
they require further development of the justification of benefit, need, proper timing 
or adequate funding; 

Capital Budget Process 
 
28. Capital budget project requests will be reviewed and approved for presentation to 

Council as follows: 

a) Staff will identify the projects and submit their capital project sheets to the 

CAO/Clerk-Treasurer; 

b) The Treasurer will meet with each department to verify timing, costs and identify 

external funding sources (grants, subsidies, fundraising, donations); 

c) Finance staff will review for internal funding sources such as transfer from 

operating and reserves, development charges, reserve funds and debentures; 

d) The Senior Leadership Team will meet to rank each project; 

e) All projects submitted will be included in the capital budget document; 

f) Finance staff will compile the appropriate continuity and cash flow schedules and 

annual capital budget summaries to be incorporated into the budget document; 

g) The Senior Leadership Team will review the compiled capital budget and 

schedules for accuracy and completeness; 

h) Capital budgets will be presented to Council for approval with the associated 

operating estimates and business plans. 
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Capital Spending Before the Budget Approval 

 
29. Until the Capital Budget has been approved by Council, no department will begin 

any capital project that was not authorized in prior years unless: 

a) Approval was granted by council through a report outside of the budget process 

prepared by the Department Head requiring the expenditure or the CAO/Clerk-

Treasurer; 

b) An emergency occurs requiring capital repairs and the purchase was approved 

through the processes outlined in the Township’s Procurement Policy. 

Capital Budget Reporting 
 
30. A quarterly financial detail of the capital budget will be provided to council beginning 

the second quarter end (June 30th). 

31. A summary listing of capital budgets will be provided to Department Heads with 

the monthly operating statements. 

32. Any capital project that has a variance in excess of 5% or $10,000 (whichever is 

more) shall have an explanation as part of the quarterly reporting to Council. 
 
Authority for Budget Changes 

 
33. Where authority has been given in the Capital Budget for a particular project, and an 

increase to the approved amount is needed the approval amount is authorized to 

reallocate funds from one project to another as detailed below: 

a) The Deputy Treasurer may approve, including the source of financing: 

o Up to $5,000 for projects budgeted under $100,000; 
o Lesser of 5% or $25,000 for projects budgeted at $100,000 and over; 
o If no other capital projects for the affected department have been approved, the 

amount may be transferred from the operating budget of that department; 

b) The CAO/Clerk Treasurer may approve, including source of financing: 
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o Up to $25,000 for all projects; 
o If no other capital projects for the affected department have been approved, the 

amount may be transferred from the operating budget of that department; 

o If an operating transfer is required and the department does not have sufficient 
operating budget available, the CAO/Clerk Treasurer may request other 
departments to review their capital and operating budgets to determine if there 
are any amounts that could be transferred. 

34. Council approval is required, including the source of financing for: 
 

a) Project over expenditures in excess of $100,000 of budget. 
 

b) Any capital project to be added or cancelled. 
 
35. A summary of budget changes to the amount, in accordance with sections 33 and 34 

above, will be provided to Council with the quarterly financial report. 
 
Project Completion 

 
36. No later than 60 days after the completion of the project, the Department Head, or 

designate, is to advise the Deputy Treasurer that the project is complete. 
 

Municipal Policy - Tax Rate Increases 

37. The Township faces fiscal pressures from increasing costs of operating while 

relatively limited revenue sources are available legislatively. The primary source of 

sustainable revenue is through the collection of property taxes. 

38. The Township will budget to ensure that tax rate increases are reasonable and 

affordable, while still maintaining the level of service that Council and residents 

expect. 

39. The annual tax rate increase may be within a range set by: 
 

a) At the low end, by the higher of: 

o 75% of The Consumer Price Index year over year change for the Province of 
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Ontario as at July 31 for the year prior to the budget year (e.g. July 31, 2021 for 
the taxation year 2022); and 

o At the high end, 125% of The Consumer Price Index year over year change for 
the Province of Ontario as at July 31 for the year prior to the budget year. 

Policy Review 

40. This policy shall be reviewed prior to the initiation of the budget process of the first 

year of each term of Council, or if deemed necessary by Council. 
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THE TOWNSHIP OF SOUTH ALGONQUIN 
BY-LAW NO. 2 1 - 6 6 0  

BEING A BY-LAW TO AUTHORIZE THE PASSAGE 
OF A PREGNANY-PARENTAL LEAVE POLICY TO 
RECOGNIZE A MEMBER OF COUNCIL’S RIGHT 

TO TAKE A LEAVE FOR THE MEMBER’S PREGNANCY, 
THE BIRTH OF THE MEMBER’S CHILD OR THE 

ADOPTION OF A CHILD BY THE MEMBER 
 

 

WHEREAS Section 270 (1), paragraph 8, of the Municipal Act, 2001, S.O. 2001, 
c.25, as amended, provides that a municipality shall adopt and maintain a policy 
with respect to the pregnancy and parental leaves of Members of Council. 

 
AND WHEREAS Council wishes to adopt a Council Pregnancy-Parental Leave 
policy; 

NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE TOWNSHIP OF 
SOUTH ALGONQUIN ENACTS AS FOLLOWS: 

 
1. That the “Council Pregnancy-Parental Leave Policy” attached hereto as 

Schedule “A”, be and is hereby adopted. 
 

2. That Schedule “A” is deemed to form part of this by-law. 
 

3. That this by-law shall come into force and take effect upon passing. 

READ A FIRST & SECOND TIME THIS 01 DAY OF SEPTEMBER 2021  

 
 
 
 

Jane A.E. Dumas, Mayor Bryan Martin, CAO 
 
 
 
 
 
READ A THIRD TIME AND PASSED THIS 01 DAY OF SEPTEMBER 2021 
 
 
 
___________________________________________________________________         ___________________________________________________________________ 

Jane A.E. Dumas, Mayor Bryan Martin, CAO 
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Schedule A 
By-Law# 21-660 

 
Council Pregnancy-Parental Leave Policy 

Corporation of the Township of South Algonquin 
 

Policy Statement 
The Township of South Algonquin recognizes a Member of Council’s right to 
take leave for the Member’s pregnancy, the birth of the Member’s child or the 
adoption of a child by the Member in accordance with the Municipal Act, 2001. 

 
Purpose 
This policy provides guidance on how the Township of South Algonquin 
addresses a Member’s pregnancy or parental leave in a manner that respects a 
Member’s statutory role as an elected representative. 

 
Definitions 
“Pregnancy and/or Parental Leave” means an absence of 20 consecutive weeks 
or less as a result of a Member’s pregnancy, the birth of a Member’s child or the 
adoption of a child by the Member in accordance with Section 259(1.1) of the 
Municipal Act, 2001. 

 
Policy Requirements 
Council supports a Member of Council’s right to pregnancy and/or parental leave 
in keeping with the following: 

 
A Member of Council is elected to represent the interests of their constituents. 

 
A Member’s pregnancy and/or parental leave does not require Council approval 
and their office cannot be declared vacant as a result of the leave. 

 
Legislative and administrative matters requiring action during a Member’s 
pregnancy and/or parental leave should be addressed in a manner that is 
consistent with the Member’s wishes 

 
A Member of Council on pregnancy and/or parental leave shall reserve the right 
to exercise their authority at any time during their leave. 

 
Where a Member of Council will be absent due to a pregnancy and/or parental 
leave, the Member’s committee Membership(s) may be delegated to another 
Member as an alternate, through appointment by Council on recommendation of 
the Mayor, in accordance with the Member’s wishes. 

 
Monitoring 
The CAO shall be responsible for monitoring the application of this policy and for 
receiving complaints and/or concerns related to this policy. 

 
Enquiries:  
 
CAO 
Township of South Algonquin 
7 Third Avenue 
Whitney, Ontario 
K0J 2M0 
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The Corporation of the Township of South Algonquin  
By-Law #21-661 

Administrative Authority By-law: Being a by-law to delegate certain powers and duties 
under the Municipal Act, 2001, S.O. 2001, c. 25, and other Acts as contained in the 
Schedules hereto. 
 
WHEREAS section 23.1 of the Municipal Act, 2001, S.O. 2001, c.25 (the Act) authorizes a 
municipality to delegate its powers and duties to a person or body, subject to certain 
restrictions; 
 
AND WHEREAS section 224(d) of the Act states it is the role of Council to ensure that 
administrative practices and procedures are in place to implement the decisions of 
Council; 
 
AND WHEREAS section 227 of the Act states it is the role of officers and employees of the 
municipality to;  
(a) implement Council’s decisions and establish administrative practices and procedures 
to carry out Council’s decisions; and  
(b) carry out other duties under this or any other Act and other duties assigned by the 
municipality; 
 
AND WHEREAS the Council of the Corporation of the Township of South Algonquin has 
identified certain routine administrative functions to be delegated to staff to improve daily 
business efficiencies while continuing to adhere to the principles of accountability and 
transparency; 
 
NOW THEREFORE BE IT RESOLVED that the Council for the Township of South 
Algonquin hereby enacts as follows: 
 
Part I – Short Title 

1. THAT this By-law may be referred to as the “Administration of Authority By-law”. 

 
Part II – Delegation Provisions 

2.1 Council delegates the powers, duties, and restrictions thereto as set out in the 
Schedules appended hereto, to those officers, employees or committees therein 
listed; 
 
2.2 Notwithstanding the foregoing, Council retains the authority to make or 
reconsider, at any time and without notice, revoke any delegated power that has 
been delegated pursuant to this By-law; 
 
 
2.3 Except as otherwise required by law, should any position identified in this 

By-law with delegated powers or duty be vacant, or no longer exist within the 
Corporation, the powers and duties of that position may be exercised by a 
person deemed to have authority of the position until such time as the position 
is either no longer vacant, or a new delegation for the corresponding delegated 
power or duty is approved; 

2.4 Where the exercise of a delegated authority requires an expenditure of money, 
funding for the expenditure shall be included in an approved budget and all 
relevant requirements of the Township of South Algonquin purchasing and 
procurement by-law in effect at the time of the expenditure shall be followed; 
 

2.5 Where delegated authority includes execution of an agreement, the    
agreement shall be approved by the CAO/Clerk-Treasurer, the Department Head, 
and/or legal counsel prior to its execution; 
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2.6 All relevant By-laws and Resolutions of The Corporation of the Township of 
South Algonquin shall apply to the exercise of delegated authority, as authorized by 
this By-law, or any associated standalone delegation of authority By-law; 
 
2.7 Council hereby confirms that it is of the opinion that all legislative powers 
under any Act delegated to an officer or an employee of the Corporation are minor 
in nature, within the meaning of Subsection 23.2(4) of the Municipal Act, S.O. 2001, 
c.25. 

 
Part III – Definitions 

3. For the purposes of this By-law: 
“Act” means the Municipal Act, 2001, S.O. 2001, c. 25, as amended; 
“Approval” includes authority to sign for approval and execute an 
agreement, contract, release, waiver, application or document intended to 
bind the Corporation and includes any renewal, amendment or termination 
thereof, and  
“Approve” has a corresponding meaning; 
“By-law” means this by-law and includes its Schedules; 
“CAO/CLERK-TREASURER” means the CAO/Clerk-Treasurer CAO/Clerk-Treasurer 
for the Township of South Algonquin; 
“Chief Building Official” or “CBO” means the Chief Building Official, as duly appointed 
by by-law; 
“Chief Fire Official” means the Fire Chief for the Township of South Algonquin, as 
duly appointed by by-law; 
“Corporation” means The Corporation of the Township of South Algonquin; 
“Council” means the elected Council of The Corporation of the Township of South 
Algonquin; 
“Department” means a Department with a Department Head; 
“Delegation of Powers Policy” means a policy that has been approved by Council in 
accordance with section 270(1)6 of The Act; 
“Legal Proceeding” means any court or administrative tribunal proceeding 
commenced by, or against, the Township; 
 

Part IV – Nature and Scope of Delegation of Powers and Duties 

4.1 The authority to approve a matter as contained in any Schedule hereto 
appended is hereby delegated to the person or persons set out in Column 2 therein 
and shall be subject to any conditions or restrictions as contained in Column 5; 

 
4.2 Where authority to approve, a matter is delegated to any person under this 
by-law, the CAO/Clerk-Treasurer may also exercise that authority; 

 
4.3 Despite any provision of this by-law, a delegate shall not approve any 
matter or execute any document unless the transaction or activity to which the 
matter or document relates has been approved by Council, and shall be deemed 
to be approved where such transaction or activity: 

 
a. is included in the annual budget as adopted by Council; or 

b. is included in a program, project or activity which has been 
approved by Council; or 

c. is reasonably incidental to the authority given to the CAO/Clerk-
Treasurer or Department Head, as the case may be, to carry out 
their duties and responsibilities on behalf of the Township; 

 
4.4 No provision of this By-law shall be construed as waiving any provision of the 
Purchasing By-law, as may be amended from time to time, and the Purchasing By-
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law shall continue to apply to the procurement of goods and services on behalf of 
the Township; 

 
4.5 Notwithstanding the foregoing, Council retains the authority to make or 
reconsider, at any time and without notice, revoke any delegated power that has 
been delegated pursuant to this By-law. 

 
Part V – Appointment of Signing Officers 

5.1 The Mayor and the CAO/Clerk-Treasurer or their designates are 
hereby appointed signing officers of the Township and may jointly execute 
any document on behalf of the Township, specifically provided for in the 
Schedules appended. 

 
Part VI – General 

6.1 Any reference to legislation, regulations or By-laws in this By-law shall be 
interpreted to include all amendments and any successor legislation thereof; 

6.2 In the event that any provision or part of this By-law is found to be invalid 
for any reason whatsoever, then the particular provision or part thereof shall be 
deemed to be severed from the remainder of the By-law and all other provisions or 
parts thereof shall remain in full force and shall be valid; 
 
6.3 In the event of any inconsistency between this By-law and any other 
Township by-law the more restrictive provision shall prevail to the extent of the 
inconsistency; 

 
6.4 Throughout this By-law (i) the term “including” or the phrases “e.g.,” or “for 
example” shall be interpreted to mean “including, without limitation”; (ii) the singular 
includes the plural and vice-versa; and (iii) any gender includes any other gender, 
unless the context requires otherwise; 

 
6.5 This By-law shall come into force and take effect on the date of passing. 

 
READ A FIRST & SECOND TIME this 1st day of September, 2021 
 
 
 
_________________________  _______________________________  
Jane A.E Dumas, Mayor   Bryan Martin, CAO Clerk / Treasurer 
 
 
 
 
READ A THIRD TIME AND PASSED 1st day of September, 2021 
 
 
 
 
_________________________  _______________________________  
Jane A.E Dumas, Mayor   Bryan Martin, CAO Clerk / Treasurer 
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The Corporation of the Township of South Algonquin  
By-Law #21-662 

 
 

Being A By-Law To Establish A Human Resource Policy 
 
Whereas, Section 5 (3) of the Municipal Act, S.O. 2001, c.25 provides that 
municipal power shall be exercised by By-Law; and 
 
Whereas, Council of the Corporation of the Township of South Algonquin deems it 
expedient and necessary to adopt a Human Resource Policy; 
 
The Council of The Corporation of the Township of South Algonquin enacts as follows: 
 
1. That the Human Resource Policy, attached hereto as Schedule A 
and forming part of this By-Law, is hereby established and adopted. 
 
2. That this By-Law shall come into force and take effect upon being 
passed by Council. 
 
 
READ A FIRST & SECOND TIME THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  ______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
 
 
READ A THIRD TIME AND PASSED THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  _______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
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Welcome Letter

Welcome to Township of South Algonquin!

We are fortunate to share a unique environment here at Township of South Algonquin with a dedicated,
highly skilled workforce that has a solid foundation built on mutual respect. At Township of South
Algonquin, we have always valued our employees as our most important resource. Each of us brings
unique skills and has a measurable and essential contribution to make to help achieve our common goals.
Our team is dynamic and enthusiastic, and we know you will enjoy working and growing with us.

Our strength is based on open communication and cooperation, and you are encouraged to bring matters
of concern forward to be addressed by your respective supervisor or manager. Above all, while working
safely, we must focus on continually achieving quality standards in everything we do in order to meet and
exceed our customers’ expectations.

We trust you will experience both challenge and satisfaction in your work assignments, and we expect you
will help us maintain a positive and productive working environment.

Sincerely,

Township of South Algonquin
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Mission

While recognizing and celebrating its past, the Township of South Algonquin “manages with the future in
mind” to ensure all permanent and seasonal residents, business owners and visitors have access to the
best quality services that the Township is able to provide to ensure that everyone in South Algonquin can
enjoy quality-of-life.
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Administration

Force of Policies

The following statements establish the importance and contractual force of Township of South Algonquin
policies, including those contained within this policy manual:

All Township of South Algonquin employees must review and abide by all the terms contained in this policy
manual. While we have made every possible effort to make this manual comprehensive, it cannot address
every possible application or exception. As such, Township of South Algonquin reserves the right to
exercise its discretion in the interpretation and enforcement of its policies and to revise or add to its
policies from time to time as Township of South Algonquin deems necessary.

If you have any questions about any of our policies or how to interpret them, please speak to your
supervisor or manager.

In order to manage Township of South Algonquin effectively, we need to maintain flexibility. There will be
times when we need to enforce our policies in a different way for different situations. By no means does
this diminish the importance of our policies or the need for all employees to abide by them.

Please treat this policy manual as confidential. Employees are prohibited from publishing or disclosing any
part of this manual except to provide its content to fellow employees of Township of South Algonquin or to
fulfill a part of your job.

Employees who fail to abide by any of the policies contained in this manual may be subject to disciplinary
action up to and including termination. If you feel an exception is warranted, you must obtain approval
from your supervisor or manager.

Scope of Manual

Policies and procedures in this manual have an organization-wide application to provide a basis for
consistent and appropriate decision-making, and to provide guidance for staff on many issues. This policy
manual will help staff accomplish our mission, maintain accountability, and clarify how we conduct
business.

The policies and procedures in this manual apply to all employees of the organization, including volunteers,
contract employees, and students, unless otherwise indicated.

All staff members have the responsibility to familiarize themselves with the content of the policies and
procedures and to conduct themselves accordingly. All supervisors have the responsibility to communicate
with staff under their direction about the application of policies and procedures, to ensure compliance, and
to take corrective action when necessary.

All policies contained in this manual will be:

Presented in a common format;

Formally approved by management;

Distributed to all relevant parties in a timely manner;

Located centrally and accessible to all parties; and

Kept current at all times.

Township of South Algonquin reserves the right to revise or add to its policies from time to time as deemed
necessary. Employees will receive periodic updates to these policies as our business continues to grow, and
are expected to familiarize themselves with these changes.

The provisions of this policy manual are subject to any federal, provincial, or territorial laws that may
prohibit or restrict their applicability.
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Vision

Vision for the year 2026

The Township of South Algonquin is a vibrant, safe, inclusive and “connected” northern community with a
small town feel that values its people, its unique history, its resources and pristine wilderness as its
greatest assets. By focusing on “managing with the future in mind”, South Algonquin is:

· Attracting younger families back to the community through improved employment and recreational
opportunities

· Improving services for seniors and making it possible for them to remain in the community throughout
their lives

· Ensuring roads, fire services, emergency services, and other infrastructure are well maintained for the
future

· Using creative approaches to providing waste diversion services in the community

· Now enjoying reliable and affordable improved high-speed internet throughout most of the Township

· Making “community beautification” a focus

· Attracting “green” non-polluting small industry and new eco-tourism businesses

· Growing the number of “home-based” and “tele-commuting” businesses

· Promoting and celebrating the existing sustainable forestry practices

· Branding itself to capture the competitive advantage of being located next door to internationally
recognized Algonquin Provincial Park (e.g. tourism development)

· Working co-operatively with the Algonquin Nation on projects that are adding infrastructure and quality-of-
life improvements for residents

· Working co-operatively with community volunteers to make new large special events and activities
happen year-round to attract visitors and for the benefit of local residents

· Creating an environment that is attractive to, and supportive of, the business community

· Communicating effectively with permanent and seasonal residents and the business community
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Employment
Employment Categories Policy

Intent

Township of South Algonquin believes that employees must be treated in a fair and equitable manner. Individuals holding
similar positions in different groups within our organization must be treated as consistently as possible. Individuals holding
similar positions in terms of qualifications, measurable responsibility and salaries will be classified in one category and
personnel in each category will receive similar benefits. Salaries will be based on experience, qualifications, measurable
responsibility and established budgets.

Guidelines

At Township of South Algonquin, employees may fall into the following categories:

Permanent Full-Time

Employees who work more than 24 hours per week on an on-going basis are determined to be full-time employees. Permanent
full-time employees after completion of the probationary period, the employee shall be entitled to participate in the
Township’s group health care benefits plan in accordance with the terms and conditions thereof. Group insurance benefits
include the following: Medical, Dental, Life (100% employer paid), and Long-Term Disability (100% employee paid)..

Permanent Part-Time

Part-time employees are individuals employed by the organization who work less than the full-time organizational
commitment, which is 24 hours on an on-going basis. Part-time employees under Township of South Algonquin's employment
contract who work less than 24 hours are not entitled to benefits.

Temporary Full-Time

Temporary full-time employees are those individuals who are hired for a limited duration of time to fulfill temporarily increased
organizational staffing needs. Temporary full-time employees will work full time hours for the duration of time required by the
organization.

Temporary Part-Time

Temporary part-time employees are those individuals who are hired for a limited duration of time to fulfill temporary increased
organizational staffing needs. Temporary part-time employees will work hours that are less than the organizational
commitment for the duration of time required by the organization.

Manager/ Management

"Manager" refers to individuals within the organization who have responsibility for overseeing, evaluating and leading the work
of a group of people who have been assigned to them. This would include responsibility over the work of Supervisors within
their area. Managers are responsible for leadership over a specific area of an organization related to the overall performance
of that area. They make decisions on how their individual unit operates and provide performance coaching, mentoring and
leadership over the employees within their area. They can be responsible for a functional area with or without reporting staff.
Senior and Executive Management employees are responsible to lead a group of Managers and are often responsible for a
larger group of people or business unit within the organization.

Supervisor

"Supervisor" refers to an individual who is in charge of a small group of people within the organization. Supervisors may be
given the authority to hire, terminate, discipline, or schedule work and vacation time. They are responsible to decide on the
work being performed by the team they supervise. The Supervisor discusses safety issues with his/her workers, provides safety
training and discusses the details of the job with their employees. The Supervisor is the first point of contact when an
employee has complaints or concerns they would like addressed.

Hourly

Hourly employees are paid on an hour-by hour basis at an established hourly rate. Pay for an hourly employee is calculated as
hours worked times the hourly rate for which he/she is being paid. Hourly employees are eligible for overtime pay as
established by the employer's overtime pay policy and/or legislative requirements.

Casual

Casual employees are those individuals who do not work for the organization on a regular and systematic basis and whose
employment is not guaranteed to be on-going. The casual work schedule is characterized by informality and irregularity.

Seasonal
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Seasonal employees are individuals who are employed on a seasonal basis. As seasonal employees are not considered to be
permanent.

Student

An employee is considered to be of student employment status when the individual is currently enrolled in an educational
institution and regularly attending classes while employed with the organization.
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Employment
Recruitment Plan Policy

Intent

Township of South Algonquin follows equal opportunity and fair hiring practices when filling positions, and to ensure the
success of our business we hire only the most qualified individuals. Township of South Algonquin has adopted this policy so
that all employees and potential candidates are fairly and consistently considered for employment opportunities.

Guidelines

Approval to Hire

Appropriate approval from the CAO must be obtained in writing before recruitment. Details included in the approval are title,
level, salary, essential functions and responsibilities, and the bona fide qualifications and background experience.

Internal Job Postings

Ideally, open positions should be posted internally for one week to provide current Township of South Algonquin employees
first priority in consideration for new employment opportunities, and to promote qualified employees whenever possible. If
timelines do not allow a full week, employees should be notified when the posting will be made public.

Qualified applicants under the employ of Township of South Algonquin shall remain subject to the normal hiring processes,
including interviews, etc.

External Job Postings

• External job postings shall be on appropriate and recognized job boards and sites that will reach a wide scope of diverse
qualified candidates.

• The CAO or Department Head in consultation with the CAO shall be responsible for managing the postings and screening
candidates.

Application Process

• All applicants, both internal and external, must complete the application process and provide the required resume.

• Township of South Algonquin will review and screen all applications, and interview the most qualified candidates.

• Candidates who for any reason do not meet the requirements for the posted position shall remain classified as applicants and
may re-apply as appropriate.

Interviews

• Interviews shall be scheduled and conducted by the one member of council the CAO or Department Head and a member of
council in consultation with the CAO.

• Interview questions will be compiled and reviewed by the CAO or the Department Head in consultation with the CAO and
council represenative to ensure their efficacy. Questions asked during interviews must be consistent across all candidates to
ensure an equitable and unbiased process.

• Upon completion of all scheduled interviews, the Department Head shall review the results.

• The Department Head will make hiring decisions at their discretion, ensuring bias has not entered the process.

• The CAO is responsible for the appropriate retention of information of applicants who are not selected.

• The Department Head responsible for the hiring will notify applicants not selected for employment regarding the closure of
the position.

• All hiring practices will abide by any applicable accessibility legislation.

Internal Transfers

• Employees are encouraged to apply for internal job openings, and will have their applications considered on the basis of their
qualifications and potential for success in the position.

• Internal applicants who are not selected for the position shall be notified by the Department Head responsible for the hiring.

• If an employee is selected for an internal job posting, they will begin a new probationary period following the transfer to the
new position.
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References and Background Checks

• The Department Head responsible for the hiring in consultation with the CAO shall conduct reference and background checks
on all potential candidates for employment at Township of South Algonquin.

• Background checks are designed to validate the candidate’s fulfilment of bona fide job requirements.

• All references shall be checked to ensure a candidate’s qualification for the position.

Offer of Employment

• Township of South Algonquin shall give a conditional offer of employment to applicants who have been selected through the
application and interview process.

• Job offers shall be contingent on the applicant’s agreement to company policies, successful reference and background
checks, and any other conditions applicable to the position.

• If the applicant accepts an offer of employment from Township of South Algonquin, they will be considered an employee, and
provided with a start date and required location to report for duty. Employee orientation shall be provided, and will include
workplace policies, rules and regulations, and other job-specific information designed to assist the employee in their duties.
Authorization forms and policies shall be signed during this period of orientation.

Special Circumstances

Family Members

• Township of South Algonquin shall accept and consider applications from a member of an employee’s immediate family for
employment if the candidate has all the requisite qualifications.

• An immediate family member shall not be considered for employment where employment of that family member might
create a direct or indirect manager–subordinate relationship with the family member, or if their employment could create a real
or perceived conflict of interest

• For the purposes of this policy, immediate family members shall be defined as: spouse, partner, mother, father, brother,
sister, son, daughter, grandparents, or any in-laws or step-relations.

Former Employees

• A former employee who left Township of South Algonquin on amicable terms may be eligible for reemployment.

• Former employees who left Township of South Algonquin without proper notice, or whose employment was terminated for
disciplinary reasons, shall not be eligible for reemployment.
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Employment
Performance Management Policy

Intent

Township of South Algonquin has adopted this policy to ensure that all staff members are provided with accurate and
appropriate feedback regarding their performance within the organization. By utilizing a performance management system
Township of South Algonquin will work with its employees to ensure organizational objectives are met through the
achievement of individual performance goals and objectives.

All employees and management staff will be subject to annual performance reviews. Performance reviews will be benchmarked
against previously determined goals and objectives for the position.

Township of South Algonquin values its workforce and will endeavour to aid in employee achievement of professional goals and
objectives. Performance management will be utilized as a tool to help ensure the alignment of individual performance goals
with that of the strategic direction of the organization through the use of collaborative performance planning, coaching and
feedback, and yearly performance reviews.

Township of South Algonquin requires that all employees and supervisors take part in the performance management process
with records of individual performance plans and reviews to be discussed and kept on file for each staff member.

The Performance Management Process

Performance management is on-going and cyclical in nature with the process being broken down into three interrelated phases
of planning, coaching/feedback and review.

Planning

Township of South Algonquin supervisors will review each of their employee's job duties and requirements in order to identify
key areas of responsibility. Areas of responsibility will be utilized to aid the supervisor in creating individual performance plans
for each employee.

Each employee will have a performance plan created for them within designated timeframes based upon prior performance,
length of time with the organization, length of time with the department, and recent promotions or significant changes in
duties and responsibilities.

Each Performance Plan will include the following information:

• A set of specific goals and objectives for achieving the requirements of the job.

• An action plan or outline of how these goals or objectives will be met; this may include plans for training and development.

• A time-frame for when goals or objectives should be met by the employee.

• Additional comments and areas of concern or anticipated restraints.

The performance plan will be reviewed by the employee with their supervisor to discuss the goals and objectives that have
been established. The performance plan will be utilized to not only establish performance objectives but will also act as a tool
for which actual performance can be measured against.

The performance plan must be signed by both the supervisor and the employee following a discussion of its contents with a
copy of the plan being kept on the employee's file. These plans are changeable and can be amended throughout the course of
the performance review period.

Coaching and Feedback

Coaching will be continually utilized by supervisors throughout the performance review period. The coaching period will consist
of informal and formal feedback being provided to the employee directly pertaining to the progress of the individual towards
their established goals and objectives.

Formal feedback sessions will be scheduled for each employee at the mid-point range of the performance review period, or as
required based upon the individual's performance and length of time with the organization and within the department. The
formal feedback session is conducted to allow for discussion of the employee's progression towards the established goals and
objectives. At this point performance concerns may be formally addressed and documented and the performance plan may be
formally altered.

Review

At the conclusion of the performance review period all supervisors will be required to schedule time with each of their
employees to conduct a year end or period ending performance review. Prior to the scheduled performance review meeting

14

Township of South Algonquin HR Policies
127



supervisors will complete a performance review for each employee based upon the individual's established goals and
objectives. The employee will be given the opportunity to review the performance review and add any additional comments
they feel necessary.

The performance review meeting will consist of:

• A full review and discussion of the individual's performance in the review period based upon the goals and objectives
established in the performance plan.

• A full review and discussion of the individual's performance review.

• The establishment or amendment of the employee's performance plan for the upcoming performance review period.

Both the employee and the supervisor will be required to sign and date the newly created performance plan with a copy being
kept on the employee's file.

Timelines for Performance Management Administration

The following timelines should be adhered to when administering employee performance plans and feedback meetings:

• Performance plans should be created or updated yearly and at the end of the performance review period for each employee
who is no longer considered probationary and is not exhibiting any performance problems. Employees in this category must
also have at least one formal feedback meeting with their supervisor, or as deemed necessary by the incumbent's supervisor.

• New, probationary employees should have a performance plan created for them within their first week of employment. A
formal review should be held at the end of the probationary period or earlier if the employee is exhibiting performance
problems.

• Employees who have been promoted, have changed departments, or have had their duties or responsibilities significantly
changed should have a performance plan created within the first week of their new position. A formal feedback meeting should
be scheduled within the first three months so that performance and progression towards established goals and objectives may
be assessed within the new role.

Township of South Algonquin

• Will provide a performance management process that is fair and transparent.

• In conjunction with Human Resources, provide the tools and forms necessary to facilitate the performance management
process.

• Provide training and guidance to supervisors and employees on the performance management process.

Supervisors

• Will work with their employees to ensure fair and attainable performance goals and objectives are established.

• Must create performance plans for their employees within the specified timeframes.

• Provide ongoing feedback to employees in the form of coaching and formal feedback meetings.

• Accurately report and document performance observations.

• Conduct performance reviews utilizing performance review forms and conducting review meetings.

• Will utilize the proper forms and documentation provided by Township of South Algonquin in order to facilitate the
performance management process.

• Attend performance management training as required.

Employees

• Work with direct supervisors to provide input in the creation of individual employee performance plans and reviews.

• Complete and submit required performance review forms within the specified time period and to the appropriate party.

• Attend performance management training as required.

Grievance Process

Employees who feel they have been subject to an unfair performance review or who believe their performance plans to be out
of the scope of their normal duties and responsibilities should forward a request for review to the CAO.

Upon receiving a request, the issue will be looked into and if necessary, a formal investigation will be conducted which could
include a formal review of any performance management forms submitted, review of previous performance plans and reviews,
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interviews with the employee and the supervisor and an investigation into current and past performance.

Confidentiality

All information including performance management forms and discussions in performance management meetings will be kept
strictly confidential. All forms utilized for the performance management process will be signed and kept on the employee's file.
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Employment
Pre-Employment Screening Policy

Intent

This policy has been created to provide information to current and potential employees of Township of South Algonquin's use
of pre-employment screening.

Scope

This policy applies to the Township of South Algonquin, its employees and potential employees at all times and without
exception.

General Guidelines

The Township of South Algonquin has deemed pre-employment background checks for all levels of employment within the
organization to be necessary to ensure candidates for employment are fully qualified and to allow for verification of
information that has been provided by the candidate.

Background Checks are also used by Township of South Algonquin to ensure the safety and security of employees within the
organization and will allow us to provide a safe work environment for current and prospective employees.

Information collected as part of the background check can include but is not limited to:

• Previous employment information.

• Education verification.

• Criminal Record checks.

Employment with Township of South Algonquin will be conditional upon the pre-employment screening. Township of South
Algonquin will ensure to receive consent from each candidate via written authorization prior to collecting any personal data
and information.

Information Collection

At the offer of employment all candidates will be subject to a criminal background check and education verification no matter
the position applied for. In upholding the individual's human rights and right to privacy, the Township of South Algonquin will
ensure that any further information collected is deemed to be necessary and appropriate for the position to which the
candidate is applying.

All pre-employment background checks will be conducted in accordance with applicable federal and provincial legislation, and
will only be conducted on candidates who have been offered employment with the organization.

Results

Pre-employment screening results will not be used as a basis for denying any candidate employment unless the denial of
employment is determined to be due to job-related issues or workplace safety and security. However, if an applicant attempts
to withhold information or falsify information pertaining to any previous convictions, the applicant will be disqualified from
further employment consideration in any position with the company due to falsification of an application.

The Township of South Algonquin will adhere to the Human Rights Code and will not deny any individual employment based
upon a pardoned conviction. Alternatively, all pre-employment screenings with positive criminal record checks will be reviewed
on a case-by-case basis, and individuals with a history of convictions on their records will be considered based upon the nature
of the crime to the position, the length of time since the conviction, the number of convictions and any potential threats posed
to the business and workforce.

Appeals

Should employment be denied to a candidate based upon the results of the pre-employment screening, the candidate may
appeal the decision to the CAO of the Township of South Algonquin on the grounds of procedural fairness or that the decision
or recommendation was unreasonable. The CAO will hear the appeal on an expedited basis.

Confidentiality

The Township of South Algonquin guarantees that all information attained from references and the criminal background check
process will only be used as part of the employment process and kept strictly confidential. The CAO will maintain a log that
includes the position you are applying for, your name, and the date of the background check. Be aware, only the appropriate
Department Head and CAO at the Township of South Algonquin will have access to this information.

Administration
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This document was created on July 2nd, 2021 and is to be used as the Pre-Employment Screening Policy for Township of South
Algonquin, its employees and management team. This Policy will be reviewed on an annual basis or as deemed necessary.
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Employment
Record Checks Policy

Intent

Township of South Algonquin will comply with all federal and provincial legislation regarding the protection of human rights for
applicants when conducting any type of record check. Township of South Algonquin strives to hire the most qualified
individuals to fill positions that will contribute to the overall success of the organization. Record checks act as an important
part of the selection process at Township of South Algonquin.

Definitions

Criminal Record Check – This type of check will include the following information:

• Criminal convictions from the Canadian Police Information Centre, RCMP National Repository of Criminal Records and/or local
police databases;

• Outstanding entries, such as charges, warrants, judicial orders, Peace Bonds, Probation and Prohibition orders; and

• Absolute and Conditional Discharges.

Police Record Check – This type of check includes the following information:

• Criminal convictions from the Canadian Police Information Centre, RCMP National Repository of Criminal Records and/or local
police databases;

• Outstanding entries, such as charges, warrants, judicial orders, Peace Bonds, Probation and Prohibition orders;

• Absolute and Conditional Discharges (One to three years);

• Family court restraining orders;

• Criminal charges resulting in dispositions including, but not limited to, Stayed, Withdrawn, Dismissed, and cases of not
criminally responsible by reason of mental disorder as listed on local indices; and

• Police contacts including, but not limited to theft, weapons, sex offences, or violent, harmful or threatening behaviour.

Vulnerable Sector Check - The vulnerable sector screening was established to provide screening of individuals who intend on
working or volunteering with the vulnerable sector. A vulnerable person is defined as all individuals who are less than 18 years
of age and/or because of their age, a disability or other circumstance, whether temporary or permanent, are in a position of
dependence or are otherwise at a greater risk than the general population of being harmed by a person in a position of
authority or trust. A vulnerable sector check will include the following information:

• Criminal convictions from the Canadian Police Information Centre, RCMP National Repository of Criminal Records and/or local
police databases;

• Outstanding entries, such as charges, warrants, judicial orders, Peace Bonds, Probation and Prohibition orders;

• Absolute and Conditional Discharges;

• Family court restraining orders;

• Criminal charges resulting in dispositions including, but not limited to, Stayed, Withdrawn, Dismissed, and cases of not
criminally responsible by reason of mental disorder as listed on local indices;

• Police contacts including, but not limited to theft, weapons, sex offences, or violent, harmful or threatening behaviour;

• Police contacts including, but not limited to theft, weapons, sex offences, or violent, harmful or threatening behaviour, which
may or may not have involved a mental health incident where no charges were laid; and

• Pardoned criminal convictions as per the Schedule of the Criminal Records Act.

Guidelines

Bona Fide Occupational Requirement

Township of South Algonquin shall establish that a position has a bona fide occupational requirement where a record check
serves a legitimate purpose prior to requesting a record check from any applicants.

The Supreme Court of Canada has set out a three-step test for justifying a discriminatory standard, factor, requirement or rule
as a bona fide occupational requirement. In general the requirement should be:
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• For a purpose or goal that is rationally connected to performing the job;

• Adopted in the belief that it is necessary to fulfill a legitimate work-related purpose; and

• Reasonably necessary to accomplish the work-related purpose.

As a result of this test, the rule or standard must be inclusive and must accommodate individual differences up to the point of
undue hardship. An example of undue hardship is when the health and safety of others is put at risk.

Township of South Algonquin shall only request record checks should there be a legitimate purpose for the position. The type
of record check which Township of South Algonquin shall request will be determined based on the type of position being hired
for.

Before Requesting a Record Check

Township of South Algonquin shall only request that a candidate consent to a record check following standard hiring
procedures, and after providing the candidate with a written job offer, conditional upon a satisfactory outcome.

Requesting a Record Check

Should a record check be a requirement for a position, Township of South Algonquin will explain to the applicant what type of
record check is required, and why it is needed.

Township of South Algonquin will carefully review all the information before making a conditional offer. When the offer is made,
the individual must be asked for his/her consent where a record check is required.

Results of a Record Check

Although disqualification from Township of South Algonquin employment is possible, a previous conviction does not
automatically disqualify an applicant from consideration for employment with Township of South Algonquin. Based on a variety
of factors (e.g., the nature of the position, the nature of the conviction, when the conviction occurred), the candidate may
retain eligibility for employment with Township of South Algonquin. Township of South Algonquin shall review the results of the
record check to see if it is relevant to the job. In the event that the results of a record check are not satisfactory for the
position, Township of South Algonquin will withdraw any conditional offers made.

If an applicant attempts to withhold information or falsify information pertaining to any previous convictions, the applicant will
be disqualified from further employment consideration in any position with the company due to falsification of an application.

Township of South Algonquin shall ensure that all applicant information is kept confidential.
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Employment
Human Rights Policy - Ontario

Intent

The Township of South Algonquin is committed to providing equal treatment with respect to employment according to the
protected grounds established under the Ontario Human Rights Code. The Township of South Algonquin has adopted this
policy to ensure that our employees are provided with meaningful employment that is ethical and fair, and is in compliance
with all applicable employment, and human rights legislation.

Definitions

Discrimination: any form of unequal treatment based on a Code ground, whether imposing extra burdens or denying benefits.
It may be intentional or unintentional. It may involve direct actions that are discriminatory on their race, or it may involve rules,
practices or procedures that appear neutral, but have the effect of disadvantaging certain groups of people. Discrimination
may take obvious forms, or it may occur in very subtle ways. In any case, even if there are many factors affecting a decision or
action, if discrimination is one factor, then it is a violation of this Policy.

Guidelines

Our Human Rights Policy is in place to ensure we provide a working environment for all employees that fosters openness and
tolerance. This policy is intended to ensure that Township of South Algonquin's practices and the practices of all our employees
are free from direct and indirect discrimination. Under the Human Rights Code, employers have the ultimate responsibility for
ensuring a healthy and inclusive work environment, including preventing and addressing discrimination and harassment.
Prohibited Grounds of Discrimination

The following is a list of the prohibited grounds of discrimination in Ontario:

• Age

• Ancestry

• Citizenship

• Colour

• Creed

• Disability (mental or physical)

• Ethnic origin

• Family status

• Gender expression

• Gender identity

• Marital status

• Place of origin

• Race/colour

• Record of offences

• Sex

• Sexual orientation

Accessibility in Employment

The Township of South Algonquin is committed to providing accessibility across all stages of the employment cycle, by
removing barriers and creating a workplace that is accessible to all job candidates and employees. Any applicant to Township
of South Algonquin that communicates the need for accommodation shall be considered in a manner that is non-
discriminatory, and respectful of our human rights obligations.

Accommodation

The Township of South Algonquin will support the accommodation of employees and job applicants who require workplace
accommodation under any of the grounds described in the Human Rights Code. We will work to achieve a workplace free of
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barriers by providing accommodation for the needs of those individuals covered by the Code, up to the point where it causes
undue hardship for the Township of South Algonquin. Every effort will be made such that the impact of accommodation will not
discriminate against another group protected by the Code. The Township of South Algonquin shall provide accommodation as
appropriate, using a consultative approach that involves the company, the individual, and as appropriate, healthcare
professionals, and other third parties that are required to assist in the accommodation process. The Township of South
Algonquin will work with the individual that requests accommodation in an effort to ensure that the measures taken are both
effective and mutually agreeable. The Township of South Algonquin encourages individuals to make any needs for
accommodation known to their immediate supervisor, and to work with them in addressing the issue. Accommodation may be
temporary, or permanent, based on the requirements of the individual.

Accommodation Plans

Any employee requesting accommodation must make a request to their immediate supervisor. The Department Head is
responsible for ensuring that a written description of the accommodation plan is prepared for any employee. The Township of
South Algonquin shall create an accommodation plan and attempt to determine methods of achieving the requirements for
success in the position in alternative manners. In the creation of an accommodation plan, The Township of South Algonquin
shall:

1. Identify the need for accommodation.

2. Determine objectives for performance in the role, and potential barriers.

3. Create a plan for achieving the objectives in an alternative manner.

4. Examine the options for accommodation, and select the most appropriate avenue for accommodation.

5. Implement the accommodation process.

6. Provide training as appropriate.

7. Review and revise based on feedback.

Investment in Materials

Where the accommodation required necessitates an investment in materials, equipment or increased budget for the position,
requests for financing must be directed to the CAO.

Job Redesign

In the event that the accommodation requires a substantial change in the position, involving duties or hours, the position may
be redesigned.

Complaint

In the event that the employee requesting accommodation feels that their needs have not been met in a reasonable manner,
they may file a written complaint. The complaint must be submitted to CAO.

Religious Accommodation

The Township of South Algonquin is committed to respecting the religious beliefs and practices of all employees. The Township
of South Algonquin will strive to accommodate employees who must be absent from work for all or part of a regularly
scheduled working day due to a bona fide religious obligation. Township of South Algonquin employees who require religious
accommodation are directed to provide as much advance notice as is possible, and we will strive to provide the required time
off through the normal scheduling of work.

Dress Code

Township of South Algonquin shall strive to allow for religious accommodation where the accommodation does not conflict with
established Health and Safety Policies, or where the work uniforms can be modified easily to permit the person concerned to
wear the required item(s) of clothing. Clothing or gear with a health or safety rationale may constitute a reasonable
occupational requirement.

Break Policy

The Township of South Algonquin recognizes that some religions require the observation of prayer periods at specific times.
While this requirement may create a conflict with standard hours of operations, the Township of South Algonquin shall work to
accommodate the employee's needs, short of undue hardship. Where possible, the Township of South Algonquin shall allow for
a modified schedule for breaks.

Inability to Accommodate

In the event an employee cannot be accommodated in their current position it will be reasonable to accommodate an
individual in another position. Management will attempt to place the employee in another available position. This may require
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the assistance of third parties with specialized expertise. Where an employee is placed in an alternate position, the Township
of South Algonquin shall ensure that the employee:

• Has the requisite qualifications and skill-sets necessary for success in the position;

• Is capable of performing the tasks associated with the position; and

• Agrees that the alternate work is acceptable.

In the event that the employee requesting accommodation feels that their needs have not been met in a reasonable manner,
they may file a written complaint to the CAO.

Undue Hardship

The Township of South Algonquin shall work to provide workplace accommodation up to the point of undue hardship. Undue
hardship may occur where all options have been considered and it is established that no forms of appropriate accommodation
exist, or where the creation of accommodation would cause excessive costs that create undue hardship for the organization, or
where the accommodation would create a health and safety hazard. Where the provision of accommodation is found to cause
undue hardship on the organization, the Township of South Algonquin shall work to find a fair and equitable compromise that
meets the needs of the employee and the organization to the greatest extent possible.

Reporting a Human Rights Issue

While the Township of South Algonquin will ensure to adhere to following the Human Rights Code in all of its practices, it is
essential that employees adhere to the Code as well. In the event that any employee feels they are being discriminated
against or that the company is in violation of the Code, they may make a written complaint to CAO. The written complaint must
include the following information:

• The date and time of each incident you wish to report;

• The name of the person(s) involved in the incident(s);

• The name of any person or persons who witnessed the incident(s); and

• A full description of what occurred.

Investigation

Once a written complaint has been received, the Township of South Algonquin will complete a thorough investigation. If it is
determined discrimination (or another violation of the Code) has occurred, appropriate disciplinary measures will be taken
immediately.

Confidentiality

All records of direct and indirect discrimination and harassment, reports filed, and subsequent investigations are considered
confidential and will not be disclosed to anyone except to the extent required by law.

False or Frivolous Complaints

It is important to realize that unfounded/frivolous allegations of discrimination may cause both the accused person and the
company significant damage. If it is determined by the company that any employee has knowingly made false statements
regarding an allegation of discrimination, immediate disciplinary action will be taken. As with any case of dishonesty,
disciplinary action may include immediate dismissal without further notice.

23

Township of South Algonquin HR Policies
136



Compensation and Benefits
Personal Vehicle for Company Use Policy
Flexible Hours of Work Policy
Sick Days Policy
Group Benefits 2021 Summary
Payroll Administration Policy - General
Professional Development Policy
Bereavement Funeral Leave Policy
Hours of Work Policy
Overtime Policy
Vacation Policy
Public Holidays Policy
Protected Leaves Policy
Pay Equity Policy

24

Township of South Algonquin HR Policies
137



Compensation and Benefits
Personal Vehicle for Company Use Policy

Intent

The Personal Vehicle for Company Use Policy outlines the regulations and guidelines surrounding the use of personal vehicles
for business purposes.

Guidelines

Township of South Algonquin recognizes that employees may be required to use their own personal vehicle to complete
company business. Employees who use their personal vehicle for company business will be reimbursed based on the number
of kilometres travelled. Employees wishing to use their personal vehicles for business use must be authorized to do so by the
CAO. Employees shall only be authorized to use personal vehicles for carrying out Township of South Algonquin business upon
meeting the following conditions:

• Possess a valid driver's license;

• Vehicle is legally registered;

• Vehicle has been deemed safe to operate and maintained as such;

• Employee holds current minimum automobile insurance;

While using personal vehicles for business purposes, Township of South Algonquin employees are strictly prohibited from
carrying passengers other than other members of staff or council unless approved by the CAO.

All employees driving a personal vehicle to carry out business on behalf of the Township of South Algonquin must follow all of
the rules of the road. All vehicle operators are responsible for using the vehicle in a safe and responsible manner while
conducting company business and are to abide by all traffic laws while operating a vehicle.

Drivers are required to wear their seatbelts at all times, with no exceptions.

In order to prevent injury to the operator of the vehicle, as well as bystanders, all cargo inside or on the vehicle must be
secured and stored safely at all times. This will prevent unintentional movement, damage to the vehicle, and/or cargo.

Employees operating a motorized vehicle for business use are required to possess a valid driver's license in good standing,
and the license held must be valid for the type of motor vehicle being used. Any operator who has his/her driver's license
revoked or suspended shall notify the Township of South Algonquin immediately. In this event, the operator shall immediately
cease any usage of personal vehicles for business use.

Driver's abstracts will be acquired for review for all employees driving personal vehicles for business purposes. This
information will be used to confirm the operator's license, and any suspensions, convictions, and demerit points annually.

No vehicle operator shall drive a vehicle while under the influence of alcohol, including at or beyond the local legal blood
alcohol limit. Illegal drugs are not to be used, and operators are not to be under the influence of prescription drugs that cause
drowsiness and other forms of impairment that prohibit the safe usage of motorized vehicles.

Mileage Rates for Reimbursement

Township of South Algonquin will use the formula developed by the Canadian Revenue Agency (CRA) for reimbursing
employees and will set the rate as suggested by the CRA. Employees will be reimbursed 0.59 cents per kilometre for the first
5,000 kilometres driven and 0.53 cents for any kilometres driven after that. This rate takes into account all actual expenses
including fuel, oil, maintenance, insurance, depreciation, etc. (Note: Mileage subject to change annually. Confirm rates as per
the CRA guidelines.)

In addition, any parking expenses or tolls an employee incurs will be reimbursed by the Township. However, Township of South
Algonquin will not reimburse any parking tickets, speeding tickets or other fines/costs incurred while driving a personal vehicle
for business purposes. Additionally, any costs associated with the maintenance, fuel, vehicle breakdown, or damage incurred
while driving a personal vehicle are covered in the standard mileage rate and will not be reimbursed.

Employees who wish to be reimbursed for kilometers driven must document and submit their mileage on the Mileage Expense
Form, recording the number of kilometers driven and submit it to their manager for approval. For any parking reimbursement,
employees must also attach the original parking receipt to the form. Parking expenses without original receipts will not be
reimbursed.

Employees may only claim miles driven for business purposes, they cannot claim travel over their lunch break or their daily
commute to/from work. Employees must honestly report their mileage usage; employees caught making false claims,
exaggerating kilometers driven, claiming kilometers that were not related to regular company business or any other
misreporting will be subject to disciplinary action up to and including termination.
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Limit of Liability

Township of South Algonquin will not be held liable for any accidents, damages or losses incurred by employees while using a
personal vehicle for business purposes.
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Compensation and Benefits
Flexible Hours of Work Policy

Intent

Township of South Algonquin understands that some employees may benefit from the availability of a flexible work schedule.
Township of South Algonquin has adopted this Flexible Hours of Work Policy to enhance our employees’ job satisfaction, boost
productivity and creativity, and decrease the total amount of time spent commuting to and from work. Flexible work schedules
may be approved for employees who meet all eligibility requirements, while ensuring operational requirements are met and
allowing the business to meet its demands. The Township of South Algonquin is committed to providing employees with
flexible work hours, in accordance with all applicable employment standards legislation.

Definitions

Core hours: work hours in which all employees are expected to work.

Normal hours: regular work hours of employees without variability or flexible arrangements.

Guidelines

Flexible work arrangements are recognized as temporary agreements that may be terminated by either the employer or the
employee with reasonable notice.

Hours of Work

• The normal hours of work for all Administrative staff is from 08:30 a.m. to 4:00 p.m., each work day. Work days may range
from Monday to Friday.

• The normal hours of work for all Public Works staff is from winter (06:00 a.m. to 2:30 p.m.) summer (7:00-3:30 p.m.)., each
work day. Work days may range from Monday to Sunday.

• Employees who are employed with Township of South Algonquin may submit, in writing, a request to work flexible hours
using the Change to Working Hours Request Form.

•The CAO will discuss the request with the employee and notify them of the decision to approve or deny the request in
writing, including the flexible schedule, the date the change will take place and the duration, if applicable.

• Requests for schedule changes made for reasons covered under the relevant provincial human rights legislation or due to
workplace injury will be handled as per the the Ontario Human rights Code

• Some departments may be unable to offer flexible hours for some positions or during certain times of the year.

All agreements pertaining to flex time or compressed workweek schedules must respect and adhere to the following:

• The work schedule is approved in advance by the Department Head in consultation with the CAO.

• The Department Head coordinates employee schedules to ensure a balanced staffing level appropriate for the department.

• The individual selecting an alternative schedule must ensure that another qualified employee shall be present to handle any
issues that arise during their absence.

• Over a two-week period, the standard hours of work will not exceed an average of 35 hours per week for Administrative Staff
and 40 hours for public Works.

• At least one full day off work per week will be provided.

• In the case of a compressed workweek schedule, (four 10-hour days public works) (four 8.75 days for Administration) may be
allowed.

• Township of South Algonquin shall reserve the right to return an employee on a flexible hours of work agreement or
compressed workweek agreement to normal hours at any time if the flexible schedule has adversely affected the employee’s
ability to perform normal job functions, or if Townships circumstances change such that a return to the normal schedule is
necessitated. Appropriate notice of the change will be provided.

Breaks and Rest Periods

• In accordance with the relevant provincial employment legislation, each full-time employee will be allowed a half hour unpaid
lunch period after working five (5) consecutive hours each workday.

Eligibility
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• This policy is only applicable to employees in the position of Administration, Management, Supervisiors

• Regardless of an employee’s ability to meet all eligibility requirements, it may not be possible to accommodate all requests
for flex time or compressed workweek schedules.

Overtime

Township of South Algonquin overtime policy applies to employees on flexible work agreements. Please refer to the overtime
policy for details.

Abuse of Flexible Work Hours

• Employees are responsible for ensuring average weekly hours are met while working flexible work hours.

• Employees who do not gain approval before working flexible work hours may be subject to discipline in accordance with
Township of South Algonquin progressive discipline policy. Subsequent offences may result in disciplinary action up to or
including termination.

Recordkeeping

Township of South Algonquin will ensure that appropriate records of hours worked, pay, and other essential employment
information are maintained in accordance with all applicable employment standards legislation.

Acknowledgement and Agreement

I, (Employee Name), acknowledge that I have read and understand the Flexible Hours of Work Policy of Township of South
Algonquin. I agree to adhere to this policy and will ensure that employees working under my direction adhere to this policy. I
understand that if I violate the rules set forth by this policy, I may face disciplinary action up to and including termination of
employment.

Name: ____________________________________

Signature: ____________________________________

Date: ____________________________________

Witness: ____________________________________
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Compensation and Benefits
Sick Days Policy

The Township of South Algonquin shall provide the following program to assist employees who are absent from the workplace
due to illness or injury. Employees have a responsibility to make every effort to ensure that they return to work in a state of
health and well-being which will enable them to perform their job to the best of their abilities.

Guidelines

Sick Leave Accrual

Employees are provided with 6 paid sick days per calendar year. Employees may accumulate up to 16 sick days.

Employees are provided with 4 paid health days per calendar year. Employees may not carry over health days.

Call-In Procedure

An employee who does not intend to report to work, or who will be late for their scheduled start time must personally call-in
and report the lateness/absence. As soon as is reasonably possible/at least thirty (30) minutes prior to their regularly
scheduled start time. In all instances, employees should attempt to provide as much advance notification as possible when
they are going to be absent in order to allow us to arrange appropriate coverage.

Medical Notes

The Township of South Algonquin may require that an employee who is absent for three (3) or more consecutive working days
to provide evidence that is reasonable under the circumstances (including a medical note). This note should include a return to
work date if applicable.
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Compensation and Benefits
Group Benefits 2021 Summary
The benefits summary is bundles as a separate document.(4 page summary)

A complete copy of the employee benefit details is also bundled as a separate document(106 pages)
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Compensation and Benefits
Payroll Administration Policy - General

Intent

The intent of this policy is to communicate the Township of South Algonquin's payroll processes and procedures.

Guidelines

The Township of South Algonquin utilizes consistent and comprehensive payroll processes and procedures in order to ensure
that its employees are paid appropriately and on time.

The Township of South Algonquin employees will be paid on a bi-weekly basis with remuneration to be directly deposited into
the employee's bank account every other Wednesday.

Legal Compliance

The Township of South Algonquin shall ensure its payroll processes and procedures comply with all relevant legislation and
adhere to all reporting and tax withholding requirements.

Furthermore, Township of South Algonquin shall ensure all payroll and compensation information obtained is stored and
maintained in a secure area. Such information shall only by shared for payroll, administrative and legal purposes.

Workplace Responsibilities

Employees

• Upon hire, employees must immediately complete and submit required federal and provincial income tax forms and all other
associated payroll paperwork. Federal and provincial tax forms will be utilized by the organization in order to calculate
statutory deductions as required by law such as CPP, IE and Income Tax.

• Upon hire employees must submit to their manager their current banking information and email address in order to facilitate
the direct deposit process.

• Must promptly inform management of any changes to banking information during employment with the organization.

• Accurately document and report all hours worked.

• Immediately inform management of any identified discrepancies in payment.

• Comply with all departmental procedures for the collection of information pertaining to the company's payroll processes.

Management

• Ensure all new hire payroll information is collected and submitted to the payroll coordinator in a timely and accurate manner.

• Ensure all collected and retained employee information pertaining to remuneration remains confidential and is only disclosed
to authorized personnel.

• Accurately maintain record of all sick, vacation, and personal days as all other time away from work taken by direct reports.

• Ensure bi-weekly payroll information is submitted to the payroll coordinator in a timely and accurate manner.

• Provide assistance or forward inquires to the payroll coordinator pertaining to remuneration concerns.

Payroll/Finance Department

• Update and maintain the company's payroll information system with new employee information, terminations, leaves,
updated banking information etc.

• Process payroll information in a timely and accurate manner to ensure staff are paid accurately and according to schedule.

• Accurately calculate all required statutory deductions.

• Provide accurate and timely report to relevant departments and government agencies as required.

• Accurately process TD1s and all other relevant documentation.

• Respond to inquiries from employees, management, government agencies and all other relevant parties.

• Maintain confidentiality concerning employee payroll information and remuneration.
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The Township of South Algonquin

• Comply with all provincial, federal and legal payroll requirements, duties and responsibilities pertaining to taxation and
reporting.

• Create, maintain and update as required consistent and comprehensive payroll processes and procedures.
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Compensation and Benefits
Professional Development Policy

Intent

The intent of Township of South Algonquin's Professional Training & Development Policy is to demonstrate its support of
employee participation in Professional Development activities, either on behalf of the Company or for personal growth.

Guidelines

In an effort to promote career growth and continuous education among employees, the Township of South Algonquin supports
Professional Development activities, both inside and outside of their regular duties. External Professional Development
activities include, but are not strictly limited to:

• Professional Associations;

• Committees;

• Board of Directors.

Development

The Township of South Algonquin employees who are interested in the partaking of Professional Development activities on
behalf of the Township of South Algonquin, are required to submit a written request to the Department head or CAO, which
shall include the following information:

• Name of the Association, Committee, Board, etc.;

• Rationale for requesting to join, or participate on the Association, Committee or Board;

• Duties required of the employee, as relevant to their role at the Township of South Algonquin.

The Department Head will review the written request with the CAO to determine a decision.

Where the request is approved, the employee will be provided a written notification of approval; similarly, if the request is
denied, the employee shall receive a written notification.

Professional Development Participation

Employees who have received approval to participate in Professional Development activities on behalf of the Township of
South Algonquin, are required to conduct themselves in accordance with the Company's Code of Conduct at all times and
without exception.

At their sole discretion, the Township of South Algonquin may approve Professional Development activities to further support
career growth and continuous education to assist in sustaining our diverse workforce. Professional Development options
available to employees representing Township of South Algonquin include, but are not restricted to: webinars, seminars,
conferences, e-learning, courses provided by our professional associations and mentoring.

Where Township of South Algonquin approves an employee to participate in Professional Development on behalf of the
Township, it shall be scheduled and attended during regular working hours and on an agreed timetable, in an effort to
minimize the disturbance of regular job duties.
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Compensation and Benefits
Bereavement / Funeral Leave Policy

Intent

Township of South Algonquin understands that employees should have time off work to attend funeral services, grieve in
private, and deal with family issues in the event of a death of an immediate family member. It is our intention to ensure that
our employees are provided the time they need to properly take care of their family obligations, while maintaining their
employment at Township of South Algonquin. A maximum of three working days per occurrence will be paid to an employee in
the event of a death in the immediate family. Additional unpaid time may be requested where extensive travel outside the
immediate area is required to attend the

funeral.

Definitions

For the purposes of the Bereavement / Funeral Leave Policy, immediate family members consist of:

• Spouse

• Domestic Partner

• Parent or step parent

• Child or step child

• Brother

• Sister

• Father-In-Law

• Mother-In-Law

• Brother-In-Law

• Sister-In-Law

• Son-In-Law

• Daughter-In-Law

• Grandparent or step-grandparent

• Grandchild

• Ward

• Guardian

• Same sex spouse.

Permanent full-time employees who would otherwise have been at work shall be allowed one (1) day leave with pay in the
event of the death and to attend the funeral

• aunt

• uncle

• niece

• nephew.

• Employees are expected to notify their immediate supervisor and request Bereavement / Funeral Leave time off as soon as
possible when a death occurs in their family.

• Bereavement / Funeral Leave time is granted such that an employee may have time to attend a funeral, grieve, and deal with
family issues in the event of a death in the immediate family as defined above

• One day will also be granted with pay to attend a funeral as a pallbearer

• Use of Bereavement / Funeral Leave time for any purposes other than the reasons listed above, are inappropriate and non-
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compensable.

Funeral Leave Benefits

• Only permanent, full-time employees are eligible for Bereavement / Funeral Leave benefits.

• A maximum of three working days per occurrence will be paid to an employee in the event of a death in the immediate
family. Additional unpaid time may be requested where extensive travel outside the immediate area is required to attend the
funeral.

• Bereavement / Funeral Leave pay shall be equal to the regular hourly rate of the employee.

• Bereavement / Funeral Leave pay will not be considered hours worked for purposes of calculating overtime.

• In the event that Bereavement / Funeral Leave pay is granted, the employee is expected to attend the funeral of the relative
for which the Bereavement / Funeral Leave was requested.

•The Township of South Algonquin reserves the right to inquire as to the name, and nature of the relationship with the
deceased, and the name of the funeral home responsible for handling the arrangements. Proof of relationship may be required.

• Bereavement / Funeral Leave pay will not be granted in the event that the Township of South Algonquin does not receive
reasonable advance-notice of the required absence, and the intended return to work date of the employee.

Funeral Leave Without Pay:

• If an employee does not qualify for Bereavement / Funeral Leave benefits, approved time off may still be awarded without
pay.

• Time off without pay may be granted to attend a funeral in the event of the death of a close friend.

• Days required off for Bereavement / Funeral Leave Without Pay shall be counted as an absence without pay.
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Compensation and Benefits
Hours of Work Policy – Ontario

Intent

The Township of South Algonquin believes it is important to establish work hours to set clear expectations and consistent
administration of working hours. Hours of work are important to ensure that employees are paid properly, entitlements are
calculated accurately, and work is done consistently. This policy addresses the company’s expectations around when work will
be completed by employees.

Guidelines

What Is Considered Work

Work is generally considered to be performed when an employee is performing labour or providing a service to The Township
of South Algonquin, or the employee is not working but is required to stay at the workplace.

Hours of Operation

Full-Time Employees

At The Township of South Algonquin, a regular workweek is 35 hours in Administration and 40 hours in Public Works. Hours of
work for all full-time employees are 7 hours per day for Administration and 8 hours per day for Public Works, Monday to Friday,
from 8:30 a.m. to 4:00 pm (administration) and 6:30am - 3:30 pm (summer) and 6:00am to 2:30pm (winter)for public works

At the request of an employee, the company may grant flexible hours of work. This is subject to operational requirements and
prior written approval from the employee's manager.

Part-Time and Casual Employees

The hours of work for all part-time and casual employees depend upon the operational requirements of the Township. Part-
time and casual employees are not guaranteed a set number of hours per week.

Work Schedule

Three-Hour Rule

If an employee who regularly works more than three hours a day reports to work but works for less than three hours despite
being available to work longer, they will be paid for three hours at their regular wage or the amount earned for the time
worked and wages equal to their regular wage for the remainder of the three hours, whichever is greater. The three-hour rule
does not apply if work is suspended due to circumstances beyond the Township's control, including fire, lightning, power
failures, or other similar situations.

Work hours will not exceed eight hours per day or 48 in a workweek. Employee may be required to work beyond the daily and
weekly maximum hours in exceptional circumstances.

Breaks and Rest Periods

In accordance with the Employment Standards Act, 2000, employees are entitled to a 30-minute unpaid eating period for every
five consecutive hours of work. An employee and their manager may agree that the employee can take two eating periods that
total at least 30 minutes within every five consecutive hours.

Business Closure

The workplace may close under special circumstances, such as:

• Extreme weather conditions (for example, heavy snowfall, freezing rain); or

• Unforeseen circumstances (for example, power outage, heater malfunction).

The decision to close the workplace shall be at the discretion of the Department Head in consultation with the CAO, and in
such cases notification will be provided to all employees by e-mail or phone call. Notice may also be posted on the company
website to advise employees and clients of the closure and anticipated return to business.
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Compensation and Benefits
Overtime Policy

Intent

Township of South Algonquin believes it is important to establish clear expectations for overtime. Overtime may be requested
to ensure that work is completed. This policy outlines the company’s expectations and employee entitlements around
overtime.

Guidelines

At times, employees may be asked to work overtime to help maintain workflow or to meet business demands. Managers will
schedule overtime with as much advance notice as possible. Employees should inform their manager as soon as reasonably
possible if they are unavailable to work.

At Township of South Algonquin, a regular workweek consists of between 35 and 40 hours worked and runs from Saturday to
Friday. Overtime is paid at a rate of 1.5 times the employee’s regular wages for hours worked over 7 hours in a day for
Administrative Staff and above 8 hours in a work day for Public Works Staff.

Paid leave, such as holiday, vacation, or sick time, may not be used towards overtime. If an employee receives holiday pay for
working on a public holiday, hours worked that day are not considered when calculating overtime pay.

b) Overtime:

The CAO/Clerk-Treasurer, and Works Superintendent, as Senior Management employees, shall be paid one hour of pay for each
hour worked in excess of their normal work day.

Attendance at Council /Committee meetings, as specified and deemed necessary by Council, for each of the above named
employees, shall be paid at the straight time rate for a minimum of three (3) hours or a maximum of four (4) hours.

The CAO/Clerk-Treasurer and Works Superintendent shall have the option to take their excess hours worked off as
Compensatory Time Off.

The Deputy Treasurer, Deputy Clerk, Planning and Building Administrator and Works Department employees shall be paid at
the rate of one and one half (1 ½) times their rate of pay of each hour worked, when required to do so, in excess of their
normal work day.

This group of employees shall be entitled to take their accumulated overtime hours off as Compensatory Time Off at the rate
of one and one half (1 ½) hours off for each hour worked in excess of their normal work day. Accumulated overtime or
compensatory time can be banked and taken in time in lieu to a maximum of;

Administrative Staff- 35 hours maximum

Public Works Staff-40 hours maximum

All accumulated overtime or compensatory time exceeding the maximum listed above shall be paid in the pay period in which
it was earned.

All accumulated overtime or compensatory time will be paid out by December 31 of each fiscal year unless approved by
Council.

Eligibility

At Township of South Algonquin, employees are eligible for overtime compensation.

Overtime Approval Process

All overtime hours must be authorized by management in advance of overtime hours worked unless an emergency or other
unforeseen event prevents them from doing so.

Employees may recognize a need for overtime to complete tasks or meet deadlines. To request overtime authorization, an
employee must submit a written request to their Department Head stating the reason for and amount of overtime necessary.
The employee should specify whether they would like to receive overtime pay or paid time off in lieu. If agreeable, the
Department Head will sign and forward the authorization to payroll for appropriate action and provide the employee with a
copy of the approval.

If overtime pay was indicated on the approval, it will be included with the employee’s next pay once the additional hours have
been verified by their Department Head. Otherwise, the overtime will be credited to the employee’s time bank as requested.

Using Time Off in Lieu
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To use banked time, an employee must submit a written request to their Department Head stating the time they wish to take
off. If agreeable, the Department Head will sign and forward the authorization to payroll for appropriate action and provide the
employee with a copy of the approval. If the manager does not agree, they may propose an alternate time and reach out to
the employee to come to an agreeable time. Operational requirements will be considered when making decisions regarding
time off.

If the employment relationship ends before the banked lieu time is used, the employee will receive the equivalent overtime
pay. This will be paid no later than the employee’s last pay.

Exceptions

Employees who perform work at two or more regular rates in the same workweek receive overtime pay for each hour of
worked over 7hrs for administrative staff and 8 hours for Public Works staff in a week. Overtime hours are paid at 1.5 times the
regular wage rate that applied to the work performed during overtime hours.

An employee who performs more than one type of work where one job would be exempt from overtime pay is eligible for
overtime pay if at least 50 percent of the hours worked are performed by the position that qualifies for overtime pay.

Where there are unforeseeable or unpreventable circumstances, urgent repair work is necessary, or to deal with an
emergency, an employee’s weekly hours of work may result in overtime hours. Employees will only be required to work to the
extent necessary to avoid serious interference with the ordinary operations of the business within the limitations established
by MTO for driving hours.

Abuse of Overtime

Employees who do not obtain approval before working overtime hours may be subject to discipline. Subsequent offences may
result in disciplinary action up to and including termination of employment.
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Compensation and Benefits
Vacation Policy

Intent

Township of South Algonquin understands the importance of personal time off for its employees. Employees are encouraged to
use their accrued paid vacation time for rest, relaxation, and personal pursuits. Township of South Algonquin recognizes that
other paid time off may be required from time to time. As such, the purpose of this policy is to explain the standards,
guidelines, and procedures for paid time for all employees.

Guidelines

All employees are encouraged to use their allotted vacation time in full every year. The following policy statements are
intended to guide paid vacation procedures for employees.

• For vacation purposes, the vacation entitlement year spans the Township's fiscal year, running from 01 January to 31
December. Vacation days earned by an employee during a reference year will be granted to the employee at the beginning of
that reference year and will be prorated for any part year of employment.

• Employees with one or more years of service are entitled to vacation every vacation entitlement year in accordance with the
following schedule:

Service with Company

Time Allowed

After one year of service

Two weeks paid vacation

Five years of service

Three weeks of paid vacation

10 years of Service

Four weeks of paid vacation

15 years of service

Five weeks of paid vacation

25 years of service

Six weeks of paid vacation

• Employees will receive vacation pay at the rate of four percent of their earnings during their stub period (if applicable) and
their first four vacation entitlement years. From year 5 to year 9 they will receive vacation pay at the rate of six percent of
their earnings. From year 10 to year 14 they will receive vacation pay at a rate of eight percent of their earnings. From year 15
-24 they will receive vacation pay at a rate of ten percent of their earnings. From year 25 onward they will receive vacation
pay at a rate of twelve percent of their earnings.

• An employee may carry over an equivalent of one years annual leave entitlements from one year to another.

• Employees must submit a written notification of their vacation request at least two weeks in advance. Time off requests must
be submitted by March 31st of each year. Any requests made after this time will be approved by the department head or CAO
based on staffing requirements. Notification must include departure date, return-to-work date, and the number of vacation
days or weeks required. Vacation may only be taken once approval is received from the Department Head or CAO.

• Any conflict among employee vacation requests will be decided based on employee seniority, company needs, and the
judgement of the Department Head or CAO.

• If a mutually acceptable time for vacation cannot be found, the company reserves the right to schedule vacations for
employees as a method of ensuring that banked vacation time is used before year-end. The employee will receive at least two
weeks’ written notice of the start date of their vacation.

• Vacation days may be rolled over into the following year to a maximum of one years annual entitlement.

• Vacation scheduling is the responsibility of department head or CAO, who will ensure that all employees are given their full
vacation entitlement while taking into account the efficiency of the department .
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• Vacation time may be divided into more than two periods if desired by the employee, provided that their Department Head or
CAO can effectively allocate tasks to remaining employees.

• If an employee's services are terminated, vacation pay earned up to the date of termination will be paid to the employee no
later than the day that would have been the employee’s next pay day.

• Employees are not entitled to accrued vacation during periods of sabbatical or suspension from the Township.

• If a public holiday occurs during an employee's vacation period, the employee will be granted one additional day of vacation.
Brief illnesses that occur during a vacation period may be counted towards sick pay.
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Compensation and Benefits
Public Holidays Policy

Intent

Employees who qualify for public holiday pay will receive holidays with pay per the following procedures.

Guidelines

The following procedures are in accordance with the Employment Standards Act, 2000. Employees who qualify for public
holiday pay will receive the following public holidays off work with pay:

• New Year’s Day;

• Family Day;

• Good Friday;

• Easter Monday;

• Victoria Day;

• Canada Day;

• August Civic Holiday;

• Labour Day;

• National Truth and Reconciliation Day;

• Thanksgiving Day;

• Remembrance Day;

• Christmas Day; and

• Boxing Day.

Eligibility

To qualify for public holiday pay, an employee must follow the “last and first rule,” meaning they work their last regularly
scheduled day before the public holiday and their first regularly scheduled day after the holiday to qualify for public holiday
pay, unless they had reasonable cause to miss the scheduled time. If an employee has agreed to work on the public holiday
and fails to report and work their scheduled shift, they will not be eligible for public holiday pay unless reasonable cause is
provided. An employee is generally considered to have reasonable cause when something beyond their control prevents them
from working. It is the employee’s responsibility to show that they had reasonable cause for staying away from work.

Public holiday pay is calculated by taking the total amount of regular wages earned in the four work weeks preceding the work
week of the public holiday, or preceding the start of a leave or vacation, divided by 20.

Holiday Not a Normal Workday

If a public holiday falls on a day that would not ordinarily be a working day for an employee, the Township of South Algonquin
will substitute another day for the employee to take off work, and for which the employee will be paid public holiday pay as if
the substitute day were a public holiday.

Where requested, the company and an employee may agree that the employee will receive public holiday pay instead of a
substitute day off. In this case, the “last and first rule” still applies.

Work Performed on a Public Holiday

At times, Township of South Algonquin may require employees to work on a public holiday. In this case, the employee will be
paid at a premium rate of 1.5 times their regular rate for each hour worked on the holiday, or be paid at their regular rate for
the hours worked and provided a substitute day off.

If an employee does not perform the work agreed to on the holiday and cannot provide reasonable cause, they may not be
entitled to holiday pay and will only receive premium pay for the hours actually worked. These situations will be dealt with as
needed, and determined based on the legislative requirements.

Substitute Public Holiday

In situations where a day is substituted for a public holiday, the substituted day must be within three months of the public
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holiday or within 12 months if the employee and Township of South Algonquin are both in agreement.

Employees will also be provided with a written statement before the public holiday that outlines the public holiday being
substituted (or worked where the case may be), the substitute date the holiday will be observed, and the date on which the
statement is provided to the employee.

If an employee ceases employment with Township of South Algonquin before using a substitute holiday, the employee will
receive holiday pay in addition to any other pay owed on their final pay.
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Compensation and Benefits
Protected Leaves Policy

Intent

The Township of South Algonquin has adopted this policy to ensure that its employees receive authorized time off as per
applicable legislation without fear of negative effect on their employment status or opportunities with the organization. The
Township of South Algonquin is committed to providing a work–life balance for its employees and understands that situations
can and will arise that call for immediate, emergency leave.

This policy covers instances where employees may need to take a leave of absence in order to attend to situations that
directly affect their families or dependants.

Guidelines

Protected Leaves

• Pregnancy leave;

• Parental leave;

• Family medical leave;

• Sick leave;

• Family responsibility leave;

• Bereavement leave;

• Emergency leave: declared emergencies and infectious disease emergencies;

• Reservist leave;

• Organ donor leave;

• Family caregiver leave;

• Critical illness leave;

• Child death leave;

• Crime-related child disappearance leave;

• Domestic or sexual violence leave; and

• Jury duty leave.

Pregnancy and Parental Leave

Pregnancy and parental leave permit employees of The Township of South Algonquin to have authorized time off that coincides
with the birth or adoption of a child. The leaves have been designed to allow employees to recover from childbirth and bond
with and care for their newborn or adopted children without fear of a negative effect on their employment status or any
opportunities with the Township of South Algonquin.

An employee who has become a new parent in the following regards shall be eligible for pregnancy or parental leave.

Pregnancy Leave

• Biological birth mother or surrogate.

Parental Leave

• Mother;

• Father;

• Adoptive parent; and

• Domestic partner.

Qualifying for Pregnancy or Parental Leave
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A new parent or pregnant employee is entitled to pregnancy or parental leave whether they are a full-time, part-time,
permanent, or contract employee. if they:

• Work for an employer that is covered by the Employment Standards Act, 2000 (ESA);

• Were hired at least 13 weeks before the date the baby is expected to be born (the “due date”); or

• Were hired at least 13 weeks before starting the parental leave.

Request for Pregnancy or Parental Leave Procedure

To ensure that the Township of South Algonquin can make the necessary arrangements to accommodate an employee taking
pregnancy or parental leave, employees must provide at least two weeks’ notice before embarking on pregnancy or parental
leave. This is to help the Township of South Algonquin procure staffing solutions and alleviate any additional work stress on
other employees that may occur as a result of the employee’s absence.

Submission of a request for pregnancy or parental leave must be accompanied by the appropriate documentation.

Employees should give four weeks’ notice regarding their expected date of return to work or their letter of resignation if they
choose not to return to work. The CAO should be contacted as soon as possible in the event of any changes to their leave.

Duration of Leave Parameters

Pregnancy Leave

• Pregnant employees have the right to take up to 17 consecutive weeks (or longer in certain circumstances) of job-protected
unpaid time off work.

• Usually, the earliest a pregnancy leave can begin is 17 weeks before the employee’s due date. However, when an employee
has a live birth more than 17 weeks before the due date, she can begin her pregnancy leave on the date of the birth.

• The latest a pregnancy leave can begin is on the baby’s due date. However, if the baby is born earlier than the due date, the
latest the leave can begin is the day the baby is born.

• Pregnancy leave can last a maximum of 17 weeks for most employees. However, if an employee has taken a full 17 weeks of
leave but is still pregnant, she may continue the pregnancy leave until the birth of the child.

Parental Leave

• New parents have the right to take parental leave when a child is born or first comes into their care.

• Birth mothers who took pregnancy leave are entitled to up to 61 weeks’ leave.

• Birth mothers who do not take pregnancy leave and all other new parents are entitled to up to 63 weeks of parental leave.

• Parental leave is not part of pregnancy leave and so a birth mother may take both pregnancy and parental leave.

• The right to parental leave is independent of the right to pregnancy leave.

• New parents must begin their parental leave no later than 78 weeks after the date their baby is born; or the date their child
first came into their care, custody, and control.

• The parental leave does not have to be completed within this 78-week period, but must begin within it.

A birth mother who takes pregnancy leave must ordinarily begin her parental leave as soon as her pregnancy leave ends.
However, an employee’s baby may not yet have come into her care for the first time when the pregnancy leave ends. For
example, perhaps her baby has been hospitalized since birth and is still in the hospital’s care when the pregnancy leave ends.

In this case, the employee can either commence her leave when the pregnancy leave ends or choose to return to work and
start her parental leave later. If she chooses to return to work, she can start her parental leave anytime within 78 weeks of the
birth or the date the baby first came home from the hospital.

Any employee who chooses not to use the maximum amount of leave available shall not have the option of taking any unused
leave time later. Once the employee has started pregnancy or parental leave, the employee must take it all at one time and
cannot split it up.

Miscarriages and Stillbirths

An employee who has a miscarriage or stillbirth more than 17 weeks before her due date is not entitled to a pregnancy leave.
However, if an employee has a miscarriage or stillbirth within the 17-week period preceding the due date, she is eligible for
pregnancy leave. The latest date for commencing the leave in that case is the date of the miscarriage or stillbirth.

The pregnancy leave of an employee who has a miscarriage or stillbirth ends on the date that is the later of:
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• 17 weeks after the leave began; or

• 12 weeks after the stillbirth or miscarriage.

This means that the pregnancy leave of an employee who has a stillbirth or miscarriage will be at least 17 weeks long. In some
cases, it may be longer.

Use of Sick Leave Benefits, Vacation, or Family Medical Leave

If an employee requires use of sick leave benefits at any time before starting a pregnancy or parental leave period, the
Township of South Algonquin sick leave policy shall apply.

After the pregnancy or parental leave has concluded, employees may use up any accrued vacation time or available sick days.

If a the Township of South Algonquin employee requires an extension of leave following a pregnancy leave, the employee may
use their family medical leave up to a maximum of 28 weeks where medically substantiated, or family caregiver leave up to
eight weeks where medically substantiated.

Employees who choose to extend their leave with accrued vacation time must comply with the Township of South Algonquin
vacation policy, and provide four weeks’ notice, before the exhaustion of the pregnancy or parental leave.

Township of South Algonquin employees who choose to extend their leave with family medical leave or family caregiver leave,
should provide the Township of South Algonquin with as much advance notice as possible before the exhaustion of pregnancy
leave.

Family Medical Leave

Family medical leave is unpaid, job-protected time off work for up to 28 weeks. This leave to enable employees who have a
family member (or person the employee considers to be like family members) with a serious risk of dying within a period of 26
weeks. The medical condition and risk of death must be confirmed in a certificate issued by a qualified health practitioner.

The 28 weeks of a family medical leave do not have to be taken at the same time but must be taken in full-week increments.
Employees must inform CAO at the Township of South Algonquin before the start of the leave as soon as they are aware of the
need.

Family medical leave is normally authorized to cover the duration of the initial situation. However, the Township of South
Algonquin understands that some situations may require greater time to remedy. Generally, it is up to the Department Heads
discretion to determine the length of the extended leave. In certain circumstances, the employee may use a combination of
paid leave, unpaid leave, annual vacation time, or parental leave (if applicable).

If the amount of leave taken in the initial leave period is less than 28 weeks, it is not necessary for a qualified health
practitioner to issue an additional certificate in order for more leave (starting after the end of the initial leave period) to be
taken.

Family medical leave shall have no effect on an employee’s current salary or benefits. Performance objectives and goals for
the employee will be adjusted so that they will not be penalized for being absent during peak hours. Employees are legally
protected from dismissal, termination, selection for redundancy, or any other detriment or reprisal for making appropriate and
authorized use of this policy.

If two or more employees qualify to take the leave in order to provide care for the same person, the leave must be divided
among those taking the leave.

If an employee takes family medical leave and the family member or other individual does not die within the 52-week period
beginning when the medical certificate is issued, the employee may take another leave, in accordance with the ESA.

Sick Leave

Sick leave is job-protected time off work for up to six days per calendar year. Employees must have been employed with the
Township of South Algonquin for at least two consecutive weeks to qualify for this leave. This leave may be taken for personal
illness, injury, or medical emergency.

For sick leave, the employee must inform the Township of South Algonquin that they require a leave before it begins, or as
soon as possible. There may be circumstances where the employee contacts their supervisor on extremely short notice to
explain that they cannot attend work that day because of the defined reasons. Supervisors will approve requests that fall
under the provisions listed in the ESA. Situations that do not meet the required provisions will be determined on a case-by-case
basis. Employees may need to provide reasonable evidence to entitlement of the leave.

Family Responsibility Leave

Family responsibility leave is job-protected time off work for up to three unpaid days per calendar year. Employees may take
family responsibility leave due to the illness, injury, medical emergency, or urgent matter relating to a dependent or family
member as defined by the ESA. Employees must have been employed with the Township of South Algonquin for at least two

45

Township of South Algonquin HR Policies
158



consecutive weeks to qualify for this leave. The three days do not have to be taken all at once; however, the Township of
South Algonquin counts any part of a day taken off as a full day of family responsibility leave.

For family responsibility leave, the employee must inform the Township of South Algonquin that they require a leave before it
begins, or as soon as possible. There may be circumstances where the employee contacts their supervisor on extremely short
notice to explain that they cannot attend work that day because of the defined reasons. Supervisors will approve requests that
fall under the provisions listed in the ESA. Situations that do not meet the required provisions will be determined on a case-by-
case basis. Employees may need to provide reasonable evidence of entitlement to the leave.

Emergency Leave: Declared Emergencies and Infectious Disease Emergencies

Declared Emergencies

Declared emergency leave is a leave of absence without pay for employees who cannot perform their job duties because of an
emergency declared under the Emergency Management and Civil Protection Act and because:

• Of an order that applies to them made under the Emergency Management and Civil Protection Act or the Health Protection
and Promotion Act;

• The employee must provide care or assistance to a specified individual outlined in the Employment Standards Act, 2000; or

• Of other reasons as may be prescribed.

An employee is entitled to take declared emergency leave for as long as they are not performing the duties of their position as
determined by the provisions above. Entitlement will end on the day the emergency is terminated or disallowed.

Infectious Disease Emergencies

Infectious disease emergency leave is a job-protected leave without pay for employees who cannot perform their job duties for
any of the following reasons:

• The employee is under individual medical investigation, supervision, or treatment (including receiving a vaccination or
recovering from any side effects) for the designated infectious disease;

• The employee is acting in accordance with an order under section 22 or 35 of the Health Protection and Promotion Act;

• The employee is in quarantine, isolation, or subject to a control measure, such as self-isolation, as a result of information or
directions issued to all or some of the public or one or more individuals, by an authority designated by the legislation;

• The company directed the employee not to work in response to a concern that the employee may expose other individuals
in the workplace to the designated infectious disease;

• The employee is providing care or support to a specified individual because of a matter related to the designated infectious
disease that concerns that individual, such as school or day care closures;

• The employee is directly affected by travel restrictions and, under the circumstances, cannot reasonably be expected to
travel back to Ontario; or

• Other reasons that may be prescribed.

An employee is entitled to take infectious disease emergency leave starting on the prescribed date for as long as they are not
performing the duties of their position as determined by the provisions above and the infectious disease is designated by the
regulations.

Infectious disease emergency leave with pay

Retroactive to April 19, 2021, employees on infectious disease emergency leave may be entitled to receive up to three days of
pay and at their regular rate up to $200 a day. These days must be taken as full days and employees are not entitled to
overtime or premium pay for this time off.

Employees on infectious disease emergency leave due to travel restrictions or other prescribed reasons may not be eligible for
leave with pay.

Conditions

Declared emergency leave may be extended beyond the initial period of absence due to an order made under the Emergency
Management and Civil Protection Act.

Employees who take emergency leave must advise the Township of South Algonquin that they plan to do so as soon as
possible. If an employee must begin the leave before advising the company, they must communicate it as soon as possible.

The Township of South Algonquin may require an employee taking emergency leave to provide evidence reasonable in the
circumstances that the employee is entitled to the leave. However, an employee who takes infectious disease emergency
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leave is not required to provide a certificate from a qualified health practitioner as evidence.

Reservist Leave

Employees who are military reservists and who are deployed to an international operation, or to an operation within Canada
that provides or will provide assistance in dealing with an emergency or its aftermath (including search and rescue operations),
are entitled under the ESA to unpaid leave for the time necessary to engage in that operation. To be eligible for reservist
leave, the employee must have worked for the Township of South Algonquin for at least six consecutive months.

Employees on a reservist leave are entitled to be reinstated to the same position if it still exists or to a comparable position if it
does not. Seniority and length of service credits continue to accumulate during the leave. the Township of South Algonquin is
not required to continue any benefit plans during the employee’s leave; however, employees can provide payment in advance
of the leave to cover the cost of the benefits so that they may continue while on the leave.

Organ Donor Leave

Employees continuously employed by the Township of South Algonquin for 13 weeks are entitled to take unpaid job-protected
leave from work for organ donation.

The organ donor leave must begin on the date of the surgery, although it may begin earlier where a medical practitioner
specifies an earlier date in a written certificate. The employee may take leave for up to 13 weeks, although in cases where the
doctor declares that the employee cannot resume their work, additional time will be granted. The maximum period of the
extended leave is 13 weeks.

Employees taking organ donor leave must provide the Township of South Algonquin with a minimum of two weeks’ notice of
their intention to take the leave. Employees must provide a medical certificate confirming the reasons for and the expected
duration of the leave.

Family Caregiver Leave

All employees, regardless of their length of service with the Township of South Algonquin, are entitled to eight weeks of unpaid
job-protected leave per calendar year, taken in entire weeks, and for each family member requiring care, as specified in the
legislation.

The employee can take the time for the family members described below in order to care for or support a family member if a
qualified health practitioner issues a certificate stating that the individual has a serious medical condition. A serious medical
condition may include a condition that is chronic or episodic.

For the purpose of this leave, a family member includes:

• The employee’s spouse;

• A parent, stepparent, or foster parent of the employee or the employee’s spouse;

• A child, stepchild, or foster child of the employee or the employee’s spouse;

• A grandparent, step-grandparent, grandchild, or step-grandchild of the employee or the employee’s spouse;

• The spouse of a child of the employee;

• The employee’s brother or sister;

• A relative of the employee who is dependent on the employee for care or assistance; or

• Any individual prescribed as a family member for the purpose of this section.

Medical Certificate

The Township of South Algonquin requires that employees provide a medical certificate from a qualified health practitioner
(could include a physician, registered nurse, or psychologist) stating that the individual has a serious medical condition. This
should be provided to the Township of South Algonquin before the start of a family caregiver leave unless an emergency
occurs. The medical certificate must be from the qualified health practitioner who is caring for the ill individual and must state
that the family member is suffering from a serious medical condition.

Notice

Employees must give notice in writing to the Township of South Algonquin, along with the medical certificate, before the start
of a family caregiver leave. If an employee must begin a family caregiver leave before notifying the Township of South
Algonquin due to an emergency, the employee must notify the Township of South Algonquin in writing about the leave as soon
as possible after its start.

Critical Illness Leave
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All employees employed with the Township of South Algonquin for at least six consecutive months are entitled to up to 37
weeks of unpaid job-protected leave to provide care or support to a critically ill minor child (as certified by a qualified health
practitioner). A “critically ill minor child’ refers to a minor child whose baseline state of health has significantly changed and
whose life is at risk as a result of an illness or injury.

All employees employed with the Township of South Algonquin for at least six consecutive months are entitled to up to 17
weeks of unpaid job-protected leave to provide care or support to a critically ill adult (must have been certified by a qualified
health practitioner).

For the purpose of this leave, a minor child includes a child, stepchild, foster child, or child who is under the legal guardianship
of the employee and under the age of 18. An adult refers to an individual 18 years of age or older. The leave is restricted to
instances where family members of the employee as defined by the act are critically ill.

Length of Leave

If the qualified health practitioner sets out a period of less than the prescribed weeks of leave, the employee is entitled to take
the leave only for the number of weeks in the period specified in the medical certificate. If the qualified health practitioner sets
out a period of 52 weeks or longer, the employee’s leave must end no later than the last day of the 52-week period.

If a critically ill minor child or adult dies while an employee is on leave, the employee’s entitlement to be on leave ends on the
last day of the week in which the minor child or adult dies.

Further Leave

If a minor child or adult remains critically ill while the employee is on leave or after the employee returns to work, but before
the 52-week period expires, the employee is entitled to take an extension of the leave or a new leave if they meet the proper
requirements. If the minor child or adult remains ill after the 52-week period expires, the employee is entitled to take another
leave if the leave requirements are once again met.

Medical Certificate

The Township of South Algonquin requires that employees provide a medical certificate from a qualified health practitioner
(could include a physician, registered nurse, or psychologist) before starting a critically ill child leave, unless an emergency
occurs. The medical certificate must state that the child is critically ill and requires the care or support of one or more parents
and it must also set out the time period during which the child requires the care or support of the employee.

Notice

Employees must give notice in writing to the Township of South Algonquin, along with the medical certificate, before the start
of a critical illness leave. The employee must also provide a written plan that indicates the weeks in which he or she will take
the leave.

If the employee must begin a critical illness leave before notifying the Township of South Algonquin due to an emergency
situation, the employee must notify the Township of South Algonquin in writing about the leave as soon as possible after
beginning it and provide a written plan that indicates the weeks in which they will take the leave.

Child Death Leave

For the purpose of this leave, a child includes a child, stepchild, foster child, or child who is under the legal guardianship of the
employee and is under 18 years of age. “Crime” means an offence under the Criminal Code of Canada, other than an offence
prescribed by the regulations made under paragraph 209.4(f) of the Canada Labour Code.

Length of Leave

All employees employed with the Township of South Algonquin for at least six consecutive months are entitled to up to 104
weeks of unpaid job-protected leave if their child dies. Employees may take their leave only during the 105-week period that
begins in the week the child dies.

Please note that an employee is not entitled to this leave of absence if the employee is charged with a crime in relation to the
death or if it is probable that the child was a party to a crime in relation to their death.

Notice

Employees must give written notice to the Township of South Algonquin before starting the leave. The employee must also
provide a written plan that indicates the weeks when they will take the leave.

If an employee must begin a child death leave before notifying the Township of South Algonquin due to an emergency
situation, the employee must notify the Township of South Algonquin} in writing about the leave as soon as possible after
beginning it and provide a written plan that indicates the weeks in which they will take the leave.

Crime-Related Child Disappearance Leave
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All employees employed with the Township of South Algonquin for at least six consecutive months are entitled to up to 104
weeks of unpaid job-protected leave if their child disappears and it is probable considering the circumstances that the child
disappeared as the result of a crime.

Generally, an employee who takes a crime-related child disappearance leave must take the leave in a single time period,
although limited exceptions do apply. For exceptions and unusual circumstances related to this leave, please consult your
manager or refer to the ESA.

If an employee’s child is found alive while the employee is on leave, the employee is entitled to stay on leave for an additional
14 days. If an employee’s child is found dead, the employee’s entitlement to be on leave ends at the end of the week in which
the child is found.

If it becomes probable, considering the circumstances, that the disappearance of the child is not the result of a crime; the
leave must end on the day on which it no longer seems probable.

Please note that an employee is not entitled to this leave of absence if the employee is charged with the crime or if it is
probable that the child was party to the crime.

Evidence

The Township of South Algonquin may ask an employee to provide reasonable evidence to support the employee’s entitlement
to a crime-related child disappearance leave.

Notice

Employees must give written notice to the Township of South Algonquin before starting the leave. The employee must also
provide a written plan that indicates the weeks when they will take the leave.

If an employee must begin a crime-related child disappearance leave before notifying the Township of South Algonquin due to
an emergency situation, the employee must notify the Township of South Algonquin in writing about the leave as soon as
possible after beginning it and provide a written plan that indicates the weeks in which they will take the leave.

Domestic or Sexual Violence Leave

All employees employed with the Township of South Algonquin for at least 13 consecutive weeks are entitled to up to 10 days
and up to 15 weeks of protected leave if an employee or a child of an employee experiences domestic or sexual violence, or
the threat of domestic or sexual violence. If an employee takes any part of a day as leave, the Township of South Algonquin
may consider the employee to have taken one full day of leave. If an employee has taken part of a week as leave, the
Township of South Algonquin may consider the employee to have taken one full week of leave. Under this leave, employees
are entitled to take the first five days as paid days of leave. The balance of the employee’s entitlement are unpaid days. the
Township of South Algonquin will pay the first five days of domestic or sexual violence leave at the amount prescribed by
legislation.

For the purpose of this leave, a child includes a child, stepchild, foster child, or child who is under the legal guardianship of the
employee and is under 18 years of age.

Please note that an employee is not entitled to this leave of absence if the domestic or sexual violence is committed by the
employee.

Confidentiality

the Township of South Algonquin will ensure mechanisms are in place to protect confidentiality of records given to or produced
by the Township of South Algonquin that relate to an employee taking domestic or sexual violence leave.

Notice

Employees should give notice in writing to the Township of South Algonquin before the start of a domestic or sexual violence
leave. The employee must also provide a written plan that indicates the weeks in which they will take the leave.

If an employee must begin a domestic or sexual violence leave before notifying the Township of South Algonquin due to an
emergency situation, the employee must notify the Township of South Algonquin in writing about the leave as soon as possible
after beginning it and provide a written plan that indicates the weeks in which he or she will take the leave.

Jury Duty Leave

the Township of South Algonquin recognizes and respects the need for employees to complete jury duty and will make
accommodations for employees who have been selected to participate on a jury.

Procedure

• Employees selected for jury duty must provide as much advance notice as possible of the start of their jury duty.

• Employees should include in their advance notice a copy of their summons to jury duty.
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• Employees will be granted leave with pay to serve as jurors.

• Where the jury duty lasts for only part of a day, the employee must return to work (where possible) for the remainder of the
day.

• Once the jury leave has concluded, the employee must provide evidence of the jury leave in the form of documentation from
the court clerk confirming the days that the employee participated on the jury.

• Any employee who must appear in a court of law as a plaintiff, defendant, or witness shall not be eligible for a paid leave of
absence. In these instances, the employee may use vacation time or request an unpaid leave of absence.
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Compensation and Benefits
Pay Equity Policy

Intent

Township of South Algonquin has adopted this policy to ensure that all compensation is equitable and that equal pay is
provided for equal work. The Township of South Algonquin will comply with Ontario’s Pay Equity Act, and shall take factors of
skill, effort, responsibility, and working conditions into consideration when determining whether work is equal or of equal value.
Documentation will be maintained throughout the process to ensure the appropriate implementation and enforcement of this
policy.

Definitions

The following definitions are taken from Ontario’s Pay Equity Act:

Pay equity: Equal pay for work of equal value.

Job class: One or more positions which have similar duties and responsibilities; require similar qualifications; are filled by
similar recruiting procedures; and have the same compensation schedule, salary grade, or range of salary rates.

Female job class:

1. A job class in which 60 percent or more of the members are female,

2. A job class that a review officer or the Hearings Tribunal decides is a female job class or a job class that the employer,
decides is a female job class.

Male job class: Except where there has been a decision that a job class is a female job class as described in clause (b) of the
definition of “female job class,” a job class in which 70 percent or more of the members are male, or a job class that a review
officer or the Hearings Tribunal decides is a male job class or a job class that the employer, decides is a male job class.

Job-to-job method of comparison: The method of determining whether pay equity exists that is set out in section 6 of the Pay
Equity Act.

Salary grade: A grouping of job classes to be paid the same or similar rates of pay.

Pay range: The minimum and maximum pay rates (in dollars) for jobs in a particular salary grade.

Skill: A required general factor to be considered in developing a gender-neutral comparison system that measures the degree
or amount of knowledge, education, experience, or special skills needed to perform the job.

Effort: A required general factor to be considered in developing a gender-neutral comparison system that measures the
physical or mental exertion needed to perform a job.

Responsibility: A required general factor to be considered in developing a gender-neutral comparison system that measures
the number and nature of a worker's job obligations, the degree of accountability, and the degree of authority required to
perform a job.

Working conditions: A required general factor to be considered in developing a gender-neutral comparison system that
measures such things as exposure to the elements, health and safety hazards, workplace environment, hours of work, and any
other terms or conditions of employment.

Guidelines

The Township of South Algonquin is committed to maintaining pay that is competitive with wages paid by similar employers
and pays employees in jobs of comparable value equitably in compliance with all applicable legislation. The value of positions
will be assessed under the four factors used by the Pay Equity Commission: skills, effort, responsibility, and working conditions.

Procedures

Each position within the Township of South Algonquin will be evaluated regularly (at least every three years) or when
significant changes occur or a new job is introduced. The jobs will be evaluated using a gender-neutral factor comparison
system that uses the four factors identified by the Pay Equity Commission.

• Job positions will be grouped into job classes.

• Female, male, and neutral job classes will be determined.

• Using the gender-neutral job evaluation system, a point value will be assigned that measures the value of each of these job
classes.
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• Job classes of similar point value will be grouped into common bands.

• Female job classes will be compared to male job classes within the same point band.

• Using either the job-to-job comparison method or the proportional method, a determination will be made whether the female
job class requires a pay equity adjustment.

• The Township of South Algonquin will adjust pay rates in accordance with the required pay equity amounts.

Exceptions

Township of South Algonquin recognizes that the Pay Equity Act permits differences in pay due to seniority, merit, piecework,
or differences not due to gender. If Township of South Algonquin deems that there is a difference in pay due to these accepted
exceptions, then there will be no need for pay equity adjustments to be applied.

52

Township of South Algonquin HR Policies
165



Conduct
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Conflict Resolution Policy
Volunteer Policy
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Conduct
Company Dress Code

1.0 Policy

Employees of the Township of South Algonquin (“the Township”) are expected to adhere to standards of dress and appearance
that are compatible with an effective working environment and respectful of the community we serve. Employees, who display
grooming habits, wear apparel or display tattoo(s) which are disruptive, provocative, revealing, profane, vulgar, offensive or
obscene, or which may endanger the health and safety of themselves or others, is prohibited. A copy of this policy will be
provided to employees upon hiring.

2.0 Purpose

The purpose of this policy is to ensure that the staff members are dressed appropriately, respectfully and safely for the jobs
they are employed to perform.

3.0 Clothing

Employees should wear clothing appropriate to the tasks that are inherent to their job assignments and must be dressed in a
manner that is suitable for both the job and weather conditions. All clothing must be clean and in good repair.

Staff members represent the Township of South Algonquin during all scheduled hours of work and must dress accordingly.

Examples of clothing that are reflective of this policy include:

• Shorts: Only longer length walking shorts are acceptable. Short and/or tight fitting, clinging shorts and exercise apparel are
not appropriate work wear.

• Skirts and dresses: Knee length or longer skirts are acceptable.

• Pants: Casual pants, dress pants or jeans may be worn. Low rise pants which reveal undergarments, jogging pants, exercise
pants leisure pants are inappropriate for the workplace.

• Tops: Collared shirts and t-shirts in good repair are acceptable in the workplace. Examples of inappropriate tops include
muscle shirts, tube tops, spaghetti straps tops, belly baring tops, tops with low cut necklines and see through tops. T-shirts and
tops bearing controversial logos, messages or pictures may not be worn by employees while on duty.

4.0 Footwear

Works Department Employees must wear CSA approved footwear. Office staff when required to work outside of their normal
working environment must wear appropriate footwear.

5.0 Jewellery

Employees may not wear watches, rings, chains, bracelets, visible body piercing jewellery or earrings that present a safety
hazard to themselves or to others. The Township of South Algonquin will not be responsible to replace or to repair damaged or
lost jewellery.

6.0 Personal Protective Equipment

Employees must wear, use and properly maintain personal protective equipment as required by the Occupational Health and
Safety Act, its Regulations, all Township of South Algonquin Health & Safety Policies, and as directed by their supervisor.

7.0 Consequences

Consequences will result if an employee’s apparel or appearance is such that:

• it constitutes a threat to the health or safety of others in the workplace,

it distracts the attention of other employees from their work, or

• it is otherwise in contravention of any part of this dress code policy.

Where a staff member reports to work wearing inappropriate attire or projecting an inappropriate appearance, the manager
will provide a warning to the individual that they are expected to change their apparel or appearance. At the time of the initial
warning and for the remainder of the scheduled shift, the extent and the mechanism of change required will be directed by the
manager.

Should a member of staff report for work on a second occasion, dressed inappropriately, he or she may be asked to go home
and to change into appropriate attire. The time off of working hours required to return home to change into appropriate
clothing will be deducted from the employee’s accumulated overtime, stat time or from his or her regular hours of work and it
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will be noted in his or her supervision file.

Repeated failure to comply with this policy will result in progressive disciplinary action, up to and including termination.
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Conduct
21-648 Staff Code of Conduct
THE CORPORATION OF

THE TOWNSHIP OF SOUTH ALGONQUIN

BY-LAW NO. 21-648

BEING A BY-LAW TO ADOPT A STAFF CODE OF CONDUCT

WHEREAS the Municipal Act S.O. 2001, c.25 provides for the Staff Codes of Conduct

AND WHEREAS the Council of The Corporation of the Township of South Algonquin is authorizing a Staff Code of Conduct in
accordance with the Municipal Act S.O. 2001, c.25

NOW THEREFORE the Council of The Corporation of the Township of South Algonquin hereby enacts the following as a by-law;

1. THAT the Council for the Township of South Algonquin hereby adopts the Staff Code of Conduct attached hereto as Schedule
“A” and forming part of this by-law;

2. THAT this By-law shall come into force and take effect on the date of its final

passing.

3. THAT the CAO / Clerk-Treasurer for the Township of South Algonquin is hereby authorized to make minor modifications or
corrections of a grammatical or typographical nature to the By-law and schedule, after the passage of this By-law, where such
modifications or corrections do not alter the intent of the By-law.

4. THAT any other by-law inconsistent with or antedating this by-law is hereby repealed.

READ A FIRST & SECOND TIME this 7th day of July, 2021.

_________________________ ______________________________

Jane A.E Dumas, Mayor Bryan Martin, CAO Clerk-Treasurer

READ A THIRD TIME AND PASSED this 7th day of July, 2021

_________________________ _____________________________

Jane A.E Dumas, Mayor Bryan Martin, CAO Clerk-Treasurer

POLICY MANUAL

POLICY NO. ADM 014-00

For Township of South Algonquin

EFFECTIVE DATE: July 7, 2021

Revised:

SUBJECT:

Code of Conduct Policy for Employees of the Township of South Algonquin

DEPARTMENT: Administration

POLICY STATEMENT:

All employees of the Township of South Algonquin will adhere to the Code of Conduct Policy to ensure that there is no conflict
between their personal interests and official duties. Failure to comply with any of these procedures may expose an employee
to disciplinary action and/or action through the Courts.

BACKGROUND:

The Township has implemented this Code of Conduct Policy in order to both promote professionalism and to ensure that the
relationship of trust that exists between staff, Council and the public remains an integral part of local government in the
Township. Since its inception, local government has been understood to be an open, accessible and accountable form of
government.
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The purpose of this Policy is to document and formalize standards of ethical conduct as they apply to municipal employees.
This policy embodies the basic principles of honesty, impartiality and common sense and recognizes that a municipal employee
has a responsibility to uphold these principles.

The proper operation of a municipal government requires that employees be independent, impartial, and responsible to the
citizens; that their positions not be used for personal gain and that the public have confidence in the integrity of municipal
employees.

METHOD OF UPDATING THIS POLICY:

As new issues arise, the Code will be reviewed and modified according to current situations. Any comments or suggested
revisions should be directed to the Administration Committee through the Township Clerk’s Office.

This Code of Conduct applies to all employees of the Township.

Each employee is responsible for understanding and complying with this Code, and should seek clarification from their
immediate supervisor, or the Township Clerk, on any segment they do not understand.

Each supervisor is responsible to ensure that every employee under their direct supervision has received a copy of this Code,
and any points of confusion have been clarified.

GENERAL:

1) Employees will promote the goals, objectives and policies of the Township of South Algonquin.

2) The Township expects a standard of dress and grooming from employees that is reasonable and appropriate under the
circumstances of their position within the Township of South Algonquin and in accordance to the Townships Dress Code Policy.

3) Employees will acknowledge and recognize the dignity and worth of every person they serve, and with whom they speak.

4) Employees must provide service in a manner which respects the dignity and independence of persons with disabilities, and
adhere to the provisions of the Accessibility for Ontarians with Disabilities Act (AODA).

5) Employees will ensure, in the performance of official duties, equality of treatment to all persons and, shall refrain from
showing preferential treatment to any person, group, or organization.

6) All Township of South Algonquin employees in the course of their assigned duties must refrain from physical or verbal abuse
or threats towards fellow employees or members of the general public.

7) Employees will disclose in writing to their Department Head any business, commercial, or financial interest where such an
interest might be construed as being in actual or potential conflict with their official duties. This written disclosure is kept in the
employee’s personnel file for the duration of employment.

8) Employees will not engage in any business, dealing, or transaction or have a financial or other personal interest which is in
conflict with the discharge of their official duties.

9) Employees shall not knowingly participate in any decision or promotion or make any recommendation, in which they or their
family has any financial interest, except as a resident of the Municipality.

10) Employees may not knowingly sell goods, materials, or services to the municipality without the express permission of the
CAO.

11) Township of South Algonquin employees may wish to report to their Department Head alleged breaches of conflict of
interest committed by fellow Township of South Algonquin employees.

12) Employees will not benefit from the use of information acquired or used, and that is not generally available to the public,
during the course of official duties.

13) Employees shall safeguard and protect any confidential information which they are privy to as a result of their employment
with the Township. Employees shall not disclose or otherwise release such confidential information to any person or agency
other than authorized Township staff or officials, at any time during or following their employment, except as required by law
in accordance with the Townships confidentiality policy.

14) Employees will not engage in any outside work, private employment, business, or undertaking for any person, group, or
organization, which might interfere with the performance of their duties as a Township employee, without the prior approval of
their Department Head and the CAO.

15) Employees may not use, take, acquire, or benefit from any property or asset owned, controlled or managed by the
municipality for activities or purposes not associated with the discharge of official duties.

16) Amenities such as electronic mail, voice mail, internal mail, cell phones and bulletin boards are provided only for Township
business and sponsored activities, and must not be used for personal business unless otherwise authorized by Council
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17) No employee shall sell, transfer, publish, disclose, display or otherwise make available computer programs, purchased
software programs, technological innovations, or other tangible property or rights owned by the municipality.

18) Upon termination of employment, employees shall deliver to their supervisor all correspondence, images, drawings,
documents, computer files, paper files, and all other property belonging to the Township which may be in the employee’s
possession or control. This includes property made or prepared by the employee and relating in any way to the affairs of the
Township.

19) Nothing in the preceding conditions prevents the Township from implementing disciplinary measures for inappropriate
activities not specifically listed.

20) Any employee, who is in doubt about the interpretation or application of this Code of Conduct, should seek clarification
from their immediate supervisor, or the Township CAO.

21) Employees are expected to report to work in a fit condition to carry out their work duties. Employees reporting to work in
an unfit condition will be sent home without pay. The Township considers as being unfit if an employee is under the influence
of alcohol or other substance which may affect their ability to perform adequately in accordance with the Fit for Duty policy

22) Employees shall work in accordance with the Occupational Health and Safety Act and shall ensure all applicable safety
regulations and procedures are followed. They will not conduct their work activities in a manner that may cause injury to
themselves or others, or damage equipment or property

PROFESSIONAL BEHAVIOUR:

1) The Township’s employees are ambassadors of the Township. Thus, each employee must be conscious of the Township’s
public duty and their part in the discharge of that duty. They are expected to conduct themselves with the highest degree of
ethical behavior and integrity.

2) Employees, as representatives of the Township, are expected to reflect a professional image. As with external relations,
employees must be professional and courteous with their coworkers. They should be aware of the effect that their workplace
behavior has on others. Employees are expected to be reasonable and fair in their expectations of each other, and resolve any
conflict in a mature and professional manner.

3) An employee of the Township may not be in arrears to the municipality for rates and service charges (i.e. personal
purchases, rentals etc.) for a period longer than 3 months. A municipality may deduct any outstanding amounts from a staff
member’s salary after this period.

GIFTS, BENEFITS, AND ENTERTAINMENT:

1) Employees will not place themselves in a position where they could derive any benefit or gain from any Municipal contracts,
persons, groups, companies, or organizations with which the Township does business.

2) Employees will not demand, accept, or agree to accept from a person, group, or organization that wishes to have business
dealings with the Township, a nominal gift, benefit, favour, discount hospitality, or gratuity for personal benefit.

POLITICAL ACTIVITY:

The Township recognizes the right of employees to engage in political activities for all levels of government consistent with the
following:

1) Employees may engage in any political activity as long as it does not impair, or is not perceived as impairing, the
employee’s ability to perform their duties impartially.

2) Political activity may only occur outside of employee’s working hours.

3) Political activity may not occur by the employee while representing, or being perceived to represent the Township.

4) The actions of employees involved in any political activity shall not result in a corporate conflict.

5) An employee may be a candidate in a municipal election provided the requirements of the Municipal Act and Municipal
Elections Act are followed.

6) No employee is allowed to actively campaign, solicit or promote any political candidate at the municipal, provincial or
federal levels of government in the course of their regularly scheduled duties during the workday. Any political activity must
occur outside of regularly scheduled hours for all Township employees.

7) An employee seeking the nomination or candidacy of any elected provincial or federal political office must request an
unpaid leave of absence from the time of declaration of intent until the cessation of the political candidacy.

8) Township employees may run for and serve in municipal elected offices provided no conflict of interest exists between the
elected office and the employee’s responsibility to the Township. Employees will disclose in writing to the CAO their intent to
seek the role of elected official on a municipal government.
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9) Employees will disclose in writing to the CAO their interest to seek appointment to an Advisory Board or any other
appointed Board.

STAFF/COUNCIL RELATIONS:

1) Employees shall deal with all members of Council in an objective, respectful and impartial manner at all times.

2) Employees must recognize that elected officials are responsible for the establishment of policy and that employees are
responsible for implementation of the directives originating from Council.

MANAGEMENT RESPONSIBILITY:

1) As part of effective management, each supervisor must ensure that employees reporting to them are aware of, and in
compliance with, this Code of Conduct.

2) Prior to taking action on suspected breaches, advice should be sought from the Township CAO. It is the responsibility of
Management to ensure that each suspected wrongdoing is investigated and acted upon.

VIOLATION OF CODE OF CONDUCT:

1) The preceding guidelines and expectations, as well as the related policies, re-affirm the Township’s commitment to
integrity, objectivity and professionalism in delivering services to the public.

2) Maintaining the taxpayer’s confidence and trust in local government and its employees is of the utmost importance. The
high standards of conduct expressed in this document are intended to ensure that this public trust is not compromised. As
such, every employee is expected to be fully aware of, and in compliance with, the Code and its related policies.

3) Violation of this Code is a serious matter and any employee in violation of this Code will be treated firmly, fairly and
consistently. In addition, any employee who has contravened this Code shall be subject to such disciplinary actions (up to and
including dismissal) as is deemed appropriate by Township Council under the circumstances.

4) If an employee is accused of violating this policy, the procedure will be as follows:

a) the employee will be encouraged to document their version of the alleged incident, including times, places, what happened
and any witnesses.

b) the complainant will present their version of the alleged incident, in writing to the CAO, in similar fashion. The CAO will
direct the matter to the appropriate Department/Committee.

c) the appropriate Department/Committee will deal with the issue as quickly as possible and make a judgment after reviewing,
interviewing, investigating and confirming the details. Their recommendation for action will be presented ‘in camera’ for
Council approval. If the complaint is unfounded and/or made in bad faith, this will surface and be dealt with during the
investigative process.

5) Any employee under investigation for suspected fraud or other wrong doing may be removed from the workplace, with or
without pay, or be re-assigned to other duties pending completion of the investigation, depending on the particulars of the
case and the best interests of the Township.

6) Nothing in this Code is intended to conflict with the Township’s obligations to its employees under any other agreement or
legislation, nor is this Code intended to undermine the firm commitment to the well-being and professional treatment of
employees. However, public service is a public trust, and as an organization entrusted with public funds, it is critical that every
employee re-affirm their commitment to the highest standards of ethical behaviour. It is in this spirit that the Code is
implemented.
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Conduct
Conflict Resolution Policy

Intent

Township of South Algonquin is committed to providing a workplace free of conflict, where employees are treated with fairness,
dignity and respect. Township of South Algonquin has instituted this policy to provide employees with an outlet to raise
concerns regarding any conflict in the workplace or dissatisfaction with respect to issues related to their employment in an
open and fair manner with provisions made to ensure their prompt and reasonable resolution. Under no circumstance should
any employee fear discrimination or reprisal in the workplace as a result of the filing of a complaint.

Guidelines

Conflicts

The following conflicts should be reported, and Township of South Algonquin shall strive to address them with reasonable
resolutions.

• Disputes with co-workers or managerial staff with unwanted, and unresolved consequences.

• Perceived unfair or inequitable treatment.

• Harassment whether sexual, discriminatory, or personal in nature.

• Abuse of authority.

• Administration of company policies.

Conflict Reporting Procedure

Discussion

• Employees are encouraged to discuss the unwanted behaviour or actions with the offending party as the situation dictates.

• Under ideal circumstances, the two parties shall reach a reasonable resolution without the necessity of the filing of a formal
complaint.

• In the event that a discussion is not feasible or fails to reach a reasonable resolution, a formal complaint may be filed.

Reporting

• Complainants should record the details of the unwanted circumstance(s), the names of any applicable witnesses, and any
attempts made to resolve the issue heretofore.

• Formal complaints stemming from unresolved employee or managerial conflicts shall be submitted in writing with any
pertinent documentation, to the CAO.

• Formal complaints regarding the CAO shall be forwarded to the Chair of the Human Resources committee and may be
redirected to a third party of Council's choosing for investigation

• Formal complaints shall be reviewed and investigated.

• Formal complaints must be submitted within 14 days from the date of the alleged incident(s).

• In all cases where formal complaints have been lodged, it is important to maintain a policy of strict confidentiality between
the complainant and the responder (manager / CAO). For investigative purposes, the offending party may be notified.

• Anonymous complaints shall not be reviewed.

Employee Expectations

Employees

• Employees are required to fully comply with the Conflict Resolution Policy.

• Shall be treated fairly throughout the process, as either a complainant, or alleged offending party.

• Shall be responsible for maintaining confidentiality regarding their involvement, and the complaint itself.

• Shall co-operate with any investigations in relation to complaints.

Management / CAO
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• Management and the CAO shall be responsible for enacting preventative measures to ensure a workplace that is free from
harassment, and for the communication of policy and procedures contained herein.

• Management and the CAO shall receive and address properly filed complaints in an appropriate fashion.

• In the event that the complainant and the offending party are engaged in a subordinate-supervisor relationship, they may be
physically removed from each other on a temporary basis, and may require a change in their reporting relationship.

• Investigate, or co-investigate any complaints, claims and documentation therein.

• Attempt to reach a reasonable resolution to the conflict.

• Inform the complainant and the offending party of possible resolutions available.

Resolutions

• If an apology is made by the offending party, and the complainant accepts the apology, this may be viewed as a reasonable
resolution.

• All attempts shall be made to reach a reasonable resolution through mediation of the complaint with both parties
involvement.

Where the complaint is substantiated:

In the event that a complaint is substantiated and a reasonable solution to halt the unwanted behaviour or action through
mediation is not possible, the following actions shall be taken for the offending party:

• Written warning/reprimand.

• Education and training.

• Suspension.

• Termination of Employment.

Where the complaint is not substantiated:

In the event that a complaint is not substantiated due to lack of evidence or other reasons, both parties shall be informed with
the rationale used. The complainant shall be notified first.

Both parties should be reminded that an unsubstantiated complaint does not necessarily mean that it was filed under false or
frivolous pretences.

A complainant may request that the investigation be re-opened in the event that pertinent new evidence can be provided, or a
reprisal due to the allegation has occurred.

Records

Township of South Algonquin shall keep on file all formal complaints, and the accompanying documentation, and the findings of
any investigation.

Information from a previous investigation resulting in a substantiated complaint may be used for review and consideration
purposes in the event of a new allegation.

False or Frivolous Complaints

• Employees should be cognizant of the fact that a formal complaint against another employee is a serious allegation with
repercussions.

• Where a complaint is found to be either false or frivolous, or where supporting documentation for a complaint has been
falsified, the complainant or witness may be subject to disciplinary measures up to and including termination of employment.
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Conduct
Volunteer Policy

Intent

Township of South Algonquin recognizes it is our responsibility as a municipality to help strengthen the communities in which
we live and work. Consequently, we encourage our employees to become involved in their communities, lending their
voluntary support to programs that enrich the quality of life and opportunities for all citizens.

The Township of South Algonquin will devote time and energy to programs, associations and organizations within the
community, and require volunteer efforts.

Guidelines

Eligibility

• All full-time employees are eligible;

• Interested employees must have a fully competent performance rating or above;

• Interested employees should meet with their managers to discuss their volunteer choice, schedule, and to receive approval
prior to making any commitments.

Standards for Volunteer Involvement

To ensure the safety of our employees, and to maximize the potential benefits of participation in volunteerism, The Township
of South Algonquin requires that any organization, event or association that requires the volunteer efforts of the company,
meet the following standards:

• The organization, association or event are categorized as having an alignment with the Township of South Algonquin's values
and beliefs, and provides a benefit to the community.

• The organization, association or event has obtained appropriate levels of insurance for volunteers. All registered volunteers
working with committees affiliated with the Township should be covered against general liability claims made by another
person as a result of their volunteer work.

• A qualified person is responsible for the volunteer program.

• Any health and safety risks are clearly identified, and appropriate training is provided.

• A clearly communicated volunteer screening process is consistently applied.

• Volunteer assignments address the purpose of the organization, association or event and involve volunteers in meaningful
ways – reflecting their various abilities, needs and backgrounds.

• Volunteers will receive orientation to the designated position, and receive training for their volunteer assignment.

• Volunteers receive appropriate levels of supervision according to their task and are given regular opportunities to receive
and give feedback.

• Volunteers are welcomed and treated as valuable and integral members.

• The contributions of volunteers are regularly acknowledged with formal and informal recognition methods.

Volunteer Time

• Volunteer time should not conflict with the peak work schedule, other work related responsibilities, create a need for
overtime, or cause conflicts with other employees' schedules.

• Time away from work for volunteering purposes may occur during lunchtime, before work, after work, or on the weekends
depending upon the type of volunteer program the employee is involved in.

• Volunteer time should be regular and on a set schedule to help with the coordination of other work related responsibilities.

Volunteer Screening Process

• Each volunteer position must be evaluated for levels of risk involved in the performance of expected duties. Where specific
risks exist, appropriate screening procedures will be employed.

• Job descriptions will be developed for all volunteer positions to ensure that only qualified individuals are asked to perform
specific roles.

62

Township of South Algonquin HR Policies
175



• Application forms must be completed.

• All persons applying for volunteer positions must be interviewed to determine their suitability for the role, and for the
organization.

• The Township of South Algonquin will conduct reference checks for all volunteer candidates.

• In the event that a volunteer will be required to work with youth or vulnerable populations, the candidate must provide a
"Clear" Police Records Check.

• All volunteers will be required to attend and successfully complete any training regarding the position, as well as all required
health and safety training before starting work in their position.

Record Keeping and Reporting

Volunteering records will be maintained, including dates of service, positions held, performance levels achieved and any
applicable recognition or awards.

Township of South Algonquin Policies

All Township of South Algonquin employees are expected to adhere to company policies regarding Confidentiality,
Harassment, Conflict of Interest, and Health and Safety remain in the performance of their volunteer work, as they are acting
as representatives of the Township.

63

Township of South Algonquin HR Policies
176



Health and Safety
Substance Abuse (Drug and Alcohol) Policy
Safe Driving Policy
Working Alone Policy
Personal Protective Equipment (PPE) Policy
Cold and Inclement Weather Policy
Lifting and Material Handling Policy
Contractor and Employee Distinction Policy
Ladder Safety Policy
Hand Washing Policy
Preventive Maintenance Policy
Health and Safety Policy
COVID-19 Policy
Smoke-Free Workplace Policy
Workplace Violence, Harassment, and Sexual Harassment Policy
Workplace Hazardous Materials Information System (WHMIS) 2015 Compliance
Policy (GHS)
Reporting Workplace Injuries Policy - Ontario
Workplace Hazard Identification Policy
Workplace Accident Investigation Policy
Right to Refuse Unsafe Work Policy
Joint Health and Safety Committee Policy
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Health and Safety
Substance Abuse Policy (Drug and Alcohol)

Intent

Township of South Algonquin is committed to the health and safety of its employees and has adopted this policy to
communicate its expectations and guidelines surrounding substance use, misuse, and abuse.

Definitions

Drug: Any substance which can change or adversely affect the way a person thinks or feels, whether obtained legally or
illegally. This could include recreational cannabis (in any form), cocaine, opiates, and amphetamines.

Drug paraphernalia: Material or equipment used or intended for use in injecting, ingesting, inhaling, or otherwise introducing a
drug, illegal or controlled, into the human body.

Medication: Includes a drug obtained legally, either over the counter or through a prescription issued by an authorized medical
practitioner. For this policy, medications of concern are those that inhibit a worker’s ability to perform their job safely and
productively.

Alcohol: Any beverage containing any quantity of alcohol, including, beer, wine, and distilled spirits.

Guidelines

Employees under the influence of drugs or alcohol on the job can pose serious health and safety risks to both themselves and
their fellow employees. To help ensure a safe and healthy workplace, Township of South Algonquin reserves the right to
prohibit certain items and substances from being brought on to or present on company premises.

Expectations

The following expectations apply to employees and management alike while conducting work on behalf of the company,
whether on or off company property:

• Employees are expected to arrive to work fit for duty and able to perform their duties safely and to standard;

• Employees must remain fit for duty for the duration of their shift;

• Use, possession, distribution, or sale of drugs or alcohol during work hours, including during paid and unpaid breaks, is
strictly prohibited;

• Employees are prohibited from reporting to work while under the influence of recreational cannabis (whether ingested or
used topically) and any other non-prescribed substances;

• Use and possession of medically prescribed drugs is permitted during working hours, subject to the terms and conditions of
the company’s policies and all applicable legislation;

• Employees on medically approved medication must communicate to management any potential risk, limitation, or restriction
requiring modification of duties or temporary reassignment; and

• Employees are expected to abide by all governing legislation pertaining to the possession and use of cannabis.

Roles and Responsibilities

Township of South Algonquin will:

• Clearly communicate expectations surrounding alcohol and drug use, misuse, and abuse;

• Maintain a program of employee health and awareness;

• Provide a safe work environment; and

• Review and update this policy regularly.

Management will:

• Identify any situations that may cause concern regarding an employee’s ability to safely perform their job functions;

• Ensure that any employee who asks for help due to a drug or alcohol dependency is provided with the appropriate support
(including accommodation) and is not disciplined for doing so; and

• Maintain confidentiality and employee privacy.
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Employees must:

• Abide by the provisions of this policy and be aware of their responsibilities under it;

• Arrive to work fit for duty, and remain so for the duration of their shift;

• Perform work safely in accordance with established safe work practices;

• Avoid the consumption, possession, sale, or distribution of drugs or alcohol on company property and during working hours
(even if off company property);

• When off duty, refuse a request to come into work if unfit for duty;

• Report limitations and required modifications as a result of prescription medication;

• Report unfit co-workers to management;

• Seek advice and appropriate treatment, where required;

• Communicate dependency or emerging dependency to management or the CAO; and

• Follow the after-care program, where established.

Suspicion of Impairment

The following procedure may be enacted if there is reasonable belief that an employee is impaired at work:

1. If possible, the employee’s manager or supervisor will first seek another manager’s or supervisor’s opinion to confirm the
suspicion of impairment.

2. Next, the manager or supervisor will consult privately with the employee to determine the cause of the observation,
including whether substance abuse has occurred. Suspicions of an employee’s ability to function safely may be based on
specific personal observations. If the employee exhibits unusual behaviour including but not limited to slurred speech,
difficulty with balance, watery or red eyes, or dilated pupils, or if there is an odour of alcohol, the employee should not be
permitted to return to their assigned duties in order to ensure their safety and the safety of other employees or visitors to the
workplace.

3. If an employee is considered impaired and deemed “unfit for work,” this decision is made based on the best judgement of
two members of management and DOES NOT require a breathalyser or blood test. The employee may be advised that
Township of South Algonquin has arranged transportation to safely take them to their home address or to a medical facility,
depending on the determination of the observed impairment. The employee may be accompanied by a manager or supervisor
or another employee if necessary.

4. An impaired employee will not be allowed to drive. The employee should be advised if they choose to refuse employer-
organized transportation and decide to drive their personal vehicle, the company is obligated to and will contact the police to
make them aware of the situation.

5. A meeting may be scheduled for the following work day to review the incident and determine a course of action which may
include a monitored referral program as part of a treatment plan.

Possession at Work

Possession of alcohol, drugs, and drug paraphernalia on Township property is prohibited. Township property encompasses all
Township owned or leased property used by employees, including without limitation parking lots, vehicles, lockers, desks, and
closets.

Possession of alcohol, drugs, and drug paraphernalia is also prohibited while employees are acting on behalf of the
organization off of company premises. This includes attending events as a company representative.

Substance Dependency

Township of South Algonquin understands that certain individuals may develop a chemical dependency to certain substances,
which may be defined as a disease or disability. Employees are not excused from their duties as a result of their dependencies.
The Township of South Algonquin promotes early diagnosis. Any employee who suspects that they might have an emerging
drug or alcohol problem is expected to seek appropriate treatment promptly.

The Township will work with the individual who requests accommodation in an effort to ensure that the measures taken are
both effective and mutually agreeable, up to the point of undue hardship. Employees are encouraged to communicate any
need for accommodation to their immediate supervisor, and to work with them in addressing the concern.

Voluntary Identification

Employees are encouraged to communicate that they have a dependency or have had a dependency so that their rights are
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protected and they can be accommodated appropriately. Employees will not be disciplined for requesting help or due to
current or past involvement in a rehabilitation effort.

All medical information will be kept confidential by the Township of South Algonquin, unless otherwise authorized by law.

Medical Cannabis

Where an employee uses medical cannabis, the Township of South Algonquin requires that they provide a copy of their
medical documentation and abide by the company’s accommodation policy.

Agreement for the Continuation of Employment

The Township of South Algonquin reserves the right to invoke an agreement for the continuation of employment in accordance
with an employee’s commitment to become and remain alcohol- and drug-free. The agreement will outline the conditions
governing the employee’s return to the job and the consequences for failing to meet the conditions.

An agreement for the continuation of employment may include a requirement for drug or alcohol testing.

Disciplinary Action

Employees may be subject to disciplinary action up to and including termination of employment for failure to adhere to the
provisions of this policy, including but not limited to:

• Failure to meet prescribed safety standards as a result of impairment from alcohol or drugs; and

• Engaging in illegal activities (for example, selling drugs or alcohol while on company premises).
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Health and Safety
Safe Driving Policy

Intent

Township of South Algonquin has adopted this policy to provide our employees with a set of guidelines to ensure the safe
operation of motor vehicles while under the employ of the Township of South Algonquin, and to provide a set of procedures for
acceptable use when operating Township of South Algonquin owned and operated vehicles, or while travelling on Township of
South Algonquin business.

Guidelines

Any Township of South Algonquin employee that operates a Township of South Algonquin owned and operated vehicle or a
personal vehicle while conducting Township of South Algonquin business is required to:

• Comply with this policy and its associated procedures;

• Know and abide by all driving laws in all areas where they operate vehicles while conducting company business;

• Hold a valid driver's license in good standing, and the license held must be valid for the type of motor vehicle being used;

• Carry their license at all times;

• Provide a driver's abstract every year if they operate Township vehicles or equipment;

• Maintain the appropriate level of insurance;

• Notify managers of any health and safety concerns (unsafe or potentially hazardous), so that they may be dealt with
promptly;

• Use appropriate safety equipment as required;

• Report any incident, injury or hazard;

• Conduct a walk-around inspection prior to operating a vehicle;

• Wear a seatbelt all times, including all stages of pregnancy, and ensure that passengers do the same;

• Drive with the headlights on at all times;

• Secure cargo inside, or on, Township of South Algonquin's vehicles;

• Adjust headrests so the top of the rest is level with the top of the drivers and/or passengers head; and

• Drive in a safe and courteous manner at all time.

Only authorized employees of the Township of South Algonquin are allowed operate a Township of South Algonquin owned and
operated vehicle or a personal vehicle while conducting Township of South Algonquin business. If unauthorized personnel are
caught driving a Company vehicle, the authorized employee whose vehicle it is will be subject to disciplinary action, up to and
including termination of employment.

Safe Driving Techniques

Drivers are expected to employ safe driving techniques at all times while operating Township of South Algonquin owned and
operated vehicles, or while operating personally owned vehicles while on Township of South Algonquin business. Examples of
safe driving techniques include, but are not limited to:

• Maintaining a safe following distance between them and the vehicle in front of them, using the 3-6 second rule, depending
on vehicle length;

• Checking blind spots and signalling in advance before changing lanes;

• Driving within the posted speed limit at all times;

• Operating the vehicle at speeds that are safe for the conditions, recognizing that, in some circumstances (e.g. rain or fog)
this may be below the posted speed limit;

• Avoiding risk-taking when driving.

Passengers

While using (personal/company)vehicles for business purposes, Township of South Algonquin employees are prohibited from
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carrying passengers who are not staff members.

Distractions

Use of Mobile Phones

The Township of South Algonquin strictly prohibits the use of handheld mobile devices while operating Township of South
Algonquin owned and operated vehicles, or while operating a vehicle on Township of South Algonquin business. This includes
using the device to talk, text, type dial or e-mail at any point when driving, including at stop signs or lights.

Drivers are permitted to use hands-free communication devices such as a cell phone with an earpiece, headset or Bluetooth
using voice dialing or while being plugged into a vehicle's sound system. Voice activated devices are the safest form of hands-
free communication; however, in the event that it must be turned on manually, drivers are only permitted to push a button to
activate or deactivate the device's function. Button activated devices must be securely mounted in an easily accessible place
that does not require the driver to adjust their position to reach.

If an employee is driving and must make a manual phone call they must first pull over or stop in a safe area where they are not
impeding traffic or are unlawfully parked. Employees are discouraged from stopping on the shoulder of busy highways, unless
in the event of an emergency.

The only exemption from this policy is in the event that the driver must call 9-1-1 due to an emergency and where the driver
cannot stop to make said call.

Display Screens

Township of South Algonquin strictly prohibits employees from viewing display screens which are unrelated to driving (e.g.
laptop or DVD screens). Drivers are never permitted to have their laptops open and/or in use while driving. Laptops should be
shut off and safely stored.

If a passenger is using a laptop, they are not permitted to ask the driver to look at the laptop while they are operating the
vehicle – this includes when at stop signs and/or lights. If the driver states that the passenger's use of a laptop is distracting,
the passenger must turn off the laptop, close it, and stow it in a safe location.)

In the event that a laptop must be used, the driver must stop in a safe location which does not impede traffic or is an unlawful
parking area.

Global Positioning System (GPS)

Global Positioning Systems may be used only if the device is properly secured to the dashboard or windshield and is
programmed at the beginning of the trip before the driver leaves the parking area. The device should not be touched again
while driving.

If the GPS must be used during the course of the trip, the driver must stop or pull over in a safe location that does not impede
traffic and is lawful for parking.

Music

Radio and CD players may be used when in the vehicle but should be touched as little as possible and turned off if they are
found to be a distraction to the driver.

Employees are permitted to use their MP3 devices, provided that they have been set up prior to travelling and can be operated
through the vehicle's entertainment system controls. Employees are strictly prohibited from touching their MP3 device directly
during the trip.

Fatigue

Township of South Algonquin expects all employees to arrive at work well rested and ready to work. Workers who are fatigued
may be adversely affected as fatigue reduces a worker's ability to perform mental and physical tasks, including driving a
vehicle safely. Someone suffering from fatigue is more likely to:

• Have slower reaction times;

• Be unable to respond to changing conditions; and

• Take risks.

Employees experiencing fatigue are not permitted to drive and must notify their manager to determine an appropriate course
of action (e.g. arrange to have someone else operate the vehicle or where possible, stop and rest until recuperated).
Employees who refuse to operate a vehicle until they have rested and are no longer suffering from fatigue will not be
reprimanded provided that the refusal is based on the belief that operating the vehicle is unsafe work.

Alcohol, Drugs and Driving
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Employees are not permitted to drive if unfit to do so (e.g., under the influence of alcohol, marijuana, narcotics, medications,
or other drugs that are likely to affect your alertness or driving performance). Driving under the influence is against the law
and will not be tolerated by the Township of South Algonquin. Employees must contact their manager or CAO if they are
unsure about their fitness to drive.

Inclement Weather

During periods of inclement weather (e.g., snow, fog, rain, ice, hail, high winds), drivers should reduce their speed and allow
for increased stopping distances. Employees should be aware of hazards such as: Decreased visibility and traction, and should
change their driving to suit these challenges.

In the event that the inclement weather makes driving unsafe, or the roads are impassable, Township of South Algonquin
employees are directed to stop their vehicle in a safe position and wait until it is safe to proceed. If they have not yet left for
their destination, drivers are directed to inform their immediate supervisor and/or manager as soon as possible to alert them
to the situation, and their inability to travel safely.

Driving at Night

Drivers should exercise increased levels of caution while driving at night, and take care to avoid "over driving their
headlights". Note: If the distance needed to come to a complete stop exceeds the distance to which you can clearly see, you
are over driving your headlights.

As with inclement weather, drivers should reduce their speed and drive in a safe manner.

Vehicle Maintenance

Township of South Algonquin employees that are required to operate a Township of South Algonquin owned and operated
vehicle are required to complete a pre-trip safety check to ensure that the vehicle is up to date with maintenance and is in
safe operating condition. In the event that a maintenance issue exists, employees are directed to log the issue and ensure that
any necessary repairs are made.

Township of South Algonquin owned and operated vehicles will be subject to regular vehicle maintenance.

First Aid Kits/Road Safety Kits

All Township of South Algonquin owned and operated vehicles contain a first aid kit and road safety kit for use in case of
emergencies.

Where an employee operates their own personal vehicle for Township of South Algonquin business purposes, they are highly
encouraged to carry a first aid kit and road safety kit.

In the Event of an Accident

In the event of a motor vehicle accident, Township of South Algonquin employees operating a Company-owned vehicle must:

• Move the vehicle to a safe spot, out of traffic, if possible;

• Assess the situation and call the appropriate authorities where necessary (Ambulance, Fire Department, Police);

• Obtain the appropriate contact information from the other parties involved in the accident, including their insurance
information, names and phone numbers;

• Share their appropriate insurance information and contact information with the other parties involved in the accident;

• Contact their immediate supervisor and/or manager to inform them of the accident, and provide as much pertinent
information as possible, complete and accident/incident report; and

• Use the first aid/road safety kit, where required.

In the event of an accident the driver is specifically directed not to reference or assume any responsibility for the accident.
This direction is provided to permit the individuals conducting the investigation to make their determination based on all the
evidence and factors influencing the incident which may not be available to the driver.

Withdrawal of Company Vehicle Privileges

The privilege of driving a company vehicle may be withdrawn for any of the following reasons:

• Abuse or misuse of the vehicle;

• Failure to comply with Township of South Algonquin's the policies and procedures;

• A driver's abstract which becomes unsatisfactory during the course of operating a company vehicle; and
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• Conviction or a guilty plea to driving a company vehicle under the influence of alcohol or an illegal controlled substance.
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Health and Safety
Working Alone Policy

Intent

Township of South Algonquin is committed to the health, safety, and well-being of our employees. We strive to ensure that all
appropriate safeguards are enacted to protect our employees who must work alone or in isolation. This policy has been
adopted to provide a consistent approach to this type of work.

Definitions

Working alone: To work at a work site where assistance is not readily available in the event of an injury, illness, or emergency.

Guidelines

Working Alone Safely

Whenever a worker must work alone, Township of South Algonquin will:

• Conduct a hazard assessment to identify existing or potential hazards arising from the conditions and circumstances of the
work;

• Establish an effective means of communication between the worker and persons capable of responding to their needs; and

• Visit the worker as appropriate if an effective means of communication is not practicable or available at the worksite.

To ensure the ongoing safety of our employees, the company will:

• Take all reasonable steps to eliminate any hazards identified;

• Take all reasonable steps to control any hazards that cannot reasonably be eliminated;

• Communicate the findings of the hazard assessment in writing to all affected employees;

• Provide employee training and education to limit the dangers of working alone;

• Investigate all accidents or incidents, and take all reasonable steps to prevent a re-occurrence;

• Report all situations, incidents, or near-misses where being alone increased the level of inherent danger to the situation, and
make appropriate reasonable changes.

• Avoid scheduling alone work whenever possible, especially where a distinct level of risk is recognized; and

• Schedule higher risk work to be done during regular business hours, or when another employee capable of helping in an
emergency is present.

Workplace Hazard Assessment

The Township of South Algonquin will perform a thorough workplace hazard assessment for any locations or situations where
employees may be required to work alone. The workplace hazard assessment will be conducted by the (health and safety
representative) in conjunction with management and will investigate the following issues.

Length of time the employee must work alone

• Determine the length of time the employee must work alone, and establish reasonable limitations for the duration of this
type of work;

• Determine whether or not it is reasonable or safe for the employee to work alone, given the situation or location required;

• Examine the length of time the employee requires to perform the necessary task;

• Determine the legalities of the type of work performed alone (for example, restrictions on working in a confined space, or
performing lock-out operations); and

• Identify the time of day the employee must work alone.

Communication

• Determine the methods of communication that are available;

• Determine the most appropriate form of communication; and
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• Ensure that all emergency communication systems are in proper working order.

Location of work

• Establish whether or not the workplace or job site is remote or isolated;

• Establish any physical or elemental hazards associated with the location;

• Examine the security features of the workplace (for example, security cameras and alarms) to ensure the safety and well-
being of the employee;

• Where possible, ensure the employee is in a position of high visibility;

• Ensure that all windows are clear to provide maximum visibility;

• Determine the accessibility of the workplace to emergency services;

• Determine any necessary transportation requirements to ensure the employee safely arrives at the workplace or job site
(where appropriate); and

• Examine the vehicle (as appropriate) to ensure that it is in good working condition (up-to-date maintenance and adequate
levels of fuel), has proper levels of insurance, is equipped with emergency supplies (such as spare tire with tools and first aid
kit), has a method of communication (such as a cellular phone), and available roadside assistance.

Type of work

• Establish the necessary levels of training and education to safely perform the work;

• Determine the appropriate forms of personal protective equipment (PPE) required, and ensure that they are readily available
and in good working order, and that the employee has been properly trained in their use;

• Determine any machinery, tools, or equipment necessary to perform the work;

• Determine the level of risk associated and whether it is safe to allow an employee to perform the work alone;

• Establish any potential factors of fatigue that may affect the safety of the employee and their quality of work; and

• Determine whether the employee must work with money or other valuables, and any safeguards required.

• Identify the abilities of the employee performing work alone.

• Ensure that the employee has received the appropriate levels of training and education required to perform the work alone;
and

• Establish the employee’s level of personal health to minimize potential health hazards associated with working alone (such
as a pre-existing medical condition that may increase their risk of becoming ill or injured while alone).

Hazard Control

Ongoing inspections of the workplace and worksite will be monitored and completed every 12 months by the health and safety
representative. Any concerns regarding health and safety hazards noticed between inspections should be reported immediately
to the Department Head.

Check-In Procedure

To ensure the safety of employees who must work alone, Township of South Algonquin uses the following check-in procedure:

• Management employees are responsible for the preparation of a daily work plan to establish the location of the employee
working alone, and when they must work alone;

• Management employees will ensure that a communication device for the employee to check in with is readily available and
in a convenient location;

• An employee working alone must check in with designated individual every 2 hours using the defined communication
method as established in the daily work plan;

• All employees must adhere to the schedule of visual or communication-based check-in with a written log for documentation
purposes;

• The designated individual will act as the main point of contact for the employee working alone, as well as the Public Works
Superintendent as a back-up contact;

• If the employee working alone does not check in on schedule, the defined emergency action plan will be followed.

73

Township of South Algonquin HR Policies
186



Handling Cash

Township of South Algonquin will take all appropriate precautions to ensure the safety of employees, with responsibilities for
handling cash who must work alone, in the following manner:

• Cash on hand will be reduced through the use of a safe to deter the possibility of robbery; this policy will be advertised in a
highly visible fashion;

• The company will ensure that employees are located in positions of high visibility;

• Employees who must handle cash while working alone will be provided with training in robbery awareness and prevention to
ensure that they take the appropriate steps to avoid a robbery, or act appropriately in the event of a robbery;

• In the event of a robbery, employees should cooperate, and immediately surrender to the demands of the robber by
supplying them with any available cash or merchandise; employees are far more valuable than any amount of cash or
merchandise;

• Employees should contact the police, appropriate emergency services, and their direct manager or supervisor when it is safe
to do so following any robbery;

Travel Alone

Township of South Algonquin will provide safety mechanisms for employees who must travel alone in the following manner:

• Employees who must travel alone shall use the check-in procedures to ensure their ongoing communication with the
Township of South Algonquin;

• Communication devices (such as a cellular telephone or two-way radio) will be provided to ensure that the employee can
check in at appropriate intervals;

• Training and education to ensure that employees travelling alone can evaluate and avoid potential risks or hazards; and

• Examine the vehicle (as appropriate) to ensure that it is in good working condition (up-to-date maintenance and adequate
levels of fuel), has proper levels of insurance, is equipped with emergency supplies (such as a spare tire with tools and first aid
kit), has a method of communication (such as a cellular phone), and available roadside assistance.

Hazardous Work

• Wherever reasonably practicable, the company will avoid requiring employees to perform hazardous work alone and will
schedule this type of work to be completed during normal work hours in the presence of other employees.

• Where it is necessary to perform hazardous work alone, employees must use the check-in procedure and communication
devices to check in at appropriate intervals.

• Training and education will be provided to ensure that the employee is knowledgeable in the proper safe work practices, use
of PPE, use of all required machinery and tools, and hazard identification and avoidance.

• PPE, required tools and machinery, and first aid supplies will be supplied.
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Health and Safety
Personal Protective Equipment (PPE) Policy

Intent

Township of South Algonquin is committed to the health and safety of its employees and as such has created this policy
regarding personal protective equipment (PPE). PPE is legislatively required and can prevent many workplace injuries. This
policy must be observed at all times when working in areas requiring PPE.

Guidelines

All public works and fire employees of the Township of South Algonquin must wear appropriate CSA-approved PPE while
working. This includes safety glasses, steel-toed boots, long trousers, long-sleeved shirts, hard hats, and any other specialty
PPE. All of the PPE used and provided by the company will comply with the requirements under the Ontario occupational
health and safety legislation.

PPE used by Township of South Algonquin employees should be stored and maintained in accordance with the manufacturer’s
instructions and requirements. Any PPE that is damaged, broken, or in need of service or repair must be removed from service
immediately and provided to the department head. All PPE that has been removed from use will be tagged “out of service” and
should not be used again unless repaired and inspected by a qualified person.

The Township will maintain inspection and service logs for all specialty personal protective equipment. No PPE should be
modified or changed contrary to its manufacturer’s instructions, specifications, or occupational health and safety legislation.

Responsibilities

Management Responsibilities

• Management will ensure that employees use the appropriate PPE for their job duties and location.

• Managers will train and inform all employees on the use and inspection of PPE they may be required to use to perform their
job duties safely.

• Management will not allow any employee to perform their duties without appropriate PPE or with damaged PPE.

• Managers will remove any damaged or broken PPE from the workplace and submit it for repair or replacement.

Employee Responsibilities

• Employees must follow all guidelines as outlined above and wear all required PPE when in designated areas.

• PPE must be inspected at the time of issue and before each use by the employee.

• Any PPE that does not pass inspection must be reported to the department head.

• Employees may not continue regular duties until they have been re-issued the correct PPE.

• Employees must report any unsafe behaviours or potential hazards they see in the workplace to a supervisor.

• Employees may never under any circumstances modify or change an article of PPE. Uncomfortable PPE may be due to lack of
fit and additional fit testing may be required.
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Health and Safety
Cold and Inclement Weather Policy

Intent

The purpose of this policy is to outline Township of South Algonquin procedures during cold or inclement weather situations.

Guidelines

In the event of either extreme cold weather conditions, extreme inclement weather conditions, or a combination of both, the
Township of South Algonquin may choose to close operations for the day and re-open when it is safe to do so.

In the event of a closure due to weather conditions, Township of South Algonquin will contact employees as soon as possible to
inform them of the decision to close. Township of South Algonquin will contact employees at the phone numbers that the
payroll department has on file. If the Township does close for the day due to inclement weather, that day will be paid,.

Unless notified otherwise, or pending a police-ordered road closure, employees of the Township of South Algonquin are
expected to arrive the following day for regularly scheduled work.

If road conditions or weather conditions create a situation where the employee deems it unsafe to report to work for their
regularly scheduled shift, the employee should use their own discretion. In this event, the employee should contact their
immediate supervisor or CAO to inform them of their absence due to weather conditions.
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Health and Safety
Lifting and Material Handling Policy

Intent

Township of South Algonquin has adopted the following procedures for lifting and handling materials in an effort to ensure the
ongoing health and safety of our employees, and to minimize the incidence of musculoskeletal injuries (MSI) in the workplace.

Guidelines

Examination of Materials

Prior to the manual lifting, pushing, pulling, handling, carrying or transportation of any materials that may cause strain or
injury, the employee must examine the material and determine the:

• Approximate weight of the load;

• Size and shape of the load;

• Distance that the load must be physically moved, either manually or with the assistance of a device; and

• Best possible solution for moving the load.

In the event that a load is determined to be either too heavy or awkward to move manually, or where a device that could
reasonably move the load is either unavailable or non-existent, the employee must consider alternate methods for moving the
load. This may be done using the following techniques:

• Where possible, remove elements of the load to divide the weight, and move it in parts to reduce the potential of injury;

• Obtain assistance from other employees in moving the material(s); and/or

• Identify and review the methods for performing the necessary tasks, and revise where possible.

Lifting

Employees should adhere to the following guidelines when lifting:

• Maintain the natural curvature of your lower back.

• Note that when you are standing straight, your lower back has a natural curve, creating a slight hollow at the small of the
back. When lifting, lowering or moving a load, try to maintain the curve as your spine and back are their most stable in this
position.

• Use your core strength.

• By contracting your core abdominal muscles when lifting, lowering or moving materials, your body will naturally be more rigid
and stable, reducing the incidence of injury.

• Avoid twisting.

• By twisting your back, stability is decreased, as you are unable to use the major muscles of your spine and core, and increase
the probability of injury.

• Hold the load close to your body.

By holding materials/loads close to your body, you can avoid awkwardly bending over, and can use the major muscles in your
body. Where appropriate, utilize protective clothing or PPE to avoid injuries that may occur as a result of holding sharp, dirty,
hot, or cold objects close to the body.

Pushing and Pulling

Employees should adhere to the following guidelines when pushing or pulling:

• Whenever possible, loads should be pushed rather than pulled.

• Pushing a load is easier as the human body is able to generate greater force when pushing as opposed to pulling, and you
can lean your entire body weight into the load where necessary.

• Where a load is pulled, you increase the risk of injury due to:

• Running over the feet/ankles, or being struck by carts or trolleys;
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• Strain injuries caused by pulling a load while facing the direction of travel, placing the shoulder and back in an awkward
posture;

• Potential injuries caused due to an inability to see where you are going while pulling and walking backwards.

• Where possible, use an appropriate transportation device (trolley, cart, wheelbarrow, etc.) to push a load.
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Health and Safety
Contractor and Employee Distinctions Policy

Intent

This document is designed to provide a clear distinction between contractors and regular employees.

Guidelines

Use the circumstances outlined below to help determine whether an individual is a contractor or an employee.

Independent Contractor

An individual may be considered a contractor when some (or all) of the following circumstances are true:

• The individual owns a business, or has a registered business number for billing purposes. The business number must be
submitted to ensure that payments are invoiced to the business and not directly to the individual.

• The business is registered with the provincial or territorial government for tax purposes, and charges applicable taxes for any
products or services rendered.

• The business provides proof of insurance issued from the appropriate workers’ compensation board.

• The business has its own policies and procedures and must abide by appropriate health and safety legislation.

• The individual owns their own tools and is responsible for the tools and equipment they use.

• The individual can pursue employment with more than one employer at the individual’s discretion.

• The individual earns a profit and also has a risk of losing money from the work they complete.

• The individual can subcontract work to third parties.

• Business services can be ended (that is, breach or termination of contract), but the individual cannot be disciplined by
another business.

Employees

By contrast, an individual is considered an employee when some of the following circumstances are true:

• The business issues payment to the individual directly, not a registered business.

• The business provides you with tools, equipment, or material to perform work.

• Pay is not affected by the way work is completed.

• Assigned work cannot be subcontracted to another person.

• The business has the right to discipline, dismiss, or terminate the individual.

• The business determines what tasks the individual must complete, how much they will be paid, when work will be completed,
and how and where the individual works.

Dependent Contractors

The main characteristic of a dependent contractor is exclusivity. If there is exclusivity (in the sense that the worker can only
work for one company alone), the worker will be seen as entirely dependent on the Township of South Algonquin for income.

Where a dependent contractor relationship exists, reasonable notice will be provided on termination to the extent that it is not
specified in any written agreement. Whether or not the notice has to be as lengthy as it would be if the worker was an
employee will be determined on a case-by-case basis.

Caution: Exclusivity is one of the factors that a court will look at to determine whether a worker is an employee or an
independent contractor. However, it is only one of a number of factors used in that analysis. If a court or adjudicator
determines that the worker is a contractor based on all of the factors, the exclusivity provision will be considered once again to
determine whether or not the contractor is independent or dependent.

Classification Misconceptions

It’s important to recognize that the circumstances listed above are generalizations. Someone may be deemed an employee
regardless of the following:
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• The individual agrees, verbally or in writing, to be an independent contractor.

• The individual charges taxes.

• The individual submits invoices.

• The individual uses their own vehicle for work purposes.

• The individual doesn’t have statutory deductions (e.g. tax, CPP, EI) taken from their pay.

Courts and adjudicators will look past the above documentation to verify the actual status of the individual in question.

Where a worker is not an employee but is in a position of economic vulnerability, a court may protect that worker by deeming
them to be an employee or a dependent contractor and therefore entitled to reasonable notice of termination as would any
other employee.

Contract Employees

For clarity, a contract employee has rights and obligations that are substantially the same as regular employees of the
organization. Contract employees are not considered independent contractors.
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Health and Safety
Ladder Safety Policy

Intent

The Township of South Algonquin has adopted this policy to provide procedures that meet and/or exceed the requirements of
occupational health and safety legislation in ensuring the consistent protection of all Township of South Algonquin employees
when using ladders.

Guidelines

Ladders are used for access and inspections where 3-point contact can be maintained at all times. Ladder accidents are
attributed to the unsafe use of ladders as well as using unsafe ladders! To avoid accidents with portable ladders:

• select the right ladder for the job situation;

• inspect the condition of the ladder before using it;

• inspect the job-site for overhead wires, obstructions, and solid surfaces;

• use the ladder as it was designed to be used;

• remove material and debris away from the base of the ladder;

• set the ladder one foot out for every three or four feet up, and secure the base;

• ensure that the rails of the ladder extend one meter above the landing or point of contact;

• clean the soles of your footwear before climbing the ladder;

• face the ladder when climbing or descending the maintain 3-point contact;

• keep your centre of gravity between the side rails;

• tie-off the ladder at the point of contact;

• hoist tools and materials to the job-site;

• use fall protection as appropriate (e.g. tie-off to the structure when above 3 meters, use climbing devices on fixed vertical
ladders, etc.).

Procedures

1. Supervisors shall provide safety training and education about fall protection for employees required to use ladders and fixed
access structures.

2. Employees shall evaluate their requirements for safe access to work assignments and shall consult supervisory personnel as
necessary.

3. Ladders and fixed access structures shall be inspected for safety before use.

4. Fixed access structures shall comply with Ontario Ministry of Labour data sheet 2-04.

5. All portable ladders shall be CSA-approved and rated "industrial heavy duty" or "industrial extra-heavy duty".

6. Employees climbing and working from ladders shall maintain 3-point contact with the ladder.

7. Straight ladders used for access shall be secured at the base and at the point of contact.

8. Fall arrest systems shall be installed and used on all fixed vertical ladders exceeding 3 meters.

9. Defective ladders shall be taken out of service, tagged for repair, or scrapped.

10. Wooden ladders shall not be painted.

11. Ladders and fixed access structures shall be repaired only by qualified personnel.

12. Special purpose ladders and work platforms shall be used in accordance with the manufacturer's directions and only for the
applications intended.

Personal Protective Equipment (PPE)
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All Township of South Algonquin employees that are required to work using ladders will be required to wear appropriate PPE,
as outlined in our Fall Protection Policy. PPE used may include hard-hats, safety boots, harnesses, etc.

The Township of South Algonquin employees working below or around laddering will be required to wear hard-hats, safety
boots, etc.

Safe Ladder Use

• DO NOT use damaged parts that affect the strength of the ladder.

• DO NOT work on ladders when feeling weak, sick, or dizzy.

• DO NOT work while leaning away from the ladder.

• DO NOT alter the ladder.

• DO NOT move a ladder horizontally while workers are on it, unless it is a mobile ladder and the proper procedures are
followed.

• DO NOT work on ladders covered with snow, ice, or other slippery materials.

• DO NOT erect, use, alter, or move ladders within 12 feet of overhead power lines.

• DO NOT work on ladders in bad weather or high winds unless the competent person decides that doing so is safe.

• DO NOT use ladders, boxes, barrels, or other makeshift materials to raise your work height.

• DO NOT put more weight on a ladder than it is designed to hold.
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Health and Safety
Hand Washing Policy

Intent

Township of South Algonquin has adopted this policy to ensure that all reasonable measures are taken to prevent the spread
of bacteria and diseases within the workplace, and to ensure the ongoing health and safety of our staff, clients, and visitors.

Guidelines

All employees shall practice hand hygiene before any contact with clients or visitors (even if gloves are worn). All employees
must wash, rinse, and dry their hands or apply an alcohol hand rub before beginning work, after using the rest room, and
before leaving work. For routine hand washing, use the liquid lotion soap located in the dispensers. Use antiseptic
(antimicrobial) hand washing products or alcohol hand rub for hand hygiene before any expected contact with clients or
visitors. Perform hand hygiene after contact with clients or their environment. Employees may use an alcohol hand rub for
hand hygiene in place of an antimicrobial soap hand-wash. Grossly contaminated hands must be washed with lotion soap
before hand disinfection with an alcohol hand rub. Gloves must be worn when there is exposure to blood, excretions, or any
other body fluids or when secretions are likely to occur when working.

Routine Hand Washing Procedure

All employees of the Township of South Algonquin must follow the outlined techniques for washing hands to perform their work
duties and before any contact with clients and visitors:

• Use warm water to wet the hands;

• Apply lotion soap;

• Work up a good lather and rub hands palm to palm and in between and around fingers;

• Apply with vigorous contact on all surfaces of the hands (back of hands, fingertips, and each thumb);

• Wash hands for at least 15 seconds;

• Rinse thoroughly under running water and avoid splashing;

• Keep hands down so that runoff will go into the sink and not down the arm;

• Dry hands well with paper towels and use the paper towels to turn off the faucet; and

• Discard the paper towels into the appropriate container.

Hand Antiseptics

For hand washing, employees may substitute an antimicrobial soap for lotion soap. Furthermore, an alcohol hand rub may be
substituted for an antimicrobial soap. All employees must use the following technique for an alcohol hand rub:

• If hands are visibly soiled, wash hands with lotion soap before applying alcohol hand rub.

• Apply enough alcohol hand rub to cover the entire surface of hands and fingers.

• Rub the solution vigorously into hands until dry.

• The use of alcohol hand rubs may result in a sticky residue on the hands. Wash with lotion soap periodically to remove the
hand rub residue.

Fingernails

Allergies

Allergic contact dermatitis may be associated with hand hygiene products. Reactions to products applied to the skin may
present as delayed reactions or less commonly as immediate reactions. If a Township of South Algonquin employee suspects
allergic contact dermatitis, they will be instructed to go to the health center for assessment. If allergic contact dermatitis is
diagnosed by a medical practitioner or healthcare provider, the employee will be provided with an alternative hand hygiene
product to perform their job safely.

Monitoring

Township of South Algonquin will enforce this policy through the use of managerial supervision and spot-checks. If an
employee witnesses a violation of this policy, they must direct the violator to complete the required hand washing procedures
as outlined. If the violator refuses this direction or continues in their work, the employee should inform their supervisor as
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soon as possible.
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Health and Safety
Preventive Maintenance Policy

Intent

Township of South Algonquin has adopted this Preventive Maintenance Policy to ensure the ongoing health and safety of our
employees, and to maximize the useful life-span of our existing equipment. The Township of South Algonquin will follow all
manufacturers' recommended maintenance schedules to ensure the ongoing efficiency and effectiveness of equipment.

Effective equipment maintenance will ensure that our equipment works consistently and as intended, and ensures that the
process is under control and that biological, chemical and physical hazards are efficiently controlled. An equipment
maintenance program will save time and money by reducing unscheduled downtime. Regular maintenance is essential to
minimize the potential for unexpected major repairs.

Definitions

Preventive Maintenance - Planned actions undertaken to retain an item at a specified level of performance by providing
repetitive scheduled tasks that prolong system operation and useful life: inspection, cleaning, lubrication, and part
replacement.

Predictive Maintenance - Maintenance performed as a result of testing, such as oil or vibration analysis. Partially replaces
preventative maintenance of some equipment.

Guidelines

• Reasonable efforts are to be made to ensure that all equipment has appropriate safety features and that such features are
properly utilized.

• A program of preventative maintenance including function and safety checks should be developed and monitored as
appropriate for all equipment.

• The choice of location for an item of equipment should consider also its environmental implications (noise, fume / vapour
generation etc.).

• Equipment, which can be left unattended, should be monitored by occasional inspection to determine any significant
malfunctions.

• Consider safety, cleaning and maintenance requirements prior to purchase.

• Review and follow manufacturers' instructions to ensure proper set-up.

• Establish and maintain preventive maintenance schedules as per manufacturers' recommendations.

• Keep complete and detailed service records for each piece of equipment.

• Decontaminate all equipment appropriately prior to servicing.

Maintenance programs shall ensure that equipment performs consistently, functions as intended, meets process requirements.

Equipment suppliers will be required to provide technical support, service and training for equipment maintenance.

Equipment maintenance should be coordinated between designated employees in the maintenance and processing areas to
avoid interference of scheduled production.

The equipment maintenance program shall cover:

• Routine maintenance, including cleaning, inspection, servicing and lubrication

• Scheduled and planned preventive maintenance

• Repairs and unscheduled maintenance resulting from equipment breakdown during regular operations

It is important that after completion of the maintenance activity, all tools, parts and other materials are gathered and put back
in place. Maintenance tools should be stored in designated areas.

Preventive Maintenance

A preventive maintenance program will be based on the equipment manufacturer's guidelines or on the conditions and period
of operations.

The Preventive Maintenance program will be managed to ensure that all equipment is in top condition and can produce safe
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products.

The Preventive Maintenance program shall include:

• Inspection

• Testing

• Lubrication

• Cleaning

• Adjustment and replacement of equipment parts

• Written preventive maintenance program listing equipment requiring regular maintenance, frequency and maintenance
procedure

Maintenance Records

Records of all maintenance should be retained to demonstrate the application of the maintenance program.

Records for retention shall include:

• Work order numbers

• Reason for the maintenance

• Equipment identification

• Maintenance activity (ex: equipment inspection, adjustment and part replacement)

• Dates

• Person in charge
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Health and Safety
Health and Safety Policy

Intent

Township of South Algonquin acknowledges it has a statutory duty to take all reasonable precautions to protect employees,
contractors, volunteers, visitors, and all other individuals onsite. Protecting employees from injury or occupational disease from
accidents or incidents is a continuing objective. We will make every effort to provide a safe and healthy work environment for
all staff. We believe all accidents are preventable and active participation at all levels will help ensure accidents are avoided.
Supervisors and workers must refrain from any actions or activities that could jeopardize the health and safety of others and
must work to reduce the risk of injury.

We are committed to promoting a safe and healthy workplace for all employees, contractors, volunteers, and visitors. In
pursuit of our commitment, we will develop, implement, and enforce policies and procedures that promote and provide a
healthier, safer work environment. We understand the importance of safety to the well-being and productivity of our
employees, and strive to safeguard the workplace from injury and malfeasance through negligence.

This policy outlines the responsibilities of all parties in maintaining a safe and healthy work environment. Township of South
Algonquin will act in compliance with all applicable workplace health and safety legislation.

Guidelines

Communication

Township of South Algonquin encourages open communication on health and safety issues. Open communication is essential to
providing an accident-free and productive work environment.

• Employees who voice or identify a health and safety concern will not be subject to reprisal or retaliation.

• Health and safety comments will be reviewed by the CAO. The department head will initiate an investigation on each
reported or potential hazard.

• Employees should inform their supervisor or CAO of any matter they perceive to be an actual or potential workplace hazard.

• Communication can be written or verbal, and may be anonymous, if so desired.

Responsibilities

Employers will:

• Supply an effective strategy to manage the occupational health and safety concerns of the Township.

• Allocate and govern resources properly to achieve the health and safety requirements of employees, and that policies comply
with the Township's legal obligations.

• Foster a workplace culture of safety with appropriate leadership.

• Review policies annually for compliance and efficiency, and revise where necessary.

• Provide all relevant parties with a copy of all orders or reports issued to the employer by a Ministry of Labour inspector and
inform the committee of any work-related incidents involving injury, death, or occupational illness.

Managers and supervisors will:

• Help develop, implement, and enforce Township policies and procedures.

• Continually promote health and safety awareness with instruction, information, training, and supervision to ensure the safe
performance of employees.

• Use the process of hazard identification, risk management, and incident investigation.

• Perform occupational health and safety inspections of the workplace to identify and control any and all hazards to
employees.

• Be accountable for the health and safety of employees under their supervision.

• Ensure that machinery and equipment are safe and that employees work in compliance with established safe work practices
and procedures.

• Ensure that employees receive adequate training in their specific work tasks to protect their health and safety.
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• Conduct health and safety meetings.

Human resources will:

• Liaise with government agencies to ensure workplace health and safety compliance.

• Advise management on safety and health policy issues.

• Coordinate health and safety inspections, and follow up to ensure the completion of necessary corrective actions.

• Develop best practices that support a strong health and safety program.

• Design and develop accident and incident reports and investigation procedures.

• Maintain an up-to-date knowledge of applicable health and safety regulations as mandated locally, provincially, or federally.

• Design and develop company policies and procedures related to workplace safety and health issues.

• Review injury and illness trends, and identify problem areas and solutions.

Employees will:

• Comply with occupational health and safety policies and procedures.

• Notify managers of any health and safety concerns, so they may be dealt with promptly.

• Protect their own health and safety by working in compliance with the law, safe work practices, and procedures established
by the Township.

• Use appropriate personal protective equipment as required.

• Report unsafe or potentially hazardous conditions, without fear of reprisal, to their manager or human resources.

All staff will:

• Complete required occupational health and safety training.

• Perform duties in a manner conducive to a safe workplace, following all safety practices and procedures.

• Report any incident, injury, or hazard as outlined in company procedures.

• Report any acts of violence or harassment in the workplace.

• Promote a hazard-free workplace.

• Learn the posted emergency plan detailing the facility’s procedures pertaining to fire, weather, or medical emergency.

Joint health and safety committee members or health and safety representative will:

• Commit to improving health and safety conditions in the workplace.

• Stimulate and raise awareness of health and safety issues in the workplace.

• Recognize and identify workplace risks and hazards.

• Develop recommendations to address risks and hazards.

• Conduct regular workplace inspections and make written recommendations.

• Develop and implement accident prevention and health and safety programs.

• Listen to employee complaints, concerns, and suggestions.

• Participate in health and safety inquiries and investigations.

• Advise on health and safety matters, such as personal protective equipment.

• Maintain accurate and detailed records of near misses, accidents, and injuries.

• Promote and monitor compliance with health and safety regulations.

• Monitor the effectiveness of existing health and safety programs and policies, and assist with the implementation of
improvements.

• Attend regular committee meetings.
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Reporting Structures

Any concerns or near misses should be reported to the health and safety committee or representative and the appropriate
manager. Employees who voice or identify a health and safety concern will not be subject to reprisal or retaliation.

If an emergency occurs, employees must immediately report the incident to their department head. Appropriate responses will
be dictated by the severity of the event and its effect on the health and safety of employees, visitors, and property.

An emergency is any number of unsafe conditions that pose a threat to people or property. This includes fire or smoke; natural
disaster or severe weather; chemical, biological, or radiological incidents; and structural failures.

Refer to the Township’s emergency response plan policy for additional details.
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Health and Safety
COVID-19 Policy
The Pandemic plan related to Covid-19 and Policies

HS-008-00 Cleaning of Outhouses

HS-008-01 Wearing of Face Mask

HS-010-00 Facility user Protocols for Covid-19

are bundled as separate documents under policy
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Health and Safety
Smoke-Free Workplace Policy

Intent

Township of South Algonquin maintains a commitment to the health and safety of all its employees. Smoking has been
scientifically proven to be harmful to the health of both smokers and non-smokers who come into contact with second-hand
smoke. In the interest of promoting a safe and healthy work environment, The Township of South Algonquin has adopted a
smoke-free workplace policy in accordance with the Smoke-Free Ontario Act, 2017. Signs will be posted at each entrance and
exit of the workplace to ensure employees and guests are aware that smoking is prohibited.

Definitions

Smoking: The act of lighting, inhaling, or carrying of a lighted or smouldering cigar, cigarette, joint, or pipe of any kind.

Electronic cigarette: Under the Smoke-Free Ontario Act, 2017, a vaporizer or inhalant-type device, whether called an electronic
cigarette or any other name, that contains a power source and heating element designed to heat a substance and produce a
vapour intended to be inhaled by the user of the device directly through the mouth, whether or not the vapour contains
nicotine.

Enclosed workplace: Under the Smoke-Free Ontario Act, 2017:

1. The inside of any place, building, structure, or vehicle or conveyance or a part of any of them:

a. That is covered by a roof;

b. That employees work in or frequent during the course of their employment whether or not they are acting in the course of
their employment at the time; and

c. That is not primarily a private dwelling; or

d. A prescribed place.

Guidelines

1. Smoking shall be prohibited on all company premises and on private property while conducting municipal business. This
includes smoking or holding lighted tobacco or cannabis, an electronic cigarette or vapour product, or consuming a prescribed
substance.

2. This policy applies to all employees, guests, contractors, and customers, and extends to include company vehicles, hotel
rooms, or rental cars booked for company business purposes.

3. The company will post all necessary signs at entrances, exits, and washrooms to comply with the Smoke-Free Ontario Act,
2017.

4. The Township of South Algonquin has no intentions towards influencing the actions of employees’ smoking habits outside of
the workplace, and will not pursue disciplinary action for those who smoke off of company premises.

5. Employees are expected to arrive to work fit for duty and remain fit for duty throughout the duration of their shift.

6. Accommodations for employees relating to medical cannabis will be made on a case by case basis. Any employees who have
an accommodation requirement are expected to inform the CAO prior to consuming their substance in the workplace.

7. The Township of South Algonquin will not discharge employees or refuse to hire applicants on the grounds that they smoke.

Violations

The Township of South Algonquin may pursue disciplinary action up to and including termination of employment. Employees
who witness violations must report the infraction to their manager or CAO immediately.
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Health and Safety
Workplace Violence, Harassment, and Sexual Harassment Policy

Note: This document complies with the Occupational Health and Safety Act, including changes made by Bills 168 and 132.

Intent

The Township is committed to building and preserving a safe, productive, and healthy working environment for its employees,
free from violence and harassment. The township will take all reasonable measures to ensure job candidates, employees,
managers, and clients are not subject to any form of violence or harassment. This commitment applies to all areas of business,
including training, performance, assessment, promotions, transfers, layoffs, remuneration, and all other employment practices
and working conditions.

Acts of violence or harassment against or by any employee will not be condoned or tolerated by the company. This policy
outlines the Township violence and harassment program, including how incidents of violence and harassment will be handled
and investigated.

Definitions

Complainant: A person who has made a complaint about another individual who they believe committed an act of violence or
harassment against them.

Respondent: A person whom another individual has accused of committing an act of violence or harassment.

Workplace harassment: Engaging in a course of vexatious comment or conduct against a worker in a workplace that is known
or ought reasonably to be known to be unwelcome, or workplace sexual harassment.

Workplace sexual harassment: Engaging in a course of vexatious comment or conduct against a worker in a workplace
because of sex, sexual orientation, gender identity, or gender expression, where the course of comment or conduct is known or
ought reasonably to be known to be unwelcome, or making a sexual solicitation or advance where the person making the
solicitation or advance is in a position to confer, grant, or deny a benefit or advancement to the worker and the person knows
or ought reasonably to know that the solicitation or advance is unwelcome.

Workplace violence: The exercise of physical force by a person against a worker, in a workplace, that causes or could cause
physical injury to the worker; an attempt to exercise physical force against a worker, in a workplace, that could cause physical
injury to the worker; or a statement or behaviour that is reasonable for a worker to interpret as a threat to exercise physical
force against the worker, in a workplace, that could cause physical injury to the worker.

Guidelines

This policy has been developed in consultation with the workplace safety and health committee. It will be reviewed annually, or
more frequently if necessary to ensure that it accurately represents the Township prevention program.

The Township will provide all employees with appropriate training and information regarding the company’s violence and
harassment prevention practices and procedures. Employees are responsible for adhering to this policy, and should report
every incident of violence or harassment immediately to management. This includes any incidents that have been witnessed,
experienced by, or reported to an employee.

For the purposes of this policy, workplace harassment or violence can occur:

1. At the workplace;

2. At employment-related social functions;

3. In the course of work assignments outside the workplace;

4. During work-related travel;

5. Over the telephone, if the conversation is work-related; or

6. Elsewhere, if the person is there as a result of work-related responsibilities or a work-related relationship.

Reasonable day-to-day actions by a manager that help manage, guide, or direct workers or the workplace and appropriate
employee performance reviews, counselling, or discipline by a manager do not constitute harassment.

Violence Risk Assessment

Note: Every organization’s risk assessment will be different and should be tailored to the organization’s operations.

The Township will conduct a risk assessment of the work environment to identify potential risks that could affect the
organization and the health and safety of employees and will institute measures to eliminate or control any identified risks to
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employee safety.

The following factors will be considered during the assessment:

1. Past incidents of violence;

2. Violence that is known to occur in similar workplaces;

3. The circumstances in which work takes place, including the type of work and conditions of work;

4. The interactions that occur in the course of performing work; and

5. The physical location and layout of the workplace.

The risk assessment may include reviews of records, security reports, employee incident reports, staff perception surveys,
health and safety inspection reports, first aid records, or other related records. Areas that will be considered and may
contribute to risk of violence include but are not limited to contact with the public, exchange of money, receiving doors, and
working alone or at night.

The Township will provide the workplace safety and health committee, with a written copy of the assessment and advise of the
results.

The Township will disclose information to workers who are likely to encounter a known person with a history of violence in the
performance of their job duties, or if there is a potential risk of workplace violence as a result of interactions with the person
with a history of violence. However, the Township will only disclose personal information that is deemed reasonably necessary
to protect the worker from physical harm.

Workplace Violence and Harassment Program

Control Measures and Procedures

The following measures have been implemented to eliminate or reduce the identified risks of workplace violence:

1. (List the steps or procedures the organization has implemented to eliminate or reduce the risks of workplace violence
identified during the risk assessment. Explain if any facilities have been altered.)

2. Example: Notifications of individuals who have been restricted from Township property are kept in the alert binder at
reception. Reception and other relevant staff will be informed of new alerts as they occur.

Reporting Incidents of Workplace Violence and Harassment

An employee who believes they have been subject to violence or harassment should submit a complaint to the department
head. The complaint should be made as soon as possible following the incident and must include the following information:

1. The date and time of the incident;

2. The name of any persons involved in the incident;

3. The name of any persons who witnessed the incident; and

4. A thorough description of what occurred.

An employee who believes they have been subject to harassment may also choose to confront the harasser without filing a
formal complaint. They can confront the harasser directly or through writing, detailing the unwelcome behaviour and
requesting it to stop.

If the alleged harasser is the employee’s manager, or in a position of power, the complainant is welcome to file a complaint
with the CAO or in the event of a complaint regarding the CAO with the Mayor

Immediate Assistance Procedures

The following measures and procedures should be followed when an incident of violence has occurred or is likely to occur and
immediate assistance is required:

Place an immediate call to emergency services by dialing 911.

Investigation Procedures

Once a complaint has been received, the Township will complete a thorough investigation. The Township will ensure that,
where practicable, the investigation is completed within 90 days of the complaint being filed.

The investigation will include:

1. Informing the respondent of the complaint;
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2. Interviewing the complainant and any persons involved in the incident;

3. Identifying and interviewing any witnesses; and

4. Obtaining statements from all parties involved.

All of the above information will be documented and used to determine whether an incident of violence or harassment
occurred. If necessary, the Township may employ outside assistance or request the use of legal counsel. The workplace safety
and health committee will not be involved in investigations and will not be provided with any identifying information of the
parties involved.

A copy of the complaint, detailing the complainant’s allegations will be provided to the respondent, who will be invited to reply
in writing to the complainant’s allegations. The reply will be made known to the complainant before the case proceeds.

The Township will take all measures to prevent any disclosure of the incident and the identities of the parties involved, unless
the disclosure is necessary for the investigation, for taking corrective action or required by law.

Results of Investigation

Upon completion of an investigation, the Township will provide both the complainant and respondent a written summary of the
findings of the investigation and any corrective action that has been or will be taken as a result of the investigation. This
written notification will be provided within 7 days of the investigation being completed, and will not include the investigation
report unless required by law.

Control Measures

Where the Township determines that violence or harassment has occurred, control measures will be implemented to eliminate
or control the risk of violence or harassment to a worker as a result of the investigation. These control measures will be
determined on a case-by-case basis, depending on the situation investigated. Any control measure enacted will be
communicated to the complainant and respondent, as well as any other employees the measure effects.

Disciplinary Measures

Any disciplinary action will be determined by the department head in consultation with the CAO and will be proportional to the
seriousness of the behaviour or action involved in the incident.

If the company determines that an employee has been involved in an incident of violence or harassment towards another
employee, immediate disciplinary action will be taken, up to and including immediate dismissal.

Domestic Violence

If The Township becomes aware that domestic violence is likely to expose an employee to physical injury in the workplace, the
company will take every precaution reasonable in the circumstances for the protection of the worker.

Recommendations to Victims

The company will provide appropriate assistance to any employee who is a victim of violence or harassment. The Township
recommends that a worker who has been harmed as a result of an incident of violence at the workplace consult their health
care provider for treatment or referral for post-incident counselling, if appropriate.

The Township provides an Employee Assistance Program through its insurer. Brochures are available from payroll.

The Right to Refuse Unsafe Work

Employees have the right to refuse work if they have a reason to believe that workplace violence is likely to endanger them.
Upon refusing to work, the employee must report the circumstance of the refusal to their manager. An investigation will follow
in the presence of the worker safety and health representative.

Fraudulent or Malicious Complaints

It is a violation of this policy for anyone to knowingly make a false complaint, or to provide false information about a
complaint. Unfounded or frivolous allegations may cause both the respondent and the Township significant damage. Any
employee who knowingly makes a false allegation related to violence or harassment will be subject to immediate disciplinary
action, up to and including termination of employment.

Recordkeeping

The Township will ensure that appropriate records of complaints and investigations relating to incidents of violence and
workplace harassment are kept, including:

1. A copy of the complaint or details about the incident;

2. Any records related to the investigation, including notes;

94

Township of South Algonquin HR Policies
207



3. A copy of the investigation report (if applicable);

4. A summary of the investigation results, including the reports provided to the complainant and respondent; and

5. A copy of any corrective action taken to address the complaint or incident.

Confidentiality

The Township will not disclose the name of a complainant or a respondent or the circumstances related to the complaint to
any person except where disclosure is necessary to investigate the complaint or take corrective action with respect to the
complaint, or required by law. The township will only disclose the minimum amount of personal information or details
necessary for these purposes.

All records of harassment, and subsequent investigations, are considered confidential and will not be disclosed to anyone
except to the extent required by law. The Township will do everything reasonably possible to protect the privacy of any
individuals involved and to ensure that complainants and respondents are treated fairly and respectfully.

Policy Review

In accordance with the Occupational Health and Safety Act, this policy will be posted in a conspicuous place in the workplace
and reviewed annually.
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Health and Safety
Workplace Hazardous Materials Information System (WHMIS) 2015 Compliance Policy (GHS)

Intent

The Township of South Algonquin values the safety and wellbeing of our workers, and will work with them to provide every
reasonable safety measure possible. In pursuit of our high safety standards, and in compliance with federal and provincial
compliance regulations, the Township of South Algonquin will provide WHMIS 2015 training for workers. WHMIS 2015
incorporates elements of the Globally Harmonized System of Classification and Labelling of Chemicals (GHS).

Definitions

GHS: Globally Harmonized System of Classification and Labelling of Chemicals.

SDS: Safety Data Sheet.

Guidelines

WHMIS 2015 includes the new harmonized criteria for hazard classification and establishes the requirements for labels and
safety data sheets (SDSs).

The Township of South Algonquin will ensure that:

• The Township is up to date on all WHMIS 2015 changes and any applicable transitional timelines;

• All legislative standards are met;

• Workers and managers receive information and training on hazardous materials and the safe use of hazardous products in
the workplace (see the section below on the training and education program);

• All containers holding hazardous materials have appropriate labels;

• SDSs are up to date, accessible, and contain additional hazard and precautionary information;

• All workplace hazardous materials include supplier labels;

• Suppliers provide the appropriate supplier labels and SDSs; and

• Control measures are in place to protect the health and safety of workers.

Training and Education Program

The Township of South Algonquin shall provide appropriate WHMIS 2015 training and education for all workers and managers
who are exposed or likely to be exposed to hazardous materials in the performance of their regular job duties.

The Township of South Algonquin shall consult the joint health and safety committee to ensure the appropriateness of the
training and education materials and programs.

The worker training and education program shall include information on the following:

• Supplier labels;

• Hazard symbols and pictograms;

• Safety data sheets (SDSs);

• Hazard groups;

• Hazard classes;

• Hazard categories;

• Hazard statements;

• Signal words; and

• Procedures for the safe use, storage, handling, and disposal of hazardous materials in the workplace; handling leaks and
spills; an emergency event involving hazardous products; and worksite-specific training on measures for working safely with
hazardous products.

The Township of South Algonquin will review its training and education program and content annually, and revise as
necessary. In the event of any changes, workers will be retrained and educated.
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The Township of South Algonquin workers will be compensated for time spent at training sessions, considered to be normal
work time, and paid at their regular rate of pay, or at an overtime rate of pay as applicable.

The Township of South Algonquin will respect the right of workers to be consulted regarding the development and
implementation of the instruction and training, and will open the discussion process to suggestions in a consultation period.
Workers will have an opportunity to comment on:

• The content of the program;

• The amount of training;

• Who is to receive what kind of training; and

• Who will deliver the training program.

Worker Responsibilities

Workers must:

• Participate in WHMIS 2015 training and education;

• Report any violation of safe work procedures connected to WHMIS 2015 to their immediate supervisor, manager, or safety
representative; and

• Inform their immediate supervisor, manager, or safety representative if they do not have the proper information on a
hazardous product: for example, the SDS is missing, damaged, or illegible.

Supplier Responsibilities

Suppliers must:

• Identify whether their products are hazardous products; and

• Prepare labels and SDSs to provide to purchasers of hazardous products intended for use in a workplace.

97

Township of South Algonquin HR Policies
210



Health and Safety
Reporting Workplace Injuries Policy

Intent

Township of South Algonquin will comply with all required federal and provincial regulations, legislation and workplace
compliance issues regarding the correct reporting of any workplace injuries, and will strive to prevent any potential workplace
injuries through the implementation of health and safety policies and programs.

Definitions

The following definitions have been taken from the Ontario WSIB:

Workplace Injury - Any injury that occurs on Township of South Algonquin premises or during the transaction of approved
Township of South Algonquin business that requires either First-Aid or Health-Care.

First Aid - First Aid is the one-time treatment or care and any follow-up visit(s) for observation purposes only. First aid includes,
but is not limited to:

• Cleaning minor cuts, scrapes, or scratches

• Treating a minor burn

• Applying bandages and/or dressings

• Applying a cold compress, cold pack, or ice bag

• Applying a splint

• Changing a bandage or a dressing after a follow-up observation visit.

Health-Care - includes:

• Services requiring the professional skills of a health care practitioner (e.g., doctor, nurse, chiropractor, or physiotherapist
(see: Entitlement to Health Care (WSIB Document No. 17-01-02)).

• Services provided at hospitals and health facilities.

• Incidents where dentures, glasses, or artificial appliances (e.g., prosthetic arm) were damaged in a work related accident.

Critical Injury - Is an injury that places life in jeopardy, involves unconsciousness, results in substantial loss of blood, results in
a fracture of leg or arm but not a finger or toe, results in an amputation of leg or arm but not a finger or toe, involves burns to
a major portion of the body, or results in the loss of sight in an eye.

Guidelines

Reporting Workplace Injuries

The Township of South Algonquin will report a work-related accident to the WSIB if a worker requires health care and/or:

• Is absent from regular work.

• Earns less than regular pay for regular work (e.g., part-time hours).

• Requires modified work at less than regular pay.

• Requires modified work at regular pay for more than seven calendar days following the date of accident.

When deciding whether to report an accident where a worker requires modified work at regular pay for more than seven
calendar days, the Township of South Algonquin will consider that:

1. The seven calendar day period is not reset for workers that initially require modified work for less than seven calendar days,
return to regular work for a brief period, and then require further modified work. In these cases, the requirement to report is
based on whether the worker requires modified work after the initial seven calendar days following the date of accident.

2. If a worker initially returns to regular work, but then requires modified work, the Township of South Algonquin will report the
accident if the worker requires modified work for more than seven calendar days from the date that the modified work began.

The use of calendar days reflects the WSIB's notion that if an injury affects the worker's ability to perform regular work after a
week, health care is likely to be sought, regardless of the number of days worked.

The Township of South Algonquin will not require a work-related accident report if the worker:
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• Receives only first aid (a record of the first aid will be kept internally).

• Receives first aid and requires modified work at regular pay for seven calendar days or less, following the date of accident.

• Does not receive first aid, but requires modified work at regular pay for seven calendar days or less, following the date of
accident.

Accidents Requiring Health-Care

When deciding whether an accident should be reported to the WSIB because "care" has been provided to the worker, the
Township of South Algonquin will consider the type of care provided, rather than the professional qualifications of the provider
giving the care, or where the care was provided. The Township will report the accident to the WSIB when a worker is injured
and the treatment received could only have been administered by a health care practitioner. The accident will be reported
regardless of whether:

• The Township of South Algonquin pays the health care practitioner for the service provided, and/or

• The health care practitioner treats the worker on Township of South Algonquin premises.

The Township of South Algonquin will not report the accident to the WSIB if first aid is provided to a worker by a:

• Co-worker, manager, lay person, or

• Health care practitioner, when the first aid did not require the professional skills of that practitioner.

Exposure to Infectious Diseases

If the worker tests negative for exposure to an infectious disease, the Township of South Algonquin is not required to submit an
accident report. However, if the worker tests positive for an infectious disease, or requires any type of treatment related to the
incident, the Township of South Algonquin will report this to the WSIB. If a worker tests negative, but claims an emotional or
anxiety-related response following the accident, the Township of South Algonquin will report the accident. In cases where HIV
infection is suspected, the Township of South Algonquin will report the accident if a health care practitioner provides a post-
exposure prophylaxis (PEP) (see: Post-exposure Prophylaxis for Occupational Exposure to HIV (WSIB Document No. 23-01-01).
If it is suspected that a worker has been exposed to an infectious disease, but the worker chooses not to participate in the
surveillance protocol, the Township of South Algonquin will report the accident to the WSIB. The Township of South Algonquin
will report when a worker has been exposed to, or is suspected of having been exposed to, an infectious disease.

Accident Reporting

The Township of South Algonquin will report accidents through the use of:

• Report of Injury/Disease Form 7 (Form 7)

• WCB/ WSIB-approved electronic reporting form.

OHSA Compliant Health and Safety Accident Reporting

The Occupational Health and Safety Act (OHSA), and the regulations under OHSA require the Township of South Algonquin to
provide information to their health and safety committees. If a photocopy of the Form 7 is used for this purpose, personal
information (e.g., the worker's Social Insurance Number, telephone number, earnings information, and pre-existing medical
conditions) will be removed.

Authorization

To be considered valid, a completed Form 7 will be authorized by the Township of South Algonquin or a representative of the
Township of South Algonquin. Sole proprietors and independent operators with optional insurance may authorize a report of
their own accident.

Employees

If you are injured or ill because of work, your first priority is to seek proper medical attention. You must then inform your
Supervisor/Manager so that the Township of South Algonquin can give you support and fulfill our responsibilities. As soon as
possible after an accident, workers will file a claim for benefits. They will also consent to disclose their functional abilities
information, which is provided by the treating health professional. Workers will give the Township of South Algonquin a copy of
the claim for benefits at the same time they give a copy to the WSIB. In the case of occupational diseases, workers will give a
copy of the claim to the employer which most recently employed them in the employment to which the disease is associated.
The WSIB only issues one benefit payment (up to two weeks of loss of earnings benefits) to workers who are entitled to
benefits under the insurance plan, but who have not met the claim and consent requirements. No further benefits are provided
unless the worker meets the requirements.

Workers meet their requirement to claim for benefits by signing Form 0006A - the Workers' Report of Injury/Disease Form 6
(Form 6) or Form REO6 - Worker's Continuity Report.
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How Employees Consent Workers meet their requirement to consent to disclose functional abilities information by signing:

• Form 0006A - the Workers' Report of Injury/Disease Form 6 (Form 6)

• Functional Abilities Form for Planning Early and Safe Return to Work (FAF), or

• REO6 - Worker's Continuity Report (REO6).

Reporting Deadline

The Township of South Algonquin

We will ensure that the WSIB receives a complete accident report within seven business days of the Township of South
Algonquin learning of the reporting obligation. (Business days are Monday to Friday, and do not include statutory holidays.)
Workers will receive a copy of the accident report that is provided to the WSIB (including any additional information provided
by the Township of South Algonquin).

Employees

A claim must be filed within six months of an accident or, in the case of an occupational disease, within six months of the
worker learning of the disease. If the worker does not file the claim for benefits, or consent to the disclosure of functional
abilities information within the six-month deadline, the WSIB does not provide benefits unless, in its opinion, it is just to do so.

In some cases, workers may ask the Workplace Safety and Insurance Appeals Tribunal (WSIAT) to determine whether they have
the right to pursue a legal action against a third party under the Workplace Safety and Insurance Act. If WSIAT rules that they
do not have that right, the deadline for filing a claim for benefits is six months following WSIAT's decision.

Waiving the Requirements to Claim and Consent Mentally/Physically Incapable

If, as a result of the accident, the worker is mentally or physically incapable (e.g., unconscious) of claiming benefits and
consenting to the disclosure of functional abilities information, the WCB/WSIB waives the requirements and issues the first and
subsequent benefit payment(s) to the guardian.

Failure to Comply

Due to the serious nature of workplace injuries and the importance of accurate and timely reporting, Township of South
Algonquin employees are expected to fulfill their obligations regarding the correct reporting of workplace injuries.

At the initial entitlement stage of a claim, the WSIB may levy four separate penalties -- one each for:

1. Late reporting;

2. Incomplete reporting;

3. Not reporting on a pre-approved version of the form; and

4. Failing to provide a copy of the Form 7 to the worker.

The WSIB may again levy these penalties if the Township of South Algonquin fails to respond to subsequent requests for
information, or at the time of a recurrence.
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Health and Safety
Workplace Hazard Identification Policy

Intent

Township of South Algonquin has adopted this policy to ensure that all workplace hazards are identified and controlled
appropriately. These measures have been taken to ensure the ongoing health and safety of our staff.

Definition

Hazard:

An occupational hazard is a thing or situation with the potential to harm a worker. Occupational hazards can be divided into
two categories:

• Safety hazards that cause accidents that physically injure workers;

• Health hazards which result in the development of disease.

It is important to note that a "hazard" only represents a potential to cause harm. Whether it actually does cause harm will
depend on circumstances, such as the toxicity of the health hazard, exposure amount, and duration.

Hazards can also be rated according to the severity of the harm they cause - a significant hazard being one with the potential
to cause a serious injury or death.

Guidelines

To reduce the potential for injuries at Township of South Algonquin, we will conduct a hazard assessment of all work areas and
work processes. During the workplace hazard assessment, Township of South Algonquin will work to identify potential hazards
that exist in work areas, processes and procedures.

Township of South Algonquin employees are required to report any workplace hazards to their supervisor / manager.

Where a hazard is identified, the Township of South Algonquin shall work to determine the possibility of any injuries caused by
the hazard, and the level of risk associated with the hazard.

Where a hazard creates dangerous working conditions, the work shall be halted until such time as it may be controlled
effectively.

The Township of South Algonquin shall address and resolve workplace hazards using appropriate controls either at the source
of the hazard, between the source and the worker, or at the worker.

Where possible, the Township of South Algonquin shall strive to control hazards at the source. The Township of South
Algonquin shall determine appropriate safe work procedures and practices, and provide training and education in safe work
practices, policies and procedures.

Risk vs. Hazard

Risk

The hazard posed by some material or situation is its potential to cause harm. Risk is the probability, or chance, that a hazard
will actually harm someone.

Removing occupational hazards is only one way of improving worker protection. A more practical approach to the limitation of
occupational hazards is the control or management of the risks that hazards pose.

Sometimes, in addition to the probability of a hazard causing harm, risk includes a consideration of the seriousness of the
hazard.

The consequences of exposure to some hazards may be so harmful that, even if there is little chance of a worker being
exposed, the risk is so great that extreme precautions must be taken to prevent even that small possibility.

Hazard

The term "hazard" refers to the potential to cause harm. In the case of a workplace health hazard, the harm is to a worker's
health and usually takes the form of an injury or illness.

Dealing with Workplace Hazards

There is a three-step process for dealing with workplace hazards:
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1. Identify – Report any workplace hazards to your immediate supervisor. Recognition involves both identifying a hazard and
determining if there is a possibility of workers being affected by it. If there is such a possibility, it must be assessed and if it is
found to be significant, the hazard must be controlled. Employees are required to report any workplace hazards to their
immediate supervisor immediately, to reduce the dangers to all other employees.

2. Assess – Determine the level of risk associated with the hazard. Discontinue work in the event that a workplace hazard
creates excessive and dangerous work conditions.

3. Control – the Township of South Algonquin will use all elements available to address and resolve dangerous workplace
hazards. Control can be applied at the source of the hazard, along the path between the source and the worker, or at the
worker. Control at the source is preferred.

Hazard Control

Where a workplace hazard is identified, the Township of South Algonquin shall utilize the following process to ensure
workplace safety:

Step 1: Engineering Controls – Where possible, hazards shall be eliminated or mitigated through engineering controls, including
either the substitution of hazardous materials, work processes or equipment used with less hazardous options, the isolation of
hazardous work to physically remove the worker from the hazard, or through ventilation of the area.

Step 2: Design of Safe Work and Hygiene Practices – The Township of South Algonquin shall design safe work practices that
provide guidelines for working safely with workplace hazards, and limit exposure to hazards.

Step 3: Administrative Controls – The Township of South Algonquin shall employ administrative controls, including job rotation
schedules, work-rest cycles and timing of maintenance procedures to limit the amount of time that workers are exposed to
hazards.

Step 4: Personal Protective Equipment – Where appropriate, PPE that is designed to reduce, or eliminate a hazard shall be
provided.

Step 5: Education and Training – Township of South Algonquin will provide staff with the appropriate training and education in
safe work practices, and working with or near identified workplace hazards.

Personal Protective Equipment

Township of South Algonquin will take every reasonable precaution in the circumstances to protect workers; this may include
requiring them to wear personal protective equipment through the course of their job duties.

All PPE used by the Township and its employees will be maintained in accordance with manufacturer's instructions and
requirements.

Township-issued PPE will be inspected at the time of issue and before each use by the employee.

All PPE that is damaged, or in need of service or repair will be removed from service immediately.

All PPE that has been removed from service will be tagged "OUT OF SERVICE." Any PPE tagged "OUT OF SERVICE" will not be
returned to service until repaired and inspected by a qualified person.

Failure to wear the required safety equipment may result in disciplinary action.
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Health and Safety
Workplace Accident Investigation Policy - Ontario

Intent

The Township of South Algonquin will comply with all applicable regulations, legislation and workplace compliance issues
regarding health and safety, the correct reporting of any workplace injuries, and will strive to prevent any potential workplace
injuries through the implementation of health and safety policies, procedures and programs.

The Workplace Accident Investigation Policy is intended to provide the correct investigatory procedures in the event of a
workplace accident/incident. The creation of complete documentation, proper reports and investigations of workplace
accidents/incidents will increase our overall readiness to identify and resolve workplace safety issues, reduce workplace
injuries, and increase efficiency.

Guidelines

Response to Accidents Resulting Injuries Requiring Medical Attention

1. Stop the Process Immediately.

2. Contact the Manager and Health & Safety Representative so that a joint investigation can be conducted (even if the injured
worker is not available). Gather all available information such as:

• How did accident occur?

• Names of witnesses.

• Objects, equipment, parts, or substances involved in accident.

• Maintenance records.

• Is there a safe work procedure for the work being performed?

• Was procedure being followed?

• Did worker receive safety training for work being performed?

3. Identify root causes.

4. Determine and implement temporary or, if possible, long term corrective measures to address root causes before re-starting
the process.

5. Complete an accident investigation form and provide copies to manager and the Health & Safety Representative.

6. Ensure that copies of all records reviewed (training records, maintenance records, work procedures, safety talks, equipment
drawings) are attached to the accident investigation.

7. Schedule follow-up review to review effectiveness of the temporary and long term corrective measures implemented.

Critical Injury Response and Investigation

If the extent of injury is unclear but it appears that the potential exists that the injury may fall under the critical injury
definition, treat the accident as a critical injury.

1. When notified of a Critical Injury the Supervisor shall immediately proceed to the accident scene and ensure that the area is
secured and remains undisturbed until released by a Health and Safety Inspector.

2. The supervisor will contact management and the Health and Safety Representative so that a joint investigation can be
conducted of the accident with that person once the injured team member is removed from the scene and it is safe to enter
the accident area. Follow the steps outlined for conducting an accident investigation.

3. The Supervisor or other designated member of management will call report the critical injury to the appropriate board
(M.O.L in Ontario 1-877-202-0008) within 48 hours. Tell the operator that you are reporting a critical injury. You will need to
provide the name of the injured worker as well as the time of the accident. An officer will call you back, so be sure that you
leave a number you can easily be reached on. Keep detailed notes as to the times of all calls, the name of the officer(s) you
talk to, and details of the discussions.

4. If the root causes of the accident and corrective actions are identified, review these once the officer calls you back. Have
the safety committee representative present to talk with the officer to confirm what has taken place. Often the officer will
release the scene if the safety committee member confirms that the accident investigation has been completed and corrective
actions have been agreed on to remove any unsafe conditions.
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5. If the officer agrees with the corrective actions, they will release the accident scene and make arrangements to investigate
the following day. If the officer decides to investigate immediately, the accident scene must then remain secured until the
officer has completed their investigation. Continue to follow-up to ensure the accident scene remains secured and nothing is
moved. Arrange to have copies of all relevant documentation such as training records, maintenance records, work procedures,
etc. available for the officer when they arrive.

6. Complete and FAX to the officer's attention a Critical Injury Report notifying them of the critical injury. You may also be
asked to include a copy of the completed accident investigation.
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Health and Safety
Right to Refuse Unsafe Work Policy – Ontario

Intent

In accordance with the Occupational Health and Safety Act, in the event that a Township of South Algonquin employee
encounters unsafe working conditions, or where the required equipment, tools or machinery present a serious health and
safety concern, the employee shall have the right to refuse any work that they believe to be unsafe.

The Right to Refuse Unsafe Work Policy applies to the Township of South Algonquin, its employees, vendors, visitors and clients
who are on the Township's premises or acting on behalf of the Township at all times and without exception.

Definitions

Imminent Danger: is defined in relation to any occupation as:

• A danger that is not normal for that occupation, or

• A danger under which a person engaged in that occupation would not normally carry out the person's work.

Guidelines

Any Township of South Algonquin employee can refuse to work if they have a reasonable belief that one or more of the
following situations exist:

• Machinery, equipment or tools required in the performance of job duties present a safety hazard and their use may cause an
injury to the worker or those nearby.

• The working conditions are unsafe, and may cause an injury to the worker or those nearby.

• The workplace conditions or machinery, equipment or tools represent a violation of the Ontario Occupational Health and
Safety Act regulations, and represent a physical danger to the health and safety of the worker or those nearby.

• The worker has a reasonable expectation that the work would place them in danger of physical harm.

Work Refusal Procedure

In the event of work being refused or stopped, the following actions are required of employers and employees, as per the
guidelines stated by the Ontario Ministry of Labour:

Employees

1. Inform your supervisor or manager of the work refusal immediately, and provide an explanation detailing the rationale
behind the refusal.

2. Stay nearby in a safe place until an investigation has been completed.

3. In the event that you are unsatisfied with the results of the investigation, you may continue to refuse the work provided
where you have reasonable grounds to base the continued refusal on.

Management/Supervisors

1. Township of South Algonquin management or supervisors shall conduct an investigation into the situation immediately after
learning of the refusal and shall work to find an effective, safe and mutually agreeable resolution to the issue in the presence
of the worker and one of the following:

• Joint committee member that represents the workers

• Health and safety representative

• Another worker that has been chosen by his peers to represent the workers

2. In the event that an employee is unsatisfied with the resolution and continues to refuse the work, Township of South
Algonquin management or supervisors must contact a Ministry of Labour (MOL) inspector and notify them of the situation, and
request that they provide assistance.

3. While awaiting the arrival and findings of the MOL inspector, Township of South Algonquin management or supervisors may
assign other reasonable work during normal work hours for the employee that has refused work.

4. The MOL inspector will conduct an investigation to determine if the work is either safe, or unsafe and presents a danger to
the health and safety of the employee. The findings of the investigation must be provided in writing, to both the Township of
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South Algonquin employee, Township of South Algonquin management or supervisor, and the health and safety representative.
In the event that the work is determined to be safe, the employee shall be expected to return to work.

Continuing Work That Has Been Refused

1. In the event that work has been refused, the Township of South Algonquin management or a supervisor has investigated
the situation, provided a resolution to the issue, and the worker continues to refuse the work, then the Township of South
Algonquin management or supervisors may ask another worker to perform the refused work while waiting for the inspector to
investigate and give a decision on the continued refusal.

2. Where a second worker is asked to perform work that has been refused, the second worker must be informed of the initial
work refusal, and the reasons for the refusal. This information must be provided in the presence of a health and safety
representative.

3. The second worker also has the right to refuse the work.

Payment for Refused Work

• The Ontario Labour Relations Board (OLRB) has provided a ruling such that a refusal to work, allows the worker entitlement
to payment at their appropriate rate.

• A person acting as a worker representative during a work refusal is paid at either the regular or the premium rate, whichever
is applicable.

• The Township of South Algonquin is not required to continue payment in the event that the refused work has been inspected
and ruled safe by a Ministry of Labour inspector.

Discipline for Refusal to Work

The Township of South Algonquin employees will not be disciplined for refusing to work if they have a reasonable belief that the
work is unsafe or could endanger themselves or others.

The Township of South Algonquin employees are required to work in accordance with the regulations set forth by the Ontario
Health and Safety Act, and have the rights to seek their enforcement.

The Township of South Algonquin shall not penalize, dismiss, discipline, suspend or threaten to do any of these things to a
worker who has obeyed the law, and regulations of the OHSA.

In the event that a work refusal was made in bad faith, or if the worker continues to refuse the work after the Ministry of
Labour inspector finds that the work is unlikely to endanger the worker, the Township of South Algonquin may elect to utilize
disciplinary action(s) up to and including termination of employment with cause.
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Health and Safety
Joint Health and Safety Committee Policy – Ontario

Intent

The government of Ontario has established health and safety legislation under the Occupational Health and Safety Act
providing clear requirements in respect of the establishment of a joint health and safety committee. Based on these
requirements and the Township of South Algonquin’s commitment to maintaining the health and well-being of its employees,
the Township has established a joint health and safety committee, and this policy outlines the duties of this committee.

Guidelines

Township of South Algonquin Responsibilities:

In accordance with the Occupational Health and Safety Act, the Township of South Algonquin is committed to supporting the
joint health and safety committee in respect of their functions and duties at the work place and will:

• Ensure that the committee members receive training in health and safety and are informed of their responsibilities.

• Post the names and work locations of the committee members in an obvious place and make sure it is updated.

• Assist and cooperate with the joint health and safety committee when carrying out their duties including workplace
inspections.

• Provide the joint health and safety committee with information or reports regarding health and safety, work practices, and
standards in similar industries to the best of their knowledge.

• Consult and collaborate with the joint health and safety committee to develop and update workplace health and safety
policies and programs.

• Respond to written recommendations from the joint health and safety committee within 21 days. The response will state
which recommendations were not accepted and explain why. It will also provide a timeline for implementing the
recommendations that were accepted.

• Inform the joint health and safety committee of any workplace hazards, illnesses, injuries, or deaths.

• Provide the joint health and safety committee with the results of any violence risk assessments completed.

• Provide the joint health and safety committee with copies of all orders and reports from the Ministry of Labour, Training and
Skills Development inspector.

• Allow a committee member to accompany an inspector from the Ministry of Labour, Training and Skills Development during a
workplace inspection.

Joint Health and Safety Committee Responsibilities:

In accordance with the Occupational Health and Safety Act, the joint health and safety committee is given specific duties in
respect of our workplace, and will:

• Identify and evaluate potential hazards in the workplace, recommend corrective action, and follow up on the implementation
of these recommendations.

• Receive, consider, and attempt to resolve complaints relating to the health and safety of company employees.

• Participate in investigating and assessing the exposure of employees to workplace hazards.

• Ensure that regular inspections are completed and the entire workplace is inspected at least once a year.

• Be consulted on and present for any health and safety-related testing in the workplace.

• Conduct an investigation when an employee is injured or killed in the workplace. This includes reporting the findings and
making recommendations to the company to reduce the risk of recurrence.

• Be present for and participate in the investigation of a work refusal.

Workplace Inspections

The joint health and safety committee will conduct workplace inspections in order to identify workplace hazards and make
recommendations to the township to correct these hazards. The workplace will be inspected once a month. If it is not practical
to inspect the entire workplace at once, at least part of the workplace must be inspected monthly resulting in the entire
workplace being inspected once a year. This will be done in accordance with a schedule agreed upon by the committee and
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the Township.

Joint health and safety committee Committee Composition

Due to the size of Township of South Algonquin and the requirements in legislation, the joint health and safety committee will
be made up of 4 members. At least half of these committee members must be employees who are not members of
management. These members will be selected by the workers they represent. The remaining committee members will be
members of management selected by the company and chosen based on their knowledge of operations and health and safety.
Only current employees are eligible to be members of the committee.

The committee will have two co-chairs, one representing employees and one representing management. The co-chair
representing employees will be selected by employee committee members, and the management co-chair will be selected by
management committee members.

Certification of Committee Members

The Township of South Algonquin will ensure that at least two members of the committee, one representing workers and one
representing management, are certified. Certified members are members who have completed specialized training approved
by the Ministry of Labour, Training and Skills Development. If there are multiple certified members, one certified employee
member and one certified management member will be selected by their applicable groups to solely exercise the rights of and
perform the duties required. If a certified member resigns, the company will ensure that a new certified member is trained or
appointed within a reasonable time.

Committee Meetings and Meeting Minutes

The committee will meet at least once every three months during regular working hours and as needed on urgent matters. The
committee co-chairs will take turns leading the meetings.

Minutes of meetings must be recorded and made available for review upon request. They should contain details of all matters
discussed, as well as a description of issues raised, any action recommended by the committee members and the company’s
response to previous recommendations. Committee members should be identified by title and not by name, as members’
names should be used only for attendance purposes. The meeting minutes will be signed by both co-chairs and posted in the
workplace within one week of the meeting.

Time from Work and Entitlement to Pay

Members of the joint health and safety committee are entitled to time from their regular job duties to prepare for meetings,
attend meetings, and to carry out other duties and responsibilities. This is deemed to be work time and therefore committee
members will be paid by the township at their regular rate of pay or premium rate when applicable. This includes time spent by
committee members participating in certification training.
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Operations
Corporate Credit Card Policy
Financial Reporting Policy
Client_Customer Code of Conduct and Complaint Procedure Policy
Cash Handling and Storage Policy (Petty Funds)
Corporate Social Responsibility Policy
Environmental Responsibility Policy
Media Relations Policy
Travel Policy
Record Retention Policy (Human Resources) - Ontario
AODA - Integrated Accessibility Standards Regulation (IASR) Customer Service
Policy
AODA Employment Standards Policy
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Operations
Corporate Credit Card Policy

Intent

This policy applies to all employees of the Township of South Algonquin who are granted and assigned a corporate credit card.
The conditions set forth in this policy govern the responsible use of, and procedures for, credit cards belonging to the
Township of South Algonquin for the purpose of conducting Township of South Algonquin business.

Guidelines

Township of South Algonquin's exclusive supplier of corporate credit cards is TD Bank. No other provider's card will be
approved for the duration of the agreement with TD Bank.

Cardholders are responsible for ensuring that they adhere to this Corporate Credit Card Policy in order to enforce adequate
controls to minimize the risk that corporate credit cards are used for fraudulent purposes.

Eligibility

1. Department Heads and the CAO eligible to carry a corporate credit card.

2. Line employees with prior, written approval from their supervisor/manager may use a corporate credit card for brief
durations only.

3. Only one (1) corporate credit card will be issued per approved employee.

4. To be eligible for a corporate credit card, an employee must meet at least two (2) of the following criteria:

• Travels as part of his or her job duties.

• Purchases significant volumes of goods and services for use by Township of South Algonquin.

• Incurs regular expenses of a type normally paid by credit card for the completion of his or her job duties, or for otherwise
conducting Township of South Algonquin business.

Limits & Conditions of Use

1. Each corporate credit card shall be limited to a maximum of $7,500 for business expenditures. Exemptions to this limit will
be made on a case-by-case basis only.

2. Employees who are granted use of the company credit card are strictly prohibited to use "points" accrued from credit card
use for personal purchases. Any "points" that are accumulated will be used for approved company purchases only.

3. The use of corporate credit cards to obtain cash advances is strictly prohibited. Corporate credit cards may only be used to
incur expenses approved by the assigned employee named on the card itself.

4. The use of corporate credit cards is for conducting Township of South Algonquin business only. Charging personal expenses
to a corporate credit card is forbidden in any circumstance. Card transactions will be monitored by the Township of South
Algonquin's Finance department to ensure compliance.

5. Failure to comply with the conditions set forth in this policy can result in one or more of the following actions: cancellation of
the card; loss of corporate credit card privileges; and/or termination of employment.

Monthly Statements

1. Expenditures covered by corporate credit cards must be reconciled with the Finance department within ten (10) days of the
credit card's statement date. Cardholders who have not reconciled monthly expenditures by the ten-day deadline will be asked
to reconcile immediately.

2. Cardholders who still do not reconcile shall be sent a reminder of their obligations. Continued failure may result in the loss of
access to the corporate credit card, or possible disciplinary action.

Cardholder Responsibilities

1. Cardholders must have their monthly statements authorized by their CAO. Cardholders may not authorize their own
statements.

2. Cardholders must retain original receipts of all transactions and submit them with monthly statements for authorization.

3. All purchases on corporate credit cards without original receipts are the cardholder's responsibility for reimbursement to
Township of South Algonquin. Expenditures not supported by receipts will be billed to the cardholder, or may be deducted from
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the cardholder's salary.

4. Cardholders who travel shall either bill daily expenses to the corporate credit card or claim daily expenses as per diem rates
(see Travel Expense Policy for further details). Cardholders may not bill daily expenses to both.

5. Lost or stolen corporate credit cards must be reported and cancelled immediately to Township of South Algonquin's credit
card supplier, as well as reported to the Finance department.

6. Cardholders are responsible for ensuring that purchases via corporate credit cards meet all purchasing criteria outlined in
Township of South Algonquin's applicable purchasing and procurement policies.

Supervisory Responsibilities

The CAO must verify and authorize all monthly transactions. The department head must ensure that all credit card transactions
are business related and all supporting documentation is provided by the cardholder. Any suspicious or unusual transactions
must be reconciled with the cardholder immediately and referred to the financial department.

The CAO must also ensure that monthly statements are signed by the cardholder, and must correctly file statements and their
attached documentation.

Sales Tax

Township of South Algonquin is liable for sales taxes. To enable tax credits for the organization, all purchases made via
corporate credits cards must be accompanied by documentation outlining the sales tax components of the bill. Employees who
do not obtain these tax invoices may have their corporate credit card cancelled.

Making Purchases

Cardholders may place an order with a supplier either in person, by fax/telephone, e-mail or by mail. Purchases made via the
Internet and Web sites are generally discouraged. However, if no other avenue is available, cardholders may make online
purchases only if the site uses appropriate encryption. Furthermore:

1. Sufficient budget funds must be available to cover all purchases made on corporate credit cards.

2. Expenditures shall not exceed maximum transaction limits, individual card limits, and/or monthly credit limits.

3. Corporate credit cards must not be used with prohibited merchants as outlined in Township of South Algonquin's purchasing
and procurement policies.

4. The following purchases are considered acceptable for corporate credit card use:

• Payment or deposits for goods/services in full or in part.

• Memberships and subscriptions.

• Conference fees.

• Postage fees and other courier express services.

• Operating supplies for conducting Township of South Algonquin business (e.g. toner, software, general office supplies, etc.).

• Minor equipment purchases.

5. The following purchases are considered unacceptable for corporate credit card use and are prohibited:

• Private and/or personal expenses.

• Payment of travel expenses where the employee has chosen to receive reimbursement via the per diem method outlined in
the Travel Expense Policy.

• Withdrawal of cash or cash advances.

• Computer hardware, unless prior authorized and approved by Township of South Algonquin's IT department.

• Splitting the total cost purchases into multiple transactions to avoid the requirements of any Township of South Algonquin
policy.

Monitoring

The Township of South Algonquin reserves the right to conduct random audits of cardholder purchases and monthly
statements, either by internal or external auditors.

Disputed Transactions
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Disputed transactions shall be reconciled by Township of South Algonquin's credit card supplier and the cardholder.
Cardholders must notify the credit card supplier and the Finance department immediately for resolution. Disputed transactions
in arrears for greater than 2 (two) months will be brought to the attention of the Financial department for further action.

Renewals

Requests for lost, stolen, or damaged credit cards must be referred to the Finance department. The Township of South
Algonquin's credit card supplier normally coordinates card replacement. For corporate credit cards that are due to expire,
cardholders will receive a replacement in advance. Old cards must be returned to the Finance department for immediate
destruction. Replacement cards must be signed by the cardholder immediately upon receipt of the replacement card.

Termination of Employment

Prior to termination of employment or job duties requiring corporate credit card use, each cardholder must:

• Reconcile all expenditures on his or her card.

• Ensure that credit card accounts are reconciled prior to departing the employ of Township of South Algonquin.

• Surrender his or her corporate credit card to the Finance department.

If any corporate credit card transactions are in arrears after termination of employment, the amount in arrears will be
deducted from any final payments owed to the employee or will result in legal action being taken against the former
cardholder.
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Operations
Financial Reporting Policy

Intent

Township of South Algonquin has adopted this policy to ensure that all financial reporting obligations are created using
generally accepted accounting practices, and are in accordance with the regulations set forth by the Canada Revenue Agency,
and all applicable regulations and legislation.

Guidelines

The Township of South Algonquin departments shall be required to maintain appropriate systems of financial management and
internal control to ensure that all costs, benefits and risks are documented.

All Township of South Algonquin financial transactions shall:

• Be appropriately documented and reported following GAAP standards;

• Receive appropriate authorization.

Departments will be required to submit their financial information to the Deputy Treasurer.

The Township of South Algonquin Deputy Treasurer shall work with Management to ensure the accuracy and integrity of
financial statements.

The Township of South Algonquin financial statements shall be prepared in a manner that reports our financial standing as of
the date of reporting, and will include the financial results of our activities.

The Township of South Algonquin financial transactions shall be classified as either budgetary or non-budgetary.

The Township of South Algonquin shall present budgetary control reports quarterly to Council for consideration and review.

Reporting

The Township of South Algonquin Council shall receive and approve the annual financial statements of the Township for each
fiscal year ending 31 December.

All financial reporting shall comply with stated timelines as required Municipal Financial Administration Act and other Provincial
and Federal requirements.
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Operations
Client/Customer Code of Conduct and Complaint Procedure Policy

Intent

Township of South Algonquin seeks to continually provide a welcoming and comfortable environment which ensures trust and
respect for all residents, visitors, staff, and volunteers. The Township of South Algonquin strives to provide residents with a
safe environment to grieve, regardless of culture or religious beliefs. We have established this Client/Customer Code of
Conduct Policy to specify our expectations.

Guidelines

Expectations of our Clients

All clients of Township of South Algonquin are expected to treat our employees, other clients and visitors with the utmost
respect and dignity while on township property. The Township of South Algonquin strictly forbids discrimination or harassment
of any kind, whether based on race, colour, national origin, religion, creed, sex, age, physical, mental or developmental
disability, marital status, sexual orientation, political ideology or any other reason. Harassment may include unsolicited or
unwelcome remarks, gestures, or physical contact, as well as the display or circulation of inappropriate or derogatory written
materials or pictures.

The following is a list of behaviours that will not be tolerated:

• Physical violence;

• Verbal abuse;

• Profanity;

• Any form of harassment;

• Intimidation tactics and/or making threats;

• Malicious or harmful statements about others;

• Public disclosure of another's private information;

• Possession of dangerous or unauthorized material; and

• Solicitation, purchase or selling of illegal substances.

Residents and/or visitors who appear to be under the influence of alcohol or illegal drugs may be asked to leave the premises.

Violations

Of paramount importance to Township of South Algonquin is the safety and security of its employees, residents and visitors.
This policy is strictly enforced and non-compliance will result in corrective measures being undertaken.

The CAO and staff of Township of South Algonquin reserve the right to exclude any person from accessing services as a
consequence of violating this policy.

Client Complaints

At Township of South Algonquin we value our residents and what they have to say about the service they receive. We take all
complaints seriously as they assist us to improve our products, services and client service.

We are committed to consistent, fair and confidential complaint handling and to resolving complaints as quickly as possible.
We aim to make it easy for people to make a complaint if they are dissatisfied and we will treat all residents making a
complaint equally.

Recording Procedure

All complaints made, whether verbal or written, will be recorded at the time the complaint is made, or as soon as possible
afterwards. The complaint should be recorded by the staff member who took the details.

When taking a complaint, staff will record the name and contact details of the resident, as well as full details of the complaint
including the date. Details of all communication with the client and any actions to resolve the complaint will be recorded in the
same place. Reassure clients that we will follow up with them as soon as is reasonably practicable, and provide them with a
date and time to expect a response, where possible.

Recorded complaints will also be monitored for any ongoing trends by Management and efforts will be made to resolve any
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ongoing issues.

Residents' personal details or details of their complaint will not be divulged to third parties unless prior written consent of the
resident has been received.

Informing Residents of Progress

Written complaints will be acknowledged promptly. We strive to resolve all complaints within fourteen days; however,
residents will be given an approximate timeframe of resolution at the time that they make their complaint. They will also be
informed of the progress of their complaint on a regular basis, especially if there are any delays or changes to what has been
agreed.

We will ensure that clients are informed of any changes to our products or services as a result of their complaint. Where
appropriate, clients who have had a complaint resolved will be contacted at a later date to see if they are happy with how their
complaint was handled.

Responding to Complaints

All clients making a complaint will be treated with courtesy. Where possible, complaints will be resolved at the first point of
contact. Complaints that are solved immediately will still be recorded, as outlined above.

If the complaint can't be resolved immediately, the client will be given a timeframe, a contact person and details of our
complaint handling process. Where possible, the staff member taking the complaint details will be the contact person.

Management will resolve a complaint by communicating directly with all parties in determining an acceptable resolution to the
situation.

Escalation of Complaints

If a complaint cannot be resolved by the usual complaint process, it should be referred to the CAO and the resident will be
informed and given an amended timeframe for resolution.
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Operations
Cash Handling and Storage Policy (Petty Funds)

Intent

The intent of this policy is to ensure proper and consistent cash handling and storage procedures.

Definitions

Cash – Includes all forms of valid Canadian currency, including coins, paper bills, cheques, money orders, credit card
transactions, and the transfer of funds made electronically.

Cash Collection Points – Any department or location that accepts and/or handles cash.

Guidelines

• At no point may cash be left unattended. This measure has been adopted to avoid the potential for theft or robbery. All cash
accepted must be deposited into an appropriate storage device, e.g. register, safe or lock-box.

• Access to cash storage devices must be limited to authorized personnel only, including cashiers, management and
department heads.

• The verified totals of cash accepted in the week must be reported to the Deputy Treasurer weekly.

• Delivery of cash to the bank shall be performed by the Deputy Clerk . Deliveries will be performed bi-weekly except during
tax time.

Cash Collection Points

• All cash collected must be accepted and received using the accounting software, and a receipt must be generated. This
measure has been adopted to ensure that all transactions are properly recorded, and documentation is created.

• All cash received and counted at the close of business must balance with the records indicated by the software.

• Any cheques that are accepted must be made payable to Township of South Algonquin.

• Prior to the delivery of cash for deposit at the bank, a deposit slip must be created stating the total amounts.

• Coins must be rolled for the purposes of bank deposits.

• Cash collection points will be provided with a Cash Float to ensure that transactions may be completed efficiently, and
change may be made appropriately.

Petty Cash Funds

• Any request for petty cash funds must be made to the CAO. The request must state the rationale for the request, and the
amount required.

• Petty cash funds are to be managed by the Deputy Clerk. All petty cash funds will be kept in a secure location under lock and
key.

• Only approved requests will be provided with funding.

• Petty cash shall not be used for the purposes of any form of loan or salary advance.

• Petty cash requests shall not exceed $300. For funding requests in excess of $300, please forward your request to the CAO.
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Operations
Corporate Social Responsibility Policy

Intent

Township of South Algonquin strives to manage our business and operations with Corporate Social Responsibility in mind at all
times. We accomplish this by:

• Conducting business in a socially responsible and ethical manner;

• Protecting the environment and the safety of people;

• Supporting human rights;

• Engaging, learning from, respecting and supporting the communities and cultures with which we work;

• Monitoring and reporting performance; and

• Making a commitment to sustainable development.

This Policy shall apply to all activities undertaken by or on behalf of Township of South Algonquin, and shall be adopted by all
employees and contractors that conduct Township of South Algonquin business.

The Township of South Algonquin leaders will act as role models by incorporating those considerations into decision-making in
all business activities. Township of South Algonquin leaders will ensure that appropriate organizational structures are in place
to effectively identify, monitor, and manage Corporate Social Responsibility issues and performance relevant to our businesses.

Regarding Business Conduct, Township of South Algonquin will ensure that all aspects of Corporate Social Responsibility are
taken into consideration, and provided with support throughout our operations and administration.

This Policy is built on the following areas that reflect existing and emerging standards of Corporate Social Responsibility:

This Policy Shall Outline Township of South Algonquin Commitment To:

1. Business Ethics and Transparency;

2. Environment, Health and Safety;

3. Stakeholder Relations;

4. Employee Relations;

5. Human Rights;

6. The Community;

7. Resident and Supplier Relations;

8. Monitoring and Reporting Performance;

9. Sustainable Development.

Business Ethics and Transparency

•The Township of South Algonquin corporate governance will be conducted following a consistently high standard of integrity,
and will conduct business in an honest and ethical manner.

• The Township of South Algonquin will ensure that thorough and appropriate auditing and reporting procedures are conducted
to provide information regarding our performance.

Environment Health & Safety

• The Township of South Algonquin is committed to the protection of the environment, and will ensure that the activities of our
organization are conducted in an environmentally friendly manner.

• The Township of South Algonquin is vitally interested in the ongoing health and safety of our staff, residents, visitors and the
public at large, and will work to ensure that our workplace meets or exceeds all applicable requirements under health and
safety legislation.

Stakeholder Relations

• The Township of South Algonquin will communicate in an open and honest fashion, and will engage relevant stakeholders as
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appropriate in a timely fashion.

Employee Relations

• The Township of South Algonquin will ensure that it provides a fair and respectful work environment for all employees.

• The Township of South Algonquin will also ensure that its wages, benefits (both compensable and non-compensable) are
appropriate for the job market and the geographic location.

Human Rights

• The Township of South Algonquin will ensure that non-discriminatory employment practices are utilized, and that human
rights are protected at all times.

• The Township of South Algonquin is an equal opportunity employer and will not tolerate violations of the law, human rights,
or any workplace regulations or legislation.

• Township of South Algonquin will ensure that the workplace is free of discrimination, harassment, and bullying based on any
of the protected grounds of employment found in the applicable Human Rights Act/Code.

Community

• The Township of South Algonquin strives to act as a partner in the community, and will work with the surrounding community
in an open and collaborative fashion, providing the maximum benefit possible.

Resident and Supplier Relations

• The Township of South Algonquin offers competitive and innovative products and services that meet or exceed the needs of
our clients, and expects the same of our suppliers.

• The Township of South Algonquin will promote and engage in sustainable and mutually beneficial relationships with our
residents and suppliers, while maintaining adherence to our standards of conduct and the Corporate Social Responsibility
Policy.

Monitoring and Reporting Performance

• The Township of South Algonquin will review and asses our performance in programs and activities, and address any issues
as appropriate. We will ensure that the results of our reviews are communicated effectively.

• The Township of South Algonquin encourages public feedback regarding our operations, products and services, and will work
to act on the feedback as appropriate.

Sustainable Development

• The Township of South Algonquin is committed to developing its community in such a way that future growth remains
uncompromised.

• The Township of South Algonquin will ensure that its resources and supplies usage are balanced and considers the needs of
future business.
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Operations
Environmental Responsibility Policy

Intent

Township of South Algonquin maintains an environmental policy to promote and maintain environmentally responsible
practices for the benefit of our employees, residents and the community. We will conduct and grow our business in a manner
that respects the environment and strive to protect and conserve our world's natural resources.

Guidelines

The Township of South Algonquin is working towards continued improvement through the development of programs designed
to address the environmental cost and impact of our activities, products and services. We will:

• Comply with applicable regulations and standards in the industry;

• Support pollution prevention and minimization programs in the workplace;

• Use materials and energy efficiently to conserve natural resources;

• Minimize the emissions that contribute to climate change;

• Cooperate and develop relationships with our community, suppliers, contractors, government agencies, and other
organizations engaged in improving the environment;

• Review environmental objectives and monitor performance, so that we can properly assess our strengths and weakness, and
address them accordingly.

A Greener Workplace

At Township of South Algonquin, we recognize that every action taken in the workplace can have an environmental impact. We
will strive to create an eco-friendly workplace that will benefit our employees and the world around us. By implementing the
following measures, we can increase our efficiency, save electricity, reduce waste and greenhouse gases, and fulfill our
responsibilities to the environment.

The Township of South Algonquin in our commitment to the environment and the community as a whole will enforce eco-
friendly procedures in their workplace which will require employees' complete support.

• Whenever possible, all documents shall be printed on both sides, using recycled paper. This will reduce our paper usage,
conserve energy, and save waste.

• Hold paperless meetings by utilizing technologies such as 'go to meeting' and material display and review via projector
instead of handouts.

• Partner with suppliers and companies that are environmentally friendly.

• Use an automated time reporting and paperless payroll system.

• Refill our printer cartridges when practical, rather than purchase new ones.

• Ensure that computers are turned off at the end of the day, and if not possible, turn off monitors as they consume the most
energy.

• Turn off servers at the end of the work day and set them up for automatic turn on and off for necessary updates in the
evening.

• Purchase energy efficient equipment.

• Turn off all lights when not in use.

• Use ceramic mugs, dishes, glasses, and metal flatware instead of their disposable counterparts.

• Use EPA energy star compliant office equipment by replacing antiquated equipment with energy star compliant equipment.

• Use hand dryers in restrooms, rather than paper towels.

• Create a wireless office.

• Purchase environmentally friendly office supplies.

• Minimize the use of hazardous chemicals, and whenever possible, switch to greener alternatives.
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These are simple actions that when employed on a regular basis, can create a huge impact, but it will take all employees
together to make this happen.

Expectations for Employees

• Help Township of South Algonquin work towards a cleaner environment by steadfastly conserving resources in day to day
activities.

• Report any misuse, or abuse of resources.

• Report any concerns about environmental impacts made by Township of South Algonquin.

• Employ the environmental actions outlined in: A Greener Workplace.
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Operations
Media Relations Policy

Intent

Effective media relations are critical to the ongoing success of the Township of South Algonquin and the way that Township of
South Algonquin is perceived by our customers and the public at large. The Township of South Algonquin will work to ensure
that information regarding the organization is accurate, informative and positive. The Township of South Algonquin will work to
manage information provided to media outlets, including traditional news media formats and online coverage.

Guidelines

• The Township of South Algonquin will provide information regarding our services and performance to the media and the
public at large as appropriate.

• The Township of South Algonquin will appoint a designated media spokesperson to convey news to media outlets, and
respond to their inquiries.

• The Township of South Algonquin will provide a consistent source of information when posting news to any media format,
and when responding to inquiries.

• The Township of South Algonquin staff shall direct any media inquiries to the CAO.

Public Statements

• Public statements regarding or in reference to Township of South Algonquin must use positive language, and shall not
defame, and / or speak negatively of the Township of South Algonquin as an organization, Township of South Algonquin staff or
Township of South Algonquin departments.

• The Township of South Algonquin strictly prohibits the public communication of unverified information, e.g. rumours or
information gathered from a third party.

• The Township of South Algonquin media releases must use appropriate logos.

• The Township of South Algonquin media releases must be approved by the CAO or a qualified media relations officer in the
event of an emergency with notification of all releases provided to the CAO.

• Only a Mayor or CAO of the Township of South Algonquin shall be allowed to make public statements and/or provide media
releases.
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Operations
Travel Policy

Intent

As an employee of Township of South Algonquin, you may occasionally be required to travel on company business.

Company travel must relate to necessary business transacted away from the employee's normal workplace. Township of South
Algonquin will reimburse its employees for reasonable travel expenses incurred on authorized company business. All travel
expenses must be properly documented for approval and reimbursement. Any exceptions to the policy must be submitted to
the Department Head or other Township of South Algonquin official for approval.

Guidelines

Transportation

All company transportation will be conducted in the most economical manner possible.

Whenever possible, tickets should be booked at least seven (7) days in advance to benefit from any discounts offered by the
carrier, or through the negotiations made by Township of South Algonquin. All tickets shall be purchased from Township of
South Algonquin preferred vendors.

Surface Transportation

Private Vehicles

• Employees may use their own vehicle for business travel purposes if it is deemed less expensive than the rental of a car, or if
it offers a significant savings of time.

• Standard mileage reimbursement is per CRA per kilometre. This takes into account all actual expenses including fuel, oil,
maintenance, insurance, depreciation, etc. In the event that the traveler incurs higher costs than the standard specified, the
traveler must declare them in a statement submitted with the expense report to be considered for reimbursement. The fixed
and variable costs must be documented in the report.

• Parking, tolls, and ferries required will be reimbursed.

• Commuting expenses are not reimbursable.

• Any costs associated with the maintenance, fuel, vehicular breakdown, or damage incurred while driving a personal vehicle
are covered in the standard mileage rate, and will not be reimbursed.

• Any traffic violations, including parking tickets, will not be reimbursed by the company.

Rental Cars

• Compact or economy models will be used in regards to cost-savings.

• Exceptions may be made regarding vehicle size in the event of two or more passengers, or load requirements. Any
exceptions must have written approval prior to their reservation.

• Rental of vehicles should be discouraged in metropolitan areas that have substantial public transportation services available.

• Renting of vehicles will be booked through a preferred vendor.

• Personal liability and physical damage insurance is required on all rented vehicles, either pre-arranged through company
negotiations with a preferred vendor or through standard renting from a non-preferred vendor.

• In the event of damage to a rental car, contact your supervisor immediately. All accidents must be reported in writing
immediately upon return, or earlier with trips lasting more than 3 days after damage has occurred. A police report is also
required.

Employees will fill the gas tank prior to the return of the rental car. The employee renting the vehicle may be required to
personally reimburse the fuel surcharge fee if he/she fails to fill the vehicle gas tank prior to return.

• Pre-purchase of gas at the rental counter is discouraged.

• Any traffic violations, including parking tickets, will not be reimbursed by the company.

Meals

• A per-diem rate per CCRA will be supplied to traveling employees to cover the costs associated with reasonably priced meals.
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Employees are not required to produce receipts for these meals.

• Breakfast shall be paid in cases where travel is conducted prior to 7am, or ends after 9am.

• Lunch shall be paid when travel begins prior to 11am, or ends after 1pm.

• Dinner shall be paid when travel begins prior to 5pm or ends after 7pm.

Lodging

• Reservations for accommodations should be made with mid-range hotels.

• In the interests of economy, minimum requirement reservations (i.e., single traveler – single occupancy) should be made.

• Reservations should be made with preferred vendors.

• It is the employee's responsibility to cancel reservations by 4pm (hotel local time). Room costs incurred due to failure to
cancel will not be reimbursed. Employees should make note of the cancellation number.

Expense Reports

• Employees are expected to submit an expense account report within 48 hours upon their return.

• Reimbursement will be awarded upon approval of the expense account report.

• Employees are obligated to retain and submit receipts for any business expense not covered by the per-diem.

• Entertainment costs will not be covered by the Township.

• Incidentals will not be reimbursed when travel is less than one (1) full day.

• All expenses documented must be associated with a valid business purpose, and fall within company guidelines.

• Management information reports will be available. These reports will contain detailed information about travel expenses
charged to specific departments, including the names, destinations, purposes of, and specific expenses of trips made.

Approval

• Employees cannot approve the reimbursement of their own travel expenses.

• Employees cannot approve the reimbursement of travel expenses of an employee that they report to either directly, or
indirectly.

*While traveling, employees are regarded as representatives of the company, and should conduct themselves as such.

Traveling Alone

Safeguards

When working/travelling alone is required, The Township of South Algonquin has developed the following guidelines and
safeguards for their employees to ensure the health and safety of the employee is upheld. It is the responsibility of the
employee to ensure these safety procedures are followed while working/travelling alone.

• Employees are never to divulge any personal information to third parties.

• Employees are not to disclose any travel information, including hotel location, flight/travel plans, etc. to third parties.

• Cellular phones provided to the employee by Township of South Algonquin will have emergency phone numbers saved to
speed dial for quick access in case of an emergency.

• Employees are not to provide personal telephone numbers to residents of Township of South Algonquin at any time. The
Township of South Algonquin provides cellular devices to employees for work use.

• Employees are to take all reasonable steps to ensure any safety concerns are eliminated (i.e. working offsite late at night
alone, meeting residents in private locations, etc.).

• If an employee feels any potential risk at any time, they must remove themselves safely from the situation and report the
incident to their direct supervisor.

• In the case of an emergency, the employee must contact emergency personnel to ensure their safety- these circumstances
MUST be reported to the Township of South Algonquin immediately.

• Prior to working/travelling alone, employees will be trained and educated to minimize the dangers of working alone.
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• The Township of South Algonquin will always investigate all accidents / incidents, and take all reasonable steps to prevent a
re-occurrence of any unsafe occurrences.

Communication

When working/travelling alone, the employee is required to communicate back to the Township of South Algonquin through
the following check-in procedures to ensure the safety of its employees:

• The direct supervisor will define the appropriate intervals of time for the employee working/travelling alone to check-in with.

• Depending on the work/travel plan, your supervisor will determine the approved form of communication that will be required.

• The supervisor will ensure that the schedule communication-based check-in is adhered to with a written log for
documentation purposes.

• If the direct supervisor is unavailable, they will provide a backup employee to act as the main point of contact for the
employee working alone.

• The establishment of a code word will be implemented for use when the employee requires emergency assistance.

• The development of an emergency action plan will be done in the event that the employee working alone does not check-in
on schedule.
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Operations
 

Record Retention Policy (Human Resources) - Ontario

Intent
The intent of Township of South Algonquin's Human Resources Retention Policy is to outline record retention guidelines in
accordance with legislative requirements.

Guidelines
All Human Resources records shall be maintained and easily accessible in the event of an audit.

Where a document has reached its expiration date, the organization shall either:

a)Destroy, either by paper shredding or permanent deletion from electronic sources, or

b)Render the personal information non-identifying so that it can no longer be used to identify an individual.

Personal Information
Township of South Algonquin commits to collecting and retaining personal information as listed below for the sole purpose of
managing its business (in accordance with the Personal Information Protection and Electronic Documents Act (PIPEDA).

• Name

• Address

• Telephone number

• Date of birth (only if the employee is a student under the age of 18 – to be kept for 3 years after the 18th birthday or after
the end of employment

• Social Insurance Number

• Payroll records

• Beneficiary information

• Start date of employment

• End date of employment

• Written agreement(s) to work excess hours

• Education history

• Records relating to legislated leaves

• Information contained on the wage statement

• Days and hours worked

• Hours worked in excess of a salaried employee's regular schedule

• Substituted day off for public holiday

• Records pertaining to vacation time and pay

Record Retention
In accordance with Ontario's Employment Standards Act, subsection 15(5), the employer shall retain or arrange for some other
person to retain these records for at least three (3) years after the employee ceased to be employed by the employer.

In accordance with Ontario's Confined Spaces, O Reg. 632/05, in the case of a workplace that is not a project; the employer
shall retain every assessment, plan, co-ordination document, record of training, entry permit, record of inspection, and record
of atmospheric tests for the longer of these two (2) periods:
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• One (1) year after the document is created; or

• The period that is necessary to ensure that at least the two (2) most recent records of each kind that relate to a particular
confined space are retained, subsection 21(1).

In accordance with Ontario's Confined Spaces, O Reg. 632/05, in the case of a workplace that is a project, the employer or
constructor shall retain every assessment, plan, co-ordination document, record of training, entry permit, record of inspection,
and record of atmospheric tests for a period of one (1) year after the project is finished, subsection 21(2)(a).

In accordance with Ontario's Construction Projects, O Reg. 213/91, subsection 19, an employer shall keep the following records
for a period of at least one (1) year after the completion of a project:

• Any accident, explosion or fire involving a worker that causes injury requiring medical attention but does not disable the
worker, subsection 10(1);

• Any record of training in a fall protection system, subsection 26.2.

In accordance with Ontario's Construction Projects, O Reg. 213/91, subsection 352(12), records of medical examinations, tests,
medical treatment and worker exposure to compressed air must be kept in a secure place by the project physician who has
conducted the examinations and tests for a period of at least six (6) years.

In accordance with Ontario's Health Care and Residential Facilities, O Reg. 67/93, subsection 5(3), if an accident, explosion or
fire at a facility causes injury that requires medical attention but does not disable a worker from performing his or her usual
work, Township of South Algonquin will produce a record containing the following and retain it for a period of at least one (1)
year following its production:

• The nature and circumstances of the occurrence and the injury sustained;

• The time and place of the occurrence;

• The name and address of the injured worker; and

• The steps taken to prevent a recurrence.

In accordance with Ontario's Industrial Establishments, RRO 1990, Reg. 851, subsection 5(3), where an accident, explosion or
fire causes injury that requires medical attention but does not disable a worker from performing his or her usual work, the
record shall be kept for:

• A period of at least one (1) year; or

• Such longer period as is necessary to ensure that at least the two (2) most recent reports or records are kept, subsection
6(a) (b).

In accordance with Ontario's Mines and Mining Plants, RRO 1990, Reg. 854, where an accident, explosion, or fire causes injury
that requires medical attention but does not disable a worker from performing his or her usual work, the record shall be kept
by Township of South Algonquin and include::

• The nature and circumstances of the occurrence and the injury sustained;

• The time and place of the occurrence; and

• The name and address of the injured person.

In accordance with Ontario's X-Ray Safety, RRO 1990, Reg. 861, where a worker is working with X-rays and is issued with a
personal dosimeter, an employer shall retain the records from this personal dosimeter for a period of at least three (3) years,
subsection 12(5).

Payroll Records
Canada Revenue Agency requires the retention of all employee records pertaining to taxation and payroll for at least six (6)
years from the end of the last taxation year. These records can be kept in paper or electronic format. They may include:

• CPP contributions, as per the Canada Pension Plan, subsection 24(2);

• EI premiums, as per the Employment Insurance Act, subsection 87(3);

• Taxes withheld, as per the Income Tax Act, subsection 230(4)(b);

• The hours worked by each employee;

• Form TD1, Personal Tax Credits Return;

• Form TP1015.3, Source Deductions Return (Quebec only);
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• Canada Revenue Agency letters of authority which allow organizations to reduce the tax deductions for certain employees
for a specific year;

• All information slips and returns filed.
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Operations
AODA – Integrated Accessibility Standards Regulation (IASR) Customer Service Policy

(Note: This policy has been updated to reflect the July 1, 2018, changes to the regulations under Ontario’s Health Protection
and Promotion Act.)

Intent

All goods and services provided by the Township of South Algonquin will follow the principles of dignity, independence,
integration, and equal opportunity.

This policy meets the requirements of the customer service standards included in the Integrated Accessibility Standards
Regulation under the Accessibility for Ontarians with Disabilities Act, 2005. It applies to the provision of goods and services to
the public or other third parties, not to the goods themselves.

Definitions

Assistive device: A technical aid, communication device, or other instrument that is used to maintain or improve the functional
abilities of people with disabilities. Personal assistive devices are typically devices that customers bring with them, such as a
wheelchair, walker, or a personal oxygen tank, and that might assist in hearing, seeing, communicating, moving, breathing,
remembering, or reading.

Disability: As defined by the Accessibility for Ontarians with Disabilities Act, 2005, and the Ontario Human Rights Code, refers
to:

• Any degree of physical disability, infirmity, malformation, or disfigurement that is caused by bodily injury, birth defect, or
illness and, without limiting the generality of the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree of
paralysis, amputation, lack of physical co-ordination, blindness or visual impediment, deafness or hearing impediment,
muteness or speech impediment, or physical reliance on a guide dog or other animal or on a wheelchair or other remedial
appliance or device;

• A condition of mental impairment or a developmental disability;

• A learning disability, or dysfunction in one or more of the processes involved in understanding or using symbols or spoken
language;

• A mental disorder; or

• An injury or disability for which benefits were claimed or received under the insurance plan established under the Workplace
Safety and Insurance Act, 1997.

Guide dog: A highly trained working dog that has been trained at one of the facilities listed in Ontario Regulation 58 under the
Blind Persons’ Rights Act, to provide mobility, safety, and increased independence for people who are blind.

Service animal: A service animal for a person with a disability if:

1. The animal can be readily identified as one that is being used by the person for reasons relating to the person’s disability, as
a result of visual indicators such as the vest or harness worn by the animal; or

2. The person provides documentation from a member of one of the following regulated health professional colleges confirming
that the person requires the animal for reasons relating to the disability:

◦ College of Audiologists and Speech-Language Pathologists of Ontario;

◦ College of Chiropractors of Ontario;

◦ College of Nurses of Ontario;

◦ College of Occupational Therapists of Ontario;

◦ College of Optometrists of Ontario;

◦ College of Physicians and Surgeons of Ontario;

◦ College of Physiotherapists of Ontario;

◦ College of Psychologists of Ontario; or

◦ College of Registered Psychotherapists and Registered Mental Health Therapists of Ontario.

Support person: In relation to a person with a disability, another person who accompanies them in order to help with
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communication, mobility, personal care, medical needs, or access to goods and services.

Guidelines

The Provision of Goods and Services to Persons with Disabilities

The Township of South Algonquin will make every reasonable effort to ensure that its policies, practices, and procedures are
consistent with the principles of dignity, independence, integration, and equal opportunity by:

• Ensuring that all customers receive the same value and quality;

• Allowing customers with disabilities to do things in their own ways, at their own pace when accessing goods and services, as
long as this does not present a health and safety risk;

• Using alternative methods when possible to ensure that customers with disabilities have access to the same services, in the
same place and in a similar manner;

• Taking into account individual accommodation needs when providing goods and services; and

• Communicating in a manner that takes into account the customer’s disability.

The Use of Assistive Devices

Customer’s Own Assistive Devices

Persons with disabilities may use their own assistive devices as required when accessing goods or services provided by the
company.

In cases where the assistive device presents a health and safety concern or where accessibility might be an issue, other
reasonable measures will be used to ensure the access of goods and services, up to the point of undue hardship.

For example, open flames and oxygen tanks cannot be near one another. Therefore, the accommodation of a resident with an
oxygen tank might involve ensuring the resident is in a location that would be considered safe for both the resident and
township.

Alternatively, where elevators are not present and where a resident requires assistive devices for the purposes of mobility,
service will be provided in a location that meets the needs of the customer.

Assistive Devices Provided by Township of South Algonquin

none

Guide Dogs and Service Animals

A resident with a disability who is accompanied by a guide dog or service animal will be allowed access to premises that are
open to the public unless otherwise excluded by law. “No pet” policies do not apply to guide dogs or service animals.

Staff may respectfully ask if an animal is a service animal and will not ask the nature of the person’s disability or purpose of
the animal.

Food Service Areas

A resident with a disability who is accompanied by guide dog or service animal will be allowed access to food service areas
that are open to the public unless otherwise excluded by law.

Other types of service animals are only permitted into areas where food is served, sold, or offered for sale due to the Health
Protection and Promotion Act, Ontario Regulation 493/17.

Exclusion Guidelines

If a resident's guide dog or service animal is excluded by law (see applicable laws below),The Township of South Algonquin will
offer alternative methods to enable the person with a disability to access goods and services, when possible. For example, the
company might accommodate a customer’s disability by securing the animal in a safe location and offering the assistance of
an employee to facilitate the delivery of goods and services.

Applicable Laws

Dog Owners’ Liability Act, 2005: If there is a conflict between a provision of this legislation or of a regulation under this or any
other act relating to banned breeds (such as pit bulls) and a provision of a by-law passed by a municipality relating to these
breeds, the provision that is more restrictive in relation to controls or bans on these breeds prevails. Staff will respectfully
explain that the service animal must be removed from the public area due to a municipal by-law and make alternate
arrangements or provide the service outside the public area.
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Recognizing a Guide Dog or Service Animal:

If it is not readily apparent that the animal is being used by the customer for reasons relating to their disability, the Township
of South Algonquin may request verification from the customer.

Care and Control of the Animal:

The customer who is accompanied by a guide dog or service animal is responsible for maintaining care and control of the
animal at all times.

Allergies and Other Health and Safety Concerns

If a health and safety concern presents itself, for example, in the form of a severe allergy to the animal, the Township of South
Algonquin will make all reasonable efforts to meet the needs of all individuals. Pursuant to the company’s obligations under
the Human Rights Code and the Occupational Health and Safety Act, each customer’s accommodation needs will be
considered on a case-by-case basis, up to the point of undue hardship.

Due diligence needs to be paid to address health and safety requirements. For example, if a person’s health and safety could
be seriously affected by the presence of a service animal on the premises open to the public, management must fully analyze
all options for safely accommodating the service animal. Options could include creating distance between the two individuals
to eliminate in-person contact, changing the time the two individuals receive service, or using air purifiers and other measures
that could allow the person to use their service animal on the premises.

In very exceptional circumstances where a service animal becomes out of control, causing a clear disruption or a threat to the
health and safety of others, and the animal’s behaviour is not corrected by the owner, a person with a disability can be asked
to remove their service animal from the premises.

As a courtesy, particularly if the person and service animal have been in attendance on the premises for a long time, staff may
ask whether the animal requires water, may designate an area in which the service animal can relieve itself, or ask whether
the staff can be of assistance pertaining to the service animal.

The Use of Support Persons

If a resident with a disability is accompanied by a support person, the Township of South Algonquin will ensure that both
persons may enter the premises together and that the customer is not prevented from having access to the support person.

There may be times where seating and availability prevent the resident and support person from sitting beside each other. In
these situations, the township will make every reasonable attempt to resolve the issue.

In situations where confidential information might be discussed, consent will be obtained from the resident before any
potentially confidential information is mentioned.

Admission Fees

Where the township requires a support person to accompany a person with a disability, and where the person with a disability
has agreed to the accompaniment, the township will not charge the support person any fees or fares.

Notice of Disruptions in Service

Service disruptions may occur for reasons that may or may not be within the control or knowledge of the Township of South
Algonquin. In the event of any temporary disruptions to facilities or services that customers with disabilities rely on to access
or use goods or services, reasonable efforts will be made to provide advance notice. In some circumstances, such as in the
situation of unplanned temporary disruptions, advance notice may not be possible.

If a notification needs to be posted, the following information will be included unless it is not readily available or known:

• Goods or services that are disrupted or unavailable;

• Reason for the disruption;

• Anticipated duration; and

• A description of alternative services or options.

Notification Options

When disruptions occur, Township of South Algonquin will provide notice by:

• Posting notices in conspicuous places, including at the point of disruption, at the main entrance, and the nearest accessible
entrance to the service disruption, or on the company website;

• Contacting customers with appointments;
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• Verbally notifying customers when they make a reservation or appointment; or

• By any other method that may be reasonable under the circumstances.

Resident Feedback

The Township of South Algonquin shall provide customers with the opportunity to provide feedback on the service provided to
residents with disabilities. Information about the feedback process will be readily available to all residents and notice of the
process will be made available on the township website. Feedback forms, along with alternate methods of providing feedback
verbally (in person or by telephone) or written (handwritten, delivered, website, or e-mail), will be available upon request.

Submitting Feedback

Customers can submit feedback to:

Bryan Martin, CAO/Clerk-Treasurer

7 Third Ave.

Whitney,Ont.

K0J 2M0

phone 613-637-2650

email clerk@southalgonquin.ca

Customers who wish to provide feedback by completing an onsite customer feedback form or verbally can do so to any
Township of South Algonquin employee.

Customers who provide formal feedback will receive acknowledgement of their feedback, along with any resulting actions
based on concerns or complaints that were submitted.

Training

Training will be provided to:

• Every employee of or a volunteer with the Township of South Algonquin;

• Every person who participates in developing the policies of Township of South Algonquin; and

• Every other person who provides goods, services, or facilities on behalf of Township of South Algonquin.

Training Provisions

Regardless of the format, training will cover the following:

• A review of the purpose of the Accessibility for Ontarians with Disabilities Act, 2005;

• A review of the requirements of the customer service standards;

• Instructions on how to interact and communicate with people with various types of disabilities;

• Instructions on how to interact with people with disabilities who:

◦ Use assistive devices;

◦ Require the assistance of a guide dog or other service animal; or

◦ Require the use of a support person (including the handling of admission fees);

• Instructions on how to use equipment or devices that are available at our premises or that we provide that may help people
with disabilities;

• Instructions on what to do if a person with a disability is having difficulty accessing our services; and

• Policies, procedures, and practices of the Township pertaining to providing accessible customer service to customers with
disabilities.

Training Schedule

Township of South Algonquin will provide training as soon as practicable. Training will be provided to new employees,
volunteers, agents, and contractors during orientation. Revised training will be provided in the event of changes to legislation,
procedures, policies, or practices.
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Record of Training

Township of South Algonquin will keep a record of training that includes the dates training was provided and the number of
employees who attended the training.

Notice of Availability and Format of Documents to Customers

(Note: This section only applies to businesses with 50 or more employees)

Administration

If you have any questions or concerns about this policy or its related procedures, please contact:

Bryan Martin, CAO/Clerk-Treasurer

7 Third Ave.

Whitney,Ont.

K0J 2M0

phone 613-637-2650

email clerk@southalgonquin.ca

This policy and its related procedures will be reviewed as required in the event of legislative changes or changes to company
procedures.
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Operations
AODA Employment Standards Policy – Ontario

Note to client: This document addresses Parts I and III of the Integrated Accessibility Standards Regulation in force as of
January 1, 2017. Information should be reviewed and modified to suit the organization before this document is implemented.

Intent

The Township of South Algonquin is dedicated to providing accessible services and work environment for all employees,
prospective employees, and residents. This policy outlines the company’s compliance with Parts I and III of the Integrated
Accessibility Standards Regulation (IASR) set forth under the Accessibility for Ontarians with Disabilities Act, 2005 (AODA).

This policy ensures the Township of South Algonquin provides services and employment practices that follow the principles of
dignity, independence, integration, and equal opportunity.

Definitions

Accessible format: Includes large print, recorded audio and electronic formats, braille, and other formats usable by persons
with disabilities.

Communication supports: Includes captioning, alternative and augmentative communication supports, plain language, sign
language, and other supports that facilitate effective communication.

Information: Includes data, facts, and knowledge that exists in any format, including text, audio, digital, or images, and
conveys meaning.

Career development and advancement: Additional responsibilities within an employee’s current position and the movement of
an employee from one job to another in an organization or any combination of them. Both additional responsibilities and
employee movement are usually based on merit, seniority, or a combination of both.

Performance management: Activities related to assessing and improving employee performance, productivity, and
effectiveness with the goal of facilitating employee success.

Redeployment: The reassignment of employees to other departments or jobs within the organization as an alternative to
layoff, when a particular job or department has been eliminated by the organization.

Support person: In relation to a person with a disability, another person who accompanies a person with a disability in order to
help with communication, mobility, personal care, or medical needs, or with access to goods, services, or facilities.

General Principles

Establishment of Accessibility Policies and Plans

The Township of South Algonquin will develop, implement, and maintain policies governing how it will achieve accessibility
through these requirements.

The Township is committed to meeting the accessibility needs of persons with disabilities in a timely manner. This is reflected
in policies which upon request will be made publicly available in an accessible format.

The company will establish, implement, maintain, and document a multi-year accessibility plan outlining its strategy to prevent
and remove barriers and meet its requirements under the IASR. Accessibility plans will be made available in an accessible
format upon request, and will be posted on its website.

The township will review and update its accessibility plan once every five years and will establish, review, and update its
accessibility plans in consultation with persons with disabilities or an advisory committee. Annual status reports will be
prepared to report on the progress of the steps taken in implementing the townships’ accessibility plan. This status report will
be posted on our website. If requested, the report will be created in an accessible format.

Training Requirements

The Township of South Algonquin will provide training for its employees and volunteers regarding the IASR and the Ontario
Human Rights Code as they pertain to individuals with disabilities. Training will also be provided to individuals who are
responsible for developing the companies’ policies, and all other persons who provide goods, services, or facilities on behalf of
the company.

Training will be provided as soon as is reasonably practicable, but no later than August 31st,2021. Training will be provided
regularly to new employees and as changes to the companies’ accessibility policies occur.

The Township of South Algonquin will maintain records on the training provided, when it was provided, and the number of
employees who were trained.
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Recruitment, Assessment and Selection

The Township of South Algonquin will notify employees and the public about the availability of accommodation for job
applicants who have disabilities. Applicants will be informed that these accommodations are available, upon request, for the
interview process and for other candidate selection methods. Where an accommodation is requested, the company will consult
with the applicant and provide or arrange for suitable accommodations in a manner that takes into account the applicant’s
accessibility needs due to disability.

Successful applicants will be made aware of the Townships' policies and supports for accommodating people with disabilities.

Accessible Formats and Communication Supports for Employees

The Township of South Algonquin will ensure that employees are aware of policies for employees with disabilities and any
changes to these policies as they occur. The township will provide the information required to new employees as soon as
practicable after they begin their employment.

If an employee with a disability requests it, the company will provide or arrange for the provision of accessible formats and
communication supports for the following:

• Information needed in order to perform their job; and

• Information that is generally available to all employees in the workplace.

The township will consult with the employee making the request to determine the best way to provide the accessible format or
communication support.

Workplace Emergency Response Information

Where required, the Township of South Algonquin will create individualized workplace emergency response plans for
employees with disabilities. This information will be created in consultation with the employee and take into account the
unique challenges created by the individual’s disability and the physical nature of the workplace.

This information will be reviewed when:

• The employee moves to a different physical location in the organization;

• The employee’s overall accommodation needs or plans are reviewed; or

• The townships reviews general emergency response policies.

Documented Individual Accommodation Plans

The Township of South Algonquin will develop and have in place written processes for documenting individual accommodation
plans for employees with disabilities. The development process for these plans will include:

• The ways in which the employee can participate in the development of the plan;

• The means by which the employee is assessed individually;

• The ways that an employer can request an evaluation by an outside medical expert, or other experts (at the employer’s
expense) to determine whether accommodation can be achieved, or how it can be achieved;

• The ways that an employee can request the participation of a representative from the workplace for the creation of the
accommodation plan;

• The steps taken to protect the privacy of the employee’s personal information;

• The frequency with which the individual accommodation plan should be reviewed or updated and how it should be done;

• The way in which the reasons for the denial of an individual accommodation plan will be provided to the employee; and

• The means of providing the accommodation plan in an accessible format, based on the employee’s accessibility needs.

The individual accommodation should also include information regarding accessible formats, communication supports (upon
request), individualized workplace emergency response information, and any other accommodation provided.

Return to Work

The Township of South Algonquin will develop and implement return-to-work processes for employees who are absent from
work due to a disability and require disability-related accommodations in order to return to work.

This process will outline the steps the company will take to enable a smooth return to work for the employee. All steps and
individual accommodation plans will be documented and created in consultation with the employee.
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Performance Management and Career Changes

The Township of South Algonquin will consider the accessibility needs, including documented individual accommodation plans,
of employees with disabilities during the company’s performance management process. These will also be considered in the
event of redeployment, or when offering career development or advancement opportunities.

Review

This policy will be reviewed regularly to ensure that it reflects current practices of Township of South Algonquin as well as
legislative requirements.
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Technology
Information Technology (IT) Administrator Access Policy
Corporate Social Media Policy
Cellular Phones at Work Policy
Remote Access Policy
Printer Photocopier Policy (Environmentally-Friendly)
Local Backup Policy
Information Technology (IT) Disaster Recovery Planning Policy
On/Off Duty Employee Email & Voicemail Expectations Policy
Laptop Loan Policy
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Technology
Information Technology (IT) Administrator Access Policy

Intent

Township of South Algonquin is committed to ensuring that employees, clients and other partners are provided with secure,
reliable information technology (IT) services, while protecting the confidentiality of confidential Township and user information.
This policy has been adopted to define the scope of administrator access as is necessary to facilitate the continuous
functionality and integrity of the Township of South Algonquin resources and act in compliance with any applicable legislation.

Guidelines

The IT provider of Township of South Algonquin shall ensure, in accordance with the Township IT policies, that:

• Employees are provided with basic access level rights to the company networks upon commencing employment with the
organization for the performance of necessary, job-related tasks.

• Only those who can demonstrably be required to have administrator level access will be granted administrator access for the
performance of necessary, job-related tasks.

• Only those with administrator level access may install new software onto company-owned computers.

• Administrator level access will be used only to provide network support, troubleshooting, software installation, system
upgrades and the initial setup and management of account settings and only in cases where access can be demonstrated to be
of the utmost necessity and not in violation of any applicable privacy legislation.

Confidentiality

Any system administrators must treat information about and information stored on our systems as confidential. System
administrators will be required to monitor our system to ensure both system integrity and user compliance.

In the event that the system has been corrupted, the IT provider is required to take the appropriate actions to limit the
damages caused, and work to correct errors.

While monitoring user activity, the system administrators may review access logs and internet histories to ensure ongoing
compliance with Township of South Algonquin's policies and procedures. In the event that a system administrator discovers
any violation of Township of South Algonquin's policies and/or procedures; the system administrator will take note of the
violation, and work with other department managers to ensure that appropriate and timely actions are taken in response.

In the event that the IT provider encounters illegal activity or corporate wrongdoing on the network, he/she is required to
report these activities to the appropriate authorities immediately.
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Technology
Corporate Social Media Policy (Blogs, Facebook, etc.)

Intent

This document is designed to provide all Township of South Algonquin employees with guidelines regarding the appropriate
use of the company’s social media accounts with Facebook, Twitter, LinkedIn, MySpace, the company’s blog (this list is not
exhaustive).

Guidelines

• Employees may not disclose confidential information on any of Township of South Algonquin’s social media pages. The
disclosure of confidential information without prior authorization may result in immediate termination.

• The Township of South Algonquin employees will be held responsible for what they write or post on any of Township of South
Algonquin’s social media pages. Inflammatory comments, disparaging remarks, or negative / inappropriate language or posts
are not permitted.

• The Township of South Algonquin employees are directed not to engage in discussions regarding legal issues in which the
company is involved, or government issues related to the Township without prior approval from the CAO.

• Employees are required to respect copyrights and never post text, images or video created by someone else without proper
attribution and/or authorization. If employees have questions about copyright law and/or the usage of certain media, they may
contact the CAO.

• Social media is not a substitute for inter-office communications. Important information should be transmitted within normal
township communication channels (i.e. the township's email platform), and not through social media outlets.

• Social media is not a substitute for customer service. Employees are required to refer customers to the appropriate
department instead of handling inquiries entirely through social media.

• In the event that a Township of South Algonquin staff member discovers any group(s) that users have formed to discuss the
Township employees are requested to bring them to the attention of management.

• Employees are required to relay important issues to management as soon as possible.

• Employees should always carefully consider what to post in response to an argumentative or accusatory post. If employees
have any questions regarding how to respond to a particular post, employees should discuss the issue with management prior
to posting.

• Always adopt a positive attitude when responding to comments on the Township's pages or applications, or comments about
the Township in general.

Company Photography

Consent is required prior to posting any photographs of employees on any of Township of South Algonquin’s social media
pages.
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Technology
Cell Phones at Work Policy

Intent

Township of South Algonquin has adopted this policy to govern the use of personal cell phones in the workplace. This policy is
intended to cover cellular telephones and other forms of wireless communication devices. For this policy, all such devices shall
be referred to as “cell phones.”

Guidelines

• The Township of South Algonquin employees are directed to use their personal or company-supplied cell phones only for
Township business purposes during regular business hours.

• Cell phones can be a distraction in the workplace. To ensure the effectiveness of meetings, employees are asked to leave cell
phones at their desk. In the event of an emergency or anticipated emergency that requires immediate attention, the cell
phone may be carried to the meeting on silent mode.

• Employees shall exercise the same discretion in using personal cell phones as they use with company phones. Excessive
personal calls during the workday, regardless of the phone used, can interfere with employee productivity and be distracting to
others.

• Employees shall avoid making or receiving personal calls during work time, and use personal cell phones only during
scheduled breaks or lunch periods in non-working areas.

• The Township of South Algonquin is not liable for the loss of personal cell phones brought into the workplace.

• For health and safety reasons, the Township strictly prohibits the use of cell phones or similar devices while on a work site
where the operation of such device would be a distraction to the user or could create an unsafe work environment. Such work
sites must be secured or the device used only by an employee who is out of harm’s way at such work environments.

• Township of South Algonquin employees are strictly prohibited from using cell phones for any other available purpose (e.g.,
Internet access, gaming, texting, music) during business hours. These functions may be used during scheduled breaks or lunch
periods in non-working areas.

• Township employees are prohibited from using any personal cell phone or similar device as an unauthorized media storage
device for the storage or transportation of Township of South Algonquin business information.

Use of Mobile Phones While Operating a Motor Vehicle

• The Township of South Algonquin strictly prohibits the use of cell phones while operating company-owned and -operated
vehicles, or while operating a personal vehicle while on company business.

• The use of hands-free blue tooth should be kept to a minimum while driving.

• To make or receive calls:

◦ Pull over and stop;

◦ Use voicemail and respond to the call at a safer time; or

Employees are solely responsible for any fines or charges laid by the authorities for illegal use of a cell phone while operating a
vehicle in the course of their employment. Employees who choose to violate this policy will face disciplinary measures or face
legal responsibility if in the course and scope of their duties they are involved in a car accident and there is evidence that they
were using their cell phone while driving, and the employer is sued.
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Technology
Remote Access Policy

Intent

The purpose of this policy is to define standards for connecting to Township of South Algonquin's network from any host. These
standards are designed to minimize the potential exposure to the Township of South Algonquin from damages which may
result from unauthorized use of Township of South Algonquin resources. Damages include the loss of sensitive or company
confidential data, intellectual property, damage to public image, damage to critical Township of South Algonquin internal
systems, etc.

Remote access implementations that are covered by this policy include, but are not limited to, dial-in modems, frame relay,
ISDN, DSL, VPN, SSH, and cable modems.

Guidelines

Telecommunications devices used to conduct Township of South Algonquin business must be used responsibly and ethically.
Therefore, the following guidelines must be adhered to at all times:

• It is the responsibility of Township of South Algonquin employees, contractors, with remote access privileges to Township of
South Algonquin's corporate network to ensure that their remote access connection is given the same consideration as the
user's on-site connection to Township of South Algonquin.

• It is also the responsibility of the user to ensure that the remote connection is logged out if he/she is not using the
computer/device to access information. Leaving the connection open could permit malicious damage to Township of South
Algonquin's electronic files and information.

• All emails sent from the computer/device used for remote access must adhere to Township of South Algonquin's appropriate
use guidelines and anti-harassment and bullying procedures.

Requirements

• Secure remote access must be strictly controlled. Control will be enforced via one-time password authentication or
public/private keys with strong pass-phrases.

• At no time should any Township of South Algonquin employee provide their login or email password to anyone, not even
family members.

• Employees are not permitted to save their passwords on the computer/device used for the remote access as another party
could gain access to the computer/device.

• Township of South Algonquin employees and contractors with remote access privileges must ensure that their Township of
South Algonquin-owned or personal computer or workstation, which is remotely connected to Township of South Algonquin's
corporate network, is not connected to any other network at the same time, with the exception of personal networks that are
under the complete control of the user.

• Township of South Algonquin employees and contractors with remote access privileges to Township of South Algonquin's
corporate network must not use non-Township of South Algonquin email accounts (i.e., Hotmail, Yahoo, AOL), or other external
resources to conduct Township of South Algonquin business, thereby ensuring that official business is never confused with
personal business.

• Non-standard hardware configurations must be approved by Township of South Algonquin's IT department, and the security
configurations must be approved for access to hardware.

• All hosts that are connected to Township of South Algonquin internal networks via remote access technologies must use the
most up-to-date anti-virus software; this includes personal computers.

• Personal equipment that is used to connect to Township of South Algonquin's networks must meet the requirements of
Township of South Algonquin-owned equipment for remote access.

• Individuals who wish to implement non-standard remote access solutions to the Township of South Algonquin production
network must obtain prior approval from Township of South Algonquin's IT department.

140

Township of South Algonquin HR Policies
253



Technology
Printer / Photocopier Policy (Environmentally-Friendly)

Intent

At the Township of South Algonquin, we recognize that every action taken in the workplace can have an environmental impact.
As such, we will strive to create an eco-friendly workplace that will benefit our employees and the world around us. By
implementing the following measures, we can increase our efficiency, save electricity, reduce waste and greenhouse gases,
and work towards our environmental responsibilities.

Township of South Algonquin employees are encouraged to reduce the amount of paper used during the printing and/or
copying process.

Guidelines

• Whenever possible, all documents should be printed and/or copied on both sides, using recycled paper. This will reduce our
paper usage, conserve energy, and save waste;

• Printer cartridges will be refilled when possible;

• 100% recycled paper will be purchased when possible;

• Electronic copies will be used instead of hard copies, whenever possible (although documents will be provided in a different
format upon request); and

• The default on printers and copiers will be set as double-sided and black and white.

Unacceptable Printer and/or Photocopier Use

The following are prohibited by the Township of South Algonquin:

• Township of South Algonquin printers and photocopiers are intended for office use, and Township of South Algonquin
business purposes only. The personal use of Township of South Algonquin's printers and/or photocopiers is prohibited;

• Township of South Algonquin employees are prohibited from sharing their passwords and/or account information;

• Printing and/or copying of materials that are inappropriate for the workplace is not permitted;
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Technology
Local Backup Policy

Intent

Township of South Algonquin provides network storage space for work-related materials and files. As such, Township of South
Algonquin employees are required to maintain their files in an appropriate fashion. Vital information is stored on work
computers and Township of South Algonquin has developed this policy in order to ensure that employees are backing up the
data stored on the network.

Definitions

Full Backup - Backing up all of the files on the system.

Incremental Backup - Only backing up the files that have been updated since the last backup.

Guidelines

Completing a computer backup ensures that the data and information stored on Township of South Algonquin computers are
saved in a separate location as well. Backing up data protects the Township of South Algonquin from permanently losing files
due to such things as accidental deletion, viruses, software failure, etc.

Data

Specific data must be backed up in order to ensure that vital documents and critical Township of South Algonquin information
are safeguarded. The following documents are stored on Township of South Algonquin computers that must be backed up:

• Financial data.

• Financial records.

• all corporate data not easily recreated bylaws, minutes etc.

By backing up these records, Township of South Algonquin ensures that pivotal information is not lost.

Backup Schedule

The following backup schedule will be followed by all business locations of Township of South Algonquin:

Full backup will be automatically performed on the last day of each month.

Incremental backup will be performed on a weekly basis to ensure new data is being stored.

Backup Procedures

All data listed in this policy, and any other data that may be vital for Township of South Algonquin records must be backed up
in at least two (2) separate locations.

The following are the methods Township of South Algonquin locations will use to backup data:

• External hard drive

Employees are to inform IT consultant in the event that an event occurs to prevent the necessary backup.

Retention

All backed up data must be stored for a minimum of 3 months to comply with Township of South Algonquin's Local Backup
Policy.
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Technology
Information Technology (IT) Disaster Recovery Planning Policy

Intent

Township of South Algonquin is committed to preserving the operational status of its information technology (IT) infrastructure,
and ensuring that there are established processes in place to return all important systems to functionality in the event of a
disaster. This policy has been developed in order to define individual and departmental planning and testing responsibilities
across Township of South Algonquin.

Guidelines

Township of South Algonquin's IT consultant is responsible for conducting the following evaluations prior to developing a
disaster recovery plan to identify key infrastructure, software and vulnerabilities:

• Inventory all operational IT infrastructure, software, networks, critical databases and backup systems in preparation for a
thorough assessment.

• Review the current processes in place to protect the physical and electronic security of data, hardware, software backup
systems, personal computers and servers, networks and offsite resources.

• Conduct thorough disaster business impact analysis of the organization as a whole and for individual departments, creating a
listing of critical data, systems and vulnerabilities to be addressed by the disaster recovery plan.

• Investigate, develop and/or recommend the purchase of recovery and maintenance software programs to mitigate or
eliminate risks associated with a disaster.

• Ensure that adequate hardware resources are available in the event of a disaster.

• Develop a company-specific disaster recovery plan framework based on the investigation of key infrastructure, vulnerabilities
and available disaster recovery tools and resources.

• Develop general and department-specific training for Township of South Algonquin managers and staff detailing disaster
recovery plan procedures.

Members of the management team are responsible for collaborating with the IT department in the following ways:

• Assist the IT department in conducting a thorough business impact analysis of a system failure to uncover specific
consequences affecting the departments.

• Create priority operational requirements and critical data to be preserved or restored in the event of a disaster.

• Assist with the development of department-specific disaster recovery plan procedures.

• Ensure that all staff have been trained on disaster recovery procedures affecting their positions.

Testing and Maintenance

The IT department will develop a comprehensive disaster recovery plan testing procedure to ensure that the plan is functional
and can be counted on to restore critical functionality.

Significant modifications to the Township of South Algonquin IT infrastructure must be reported to (Name, Title and
Appropriate Authority) so that this individual may determine the impact on the functionality of the disaster recovery plan.

Review of the disaster recovery plan and plan testing will be conducted at least every (XX) months by the IT department.

In the event that the disaster recovery plan testing uncovers problems with the plan, these issues must be resolved at the
earliest possible opportunity, followed by re-testing of the plan to ensure functionality.

Plan Activation in the Event of a Disaster

In the event of a disaster, (Name, Title and Appropriate Authority) is responsible for implementing the disaster recovery plan.
This individual will assign specific IT and management responsibilities based upon the circumstances of the disaster and the
systems affected.
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Technology
On/Off Duty Employee Email & Voicemail Expectations Policy

Intent

The purpose of this policy is to outline the expectations for Township of South Algonquin employees regarding the
responsibilities of answering emails and/or voicemails while off duty.

Guidelines

Off Duty Employees

Non-management employees who are off duty are in no way responsible for performing any of the functions that pertain to
their employment with the Township of South Algonquin. No non-management employee is expected to perform his/her job
duties outside the terms and regularly scheduled hours of his/her employment. While it is permissible for an employee to
respond to an email or voicemail while on their own time, the Township of South Algonquin does not require this from any
employees (except those who are on-call, or those who have overtime as part of their regular duties).

During the time period that an employee is on vacation, he/she is permitted to answer any emails or voicemails, but this is not
required by the Township of South Algonquin, except in the case of those who are on-call, or those who have this requirement
in their job description.

In special circumstances and through prior approval and notification, non-management employees may be required to provide
on-call or stand by support, in which case they may be required to respond to the needs of Township of South Algonquin. This
is due to the nature of their roles and positions.

Overtime

Non-management employees must have management approval prior to incurring ANY overtime expenses. Permission must be
granted on each occasion prior to the employee claiming overtime. If an employee has any questions regarding this, he/she
must address them to his/her department head prior to working on the employee's own time or during vacation/time away
from work.

While the Township of South Algonquin is responsible for any retroactive overtime pay resulting from an employee answering
email and/or voicemail during their time away from work (either on their off hours or during their vacation), the employee may
be subject to the progressive discipline process for failing to receive approval prior to working overtime.

On Duty Employees

All employees (management included) who are on duty are to have no expectation that off duty non-management employees
will perform any functions of their employment with Township of South Algonquin. This includes, but is not limited to, times
such as evenings, weekends and while on vacation. Employees must not rely on off duty non-management employees for the
continuation of work processes, unless prior approval has been granted in a special circumstance.
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Technology
Laptop Loan Policy

Intent

Township of South Algonquin understands the necessity of employees requiring the use of laptop computers. In order to meet
this need, laptop computers are available to staff who may be required to work from home . Laptops are available for use by
employees who: need to perform off-site work duties ; are required to record meeting notes; attend conferences or seminars;
or who must conduct business presentations or visual demonstrations.

All employees who require a laptop must read and sign this policy statement.

Guidelines

Use Procedures

Only one (1) laptop per employee is permitted.

The laptops provided by the Township for employee use will come equipped with the following software and hardware:

• Microsoft Internet Explorer

• Microsoft Outlook

• Microsoft Word

• Microsoft Excel

• Microsoft PowerPoint

• Microsoft Access

• Adobe Acrobat Reader

Acceptable Use

The use of unlicensed software is illegal and puts the Township of South Algonquin at risk of legal action. The borrower may
only use the software and hardware provided on the laptop at the time of the loan. The laptop and its hardware and software
must be returned in the exact configuration as when it was lent. Laptops are designated for conducting Township of South
Algonquin's business only; gaming is forbidden.

Users are expressly prohibited from installing any additional software or hardware to the laptop. Any media, files, disks, etc.
loaded onto the laptop must be virus-free.

Maintenance

Should the borrower require any assistance, he or she may contact the IT consultant for additional support or any problems he
or she encounters with the laptop during the loan period.

Security

Laptop borrowers agree to:

• Never allow anyone else to use or borrow the laptop.

• Never leave the laptop unattended.

• Never check the laptop as luggage while travelling.

• Keep their automobile locked if the laptop is inside it.

• File a written claim or telephone call immediately to the Township of South Algonquin and the appropriate police authorities
should the laptop be lost or stolen.

• Participate in the investigation surrounding the loss, damage, or theft of the laptop, whether it is conducted by the Township
of South Algonquin or the police.

• Perform daily data backups during the loan period. Lost data files cannot be restored by the IT consultant.

Business Continuity Planning

The Township of South Algonquin laptops are an essential element of our business continuity plans, and will allow us to ensure
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that essential data is stored and available off-site in the event of an emergency. Similarly, where employees are in possession
of laptop computers, they will be able to continue with their employment obligations to ensure the ongoing success of the
Township.
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Acknowledgement & Agreement
I, _______________________, acknowledge that I have read and understand the Policy Manual of Township of
South Algonquin. Further, I agree to adhere to this Policy Manual and will ensure that employees working
under my direction adhere to these guiding principles. I understand that if I violate the rules or procedures
outlined in this Policy Manual, I may face corrective action, up to and including termination of employment.

Name: ____________________________________

Signature: ____________________________________

Date: ____________________________________

Witness: ____________________________________
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CORPORATION OF THE TOWNSHIP  
OF SOUTH ALGONQUIN 

BY-LAW NO: 21-663 
 
 Being a By-Law to authorize the execution of an Agreement between The Corporation of 

the Township of South Algonquin and Her Majesty the Queen in right of the Province of 
Ontario, representative by the Minister of Infrastructure for the Province of Ontario 

 
WHEREAS the Township of South Algonquin, deems expedient to enter into an agreement with, 
Her Majesty the Queen in right of the Province of Ontario, representative by the Minister of 
Infrastructure for the Province of Ontario for the purposes of a transfer payment agreement 
from the Investing in Canada Program Covid-19 Resilience Infrastructure Stream- Local 
Government Intake Stream; 

 
NOW THEREFORE the Municipal Council of The Corporation of the Township of South Algonquin 
enacts as follows: 

 
1. THAT the Mayor and CAO are hereby authorized to execute the Agreement in the form 

attached hereto and marked as Schedule “A” to this By-law, and affix the Corporate Seal 
on behalf of the municipality.  

 
2. THAT Schedule “B” form part of this Agreement/By-Law. 
 
3. THAT this By-Law will come into force and take effect on the date of the final passing 
 thereof. 
 
 
READ A FIRST AND SECOND TIME THIS 1st DAY OF September, 2021. 
 
 
 
 
 
 

_______________________                    _________________________________ 
Mayor – Jane A. E. Dumas               CAO/Clerk Treasurer-Bryan Martin 
 
 
 

 
READ A THIRD TIME AND PASSED THIS 1st DAY OF September, 2021. 
 
 

 
 
 
      
 
 
      ____________________________        _________________________________ 
      Mayor – Jane A. E. Dumas               CAO/Clerk Treasurer-Bryan Martin 
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TRANSFER PAYMENT AGREEMENT  

FOR THE INVESTING IN CANADA INFRASTRUCTURE PROGRAM (ICIP):  
COVID-19 RESILIENCE INFRASTRUCTURE STREAM – LOCAL GOVERNMENT INTAKE 

 
THIS TRANSFER PAYMENT AGREEMENT for Investing in Canada Infrastructure Program 
(ICIP): COVID-19 Resilience Infrastructure Stream – Local Government Intake Stream Projects 
(the “Agreement”) is effective as of the Effective Date. 
 
B E T W E E N: 

 
Her Majesty the Queen in right of Ontario, 
as represented by the Minister of Infrastructure  
 

(“Ontario” or the “Province”) 
 

- and - 
 
Corporation of The Township of South Algonquin 
 
 (CRA# 868517798)  
 

(the “Recipient”) 
  
BACKGROUND  
 
The Investing in Canada Infrastructure Program (“ICIP”) is a federal infrastructure program 
designed to create long-term economic growth, build inclusive, sustainable and resilient 
communities, and support a low-carbon economy. 
 
The Government of Canada (“Canada”) announced, in its Budget 2016 and Budget 2017, over 
$180 billion for the ICIP to support sustainable and inclusive communities, while driving 
economic growth. 
 
The Honourable Minister of Infrastructure and Communities and the Honourable Minister of 
Infrastructure entered into the Canada-Ontario Integrated Bilateral Agreement for the Investing 
in Canada Infrastructure Program for Canada to provide financial support to the Province. 
 
Under the Bilateral Agreement, Canada agrees, amongst other things, to provide contribution 
funding to the Province under the COVID-19 Resilience Infrastructure stream of ICIP. This 
stream supports projects that support COVID-19 response and economic recovery efforts. 
  
Also, under the Bilateral Agreement, Ontario agrees to identify projects and be responsible for 
the transfer of ICIP and provincial funds to eligible recipients pursuant to transfer payment 
agreements.  
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The Recipient has applied to the Province for ICIP funds to assist the Recipient in carrying out 
COVID-19 Resilience Infrastructure Stream – Local Government Intake stream projects.  
 
The Province has submitted to Canada for approval and the Province and Canada have 
approved, in accordance with the terms and conditions set out in the Bilateral Agreement, the 
Projects as set out in Schedule “C” (Project Description, Financial Information, and Project 
Standards). 
 
The Agreement sets out the terms and conditions upon which ICIP funds, up to the Maximum 
Funds, will be provided to the Recipient for carrying out each Project.  
 
 
CONSIDERATION  
 
In consideration of the mutual covenants and agreements contained in the Agreement and for 
other good and valuable consideration, the receipt and sufficiency of which are expressly 
acknowledged, the Province and the Recipient agree as follows: 
 
 
1.0 ENTIRE AGREEMENT 
 
1.1 Schedules to the Agreement. The following schedules and their sub-schedules form 

part of the Agreement:  
 
Schedule “A” - General Terms and Conditions 
Schedule “B” - Specific Information 
Schedule “C” - Project Description, Financial Information, and Project Standards  

- Sub-Schedule “C.1” Project Description and Financial Information 
Schedule “D” - Reports 
Schedule “E” - Eligible Expenditures and Ineligible Expenditures 
Schedule “F” - Evaluation 
Schedule “G” - Communications Protocol 
Schedule “H” - Disposal of Assets     
Schedule “I” - Aboriginal Consultation Protocol 
Schedule “J” - Requests for Payment and Payment Procedures 
Schedule “K” - Committee  
 

1.2 Entire Agreement. The Agreement constitutes the entire agreement between the 
Parties in respect to the subject matter contained in the Agreement and supersedes all 
prior oral or written representations and agreements save and except for the Bilateral 
Agreement, which shall apply in accordance with section Subsection 2.1. 

 
 
 
 
2.0 CONFLICT OR INCONSISTENCY 
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2.1 Conflict or Inconsistency. In the event of a conflict or inconsistency between any of 

the requirements of:  
 

(a) the Bilateral Agreement and the Agreement, the Bilateral Agreement will prevail to 
the extent of the conflict or inconsistency; 
 

(b) the main body of the Agreement and any of the requirements of a schedule or a 
sub-schedule, the main body of the Agreement will prevail to the extent of the 
conflict or inconsistency; 

 
(c)  Schedule “A” (General Terms and Conditions) and any of the requirements of 

another schedule or a sub-schedule, Schedule “A” (General Terms and 
Conditions) will prevail to the extent of the conflict or inconsistency; or 

 
(d) a schedule and any of the requirements of a sub-schedule, the schedule will 

prevail to the extent of the conflict or inconsistency. 
 
 
3.0 EXECUTION, DELIVERY AND COUNTERPARTS 
 
3.1 One and the Same Agreement. The Agreement may be executed in any number of 

counterparts, each of which will be deemed an original, but all of which together will 
constitute one and the same instrument. 

 
3.2     Electronic Execution and Delivery of Agreement. The Parties agree that the 

Agreement may be validly executed electronically, and that their respective electronic 
signature is the legal equivalent of a manual signature. The electronic or manual 
signature of a Party may be evidenced by one of the following means and transmission 
of the Agreement may be as follows: 

 
(i) a manual signature of an authorized signing representative placed in the 

respective signature line of the Agreement and the Agreement delivered 
by facsimile transmission to the other Party; 

 
(ii) a manual signature of an authorized signing representative placed in the 

respective signature line of the Agreement and the Agreement scanned as 
a Portable Document Format (PDF) and delivered by email to the other 
Party; 

 
(iii) a digital signature, including the name of the authorized signing 

representative typed in the respective signature line of the Agreement, an 
image of a manual signature or an Adobe signature of an authorized 
signing representative, or any other digital signature of an authorized 
signing representative, placed in the respective signature line of the 
Agreement and the Agreement delivered by email to the other Party; or 
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(iv) any other means with the other Party’s prior written consent.  

  
 
4.0 AMENDING THE AGREEMENT AND AGREEMENT REVIEW 
 
4.1 Amending the Agreement.  The Agreement may only be amended by a written 

agreement duly executed by the Parties. 
 
4.2 Agreement Review. If, pursuant to section 25.10 (Review of Agreement) of the Bilateral 

Agreement, the Bilateral Agreement is reviewed after three or five years, or both, of the 
effective date of the Bilateral Agreement, and any changes to the Bilateral Agreement 
are required as a result, the Parties agree to amend the Agreement as necessary and in 
a manner that is consistent with such changes. 

 

5.0 ACKNOWLEDGEMENT 
 
5.1 Acknowledgement from Recipient. The Recipient acknowledges, in respect of the 

Projects, that: 
 

(a) the Funds are to assist the Recipient to carry out the Projects and not to provide 
goods or services to the Province or Canada;  
 

(b) the Province and Canada are not responsible for carrying out the Projects;  
 
(c) the Province’s and Canada’s role in respect of the Projects is limited to making a 

financial contribution to the Recipient for the Projects, and the Province and 
Canada are not involved in the Projects or their operation;  

 
(d) the Province and Canada are neither decision-makers nor administrators in 

respect of the Projects; 
 

(e) the Province is bound by the Freedom of Information and Protection of Privacy 
Act (Ontario) and any information provided to the Province in connection with the 
Projects or otherwise in connection with the Agreement may be subject to 
disclosure in accordance with that Act; 

 
(f) Canada is bound by the Access to Information Act (Canada) and any information 

provided to Canada by either the Province or the Recipient in connection with the 
Projects or otherwise in connection with the Agreement may be subject to 
disclosure in accordance with that Act;  
 

(g) by receiving Funds, the Recipient may be subject to legislation applicable to 
organizations that receive funding from the Government of Ontario, including the 
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Broader Public Sector Accountability Act, 2010 (Ontario), the Public Sector Salary 
Disclosure Act, 1996 (Ontario), and the Auditor General Act (Ontario); and 
 

(h) the Recipient has read and understood the Bilateral Agreement. 
 
5.2 Acknowledgement from Province. The Province acknowledges that the Recipient 

may be bound by the Municipal Freedom of Information and Protection of Privacy Act 
(Ontario) and any information provided to the Recipient in connection with the Projects 
or otherwise in connection with the Agreement may be subject to disclosure in 
accordance with that Act. 

 
 
6.0 CANADA’S RIGHTS AND INFORMATION SHARING WITH CANADA 
 
6.1 Third Party Beneficiary. The Recipient agrees that, although the Agreement is 

between the Province and the Recipient, Canada is, in respect of the rights, covenants, 
remedies, obligations, indemnities, and benefits (together referred to as “Rights”) 
undertaken or given to Canada in the Agreement, a third party beneficiary under the 
Agreement and is entitled to rely upon and directly enforce those Rights as if Canada 
were a party to the Agreement. 

 
6.2 Sharing of Information with the Province and Canada. The Recipient agrees that, 

consistent with section 6.1 (Third Party Beneficiary) and for the implementation of the 
Bilateral Agreement: 

 
(a) the Province or Canada, or both, and in respect of Canada either directly or 

through the Province, may, upon Notice to the Recipient, request additional 
information from the Recipient including, without limitation, information for any 
determination under Article A.27.0 (Environmental Requirements and 
Assessments) and Article A.28.0 (Aboriginal Consultation); 
 

(b) if the Province or Canada, or both, provide the Recipient with Notice under 
paragraph 6.2(a), the Recipient will, within the timelines set out in the Notice, 
deliver the information to either the Province or Canada, or both, as required; and  

 
(c) the Province or Canada, or both, may share any information received from the 

Recipient pursuant to the Agreement with each other. 
 
 

[SIGNATURE PAGE FOLLOWS] 
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The Parties have executed the Agreement on the dates set out below.  

 
HER MAJESTY THE QUEEN IN RIGHT OF ONTARIO, as 
represented by the Minister of Infrastructure 
 

  
 
 
_________________ ____________________________________ 
Date p.p. Adam Redish, Assistant Deputy Minister 
 The Honourable Kinga Surma 
 Minister of Infrastructure 
 

 
 
CORPORATION OF THE TOWNSHIP OF SOUTH 
ALGONQUIN 

 
 
 
 
_________________ ____________________________________ 
Date Name:    

Title:    
 
 I have authority to bind the Recipient. 
 
  
 
 
_________________ ____________________________________ 
Date Name:  
 Title:   
  

I have authority to bind the Recipient. 
 

 
 

 
 
 

[SCHEDULE “A” – GENERAL TERMS AND CONDITIONS FOLLOWS] 

AFFIX 
CORPORATE 

SEAL 
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(b) Project Description 
 
(i) Project - Rehabilitation of Galeairy Lake Pedestrian Bridge, case # 2020-12-1-

1469275039. 
 

This project will rehabilitate the Galeairy Lake Pedestrian Bridge and the trail leading 
up to the bridge. The bridge's timber deck, wearing surface, railings are in need of 
replacement due to their rotting condition and age and will lead to a safety hazard for 
users and could result in closing the trail. 
 
The project activities will include the replacement of the timber deck, wearing surface 
and railing system, as well as restoration of timber abutment lagging, installation of 
additional abutment backfill materials, replacement of railings and the stabilization of 
embankments. The trail will be graded, and ditches cleared to improve drainage. 

 
 
 

 
 
 

[SCHEDULE “D” – REPORTS FOLLOWS] 
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CORPORATION OF THE TOWNSHIP  
OF SOUTH ALGONQUIN 

BY-LAW NO: 21-664 
 
 Being a By-Law to authorize the execution of an Agreement between The Corporation of 

the Township of South Algonquin and Her Majesty the Queen in right of the Province of 
Ontario, representative by the Minister of Transportation for the Province of Ontario 

 
WHEREAS the Township of South Algonquin, deems expedient to enter into an agreement with, 
Her Majesty the Queen in right of the Province of Ontario, representative by the Minister of 
Transportation for the Province of Ontario for the purposes of a licence to continue the use of 
Ministry lands, buildings and equipment for administrative activities, storage of vehicles, 
equipment and supplies related to municipal operations for road maintenance, 

 
NOW THEREFORE the Municipal Council of The Corporation of the Township of South Algonquin 
enacts as follows: 

 
1. THAT the Mayor and CAO are hereby authorized to execute the Agreement in the form 

attached hereto and marked as Schedule “A” to this By-law, and affix the Corporate Seal 
on behalf of the municipality.  

 
2. THAT Schedule “B” form part of this Agreement/By-Law. 
 
3. THAT this By-Law will come into force and take effect on the date of the final passing 
 thereof. 
 
 
READ A FIRST AND SECOND TIME THIS 1st DAY OF September, 2021. 
 
 
 
 

_______________________                    _________________________________ 
Mayor – Jane A. E. Dumas               CAO/Clerk Treasurer-Bryan Martin 
 
 
 

 
READ A THIRD TIME AND PASSED THIS 1st DAY OF September, 2021. 
 
      
 
 
      ____________________________        _________________________________ 
      Mayor – Jane A. E. Dumas               CAO/Clerk Treasurer-Bryan Martin 
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August 5, 2021 
 
 
The Corporation of the Township of South Algonquin 
7 Third Avenue 
P. O. Box 217 
Whitney, ON K0J 2M0 
 
ATTENTION:  Bryan Martin, CAO/Clerk Treasurer 
 
Dear Mr. Martin 
 

Re: Letter of Licence Agreement 
L. M. File N-06205 
Part of Lots 11 & 12, Concession 14 
Designated as Part 1 on Plan P-2732-5 
Township of Lyell now the Township of South Algonguin 
District of Nipissing 
Highway 60 

 
The Corporation of the Township of South Algonquin. (“Township”) has made it known 
to the Ministry of Transportation Ontario (“Ministry”) that it wishes to continue to use the 
lands,  buildings and equipment located on Ministry lands described as Part 1 on 
Ministry Plan P-2732-5, Township of Lyell, now the Township of South Algonquin, 
District of Nipissing,  a copy of which plan is attached hereto as Schedule A,  which plan 
forms a part of this agreement, herein after referred to as the “Ministry lands”, formerly 
known as the Madawaska Patrol Yard located on the north side of Hwy 60 east of the 
intersection of Hwy 523/60. 
 
Further to your request and by this letter, the Ministry grants the Township, a licence to 
use the Ministry’s lands, buildings and equipment for administrative activities, storage of 
vehicles, equipment and supplies related to municipal operations for road maintenance, 
upon the following terms and conditions:  
 
 
1. The Ministry grants to the Township, an interim licence for a one-time fee of $2.00 

(receipt of which is hereby acknowledged), to use the Ministry lands, buildings and 
equipment for administrative activities, storage of vehicles, equipment and supplies 
related to municipal operations for road maintenance, for the above noted purposes.  

 
2. The Township agrees that it does not have any right to use the Ministry lands, 

except in accordance with the terms and conditions of this licence as contained 
herein, and that it accepts this licence subject to such limitations as contained 
herein. 

 
3. It is understood and agreed that this Licence Agreement will be conveyed to the 

Township, by this one document.  
 

4. This licence is restricted solely to the Township and not to any other subsequent 
parties. The Township shall not assign or alienate in whole or in part, this Licence 
Agreement.  The Township shall only use the property and buildings as noted 
above, and for no other purposes. 

 
 

Ministry of Transportation 
Geomatics and Property Management 
Office   
Design and Engineering Branch 
447 McKeown Avenue 
North Bay ON P1B 9S9 
Tel  (705) 497-6813 
Fax  (705) 497-5509 

Ministère des Transports 
Bureau de la géomatique et gestion des 
biens 
Direction de conception et d’ingénierie 
447 McKeown Avenue 
North Bay ON P1B 9S9 
Tél  (705) 497-6813 
Téléc  (705) 497-5509 
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5. The term of this licence shall commence upon this Agreement being executed by a 

Ministry representative and shall terminate April 30, 2026.  Should the Township 
wish to continue with the Licence Agreement after April 30, 2026, the Township must 
submit in writing, 6 months prior to the termination of this Licence Agreement, a 
request for a renewal at which time the Ministry will review the request and the 
Ministry will also have the right to increase the licence fee should approval be 
obtained for a renewal. 

 
6. The Township hereby acknowledges that it is responsible to ensure that it has all 

required environmental approvals for the site as well as approval for equipment 
repairs and washing of vehicles at the site and to provide the Ministry with a copy of 
the approvals. 

 
7. The Township hereby acknowledges that it has accepted the lands, buildings and 

equipment in an “as is” condition and the Ministry will not carry out any type of 
maintenance, repairs or improvements whatsoever on the lands, buildings or 
equipment.  The Township further agrees it will be responsible for all maintenance, 
repairs or improvements of the lands, buildings and equipment including all 
associated costs. 

 
8. The Township agrees to ensure good housekeeping practices are carried out 

throughout the patrol yard.  The Township agrees to ensure the buildings and lands 
are kept in a neat and tidy manner and not to dispose of or store any waste material 
on the site. 

 
9. The Township hereby acknowledges that an environmental audit was completed on 

the property prior to the Township using the site and that the Township shall be 
responsible for any subsequent contamination of the site.  
 

10. The Township further acknowledges receipt of a copy of the Phase I site 
assessment completed by Conestoga-Rovers & Associates dated March 1997 as 
well as a copy of the Phase II site assessment completed by N.A. R Environmental 
Consultants Inc. dated November 1998.  The Township further acknowledges that it 
has read the reports and is aware of the recommendations made in the Phase II site 
assessment. 

 
11. The Township acknowledges and agrees that there will be no cost to the Ministry 

and that all costs incurred in conjunction with this licence shall be at its sole 
expense, including but not limited to the operational, maintenance, propane, 
electricity, water, sewer, power signal equipment and other utility costs associated 
with the lands, buildings and equipment.   

 
12. The Township acknowledges that it shall be responsible for the payment of all taxes. 

 
13. The Township acknowledges that the Ministry makes no representation and 

assumes no liability with regards to the subject lands, buildings and equipment.   
 

14. The Ministry may terminate this licence agreement at its sole discretion upon 90 
days written notice. 

 
15. The Township acknowledges and agrees that this licence does not in any way 

whatsoever diminish the rights of the Ministry, and their respective agents from 
entering upon the subject lands for the purpose of constructing, repairing and 
maintaining or constructing, repairing, maintaining, installing or replacing utilities 
thereon.   

 
16. The Minister, his servants, agents and contractors may enter upon the Ministry lands 

at any time and place. 
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17. The Township shall not undertake any construction, improvements, enhancements, 
or changes to the Ministry’s lands without first obtaining the approval of the Ministry.  
Furthermore, all construction, improvements, enhancements, or changes to the 
Ministry’s lands that are approved by the Ministry shall be at the Townships sole 
expense.   

 
18. All such work under this Licence Agreement shall be in accordance with all 

legislation, regulations and rules and any necessary permits required shall be the 
responsibility of the Township and the Township shall comply with all legislation that 
may be applicable. 

 
19. The Township further agrees at its sole cost and expense to:  

i. Minimize disruption to the Ministry lands and vegetation and if necessary remedy 
any physical or environmental damage that would result from same. 

ii. Not to perform any acts or carry on any practice which may damage the land. 
iii. Be responsible for any damage to the adjacent highway or properties, caused as 

a result of the use of Ministry lands. 
iv. Be responsible for all necessary environmental assessments, if required. 
v. Obtain and keep in force, [and to deliver evidence thereof, if requested by the 

“Ministry” or its agents or representatives], Public Liability Insurance in the 
amount of $5,000,000.00.  In all policies, the Township agrees to name the 
Ministry of Transportation Ontario as an additional named co-insured, ensure a 
cross liability clause, not to be cancelled or altered except to giving not less than 
30 days written notice to the Ministry.  

vi. Fuel storage on site in underground tanks is unacceptable.  Fuel storage for 
dispensation is acceptable in above-ground tanks, provided the installation site 
meets the requirements of existing legislation. 

vii. Not to commit or suffer to be committed any waste upon, or damage to, or any 
nuisance, other act or thing, which disturbs or interferes with any person on, or 
adjacent to the Ministry lands. 

viii. Not to do, or permit anything to be done in, upon or about the Ministry lands 
which would in any way conflict with any Federal, Provincial laws, ordinances 
statutes rules and regulations or Municipal by-laws. 

 
20. The Township. shall indemnify and save harmless the Ministry and its 

representatives from and against all costs or actions, including legal and witness 
costs, claims, demands, civil actions, prosecutions or administrative hearings, fines, 
judgements, awards, including awards of costs that may arise as a result of the 
condition or use by the Township of the Ministry lands, any order issued in 
connection with the condition of the Ministry lands, or any loss, damage, or injury 
caused either directly or indirectly as a result of the condition or use by the Township 
of the Ministry lands. This provision is absolute and final and applies whether 
damages arise out of negligence or otherwise and whether they result in economic 
loss, injury, or damage to the property and it shall survive the termination of this 
Agreement. 
 

21. The Township hereby agrees to forever discharge and release the Ministry, its 
employees, agents and servants from any claims or demands of any kind 
whatsoever, past, present and future, arising from or in connection with the use of 
Ministry lands.  This provision shall survive the termination of this Agreement.  
 

22. Each party agrees that this Agreement and any other documents to be delivered in 
connection herewith may be electronically signed, and that any electronic signatures 
appearing on this Agreement or such other documents are the same as handwritten 
signatures for the purposes of validity, enforceability, and admissibility.  
 

23. Any notice or other document required under this agreement is suffciently given if 
delivered personally or if sent by electronic mail, ordinary prepaid mail or prepaid 
courier or facsimile (“fax”) to the Ministry or to the Township.  The Ministry electronic 
mail address is: laurie.lebeau@ontario.ca. 
 
 

273

https://www.lawinsider.com/clause/electronic-signatures
mailto:laurie.lebeau@ontario.ca


24. Notices or documents by ordinary mail shall be deemed to have been received on 
the third day after the date of mailing. Notice by personal delivery, fax, electronic 
mail or prepaid courier shall be deemed to have been received at the time of delivery 
or transmission, unless delivered or transmitted on a weekend or holiday, in which 
case such notice shall be deemed to have been received on the next business day 
or delivered or transmitted when the person is “out of the office”, so indicated  by the 
Outlook app or other electronic app, in which case such notice shall be deemed to 
have been received on the business day of the return.  In the event of an interruption 
in postal service, notice shall be given by electric mail, personal delivery, fax, or 
prepaid courier. 
 

 
 
If you are satisfied with the terms and conditions of this Agreement, please sign to 
indicate your acceptance of the terms and conditions of this Licence Agreement.  
Return to this office, so that the appropriate Ministry official can execute the Agreement 
on behalf of the Ministry.  Once the Ministry official has executed the Agreement, you 
will be provided with a signed copy, whereupon you can enter upon the Ministry’s lands. 
 
 
Laurie Lebeau 

Laurie Lebeau  
Real Estate Officer 
 
 
Signed at________________________this_____day of_________________, 2021 
 
THE CORPORATION OF THE TOWNSHIP OF SOUTH ALGONGUIN 
 
 
Per: ___________________________ Per: ___________________________ 
 
Name: _________________________ Name: _________________________ 
 
Title: __________________________ Title: __________________________ 
 
I/We have the authority to bind this corporation. 
 
 
 
Signed at________________________this_____day of_________________, 2021 
 
 
HER MAJESTY THE QUEEN in right of the  
Province of Ontario, representative by the  
Minister of Transportation for the Province of Ontario 
 
THE MINISTER OF TRANSPORTATION  
____________________________________________________  
By delegation to Steve McInnis, Director, Design and Engineering 
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SCHEDULE A 
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The Corporation of the Township of  

South Algonquin By-Law #21-665 

 
BEING a bylaw to establish a policy for the procurement of goods and services for the Township of 
South Algonquin.  
 
WHEREAS Section 270(1) of the Municipal Act, 2001, c.25, as amended, states that a municipality and 
a local board shall adopt and maintain policies with respect to the procurement of goods and services; 
 
WHEREAS in accordance with Sections 5 and 6 of the Integrated Accessibility Standards (Ontario 
Regulation 191/11) municipalities as designated public sector organizations must incorporate 
accessibility criteria and features into procurement practices when procuring or acquiring goods, 
services or facilities, including self-service kiosks;  
 
AND WHEREAS the Township of South Algonquin needs to establish a Procurement Policy to 
ensure the appropriate financial and operational management controls are applied to the decision 
process in spending public funds and to the accountability of the authority process; 
 
AND WHEREAS Council of the Corporation of the Township of South Algonquin deems it expedient 
to amend the Procurement Policy to ensure the policy remains in compliance with provincial 
legislation, International/Inter-Provincial Trade treaties or agreements and the Discriminatory 
Business Practices Act; 
 
AND WHEREAS this By-Law establishes the authority and sets out the methods by which goods and 
services will be purchased or disposed of for the purposes of the Township of South Algonquin subject 
to certain exceptions set out therein;  
 
Therefore, the Council of the Township of South Algonquin enacts as follows: 

 
1. That the Procurement Policy #FIN006-01 attached hereto and forming part of this By-Law 

be adopted; 
 

2. That this by-law shall be read in conjunction with the Township Delegation of Authority 
By-law No. 21-,661 as amended; and 

 
3. That this By-law repeals all previous purchasing By-laws 

 
4. That this By-law shall come into force and effect on the day of its passing. 

 
Read a first & second time this 1st Day September 2021 
_________________________  ______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
 
 
Read a third time and passed this 1st Day September 2021 
_________________________  _______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
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POLICY MANUAL 
 

POLICY NO.  FIN006-01 

For Township of South Algonquin 
 

EFFECTIVE DATE:  
September 1,2021 

SUBJECT: Procurement Policy 
 

DEPARTMENT: Administration 

 
 

1.0 POLICY 
This is a policy of the Township of South Algonquin to establish clear procedures for 
the procurement of goods and services. 

 
2.0 PURPOSE 
The purpose of this Procurement Policy is to: 

a. Provide a process for the most efficient and effective use of municipal funds 
consistent with the required quantity and quality of goods and services; 

b. Encourage an open and competitive bidding process for the acquisition and 
disposals of goods and/or services, and the objective and equitable treatment of 
all vendors; 

c. Ensure openness, accountability and transparency while protecting the financial 
best interests of the Township; 

d. Provide clear direction and accountabilities for Council, staff and vendors 
involved in the process; and 

e. Reduce the amount of solid waste requiring disposal through the purchase of 
environmentally responsible goods and services. 

 

3.0 RESPONSIBILITY 

The Procurement Policy is administered by the Chief Administrative Officer/Clerk 
Treasurer and Department Heads, as highlighted herein. This policy shall be reviewed 
every 5 years or earlier to evaluate its effectiveness. 
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4.0 DEFINITIONS 
 

In this policy, 

"Award" shall mean the authorization to proceed with the purchase of goods and 
services from a chosen vendor. 

 
"Bid" shall mean an offer or submission from a vendor or vendor in response to a bid 
solicitation. 

 
"Bid Solicitation" means a formal request for bids that may be in the form of Request for 
Quotation, Request for Tender, Request for Proposal or Request for Standing Offer. 

 
"Buyer" shall mean employees of the Township of South Algonquin who, in the 
normal course of their duties, are authorized to procure goods and services on behalf 
of the Township. 

 
"CAO/Clerk-Treasurer" shall mean the Chief Administrative Officer/Clerk-Treasurer 
for the Township of South Algonquin. 

 

"Consultant" shall mean persons and professional firms who by virtue of their expertise 
in a particular field are hired by the Township to undertake a specific task or assignment 
and includes architects, auditors, engineers, designers, surveyors, management and 
financial consultants, brokers, legal services, and any other professional and consulting 
services. 

 
"Contract" or "Agreement" shall mean any formal or deliberate written agreement for 
the purchase of goods, services, equipment or construction that binds the Township 
and the parties involved, subject to the provisions of the agreement. 

 
"Council" shall mean the Council of the Corporation of the Township of South 
Algonquin. 

 

"Declared Emergency" shall mean a declared emergency in accordance with the 
Emergency Measures and Civil Protection Act RSO 1990 CH E.9, as amended. 

 
"Department" shall mean each the main operational units organized in departments 
of the Township and identified on the Township of South Algonquin organization chart 
as established by the CAO/Clerk-Treasurer. 

 
"Department Head" shall mean the Public Works Superintendent and Fire Chief for the 
Township of South Algonquin. 

 
"Deputy Treasurer" shall mean the Deputy Treasurer for the Township of South 
Algonquin. 
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"Emergency" shall mean an operational situation or condition other than a declared 
emergency which in the opinion of the CAO/clerk Treasurer could affect the health 
and safety of the public, impact the welfare of public or private property or Township 
infrastructure, or seriously impact service delivery and the restoration of essential 
services to a minimum acceptable level is warranted. 

 
"Good(s)" shall mean all tangible and intangible property including but not limited to 
supplies, products, wares, merchandise, materials, equipment, and property insurance. 

 
"Multi-use list" means a list of suppliers that a procuring entity has determined satisfy 
the conditions for participation in that list, and that the procuring entity intends to use 
more than once. 

 
"Procurement" shall mean the process of acquiring goods and services by purchase, 
rental, or lease. 

 
"Quotation" shall mean a written response to a Request for Quotation. 

"Request for Quotations" shall mean an informal request for prices on goods or services. 
"Request for Information" shall mean a process where information is requested from 
vendors regarding the feasibility and availability of specific goods and services to 

determine if there are enough suppliers to justify a Request for Proposal or Request for 
Tender 
 

"Request for Proposals" shall mean a formal request for prices and details on goods 
and services from vendors, where the goods and services may not be able to be fully 
defined or specified or when alternate methods are being sought to perform a certain 
function or service, at the time of request. 

 
"Request for Tenders" shall mean a formal request for prices on goods and services 
from vendors, where the goods and services are able to be fully defined or specified 
at the time of the request. 

 
"Sealed Bid" shall mean a formal sealed response received as a part of a tender or 
submission. 
"Sealed Proposal" shall mean a formal sealed response received as a part of a 
request for proposal. 

 
"Services" shall mean non-goods, including all professional services and consulting 
services, all services in relation to real property and personal property including the 
installation, construction, maintenance, rental, repair, restoration, demolition or removal of 
real property or personal property. 

 
"Sole Source" shall mean either: 

(i) There is more than one source in the open market but for reasons of function, 
service, unique technology or proprietary interest only one Vendor is sought or 
selected for consideration of the particular goods and/or services; or 

(ii) There is only one known source of supply of particular goods or services. 
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"Standing Offer" shall mean a procurement which establishes prices or methods for 
determining prices, terms and conditions and the period of time during which a Vendor 
agrees to provide specified goods or services to the Township upon demand. 
 
"Township" shall mean the Corporation of the Township of South Algonquin. 

"Vendor" shall mean any party selected to provide a quotation, proposal, bid or to 
supply goods or services to the Township. 

 
5.0 PROCEDURES 

 
5.1 Compliance 

 
All municipal departments, Boards and Committees, and their respective staff, over which 
Council has direct control, shall adhere to the purchasing procedures established in this 
policy when procuring goods, services and facilities, as follows: 

 
a. Comply with the requirements of the Ontario Human Rights Code, the Ontarians 

with Disabilities Act, 2001, the Accessibility for Ontarians with Disabilities Act, 2005 
and its associated standards enacted through regulation, as well as related 
Township policies. Where applicable, procurement documents will specify the 
desired accessibility standards to be met and provide guidelines for the evaluation 
of proposals in respect of those standards. Where it is impractical for the Township 
to incorporate accessibility criteria and features for procuring or acquiring specific 
goods, services or facilities, the Township will provide a written explanation, on 
request. 

 
b. Ensure compliance with applicable International/Inter-Provincial Trade treaties or 

agreements, as amended from time to time. 
 

c. Endeavor to achieve best overall value in commercial transactions while abiding 
by the provisions of the Discriminatory Business Practices Act when awarding 
purchases. 

d. No preference will be given to local suppliers in awarding contracts. 

With regard to timelines for posting procurements, implement procedures that 
ensure suppliers are provided with an adequate response time that meets the 
minimum requirements outlined in applicable laws, including applicable trade 
agreements. Where no trade agreement applies, the Department Head in 
consultation with the CAO/Clerk-Treasurer will determine the appropriate 
response time for the solicitation. 

 
e. In absence of any other measures, a minimum response time of 40 days is required 

for goods and services valued in excess of $250,000 and for construction contracts 
valued in excess of $2,000,000. Response time may be further reduced as follows: 
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i. For open procurements, the minimum response time is reduced to 35 

days if the procurement notice is posted electronically on MERX, to 30 
days if the procurement documentation is made available by electronic 
means from date of publication notice, and further reduced to 25 days if 
submission by electronic means is accepted. 

 
ii. The posting period for open procurements may be further reduced to 10 days 

if a notice of planned procurement is published at least 40 days and not more 
than 12 months in advance of the publication notice of intended 
procurement. 

 
iii. Bid posting periods for commercial goods and services may be reduced 

to 13 days if both the publication notice and procurement documentation 
are published electronically and may be further reduced to 10 days if 
submissions are received electronically. 

 
 

iv. For selective procurements using a vendor list, response time may be 
reduced to 10 days by agreement between the municipality and the selected 
suppliers. 

 
v. Other than situations of emergency, as herein defined, procurements shall 

be posted for not less than 10 days. 
 

5.2 Financial Authorities 
 

a. Expenditures or commitments shall not be incurred or made and no account shall 
be paid by the Township for goods and services, except as authorized in 
accordance with this policy unless approved by Council. 

b.  Notwithstanding any provision contained herein, all expenditures shall be within 
the current approved budget or within approved estimates, except as provided 
for in the Township's Delegation of Authority By-law, as amended. In the event 
that the annual budget has not yet been approved, Departments are 
authorized to expend funds at the previous year's service levels, unless 
specifically directed otherwise by Council until the current year's operating 
budget has been approved 

c. In the event the bid amount exceeds the anticipated approved budgeted amount, 
the CAO is authorized to approve an excess of 10% or $10,000, whichever is 
lowest. 

d. For spending limitations identified in section 6.1, value of goods and services are to 
be inclusive of HST (less the rebate, if applicable) and delivery charges. 

e. Offers to procure shall not be divided up in any manner in an effort to circumvent 
the financial limitations and approval authorities. For the purposes of value limits, 
recurring contracts will use the value for the preceding 12 months or estimated 
value for the following 12 months. For procurement by lease, rental or hire 
purchase of a good or service, the total estimated value includes any estimated 
residual value for a fixed-term contract or if for an indefinite or uncertain duration, 
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the estimated monthly instalment multiplied by 48 is used. 
f. An Offer to Procure may only provide for an option to renew where the value of 

the original term and the renewal term is within the authorization level of the 
Buyer or with Council approval. 

g. Where goods and/or services are routinely purchased on a multi-year basis, the 
exercise of authority to award a contract is subject to: 

i. The identification and availability of sufficient funds in appropriate 
accounts for the current year; and 

 
ii. The demand for the goods and/or services will continue to exist in 

subsequent years, and where, in the opinion of the CAO/Clerk-
Treasurer, the required funding can reasonably be expected to be made 
available. 

5.3 Provisions / Practices 
 

a. All proposals and tenders shall include the following provisions: 
 

i. Except as expressly and specifically permitted in these Instructions to 
Proponents, no Proponent shall have any claim for any compensation of any 
kind whatsoever, as a result of participating in this RFP (or Tender), and by 
submitting a proposal each proponent shall be deemed to have agreed that 
it has no claim." 

ii. "The lowest or any proposal will not necessarily be accepted, in particular, if 
only one proposal is received". 

b. All solicitations issued by the Township of South Algonquin shall clearly identify the 
requirements of the procurement, the criteria that will be used in the evaluation of 
bids or proposals and, where appropriate, the methods of weighting and evaluating 
the criteria. In addition, all solicitations issued will, where appropriate: 

i. Clearly outline mandatory, rated, and other criteria that will be used to 
evaluate submissions, including the weight of each criterion; 

ii. State that submissions that do not meet the mandatory criteria will be 
disqualified; 

iii. Clearly establish the formula for calculating the total price/cost; 
 

iv. Ensure that all mandatory and rated criteria comply with the Non 
Discrimination section of the by-law and this policy; 

 
v. Minimize mandatory requirements (e.g., submission and performance 

mandatory requirements) to ensure that no bid is disqualified except to serve 
a legitimate business or public policy objective; and 

 
vi. Allocate maximum justifiable weighting to the price/cost component of   the 

evaluation criteria. 
 

vii. Procurements should, wherever possible and without affecting the intended 
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use of the good or service, include specifications that encourage 
environmental benefits and provide for expanded use of durable and 
reusable goods including those services containing the maximum post-
consumer waste and/or recyclable content. 

 
 

5.5 Exemptions 
 

a. Expenditures required during a "declared emergency" are not subject to this policy 
and may be approved by the CAO/Clerk-Treasurer in accordance with the 
Delegation of Authority by-law. The CAO is authorized to waive provisions of this 
policy in the event of an "emergency" as described in section 4.0 Definitions of this 
policy. 

 

b. Notwithstanding any other provisions of this Policy, the acquisition of the 
items listed in Schedule "A" are considered exempt and do not fall under the 
guidelines established in this Procurement Policy. 

 
c. Notwithstanding any other sections within this Procurement Policy, the CAO 

or delegate, will have the option of entering into negotiations with a Vendor 
within spending authority limits and when it is deemed to be in the best 
interest of the Township. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.0 PROCUREMENT METHODS 
 

6.1 Financial Limitations for Procurements 
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Financial Limit ($) Method Authority Level 

COMPETITIVE 
 
 

Under $5,000 

 
 

Request for Quotation - Informal 

CAO and Department 
Heads, approve if within 
budget authority. 

 
$5,000 to $10,000 

 
Request for Quotation (1) - Written 

 
CAO, Department Heads 

 
$10,000 to $25,000 

 
Request for Quotation (3) - Written 

 
CAO, Department Heads 

 
$25,000 to $50,000 Request for Proposal (RFP) / 

Request for Tender (RFT) 
CAO, Department Heads 

 
$50,000 to $100,000 Request for Proposal (RFP) / 

Request for Tender (RFT) 
 

CAO 

$100,000 or more Request for Proposal (RFP) / 
Request for Tender (RFT) 

Council 

 Non- Competitive  

Under $25,000 Negotiated Quotation CAO, Department Heads 

$25,000 to $50,000 Negotiated Quotation CAO, Department Heads 

$50,000 to $100,000 Negotiated Quotation CAO 

$100,000 or more Negotiated Quotation Council 

 
6.2 Request for Quotations 

 
a. Quotations are solicited from potential suppliers and should contain a list or 

description of all relevant parameters of the intended purchase. 
b. Where a minimum of three (3) written quotations are required; however, when 

they are not possible and/or practical to be requested, or are not received, 
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approval of the CAO/Clerk-Treasurer is required. 
 
 

6.3 Request for Tender 

a. All vehicle purchases require the issuance of a Request for Tender. 

b. Requests for Tenders are to be issued through an electronic means such as MERX, 
the Township website and may also be issued through public process such as 
placing a notice in the appropriate local and/or trade newspaper. 

c. Bids submitted in response to a tender shall be received in accordance with the 
following: 

i. A secure facility shall be maintained under the control of the Deputy 
Clerk for the reception and safekeeping of Bids. 

ii. When received, Bids shall be marked with the time and date and initialed 
by the Deputy Clerk. Late Bids shall not be accepted. 

iii. All Tender Bid openings shall be done publicly at a predetermined time in 
the presence of the CAO/Clerk-Treasurer and the Department Head or 
delegate. 

iv. During the recording of the Bids, each Bid shall be documented and 
referenced accordingly. 

d. After opening, each Bid shall be reviewed by the Department Head in 
consultation with the CAO/Clerk Treasurer to determine whether: 

i. All requirements of the tender have been met; 

ii. All unit prices have been correctly extended; and 

iii. The extensions have been correctly totaled. 

e. Bid irregularities will be addressed by following the procedures outlined in 
Appendix "B" - Bid Irregularities. 

f. Tender awards shall be made to the lowest responsible bidder provided that 
the bid meets requirements and specifications of the tender. However, in 
determining the lowest responsible bidder, consideration may be given, in 
addition to price, to the bidder's: 

i. Ability and experience to perform in accordance with the terms of the 
request; 

ii. Record of past performance; 

iii. Financial, staff and technical resources; 

. iv. Quality of bid; and/or 

v. Predetermined criterion. 

g. Following approval of the award, the Department Head or delegate shall inform 
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the successful vendor that its Bid has been accepted and notify all other 
prospective vendors of the award and the name of the successful vendor. 

 
h. Following approval of the award, the results of the tender are to be published 

in the same manner as the Request for Tender. 
 

6.4 Request for Proposals 
 

a. Requests for Proposals with a value of more than $250,000 are to be issued 
through an electronic means such as MERX, the Township website and may also 
be issued through public process such as placing a notice in the appropriate local, 
and/or trade newspaper. 

b. This method of acquisition involves the solicitation of proposals and shall 
generally be used when: 

i. the requirements for goods and services cannot be definitely specified; 
ii. the requirements of the Township are best described in a general 

performance specification; and for 
iii. innovative solutions are sought. 

c. Request for Proposals are not formally opened in public, nor is it necessary to 
disclose prices or terms at the time of submission. 

d. A minimum of three (3) written proposals are to be requested wherever possible 
and practicable. 

e. Where a minimum of three (3) written proposals is not possible and practicable 
to request, or are not received, justification shall be documented and approved 
by the CAO/Clerk-Treasurer. 

f. Requests for Proposals may be issued through a public process such as placing a 
notice in the appropriate local and/or trade newspaper, or by "Invitation Only" to 
select consultants with proven expertise and experience. 

g. Notwithstanding any other provisions herein, the Township may at its sole 
discretion also consider a proposal with considerable added value in relation to 
other proposals received. In such cases, where a bidder clearly demonstrates 
that there is a significant and measurable added value to the proposal, the 
Township may at its sole discretion award to the bidder which demonstrates a 
considerable higher value provided that proposals meet requirements and are 
generally similar with the exception of the added value. 

h. Following approval of the award, the results of the procurement process are to be 
published in the same manner as the Request for Proposal. 

 
 

6.5 Non-Standard Procurements (Sole Source) 
 

Non-Standard Procurements may only be approved in the following circumstances: 

a. Where a standard procurement process conducted in accordance with this By 
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law and applicable procedures and protocols has not resulted in the receipt of 
any Bids; 

b. Where only one Supplier is able to meet the requirements of a procurement 
in order to: 

 

i. Ensure compatibility with existing products; 

ii. Recognize exclusive rights, such as exclusive licenses, copyright and patent 
rights; or 

iii. Maintain specialized products that must be maintained by the 
manufacturer or its representative; 

c. Where there is an absence of competition for technical reasons and the 
Deliverables can only be supplied by one particular Supplier and no alternative 
or substitute exists; 

d. The procurement is for additional deliveries by the original Supplier of 
Deliverables that were not included in the initial procurement if a change of 
Supplier: 
i. Cannot be made for economic or technical reasons such as requirements 

of interchangeability or interoperability with existing equipment, 
software, services or installations procured under the initial procurement; 
and 

ii. Would cause significant inconvenience or substantial duplication of costs for 
the Township; 

e. For the procurement of Deliverables relating to matters of a confidential or 
privileged nature where the disclosure of those matters through an open 
competition could reasonably be expected to compromise government 
confidentiality, cause economic disruption or otherwise be contrary to the 
public interest; 

f. For the procurement of Deliverables from a Public Body; 

g. For the procurement of goods under exceptionally advantageous 
circumstances such as· bankruptcy or receivership, but not for routine 
purchases; 

h. For the procurement of a prototype of a first good or service to be developed 
in the course of and for a particular contract for research, experiment, study 
or original development, but not for any subsequent purchases; 

i. For procurement of goods purchased on a commodity market; and 

j. For procurement of goods and services resulting from a Design contest. 
 

6.6 Standing Offers I Multi-Use Lists 
 

Standing Offers or multi-use lists of suppliers may be utilized as an efficient method of 
managing the delivery of goods and services provided that the following provisions are 
met: 
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a. Notice inviting interested suppliers for inclusion on the list is published annually and 
if published by electronic means, made available continuously. 

 
b. Notice shall include: 

 
i. a description of the goods or services, or categories thereof, for which the 

list may be used; 
ii. the conditions for participation to be satisfied by suppliers for inclusion on 

the list and the methods that the procuring entity will use to verify that a 
supplier satisfies the conditions; 

iii. the name and address of the procuring entity and other information 
necessary to contact the entity and obtain all relevant documents relating to 
the list; 

iv. the period of validity of the list and the means for its renewal or termination, 
or if the period of validity is not provided, an indication of the method by 
which notice will be given of the termination of use of the list; and 

v. an indication that the list may be used for procurement covered by this 
section. 

c. if a multi-use list will be valid for three years or less, a procuring entity may publish 
the notice only once, at the beginning of the period of validity of the list, provided 
that the notice: 

i. states the period of validity and that further notices will not be published; 
and 

ii. is published by electronic means and is made available continuously 
during the period of its validity. 

 
 
 

6.7 Co-operative Purchasing 
 

Department Heads may participate with other governments, agencies or public authorities 
in co-operative ventures or contracts where the best interest of the Township would be 
served. 

 
6.8 Expression of Interest 

 
Department Heads may conduct a request for Expressions of Interest for the purposes of 
determining the availability of any goods and services, and for the purposes of keeping a 
list of available pre-qualified vendors. 

 
6.9 Disposal of Surplus Goods 

 
a. Department Heads shall obtain the approval of Council for the disposal and/or 
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sale of surplus assets where the value of the asset exceeds $10,000. 
b. All surplus goods shall be sold by sealed bid and a reserve bid may be 

established. 
c. All identifying markings on Township assets shall be removed prior to disposal. 

 
6.9 CONTRACT EXECUTION AND PERFORMANCE GUARANTEES 

 
a. The Department Head may require that a bid be accompanied by a Bid Bond 

or other similar security. 
 

b. In addition, the successful supplier may be required to provide: 
i. a Performance Bond to guarantee the faithful performance of the contract; 

and 
ii. a Payment Bond to guarantee the payment for labour and materials to 

be supplied in connection with the contract. 
 

c. The Department Head shall select the appropriate means to guarantee execution 
and performance of the contract. Means may include one or more of, but are not 
limited to, financial bonds or other forms of security deposits, provisions for 
liquidated damages, progress payments, and holdbacks. 

d. Prior to commencement of work and where, deemed appropriate, evidence of 
Liability Insurance Coverage satisfactory to the CAO/Clerk- Treasurer must 
be obtained, ensuring indemnification of the Township from any and all 
claims, demands, losses, costs or damages resulting from the performance of 
supplier's obligations under the contract. 

 
e. Prior to payment to a supplier, a Certificate of Clearance from the 

Workplace Safety and Insurance Board shall be obtained ensuring all 
premiums or levies have been paid to the Board to date. 

 
f. The guarantee means selected will: 

 
i. not be excessive but sufficient to cover financial risks to the Township, 
ii. provide flexibility in applying leverage on a supplier so that the penalty is 

proportional to the deficiencies, and 
iii. comply with provincial statutes and regulations. 

 
g. Financial bonds for contract performance shall only be required where the 

Township will be exposed to costs if the contractor does not complete the 
requirements of the contract. 

 
7.0 RESOLUTION OF CONFLICT 

 
The CAO is hereby authorized to resolve any conflict or ambiguity regarding the 
individual or individuals of the Township authorized to exercise any delegation. 
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8.0 Bid Dispute Resolution 
 

a. Within five business days from the date upon which a bidder is informed that they 
have not been selected as the winning bidder, an unsuccessful bidder has the 
right to submit a written request for a formal debriefing from the contract authority 
responsible for the procurement at issue. 

 
b. The Township will provide the debriefing within ten business days of having 

received such a request with a view to providing an unsuccessful bidder with 
an opportunity to learn why their bid was not selected for contract award. 

 
c. If the bidder remains dissatisfied after the debriefing, the bidder has an additional 

ten business days to prepare and file a formal complaint. 
 
d. A formal complaint must be made in writing and addressed to the CAO. The 

complaint should contain the identity of the complainant and the procurement 
process at issue as well as a clear and detailed statement of the legal and/or factual 
grounds upon which the complaint is based. The complaint should also include, as 
attachments, any information or documents relevant to the complaint that are in 
the bidder's possession. 

 
e. For the purpose of a complaint under this procurement process the CAO will 

review and address any proposal protest in a timely and appropriate manner. 
 

9.0 INTERPRETATION 
 

9.1 Each section of this policy and every part of each section is an independent 
section or part of a section, and the holding of any section or part thereof to be 
void or ineffective for any cause shall not be deemed to affect the validity of any 
other sections or parts thereof. 

 
9.2 Headings are for reference purposes only and shall not affect in any way the 

meaning or interpretation of the provisions of this policy. 
 

9.3 This policy includes the Appendices annexed hereto. 
 
 

ATTACHMENTS 
 

APPENDIX "A" - EXEMPTIONS 
APPENDIX "B" - BID IRREGULARITIES 
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APPENDIX "A" - EXEMPTIONS 
 

The following goods and services are hereby declared to be "Exempt" from this policy: 
 

1. Petty Cash Items 
 

2. Training and Education 
a. Conferences 
b. Courses 
c. Conventions 
d. Seminars 
e. Memberships 
f. Subscriptions 
g. Staff/Council training 
h. Staff/Council development 
i. Staff/Council workshops 

 
3. Employee/Council Expenses 

a. Advances 
b. Meal Allowances 
c. Travel and Hotel Accommodations 
d. Miscellaneous Non-Travel 

 
4. Employer's General Expenses 

a. Payroll Deduction Remittances 
b. Licenses 
c. Debenture Payments 
d. Grants to Agencies 
e. Payments of Damages 
f. Tax Remittances 
g. Charge to/from other Government or Crown Corporations 
h. Employee Income 
i. Honoraria  
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APPENDIX "A" - EXEMPTIONS (cont.) 
 
 

5. Professional and Special Services · 
a. Remuneration for Council, Committees, Appointees and Volunteer 

Firefighters 
b. Witness Fees 
c. Arbitrators, Mediators, Conciliators or judicial and like bodies 
d. Legal Settlements 
e. Insurance Claims 
f. Banking Services 
g. Operations critical core services (including but not limited to) 

• Chemicals 
• Salt/Sand 
• Critical road services 

 
6. Utilities 

a. Postage 
b. Heat/Hydro 
c. Telephone 
d. Internet Services 
e. Information Technology Services 
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APPENDIX "B" BID IRREGULARITIES 
BID IRREGULARITY 
A bid irregularity is a deviation between the requirements (terms, conditions, 
specifications, special instructions) of a bid request and the information provided in a bid 
response. For the purposes of this policy, bid irregularities are further classified as "major 
irregularities" or "minor irregularities". 

 
A "major irregularity" is a deviation from the bid request that affects the price, quality, 
quantity or delivery, and is material to the award. If the deviation is permitted, the bidder 
could gain an unfair advantage over competitors. The Department Head in consultation 
with the CAO/Clerk-Treasurer or designate must reject any bid, which contains a major 
irregularity. 

 
A "minor irregularity" is a deviation from the bid request, which affects form, rather 
than substance. The effect on the price, quality, quantity or delivery is not material to the 
award. If the deviation is permitted or corrected, the bidder would not gain an unfair 
advantage over competitors. The Department Head in consultation with the CAO/Clerk-
Treasurer or designate may permit the deviation or allow the bidder to correct the minor 
irregularity. 

 
MATHEMATICAL ERRORS - RECTIFIED BY STAFF 
The Deputy Treasurer will correct errors in mathematical extensions and/or taxes, and 
the unit prices will govern. The responsibility for correcting mathematical errors may be 
delegated to the requisitioning department. 

 
ACTION TAKEN 
The CAO/Clerk-Treasurer, Deputy Treasurer and the Department Head will be 
responsible for all action taken in dealing with bid irregularities, and acts in accordance 
with the nature of the irregularity: 

a. major irregularity (automatic rejection) 
b. minor irregularity (accept or allow bidder to rectify) 
c. mathematical error (additions or extensions) as above 

 
In the event that the vendor withdraws his/her bid due to the identification of a major 
irregularity, the municipality may disqualify such vendor from participating in a municipal 
quotations/tender/request for proposal for a period of up to one year. 

 
 
Table 1 is for reference and guideline purposes and shall be interpreted by the Township of 
South Algonquin in its sole discretion. 
 
 
 
 
 
 
 
 
 
 

APPENDIX “B” TENDER BID 
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IRREGULARITIES 
Table 1 
 

ITEM DESCRIPTION MAJOR MINOR ACTION 
 

1. Late bids 
 

X 
 Automatic Rejection, not read 

publicly, returned unopened to 
bidder 

 
2. 

 
Unsealed envelopes X 

 Automatic Rejection, not read 
publicly, returned unopened 
to bidder 

 
 

3. 
No bid deposit or other bid surety, 
cheque not certified, or not an original 
financial security (e.g., a photocopy 
or facsimile). 

 
X 

  
 

Automatic Rejection 

 
 
 

4. 

 
 

Insufficient financial security (i.e.: 
no deposit or bid bond or 
insufficient deposit) 

 
 
 

X, or 

 
 
 

X 

Where security is required and 
amount is not specified in 
request, automatic rejection 
unless insufficiency is trivial or 
insignificant.  Where security is 
required and amount of security 
is specified in request, 
automatic rejection. 

 
 

5. 

 

Signature of contractor, or of 
bonding company, or both, are 
missing from the bid bond. 

 
 

X 

 A bid bond must be executed 
(signed) by both the principal 
(contractor) and surety 
(bonding company) to be valid. 
Automatic Rejection if 
either signature is missing. 

 
6. Bids not executed in non-erasable 

medium. (Electronic signatures are 
acceptable). 

 
X 

  
Automatic Rejection 

 
7. Bidder did not attend 

mandatory site meeting X 
  

Automatic Rejection 

 
8. Proper response envelope or 

label not used 
 

X Acceptable if officially received 
on time. 

 
9. 

Bid document missing signature of 
authorized representative 
(authority to bind), whether 
corporate seal affixed, or not. 

 
X 

  

Automatic Rejection 
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10. 

 
 
Bid Documents in which all 
addenda issued have not been 
acknowledged. 

 
 
 

X, or 

 
 
 

X 

Automatic Rejection, unless the 
addenda do not significantly 
impact the bid in which case 
the bidder will be given 2 
working days to formally 
acknowledge the 
addenda with no change 
permitted to the original bid. 

 
11. 

Pricing or signature pages missing X 
  

Automatic Rejection 

 
 
12. 

 
 
Pages requiring completion of 
information by vendor are missing 

 
 

X 

 Automatic rejection, unless the 
nature of the missing 
information does not impact the 
ability of the Township to 
conduct a fair, competitive 
evaluation. 

 
 
13. 

 
 
Bid received on documents other than 
those provided in request. 

 
 

X 

 Automatic Rejection, unless the 
intention of the bidder is clear 
and the bid submission details 
do not deviate in any material 
manner from those 
provided in the request. 

 
 
14. 

 
 
Incomplete bids (partial bids, all 
required items not bid) 

 
 

X, or 
 
 
 

 
 

X 

Automatic Rejection, unless 
the nature of the missing 
information does not impact 
the ability of the Township to 
conduct a fair, competitive 
evaluation. 

 
15. 

Qualified bids (bids qualified or 
restricted by a written statement, 
whether within the bid or included 
as an attachment) 

 
 

 X, or 
 

 
 

X 

Automatic Rejection, unless the 
qualification amounts to a 
minor irregularity  

 
16. Alternate items bid in whole or in 

part 

  
X 

Available for further consideration 
unless specified otherwise in 
request 

 

17. 

 
Bids containing minor clerical errors 

  
X 

2 working days to correct initial 
errors. Township reserves the 
right to waive initialing and 
accept bid. 

 
 

18. 

Uninitialed changes to the request 
documents which are minor (i.e.; the 
bidder's address is amended by 
overwriting but not initialed) 

  

X 
2 working days to correct initial 
errors. Township reserves the 
right to waive initialing and 
accept bid. 
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19. 
Uninitialed changes to the unit prices 
in the price schedule and the contract 
totals are consistent with the price as 
amended. 

  

X 
2 working days to correct initial 
errors. Township reserves the 
right to waive initialing and 
accept bid. 

 
20. 

Other mathematical errors which are 
not consistent with the unit prices 

  
X 

2 working days to correct initial 
corrections. Unit prices will 
govern. 

 
21. 

Bid documents which suggest that 
the bidder has made a major 
mistake in calculations or bid. 

 
X, or X Consultation with a solicitor on a 

case-by-case basis. 

 
 

22. 

 
 
Other Irregularities 

  
 

X 

The Township shall have the 
authority to waive minor 
irregularities provided 
substantial compliance with the 
bid documents has been 
achieved. 
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CORPORATION OF THE 
TOWNSHIP OF SOUTH ALGONQUIN 

BY-LAW NO. 21-666 
 

Being a By-Law to establish a Municipal Vaccination policy 
 
Whereas, Section 5 (3) of the Municipal Act, S.O. 2001, c.25 provides that 
municipal power shall be exercised by By-Law; and 
 
Whereas, pursuant to s. 10(2) paragraph 6 of the Municipal Act, Council has authority to pass 
By-Laws respecting the “health, safety and wellbeing of persons”, which includes staff and 
members of the public who interact with staff;” 
 
Whereas, under the Occupational Health and Safety Act (Act), the employer is required to take 
all reasonable steps in the circumstances to protect the workers.  
 
Whereas, Council of the Corporation of the Township of South Algonquin deems it 
expedient and necessary to adopt a Vaccination Policy; 
 
The Council of The Corporation of the Township of South Algonquin enacts as follows: 
 

1. That the Vaccination Policy, attached hereto as Schedule A and forming part of this 
By-Law, is hereby established and adopted. 
 

2. That this By-Law shall come into force and take effect upon being passed by Council. 
 
 
READ A FIRST & SECOND TIME THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  ______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
 
 
READ A THIRD TIME AND PASSED THIS 1ST DAY SEPTEMBER 2021 
 
 
_________________________  _______________________________ 
Jane A E Dumas, Mayor   Bryan Martin, CAO Clerk /Treasurer 
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COVID-19 SAFETY IN THE WORKPLACE AND VACCINATION POLICY 

 
POLICY MANUAL 

 

POLICY NO.  HS-001-03 

For Township of South Algonquin 

 

EFFECTIVE DATE: Sept 1,2021 

Revised:  

SUBJECT:  
COVID-19 SAFETY IN THE WORKPLACE AND 

VACCINATION POLICY 

DEPARTMENT: Health and Safety 

 
PURPOSE 
 
1. The Township of South Algonquin has a duty to ensure a safe workplace, and to provide 

services in a manner that is safe for our constituents and community.  We work in shared 
spaces, we routinely interact with the public, and we often enter into people’s homes and 
other workplaces for the purpose of providing municipal services.   

 
2. Covid-19 is a highly infectious viral disease, transmitted by way of oral exhalations as well 

as through physical contact with surfaces.  Consequences from being infected with covid-
19 can range from the slight to the severe, and include long-term debilitating impacts as 
well as mortality.  Covid-19 poses a serious threat to health.  

 
3. Accordingly, we are adopting this policy to protect the wellbeing of our employees and 

their families, our customers, visitors and service-providers, and the community at large 
from infection with covid-19. 

 
4. This policy will comply with all applicable laws and is based on guidance from the Ministry 

of Health and Long-Term Care, the provincial Chief Medical Officer of Health, and local 
health authorities, as applicable. 
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SCOPE 
 
5. This policy applies to all employees, volunteers and elected officials of the Township.  It 

may also apply to contracted service-providers, where circumstances warrant and in the 
discretion of the CAO/Clerk-Treasurer.   

 
6. Collectively, these individuals are referred to in this policy as “workers”. 
 
PROCEDURE 
 
7. The Township has implemented, and will continue to implement, various measures in the 

workplace as a result of the covid-19 pandemic and as may be recommended by public 
health authorities.  All workers must comply with these measures.  

 
8. One such measure is vaccinations.  Specifically, all workers are required to receive two 

vaccinations against covid-19 on or before November 1st ,2021.   
 

9. Proof of having received such vaccinations by November 1st, 2021 must be provided to 
CAO/Clerk-Treasurer.   

 
10. In the event that “booster” shots are recommended by public health authorities, these will 

also be required.  Additional information will be provided when known.   
 

11. Workers who provide proof of vaccination are presumed, by the act of providing the proof, 
to be consenting to the Township having this information. 

 
12. The Township is committed to supporting its workers in accessing vaccines.  If any worker 

is experiencing difficulty in being vaccinated, for example scheduling the vaccination or 
securing childcare for the vaccination or arranging transportation to the vaccination site, 
then the Township will provide assistance as necessary.  This includes allowing workers 
paid time off to attend a vaccination appointment or in the event of post-vaccination 
symptoms or side-effects.   

 
13. The Township will accommodate workers who cannot receive vaccinations for reasons of 

disability or creed (commonly referred to as “religion”) in accordance with the Human 
Rights Code.  Any worker seeking such accommodation must speak with CAO/Clerk 
Treasurer. 

 
14. Personal beliefs against vaccination that do not fall within the Human Rights Code will not 

be accommodated. 
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15. Workers who do not provide proof of having received two vaccinations (either because 

they have not been vaccinated or because they do not consent to providing proof of 
vaccination), and who are not being accommodated pursuant to the Human Rights Code, 
must take the following measures when at work: 

 
Masks 
a) the worker must wear a three-ply mask of the type provided by the Township; 
b) the mask must cover the mouth and nose and be worn at all times during working 

hours, whether in municipal buildings, privately-owned buildings, municipal vehicles or 
outside; 

c) the mask may be removed when the worker is on an approved break, which must be 
taken outside and while maintaining a physical distance of at least 2 meters from other 
people;   

d) the mask may be removed when the worker is drinking or eating while on a coffee or 
eating break, but such break cannot be taken in a space that is also used by other 
workers;  

e) the mask may be removed when driving alone in the worker’s own, private vehicle; and 
f) masks must be replaced as soon as they get damp, soiled or crumpled and disposed of 

properly in a lined garbage container. 
 

Hands 
g) the worker must wash their hands frequently with soap and water for at least 20 

seconds or use a hand sanitizer with at least 60% alcohol to clean hands both before 
and after: 

i. touching their eyes, nose, or mouth; 
ii. touching their mask; and 
iii. eating, smoking or vaping. 

 
Testing 
h) the worker must undergo rapid antigen point-of-care testing in the event that such 

testing is implemented in the workplace. 
 

Additional 
i) additional measures may be prescribed upon the recommendation of public health 

authorities, which must then also be taken by the worker.  
 
PRIVACY 
 

300



16. Information pertaining to vaccination status, including proof of vaccination, will be 
maintained, protected and secured by the CAO/Clerk-Treasurer.   

 
17. This information will be used only for the purpose of ensuring compliance with this policy 

or for a consistent purpose. 
 

18. The information will remain confidential, subject only to being disclosed where there is a 
need for others to know, internally (such as Council) or externally (such as public health 
authorities), or as required by law.  

 
19. All such information will be destroyed by the Township as soon as it is no longer needed.  

 
NO HARASSMENT 
 
20. The Township does not tolerate harassment.  This includes harassment on the basis of or 

related to vaccination status. 
 

21. All workers, regardless of whether they get vaccinated, do not get vaccinated but are 
accommodated, or do not get vaccinated but follow the prescribed measures, are entitled 
to work in a manner that supports their dignity and affords them respect.   

 
22. Any worker who engages in harassment will be subject to discipline, up to and including 

dismissal.  Please see the Township’s Harassment and Violence in the Workplace Policy, 
Staff Code of Conduct and/or the Council Code of Conduct, as applicable.   

 
23. The Township will also take steps in the event that a service-provider, or constituent or 

community member engages in harassment of a worker in the workplace.   
 

CHANGES TO MEASURES 
 
24. As we have all seen throughout this pandemic, recommendations from public health 

authorities can change as new information is received.  The Township makes best efforts 
to remain current, and the measures described in this policy may therefore change from 
time to time.  Any changes will be communicated to workers, who are then required to 
comply with the updated measures.  

 
FAILURE TO COMPLY 

 
25. Failure to Comply with this policy will result in disciplinary actions up to and including 

dismissal. 
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26. We all have a shared responsibility to keep each other safe.   

 
27. Please direct any questions regarding this policy to the CAO/Clerk-Treasurer. 
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CORPORATION OF THE 
TOWNSHIP OF SOUTH ALGONQUIN 

BY-LAW NO.  21-667
BEING A BY-LAW TO CONFIRM 

THE PROCEEDINGS OF COUNCIL 

WHEREAS Section 5(1) of the Municipal Act 2001, Chapter 25 and amendments thereto 
provides that the powers of a municipal corporation are to be exercised by its council; 

AND WHEREAS Section 5(3) of the Municipal Act 2001 Chapter 25 and amendments thereto 
provides that the powers of every council shall be exercised by By-Law; 

AND WHEREAS it is deemed necessary and expedient that the proceedings and actions of 
the Council of the Corporation of the Township of South Algonquin be confirmed and adopted 
by By-Law, for the regular meeting held on:    

September 1st, 2021 

THEREFORE, the Council of the Corporation of the Township of South Algonquin enacts as 
follows: 

1. THAT the action of the Council of the Corporation of the Township of South
Algonquin in respect to each recommendation contained in the reports of the
Committees and in respect to each motion, resolution and other action passed and taken
by the Council at its said meeting, is hereby adopted, ratified and confirmed as if all
such proceedings were expressly embodied in this By-Law.

2. The Mayor or in her absence, the Presiding Officer of the Council and the proper
officials of the Municipality are hereby authorized and directed to do all things
necessary to give effect to the said action or to obtain approvals where required.

3. The Mayor or in his/her absence the Presiding Officer and the Clerk or in his/her
absence the other designated signing officer, are hereby directed to execute all
documents required by Statute to be executed by them, as may be necessary in that
behalf and to affix the Corporate Seal of the Municipality to all such documents.

4. THAT in the event any provision or provisions of this By-Law be deemed illegal or not
enforceable, it or they shall be considered separate and severable from the By-Law, and
its remaining provisions shall remain in force and be binding as though the said
provision or provisions had never been included.

READ A FIRST & SECOND TIME THIS 1ST DAY SEPTEMBER 2021 

_________________________ ______________________________ 
Jane A E Dumas, Mayor Bryan Martin, CAO Clerk /Treasurer 

READ A THIRD TIME AND PASSED THIS 1ST DAY SEPTEMBER 2021 

_________________________ _______________________________ 
Jane A E Dumas, Mayor Bryan Martin, CAO Clerk /Treasurer 
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