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Finance Policy 
Reviewed March 2022
Underlying Principles 

MANAGEMENT’S RESPONSIBILITIES:


· To operate the business in an effective, responsible and ethical manner

CONTROLS & SYSTEMS:

· To allow the business activity to be carried out efficiently and effectively

MATERIALITY:

· Refers to how significant something may be to the business

ETHICAL & HONEST BEHAVIOUR:

· The assumption underlying the operation of the business.

NON-EMPLOYEE ON-SITE LIABILITY POLICY  TC "NON-EMPLOYEE ON SITE LIABILITY " \f C \l "2" 
POLICY STATEMENT:
MVACL ensures that non-employees working on property that MVACL owns or operates sign a Waiver of Liability, understand the inherent risks and are required to provide a valid clearance certificate from the Workers Safety and Insurance Board. Recommended addition of personal insurance through a private Insurance company. 

RESPONSIBILITY
· Any person who enters into a contract on behalf of MVACL is responsible for implementation of the Waiver of Non-employee Liability requirement.

· For contractors who are engaged occasionally (e.g. Plumbers, electricians): the Finance Manager ensures there is a clearance certificate on file with WSIB. A list of approved contractors is provided to each Department Manager in case of need.

DEFINITIONS
“Risk” means the possibility of negative or adverse outcome and the magnitude or severity of the consequences of that outcome.

PROCEDURES

Volunteers:

· All Employees authorized to invite, arrange or approve non-employees working on site, without pay, assure that a Waiver of Liability Form has been signed by the person prior to beginning the work. A completed copy is provided to the Finance Manager.

· Waivers are dated for a period no longer than 12 months starting from the date that the work has begun.

· Non-employees working on property owned or operated by MVACL are notified that they are not covered by MVACL’s Workers’ Safety and Insurance Board coverage.

· By signing the waiver the person agrees that MVACL is found harmless should an occurrence arise on site which causes the person damage or loss.

Contractors:

· All contractors are required to provide proof of a WSIB clearance certificate prior to contract approval or commencement of work.

· In case of emergency contact the department Manager they will then call the contractors based on list provided. The Manager ensures the proper form is provided prior to commencement of work in location.

Attachment:

Waiver & Liability Form

WAIVER OF LIABILITY

NAME OF VISITOR:
________________________________

ADDRESS:


________________________________

TELEPHONE NUMBER
________________________________

I, _____________ I have been advised that I am not covered by MVACL’s coverage of the Workplace Safety and Insurance Board, advised of the location specific Health and Safety requirements, and the inherent risks of working on the premises, do hereby release and forever discharge MVACL, and members of the agency from all claim demands, damage actions or causes of action arising from my work while at MVACL.  I further release MVACL and its servants from all claims or demands whatsoever in law or in equity.

This waiver is to remain in force for a period of one year (12 months) from the date of signing or the duration of the working period, whichever is less.

WHEREOF I have signed as having read and understood the content,

This _________day of ___________20__.

Authority’s Signature________________

Person’s Signature___________

FRAUD POLICY TC "FRAUD" \f C \l "2" 
POLICY STATEMENT
Any suspected acts of fraud, misappropriation or other similar irregularity is fully investigated. An objective and impartial investigation is conducted regardless of the position, title, and length of service or relationship with MVACL of any Party who might be or becomes involved in or is the subject of such investigation.

Where there is reasonable grounds to indicate that a fraud may have occurred the Executive Director will contact local police services.

DEFINITIONS:

Fraud and other similar irregularities includes but is not limited to:

· Forgery or alteration of cheques or any other form of currency including drafts, securities etc.

· Any misappropriation of funds, securities, supplies or any other assets

· Any irregularity in the handling or reporting of money transactions

· Misappropriation of furniture, fixtures and/or equipment

· Seeking or accepting anything of material value from vendors, consultants or contractors doing business with MVACL in violation of the Conflict of Interest Policy

· Unauthorized use or misuse of MVACL property, equipment, materials or records

· Any computer related activity involving the alteration, destruction, forgery or manipulation of data for fraudulent purposes or misappropriation of software owned by MVACL.
· Any claim for reimbursement of expenses that are not made for the exclusive benefit of MVACL
· Any false information on schedules including hours for pay not worked

· Any similar or related irregularity.


ALL Employees, Volunteers and Students

· Any Employee, volunteer, student who has knowledge of an occurrence of irregular conduct or has reason to suspect that a fraud has occurred immediately notifies her/his Manager. If the Employee, volunteer, student has reason to believe that the employee’s Manager may be involved, the Employee, volunteer, student immediately notifies the Executive Director or designate.

· The Employee, volunteer, student does not discuss the matter with anyone other than her/his Manager, the Executive Director and the police. 

· Any Employee, volunteer or student who knowingly make false allegations are subject to discipline up to and including dismissal.

Mangers
· Upon notification from the Employee, volunteer, student of suspected fraud, or if the manager has reason to suspect that a fraud has occurred, the manager immediately notifies the Executive Director or designate.

· The manager does not attempt to investigate the suspected fraud or to discuss the matter with anyone other than the person to whom the fraud is reported and the police.

Executive Director or Designate
· Upon notification or discovery of a suspected fraud, the Executive Director or designate promptly investigates the fraud. 

· Where there are reasonable grounds for suspecting that a fraud has taken place the local police service is contacted.

SECURITY OF EVIDENCE

· Once a suspected fraud is reported immediate action is taken to prevent theft, alteration or destruction of relevant records. Such actions include but not limited to:

· Removing the records

· Placing them in a secure location

· Limiting access to the location where the records currently exist

· Preventing the individual suspected of committing the fraud from having access to the records.

CONFIDENTIALITY

· All participants in a fraud investigation keep the details and results of the investigation confidential. 

· Particulars of the investigation may be disclosed by the Executive Director with potential witnesses if such disclosure would further the investigation.

PERSONNEL ACTIONS

· If a suspicion of fraud is substantiated by the investigation, disciplinary action up to and including dismissal in consultation with Human Resources.

· A person under investigation for fraud is given notice in writing of the essential particulars of the allegations following the conclusion of the audit investigation and prior to any disciplinary action being taken.

· Where notice is given, the person against whom allegations are being made may submit a written explanation to the Executive Director no later than seven (7) calendar days after the notice is received. The requirement is subject to any collective agreement provisions respecting the rights of an Employee during disciplinary proceedings.

WHISTLE-BLOWER PROTECTION

· No employer or person acting on behalf of the employer shall:

· dismiss or threaten to dismiss an Employee, volunteer, student;

· discipline or suspend or threaten to discipline or suspend an Employee, volunteer, student;

· impose any penalty upon the Employee, volunteer, student; or

· intimidate or coerce an employee, volunteer, student

Because the Employee, volunteer, student has acted in accordance with the requirement of the policy. The violation of this section results in discipline up to and including dismissal.

FOLLOW-UP

· The alleged fraud or audit investigation is not discussed with the media by any person other than the Executive Director or designate.

· The results of the investigation are documented. If the report concludes the allegations are founded, the report is forwarded to the local police services.

· All legal and personnel actions, any records, documents and other evidentiary material is forwarded to the appropriate department and held in a secure location.

· Information relating to investigations is reported to the external auditors.

 XE”BUDGET - ANNUAL”    Budget Development Policy

POLICY STATEMENT

A financial budget is developed prior to the commencement of each fiscal year-

end. The budget provides a reasonable financial plan that allows people 

supported to work  towards attaining personal outcomes; allows MVACL to meet 

its goals and successfully carry out the agency mandate within the community 

and forms the basis of the financial service contract with the funding Ministry. 

The budget is approved by the Board of Directors and is used to monitor and 

evaluate the financial status of MVACL throughout the fiscal year. The Board 

approved budget is submitted to the ministry in the approved format and within 

the deadline as determined by the Ministry of Community & Social Services.

PREPARATION:

· The Finance Manager coordinates and initiates the preparation of the annual operating budget for review by the Executive Director.

· The draft-consolidated budget is then reviewed at a Finance meeting with the Executive Director and amended as necessary to address prioritized needs.

· Once reviewed and recommended by the Finance Department the annual operating budget is forwarded to the Board of Directors for approval. 

· Upon approval by the Board of Directors the budget is submitted to the Ministry of Community & Social Services in the format as directed by the ministry and within the required time deadline for submission.

· Any amendments to the budget as may be required through ministry funding changes, personal outcomes or changes in program status is presented to the Finance Manager and identified in the monthly financial statement review.  Any changes are brought forward to the Board of Directors by the Executive Director.

MONITORING:

· On a monthly basis, the Finance Manager compares actual results with the approved consolidated budget, advises and explains any significant variances to the Executive Director who reports to the Board of Directors. Where there is a significant deficit, the Finance Manager prepares alternative actions for the Executive Director’s review. The Executive Director recommends to the Board an action plan that controls significant ongoing negative variances. 
· The Finance Manager ensures that monthly financial statements are prepared by

department/cost center. Managers review these statements, and addresses any

ongoing negative variances, and/or the allocation of any projected surplus

.

 TC "ADMINISTRATION" \f C \l "1"  XE”ANNUAL BUDGET” 
FINANCIAL STATEMENTS AND RETURNS POLICY TC "FINANCIAL STATEMENTS AND RETURNS" \f C \l "2" 
POLICY STATEMENT:

To provide accountability guidelines for MVACL, to provide financial information to be reviewed by all those accountable, to initiate necessary processes to offset budget variances and to ensure agency remains financially sound. Monthly financial statements of MVACL are provided to the Executive Director and quarterly Financial statements to the Board of Directors. 

An external audit is contracted annually to provide an independent opinion of MVACL’s financial position and prepared according to Generally Accepted Accounting Principles. 

All financial reports including but not limited to ministry reports, payroll reports, and charitable tax return are submitted to the proper authorities within the allowed period of time.
 XE “BUDGET ACCOUNTABILITY & BUDGET CONTROL”
AGENCY ACCOUNTABILITY & BUDGET CONTROL
· Separate financial budgets are maintained for all cost centre/detail codes. 

· Expenditure budgets are sufficiently detailed to allow for full identification of all expenditure items in accordance with ministry financial reporting requirements.  Expenditure budgets are further detailed to the extent necessary to maintain full internal control of expenditure by:

· Cost Centre number/description

· Department number/description

· Account number/description

· Revenues and expenditures are apportioned to cost centre by specific identification wherever possible. If specific identification of shared revenues and/or expenditures is not possible, these are allocated to a cost centre on a reasonable basis.

· The Finance Manager is responsible for the preparation and adherence to budget procedures which ensure that:

· Time deadlines for submission to the ministry are adhered to:

· Managers of departments are aware of their respective financial budgets and of the year-to-date budget variance status for their program and department;

· Year-to-date budget variances are reported and explained on a monthly basis and reviewed thoroughly with the Executive Director

· Every effort is made to best meet the needs of the person receiving support.  

· Reallocation of budget dollars and/or expenditure postings are reviewed to address the need for flexibility in attaining personal outcomes yet meeting the reporting requirements of the ministry for the fiscal period.

· Transfer of funds meets ministry guidelines.
FINANCIAL REPORTING                                                    

· Financial records are maintained in accordance with Generally Accepted Accounting Principles.

· Financial reports meet federal and provincial government reporting requirements.

· Financial reports include full disclosure requirements.

· The Finance Manager is responsible for the maintenance of financial reports and for the preparation and adherence to the financial procedures required to maintain accounting records.

· Accounting records document revenues and expenditure from all sources and identify revenue and expenditures separately for each cost center.
· Deferred Revenue amounts are set up at year end, when the revenue is received for a specific program or purpose set by the Board of Directors and the expenditure may occur in a future year. In the year that the expenditure occurs the specific deferred amount is brought into revenue. 

· The audited statements are prepared by a chartered accountant selected by the Board of Directors and recommended for appointment annually by the General Membership, and licensed under The Public Accountancy Act, R.S.O. 1970, c. 373..  

· All working papers and other required information are gathered and summarized by the Finance Department under the direction of Finance Manager and made available to the auditor. 

· The audited financial statements are reviewed with the Executive Director and presented to the Board of Directors for approval prior to the AGM. 

· The Executive Director presents any recommendation made by the auditor to the Board of Directors.  

· The Board Treasurer presents the audited statements to the general membership at the AGM.  A vote to accept the report is held with the results of the vote recorded in the minutes of the meeting.

· A registered charity information return is completed and filed with Revenue Canada within six months of MVACL’s fiscal year-end.  The Finance Manager ensures the report is completed and filed on behalf of MVACL within the allowed time period.

· Approved audited financial statements are available upon request from the finance department.

FIXED ASSETS POLICY TC "FIXED ASSETS" \f C \l "2" 
POLICY STATEMENT:
To provide guidelines for the capitalization, recording, and security of fixed assets. 

MVACL capitalizes fixed assets with a cost exceeding $2,000.  All employees or volunteers involved in the purchase, recording, or use of fixed assets is expected to safeguard the organization’s assets at all times.  Fixed Asset procedures adhere to Generally Accepted Accounting Principles and Ministry requirements.
DEFENITIONS
· A “Fixed Asset” includes tangible items such as machinery, furniture and equipment, leasehold improvements, land, buildings, and vehicles, and intangible items such as a patent, software, or trademark. 

· “Capitalize” means recording the cost of a “fixed asset” in a journal in order that its cost may be spread over more than one fiscal period. 

· The “Economic Life” of an asset is the length of time that an asset is estimated to be able to be used for. 

· A “Fixed Asset Group” means a group of assets that share the same characteristics, especially estimated economic life, and therefore can be grouped together for reporting purposes into one asset account.

· “Amortization or Depreciation” means the spreading of the acquisition cost of fixed assets over their useful economic lives.  

· “Straight-line method of amortization” means the cost will be spread on an equal basis in each period over the useful economic life of the asset.

 XE “CAPITLIZATION OF FIXED ASSETS”
CAPITALIZATION 



· Fixed assets with an acquisition value exceeding $2,000 and with an economic life exceeding one year are capitalized.

· The acquisition value of a fixed asset includes the purchase price, taxes, shipping and handling costs, installation costs, and cost of major additions or improvements to the asset.

· Fixed asset purchases follow all purchasing policies and spending authorizations.
FIXED ASSET GROUPS
· Fixed assets are assigned to one of the following fixed asset groups: 

· land, 

· buildings, 

· land improvements, 

· furniture and equipment, 

· leasehold improvements, 

· vehicles, or 

· machinery.

· The Finance Department is responsible for the maintenance of fixed asset records by groups.

· The Finance Manager is responsible for approving new asset groups and ensuring appropriate disclosure of groups in the financial statements.

USEFUL ECONOMIC LIFE
· The useful economic life by fixed asset group is as follows: 

· land – not applicable, 

· buildings – 40 years, 

· land improvements – 15 years, 

· furniture and equipment – 5 years, 

· leasehold improvements – 3 years, 

· vehicles – 8 years, and 

· machinery 10 years.

· The Finance Department is responsible for the maintenance of historical fixed asset records that justify the estimated useful economic lives by fixed asset group.

· After Reviewing with the Executive Director, the Finance Manager is responsible for approving any changes to the useful economic life estimated for a fixed asset group, and ensuring appropriate disclosure of economic life in the financial statements.

DISPOSAL OF FIXED ASSETS - RECORDING
· When an asset is no longer useful to the agency it is disposed of in a manner that maximizes the benefit to the organization.  See related policy / procedure regarding methods of disposing of fixed assets..

· The Finance Manager is responsible for ensuring accuracy of the recording of the disposals.

SECURITY
· Fixed assets represent a significant investment on the part of the organization.  All employees or volunteers is expected to safeguard the organization’s assets at all times.
· All employees or volunteers are responsible for immediately reporting a missing or damaged fixed asset to their manager.  For accidents, an incident Report is completed outlining how the accident occurred and the extent of the damage.
· Permission from the responsible department manager is required to remove fixed assets from company premises. 
· The Finance Department is responsible for maintaining fixed asset records.  Each year end this listing of assets should be verified by location managers to ensure all fixed assets are accounted for.  Any missing asset is investigated by the responsible department manager and the Finance Manager.

· The Finance Department is responsible for managing the keys to property and other fixed assets.  A listing will be maintained of who has been given a key – signed and dated by all employees or volunteers.  The Finance Department will keep a backup key for all fixed assets in a secure location.  Where possible, keys will be ones that cannot be duplicated.

DISPOSITION OF PROPERTY POLICY TC "DISPOSITION OF PROPERTY" \f C \l "2" 

POLICY STATEMENT:
It is the responsibility of MVACL to identify, declare and dispose of surplus or obsolete furniture, equipment or materials in a responsible and accountable manner that maximizes the benefit to the organization. Which shall include:

· all furniture, equipment or materials that are additional to the requirements of a department after taking into account the needs of the department over the next two years,

· all furniture, equipment or materials rendered useless due to normal wear, breakage beyond economical repair, and or considered valueless for trade-in purposes and,

· all technically obsolete equipment or materials that have been rendered obsolete due to advances in technology.

DECLARING FURNITURE, EQUIPMENT OR MATERIALS SURPLUS OR OBSOLETE

When furniture, equipment or material becomes surplus or obsolete to a department/Program, the Manager notifies the Finance Department. 


 Providing the following information: 

· Date the item was declared surplus or obsolete 

· The name of the declaring department/Program 

· Physical location of the item 

· Quantity of items being declared (e.g. 6 tables) 

· Complete description of the item, technical data, model, serial number, etc. 

· Original value of the item and the year of purchase (estimate if not known) 

· Condition of the item - good, fair, poor, or scrap 

· Suggested prospective buyers, if known at the time of declaration
TRADE-INS OR SURPLUS OR OBSOLETE FURNITURE, EQUIPMENT OR MATERIALS
When a department/Program needs to replace the item that it has declared surplus or obsolete, information concerning this item is included on the purchase requisition for its replacement. The Finance Department is alerted of a possible “trade- in,” which may be of benefit while negotiating the final price of the replacement.
TRANSFER OF SURPLUS OR OBSOLETE FURNITURE, EQUIPMENT OR MATERIALS
The Finance Manager informs Department Managers of a surplus or obsolete furniture, equipment or materials. Items declared must be considered to be acceptable for use by other departments within MVACL. All articles are transferred based on need or on a first come, first serve basis.
SALE OF SURPLUS OR OBSOLETE FURNITURE, EQUIPMENT OR MATERIALS
· Where an asset is considered to be of significant value an appraisal is required.

· Any surplus or obsolete furniture, equipment or materials that are not used as trade-ins, or transferred to another department/program, are advertised for sale to all employees of MVACL. If the article is not sold after ten (10) working days then the article is publicly advertised for sale.

· The methods of sale include solicited quotations with the item going to the highest bidder, cash and carry, public auction, or any other means deemed appropriate.

· Sales made to the general public are by cash or cheque made payable to MVACL. Cheques are only to be accepted when accompanied by appropriate identification. Net proceeds from all cash sales are credited to the original funding source. 

· Surplus or obsolete furniture, equipment or materials are sold as is and without warranty. It is the responsibility of the purchaser to arrange for the packing and the removal of the purchased goods within three (3) working days immediately following the day of sale. 


 XE “FORM – DECLARATION FOR DISPOSAL OF OBSOLETE ITEMS”
BANK ACCOUNTS POLICY
 TC "BANK ACCOUNTS" \f C \l "2" 
POLICY STATEMENT:

All bank accounts are to be maintained and reconciled based on acceptable accounting practices. 

RESPONSIBILITY
The Finance Department is responsible for ensuring bank accounts are maintained in compliance with sound financial practices.

DEFINITIONS
“Operating Account” means the bank account used for the majority of MVACL’s cash receipts and disbursements. Other accounts may be used for special purposes.

“Outstanding cheques” means a cheque that has been issued by MVACL but has not yet been recorded by the bank.

“Outstanding Deposits” means a deposit that has been deposited to the bank account by MVACL but not yet recorded by the bank.

“Petty Cash” means a small amount of cash kept on hand at a work site to be used for necessary minor purchases, to avoid the expense of issuing cheques. 
AUTHORIZATION
· New bank accounts must be approved by a resolution of the Board of Directors

· All cheques require two (2) signatures, with authorized signatories as approved by resolution of the Board of Directors.

OPERATING ACCOUNT
· MVACL’s main Canadian dollar account at Northern Credit Union shall be used for all Canadian dollar receipts and disbursements.

PROCESS FOR OPERATION OF ACCOUNTS
· All payments made by MVACL, with the exception of payments made from petty cash, must be made by cheque, on line banking or direct payment through bank transfer and Credit Card.
· All funds received by MVACL must be deposited to one of the bank accounts. All deposits include the following:
· Copy of cheque/stub/receipt to be attached to deposit summary
· Receipt for all cash received indicating from whom, “cash”, account to which to record the revenue
· “cash” receipts must equal cash deposited to account
· summary of deposit is posted to accounts by person other than the person who prepared the deposit
RECONCILIATIONS
· Every bank account is reconciled monthly, no later than the end of the following month by the Finance Manager.
· The reconciliation indicates outstanding cheques, outstanding deposits, unrecorded bank charges, and other reconciled items.
· Discrepancies are reported to the bank in writing immediately and followed up appropriately.
· Posting of adjustments to bank account as a result of the reconciliation process are to be recorded in month to which the bank statement refers.
· Every reconciliation is reviewed and signed off quarterly by the Executive Director.
INVESTMENTS POLICYtc "INVESTMENTS" \f C \l 0002

POLICY STATEMENT:

Excess funds are invested in liquid investments with very low levels of risk. Investment strategies adhere to ministry financial guidelines.  

RESPONSIBILITY
The Board of Directors and the Executive Director are responsible for investing excess funds.

DEFINITIONS
“Risk” means a measure of the possibility of gain or loss. It consists of credit risk, foreign exchange risk, interest risk, liquidity risk, and principle risk.

“Credit Risk” means the risk that a debtor will not repay an obligation when due.

“Foreign Exchange Risk” means the risk due to fluctuations in foreign exchange rates.

“Liquidity Risk” means the risk of being unable to buy or sell an investment quickly or at a price close to its market value.

“Principle Risk” means the risk that the investment will not return the entire principle invested at time of maturity or at an earlier cash date.

IDENTIFICATION OF EXCESS FUNDS
· Monthly the Finance Department forecasts non-recurring disbursements including:

· Capital expenditures

· Loans and loan repayments

· Operating expenditures and obligations

· Other investing uses of cash

· Other financing uses or sources of cash  

· The Finance Department identifies the level of surplus funds not required for day-to-day operations by:

· Reviewing historical cash levels

· Updating the cash flow forecast monthly

· Taking account of any other appropriate factors  

INVESTING EXCESS FUNDS
· The Association maintains an investment account with investment dealer or bank

· The account is authorized by a resolution of the Board of Directors

· Investments are only made to low risk securities. Investments are made in securities listed below that carry low levels of credit risk, foreign exchange risk, interest rate risk, liquidity risk, and principle risk.

· Investments are made to the following securities:

· Obligations of the Government of Canada or guaranteed by the Government of Canada

· Obligations of a Province or Municipality of Canada or guaranteed by a Province or Municipality of Canada

· Obligations of a Schedule I Canadian Chartered Bank with Dominion Bond Rating Services (D.B.R.S.) of not less than RI or a Canadian Bond Rating Services (C.B.R.S.) with a rating of not less than AI, including securities such as bonds or debentures and other investments such as Guaranteed Investment Certificates or term deposits.

· All federally chartered schedule 2 banks with D.B.R.S. mid-rating of RI  or better or C.B.R.S. rating of AI+ or better

· Trust companies – all Trust Companies and their guarantees with a D.B.R.S. rating of not less than RI or a C.B.R.S. rating of AI or better

· The term of the investment is selected based on:

· The date when the excess funds is to be required or to be disbursed

· The interest rates available for shorter periods versus longer periods  

· An investment report is prepared monthly, reviewed by the Board Treasurer and entered into the minutes of the meeting for review by the Board of Directors.

· Investments held at the end of the month, accrued interest and market value

· Interest income and any other income earned for the month and year-to-date

· Calculation of effective yield.  

· MVACL does not enter any investments or financial instruments other than those set out in this policy without prior approval by the Board of Directors.

ENDOWMENT FUND AND GENERAL FUND
· The primary investment objective for the Endowment Fund and the General Fund is to achieve total long term rates of return (income plus capital appreciation, both realized and unrealized) which equal or exceed the returns of a weighted composite benchmark of investment indices over a multiple-year horizon.  The benchmark represents the level of investment risk that is considered acceptable to the Association, as indicated in the stated policy asset mix and its asset-weighting ranges, and a policy mix of 50% equity and 50% fixed income is intended to meet its financial objectives over a longer horizon.

OVERSIGHT OF THE FUND
· Responsibility for the Fund rests with the Board of Directors.  Included in this responsibility is the following:

· The establishment of an overall Investment Policy, including broad asset guidelines, a structure of investment management and benchmark targets

· The appointment or removal of Investment manager(s) 
· Monitoring the performance of the Fund and its Manager(s)

· Except for short-term and other non-consolidated fund assets, the Board will not invest Fund assets directly, but shall employ competent external professional Manager(s) and Trustee/Custodians.  The Board shall approve the selection of the Manager(s).  The selection of the Manager(s) will be made in a prudent manner taking into account their relevant experience, expertise, performance.
· The risk taken by the Fund is to be in keeping with the practice of a prudent investor.  The expectation is that returns are achieved with volatility equal to a universe of professionally managed balanced funds having generally compatible objectives compiled by a recognized performance measurement services.

· Benchmark performance will be monitored on a quarterly basis.  For this purpose, all returns will be measured after investment management fees and transaction costs, and over rolling four-year periods.  All index returns shall be total returns.
PROCUREMENT POLICY XE "PROCUREMENT" 

POLICY STATEMENT
To ensure that publicly funded goods and services, including construction, consulting services and information technology are acquired through a process that is open, fair and transparent and seeks to achieve the best value for the funds expended. 
PLANNING
MVACL will undertake a planning process as follows related to the acquisition process.  The following planning requirements will be addressed and documented for all procurement activities:-

· Early identification of needs;

· Clear definition of requirements;

· Justification for the acquisition;

· Availability of necessary human, financial, technical and accommodation resources;

· Consideration of alternative ways to satisfy the needs and selection of the most appropriate procurement option;

· An estimate undertaken of the procurement value, and;

· Necessary authorization to proceed in accordance with the agency’s delegation of authority.

CONFLICT OF INTEREST 
MVACL will include in the procurement documents provisions that:-

· Define conflict of interest to include situations or circumstances that could (a) give a vendor an unfair advantage during a procurement process; or (b) compromise the ability of a vendor to perform its contractual obligations

· Reserves the right of the agency to determine whether any situation or circumstance constitutes a conflict of interest; 

· Requires prospective vendors to participate in a procurement process to declare any actual or potential conflict of interest;

· Reserves the right to disqualify prospective vendors from a procurement process due to conflict of interest;

· Requires vendors to avoid any conflict of interest during the performance of their contractual obligations;

· Requires vendors to disclose any actual or potential conflict of interest arising during the performance of a contract;

· Reserves the right to prescribe the manner in which a vendor should resolve a conflict of interest;

· Allows the termination of a contract where a vendor fails to disclose any actual or potential conflict of interest of fails to resolve its conflict of interest as directed by the agency, and;

· Allows the termination of a contract where a conflict of interest cannot be resolved.

APPROVAL AUTHORITY SCHEDULES & THRESEHOLDS 

The approval authority schedules and thresholds below are approved by the Board of Directors

APPROVAL AUTHORITY SCHEDULE – CONSULTING SERVICES
	TOTAL PROCUREMENT VALUE
	MEANS OF PROCUREMENT 
	APPROVAL AUTHORITY

	$0 up to and including $5,000 
	Purchase order, Credit Card
	Manager/Executive Director 

	$5,001 up to and including $25,000 
	Invitational Competitive
	Executive Director/Board of Directors 

	$25,001 or more  
	Open Competitive process
	Board of Directors 


APPROVAL AUTHORITY SCHEDULE - GOODS, NON- CONSULTING SERVICES AND CONSTRUCTION

	TOTAL PROCUREMENT VALUE
	MEANS OF PROCUREMENT  
	APPROVAL AUTHORITY 

	$0 up to $100
	Petty cash 
	Manager 

	$101 up to $500 of Housing Budget 
	Purchase order/Credit Card
	Manager 

	$501 and up to $10,000 And 0 up to $10,000 outside of the Housing Budget 
	Purchase order /Credit Card
	Executive Director 

	$10,001 up to $50,000
	Invitational competitive (min of three suppliers)
	Board of Directors 

	$50,001 or more
	Open competitive process
	Board of Directors


VALUE OF PROCUREMENT
When determining the value of procurement for approval purposes as outlined in this directive do not take into consideration applicable sales taxes. 
INFORMATION GATHERING  
Where results of informal supplier or product research are insufficient, formal processes such as a Request for Information (RFI) or Request for Expression of Interest (RFEI) may be used if warranted, taking into consideration the time and effort required to conduct them.

A response to RFI or RFEI must not be used to pre-qualify a potential supplier and must not influence the chances of the participating suppliers from becoming the successful proponent in any subsequent opportunity. 

SUPPLIER PRE-QUALIFICATION
Request for Supplier Qualification (RFSQ) enables information about the supplier’s capabilities and qualifications to be gathered in order to pre-qualify a supplier for an immediate product or service need or to identify qualified candidates in advance of expected future competitions. 
TIMELINES FOR POSTING COMPETITIVE PROCUREMENTS 
Suppliers must be provided a minimum response time of 15 calendar days for procurement of goods and services valued at $50,000 or more.  For procurements of high complexity, risk and /or dollar value allow a minimum response time of 30 calendar days. 
BID RECEIPT  
Bid submission date and closing time must be clearly stated in competitive procurement documents.  The closing date must be on a normal working day (Monday to Friday, excluding provincial and national holidays).   Submissions that are delivered after the closing time must be returned unopened. 

EVALUATION CRITERIA
· Evaluation criteria is developed, reviewed and approved by the appropriate authority prior to commencement of the competitive procurement process. 

· Competitive procurement documents clearly outline mandatory, rated and other criteria that will be used to evaluate submissions, including weight of each criterion. 

· Mandatory criteria (e.g.  Technical standards should be kept to a minimum to ensure that no bid is unnecessarily disqualified.

· Maximum justifiable weighting must be allocated to the price/cost component of the evaluation criteria. 

· MVACL will not discriminate or exercise preferential treatment in awarding a contract to a supplier as a result of a competitive procurement process. 
· The evaluation criteria are to be altered only by means of addendum to the competitive procurement documents. 

· MVACL may request suppliers to provide alternative strategies or solutions as a part of their submission.  Criteria to evaluate alternative strategies or solutions must be established prior to the commencement of the competitive procurement process. Alternative strategies or solutions must not be considered unless they are explicitly requested in the competitive procurement documents. 

EVALUATION PROCESS DISCLOSURE
· Competitive procurement documents must fully disclose the evaluation methodology and process to be used in assessing submissions, including the method of resolving tie score.

· Competitive procurement documents must sate that submissions that do not meet the mandatory criteria will be disqualified.

EVALUATION TEAM
· Competitive procurement processes require an evaluation team responsible for reviewing and rating the compliant bids. 
· Evaluation team members are aware of the restrictions related to utilization and distribution of confidential and commercially sensitive information collected through the competitive procurement process and refrain from engaging in activities that may create or appear to create conflict of interest. 

· Evaluation team members must sign a conflict-of-interest declaration and non-disclosure of confidential information agreement. 

EVALUATION MATRIX 
· Each evaluation team member must complete an evaluation matrix, rating each of the submissions.  Records of evaluation scores must be retained for audit purposes.

· Evaluators must ensure that everything they say or write about submissions is fair, factual, and fully defensible. 

WINNING BID
The submission that receives the highest evaluation score and meets all mandatory requirements set out in the competitive procurement document must be declared the winning bid 
BID DISPUTE RESOLUTION
Competitive procurement documents must outline bid dispute resolution procedures to ensure that any dispute is handled in an ethical, fair, reasonable, and timely fashion.  Bid dispute resolution procedures must comply with bid protest or dispute resolution procedures set out in the applicable trade agreements. 

EXECUTING THE CONTRACT 
The agreement with the successful supplier must be formally defined in a signed written contract before the provision of supplying goods and services commences.
Where an immediate need exists for goods or services, and the contract cannot be finalized as described, an interim purchase order may be used.  The justification of such decision must be documented and approved by the Executive Director. 

ESTABLISHING THE CONTRACT
The contract must be finalized using the form of agreement that was released with the procurement documents. 

In circumstances where an alternative procurement strategy has been used (i.e. form of agreement was not released with the procurement document), the agreement with the successful supplier must be defined formally in a signed written contract before the provision of supplying goods or services commences. 

TERMINATION CLAUSES
All contracts must include appropriate cancellation or termination clauses.
When conducting complex procurements, consider whether use of contract clauses that permit cancellation or termination at critical project life-cycle stages. 
TERM OF AGREEMENT MODIFICATIONS
The term of the agreement and any options to extend the agreement must be set out in the competitive procurement documents.  An approval by an appropriate authority must be obtained before executing any modifications to the term of the agreement. 

Extending the term of agreement beyond that set out in the competitive procurement document amounts to non-competitive procurement where the extension affects the value and/or stated deliverables of procurement 

CONTRACT AWARD NOTIFICATION
For procurements valued at $50,000 or more, post, in the same manner the procurement documents were posted, contract award notification.  The notification must be posted after the agreement with the successful supplier is executed.  Contract award notification must list the name of the successful supplier, agreement start and end dates, and any extension options. 

SUPPLIER DEBRIEFING
For procurements valued at $50,000 or more all unsuccessful suppliers must be informed about their entitlement to a debriefing.

Unsuccessful suppliers have up to 60 calendar days following the date of the contract award notification to request a debriefing. 

CONTRACT MANAGEMENT
· Payments are made in accordance with the provisions of the contract.

· All invoices contain detailed information see payment processing policy 

· Overpayments must be recovered in a timely manner. 

· Assignments must be properly documented.

· Supplier performance must be managed and documented; any performance issues must be addressed. 

· Include a dispute resolution process in contracts.

· For services establish clear terms of reference for the assignment, The terms should include objectives, background, scope, constraints, staff responsibilities, tangible deliverables, timing, progress reporting, approval requirements and knowledge transfer requirements. 

· Expense claims and reimbursement follow Broader Public Sector Expenses Directive. 

· Ensure that expenses are claimed and reimbursed only where the contract explicitly provides for reimbursement of expenses. 

DOCUMENTATION REQUIREMENTS
All approvals, procurement and contract management documentation must be compiled by the Finance Manager and retained with the Finance Department for a minimum of seven years from the end of a contract as follows:-

· Copy of the procurement justification or business case;

· Information regarding all vendor consultations, including any requests for information, undertaken In the development of the procurement justification or business case or request for qualifications, quotations, proposals or tenders;

· Documentation that all required approvals were obtained by the appropriate delegation of authority;

· Copies of all requests for qualifications, quotations, proposals or tenders used to qualify and select the vendor;

· For the successful vendor(s), conflict of interest declaration in accordance with this best practice;

· Information regarding any issues that arose during the procurement process, and how the issues were resolved;

· Information regarding all vendor debriefings;

· Copies of all contract award notifications; 

· Copies of purchase order which outlines the scope of work including details such as make and model numbers, dimensions, drawings, materials and other descriptions. 

· Copies of all approved contracts including which goods, services, or consulting services are to be provided and paid;

· Information and approval by the appropriate delegation of authority regarding all uses of any exceptions to the service provider’s policy pertaining to the procurement of goods, services and consulting services;
· Justification for the use of any exception, the recipient of the contract, the date of award and the total contract value;

· Information regarding all changes to the terms and conditions of a contract, including any changes that resulted in an increase in the contract  price;

· Information regarding the management of the vendor, including how the vendor’s performance was monitored and managed and, where applicable, mechanisms used to transfer knowledge from the vendor to service provider staff;

· Information regarding all disputes or vendor complaints regarding the procurement and the resolution of the disputes or vendor complaints;

· Evidence of receipt of deliverables; and

· Detailed invoices that allow the assessment of the appropriateness and reasonableness of amounts billed.

EXCEPTIONS FROM COMPETITIVE PROCUREMENT
A competitive procurement process should be used to achieve optimum value for money.   However it is recognized that special circumstances may require use of a non-competitive procurement.  Prior to commencement of non-competitive procurement, supporting documentation must be completed and approved by the Executive Director to ensure it is not being done to avoid competition between suppliers or to discriminate against suppliers.
A non-competitive procurement may also be used where only one supplier is able to meet the requirements of a procurement – known as sole-source situations.  Some examples of these situations would be for product compatibility, procurement of real property, for work to be performed on a leased building where work must be done by lessor. 

There are also exceptions known as single-source situations.  One circumstance considered a single-source situation would be where an unforeseeable situation of urgency exists and goods or services cannot be obtained in time by means of open procurement – note, failure to plan and allow sufficient time for a competitive procurement process does not constitute an unforeseeable situation of urgency. 

PURCHASING POLICY  TC "PURCHASING POLICY " \f C \l "2" 

POLICY STATEMENT: 

The practice for purchasing goods and services by MVACL in accordance with Generally Accepted Accounting Principles, Broader Public Sector Accountability Act ministry guidelines, and sound financial practices. 


GUIDELINES FOR PROPER PAYMENT AUTHORIZATION
· All invoices are approved prior to payment

· Authorization is to include:
· Date 

· Payable to - The name and complete address of the payee.

· Description - Reason for payment cross-referenced to supporting details or documents and attached to the requisition. 

· Coding section - The account code or codes to be debited 
· Amount – Total amount of the cheque to be issued.

· Approved by - Requires authorized signature 

· Special delivery instructions - If the cheque is not to be directly routed to the payee then the appropriate routing instruction needs to be reported in this space.

· Date required – record date cheque is required if different from regular cheque run. 
· All purchases are within the approved budget
· Purchases under 100 no longer require a PO 
· All purchases from 101 to $500 require a PO approved by a Manager
· Over $501 to $10,000 purchase is approved by Executive Director 
· Expenses over $10,001 that is not identified as a regular scheduled payment is approved by the Board of Directors.

· Any purchase in excess of budget refer to Policy – Unbudgeted Expenses
· It is the responsibility of the Manager, Executive Director and the Board of Directors involved in the purchase and reimbursement of goods and services to ensure compliance with this policy and procedure.  The Finance Department is responsible for verifying that the amount requested is supported by the attached documents and that the signature is the appropriate signing authority. 

· The Manager of the department that the expense is related to approves the requisition.   Special authorization is required if the amount of the requisition is over a certain limit or an unbudgeted expense. Only Board of Directors with the appropriate level of authority are able to approve the cheque requisition.   
PURCHASING WITH CREDIT CARDS              

Issuance of Credit Cards is restricted to Board Directors, Executive Directors and Management. 
GUIDELINES:
· Although the card is issued in your name, it remains the property of MVACL and is only used for approved company purchases. 

· The use of “Credit Cards” is intended to reduce or eliminate the use of petty cash, cash advances, requests for cheques and the use of personal funds reimbursed.

· The use of “Credit Cards” is NOT intended to avoid or bypass appropriate purchasing or payment procedures (see relevant policies/procedures).

· THE CARD IS NOT USED FOR PERSONAL USE.

· The “Credit Card” may be used at any suppliers that accepts Credit Cards and has been approved for your access.

USE OF A CREDIT CARD:
· The cardholder may visit, call, fax, email or order via the internet a supplier to initiate a purchase.  Request that the supplier charge the purchase to your Credit Card number.  
· All Credit Card use requires a pre-approved Purchase Order by the Executive Director.

· Only under special circumstances may the Credit Card be used to make purchases which will be reimbursed by Supported Person(s). When they are reconciling their account they must indicate this on the statement. The cheque from the Supported Person(s) is to be attached to the receipts for their statement.
PROHIBITED PURCHASING CARD USES:

· ANY personal use

· Any merchant, product or service normally considered to be inappropriate use of company funds

· Items normally secured through purchasing requisition, blanket orders and negotiated contracts.

RESTRICTIONS:

· Each card has a credit limit
· No limit will be adjusted by the bank without contact with the Executive Director/Finance Manager
· The “Credit Card” program does not impact your personal credit rating. It carries corporate liability not personal.

RECONCILIATION AND PAYMENT

· MVACL will pay on Statements the full amount.

· You are required to retain ALL receipts for goods and services purchased. If you initiate a purchase via phone or mail, request the supplier to email, fax or include the receipt with the goods when product is shipped. This receipt is the only original document specifying whether or not sales tax has been paid against the purchase.

· All receipts are to be handed into the Finance Department, with approved Purchase orders. 

· Each transaction on the Monthly Statement will be matched with the purchase order and invoice and will be coded with a Department and expense account number by the Finance Department.  
STATEMENT/INVOICE DISPUTE RESOLUTION

· If you do not agree with your statement/invoice or the items do not correspond to the receipts follow these steps:

· Contact the supplier to resolve the error. If the supplier agrees they will credit your account. Record this information and include with invoice.

· If the supplier does not agree then the bank will need to be contacted. See the Finance Department
LOST OR STOLEN CARDS

· If the card is lost or stolen contact the bank customer service and notify the Finance Manager. 

· Follow your verbal request with notification in writing to confirm cancellation.

· PROMPT ACTION IS REQUIRED.

FINANCE DEPARTMENT PROCEDURES

· Payment of approved/authorized “Credit Cards” Card statement is to be made within 14 workings days to avoid late payment charges.
CONTRACTS POLICY
 TC " CONTRACTS" \f C \l "2" 
POLICY STATEMENT:

All contracts entered into by MVACL must maximize the benefits to and protect the interest of MVACL.

All contracts are signed by authorized personnel and adhere to ministry financial guidelines, and collective agreements.

DEFINITION:

A contract is an agreement enforced by law that binds two or more entities to do something. 

RESPONSIBILITY

Prior to the commencement of any contract MVACL ensures:

· Contracts are entered into when there is an advantage to the organization by doing so. 

· A full range of potential arrangements is investigated before entering into an exclusive contract. 

· Legal assistance or advice is obtained if necessary for any non-standard clauses. 

· All contracts entered into by MVACL are reviewed and approved by the Executive Director or designate. Special authorization is required if the amount of the contract is over a certain limit or an unbudgeted expense. Only individuals with the appropriate level of authority can approve and sign a contract. 

· As best practice, a Contractor must provide clearance certificate from WSIB and proof of liability insurance where appropriate. 
· Each contract is witnessed, dated and embossed with MVACL’s corporate seal if required.

· MVACL also ensures that a completed copy of the final contract is made available to all other signatories.

· The original signed contract is kept in a secure place in MVACL’s Finance Department.

· All Purchase of Service contracts must meet MVACL’s conflict of interest guidelines. 

· Some months prior to the completion of the contract, the Executive Director or designate reviews and plans for the renewal or tendering of the contract following the above procedure.

· At the minimum, each Purchase of Service contract entered into by MVACL, shall provide the following information: 

· the nature of the service 
· the financial obligations agreed to 
· the period of time that the contract covers 
· the invoicing procedure, or a payment schedule 
· a termination clause 
· a table of contents regarding the negotiated work plan 
· authorization by Executive Director or Finance Manager on behalf of MVACL 
PROCEDURE FOR TENDERING CONTRACTS

· Procedures for tendering contracts comply with ministry guidelines.
· Guidelines for receiving quotes and/or tender bids:
1. For goods and services up to $5,000 – 2 verbal quotes
2. $5,000 - $25,000 – three verbal quotes
3. $25,001 - $100,000 – minimum three (3) written quotes
4. over $100,001 – open competitive tender process
· Whenever the financial costs or benefits from a contract exceed ten thousand dollars ($10,000) or, when the contract obligates MVACL for a period greater than three (3) years the contract is reviewed and approved by the Board of Directors. The exception to this is the replacement and renewal of leased vehicles which are approved by the Executive Director.
· Whenever the financial costs or benefits from a contract are less than ten thousand dollars ($10,000) or, when the contract does not obligate MVACL for a period greater than three (3) years the contract is reviewed and approved by the Executive Director.
· The original signed contract is kept in a secure place in MVACL’s Finance Department.

· Some months prior to the completion of the contract, the Executive Director or designate reviews and plans for the renewal or tendering of the contract following the above procedure.
 XE “CONTRACTORS – GENERAL GUIDELINES”
PAYMENT PROCESSING POLICY
 TC "PAYMENT PROCESSING" \f C \l "2" 
POLICY STATEMENT:

Invoices are processed by cheque or direct payment, properly authorized and supported by documentation according to Generally Acceptable Accounting Principles and practices.
RESPONSIBILITY
· The Finance Manager is responsible for ensuring bank accounts are maintained in compliance with sound financial practices.

· The Finance Department personnel are responsible to ensure appropriate authorization and documentation in accordance with policy and practice. 

· Signing officers are responsible for ensuring payments are only made for items that are properly authorized.
· The Finance Manager will be authorized for all “On-Line Banking” requirements.
DEFINITIONS

“Payee” means the person or company to whom a payable is made. 

“Voided cheque” means a cheque that has been classified by MVACL as unusable.

INVOICE PAYMENT 

The following are standards for the achievement of quality financial support services for MVACL.
Payment Processing:

· All invoices are coded with a Period date and Department and expense account number, HST applied to appropriate rebate account upon receipt.

· All mailed invoices are date stamped when received.

· All invoices are paid on the 15th and 30th of the month.

· No interest or late fees will be paid. Any exception to this, due to unavoidable circumstances, will be brought to the attention of the Executive Director prior to payment, for approval by initial and date.

· All invoices are approved according to prior approval through a purchase order. 

· Financial issues are dealt with in a professional manner. Information is considered confidential (see Confidentiality Policy). Any release of information is approved by the Executive Director or designate.

PAYMENT BY CHEQUE

Blank Stock:
· Blank cheque stock is pre-numbered

· Blank cheque stock is kept in a secure location

· Voided cheques are retained and the word “VOID” handwritten or stamped across them. 

· For cheque voided after signed the signatures are to be removed from the cheque. All copies of the voided cheque are to be fastened together and filed with the numerical filing copy (see Cheque Copies below).  

Cheque Authorization:
· The complete payment package consists of the cheque and voucher and the second voucher is attached to the invoice, and if applicable, and/or purchase order. Evidence of approval in accordance with the “Purchasing Policy” appears on either the invoice or purchase order.
Prohibited Payees:
· Cheques are not issued “in blank”, that is, where the name of the payee is not shown

· Cheques are not issued where the payee is “bearer” or “cash”.

 XE "CHEQUE SIGNING AUTHROITY" 
Cheque Signing Authorities:


All cheques require two authorized signatures 
The Executive Director and an officer of the board cannot sign their own expense cheques if the amount exceeds $500.00. 
· No authorized signing officer signs his/her own pay cheque if applicable.

· Any extra monies, such as an honorarium, distributed to an employee, student, volunteer and signing officer is acknowledged in writing and signed by the Executive Director or an officer of the board.

· The first cheque signer reviews the supporting documentation and satisfies himself/herself that it is reasonable, complete and that the payment has been properly authorized.

· The second cheque signer satisfies himself/herself that appropriate procedures are followed and that the cheque appears reasonable.

Cheque Copies:
· The original cheque is mailed to the payee along with any required supporting documentation (i.e. payment stub from invoice / account number).

· The payment package is filed by supplier/Department alphabetically in the payables file in the Finance Department
· Numerical cheques are reviewed and initialed by the Finance Manager quarterly to ensure all are present.

· Voided cheques (see Voided Cheques process above), with all copies, are filed in the Void file file.

Disbursement of Cheques:
· After signing, the cheque is separated from the voucher package and put in envelopes for delivery, reception records daily mail delivery to the post office.
DIRECT ONLINE PAYMENT / PREAUTHORIZED PAYMENT

· Payments paid directly through the banking on-line system are managed either by transferring funds per vendor account number or authorizing (pre-authorized payment) the vendor to transfer funds automatically each month.

· Vendor accounts setup is approved by the Finance Manager.
· Vendor accounts are setup on the bank “pay bill” system including a separate Payee and Account number for separate accounts (i.e. utilities).

· All invoices are properly authorized as per cheque procedure above.

· The on-line payment is processed by the authorized Finance Manager or designate and printed from the Bank and is attached to the payment package 

· The invoice number used is the approval number from the Bank 

· The journal entry to record payment is completed based on actual activity in bank (each payment process has entry to bank).

· The on-line payment package requires two authorized signatures 
· Payment packages are filed as per copy of cheque, alphabetically by supplier/Department 

 XE “DEBIT CARD – PURCHASE WITH”
ELECTRONIC FUNDS TRANSFER                                 

· Contracts are paid directly to the payee’s bank account. This includes Supported Independent Living Providers and individualized funding worker invoice payment.

· The payee supplies MVACL with a completed and signed EFT requisition & Authorization form that includes the following information:

· Payee name and address, 

· Bank information (name, address, transit number, and account number)  

· A voided blank cheque.

· Account numbers are setup through MVACL’s bank.

· For equalized monthly payments a “blanket” payment journal is established and authorized by the Finance Manager. This is done through our Payroll System on a biweekly basis. 
· Authorized invoices are input to the payroll system, setup for transmission to the bank for direct payment, authorized by two signing officers (as per policy) and forwarded to the bank by the Finance Manager or designate for completion.

· A copy of invoices and transmission to the bank is retained in the Payroll records by Pay Period.

· To fulfill the control requirement of segregation of duty, EFT system should be configured to require one individual to initiate the transaction and then two other individuals approve the EFT payment on-line only after reviewing supporting documentation satisfactorily.

CHEQUE SIGNING AUTHORITY POLICY
 
POLICY STATEMENT:

To ensure sound financial accountability and internal control of cheques written on any business bank accounts held by the organization require two signatures by authorized signing authorities.  
PROCEDURES

· Signing authority resolution is passed at a Board of Directors meeting following the Annual General Meeting.

· All cheques must be co-signed by any two of the following for:

Association Accounts 

· President

· Vice-President

· Treasurer

Operational, Ministry of Housing and Capital Accounts

· President

· Vice-President

· Treasurer

· Executive Director

The Corporate Seal of the Association shall when required, be affixed to documents.  The Corporate Seal shall be kept in the Finance Department.

UNBUDGETED EXPENSES POLICY TC "UNBUDGETED EXPENSES" \f C \l "2" 
POLICY STATEMENT: 

The Board of Directors approves payments for any unbudgeted item that creates a deficit and exceeds Ten thousand dollars ($10,000).   

PROCEDURES 

· To ensure that the best possible price has been secured for MVACL, quotes must be obtained as outlined in the Purchasing and Procurement Policies. 

· If the expenditure is the result of an emergency, then the consent of any two of the following three persons is sufficient, the Executive Director, the President, or the Treasurer. Verbal or electronic authorization is accepted with appropriate documentation (date, time).
· Details of all emergency purchases are discussed at the next regularly scheduled meeting of the Board of Directors. 

DEFERRED REVENUE POLICY
Deferred revenue generally represents funding received and deposited for goods and services not yet delivered.

POLICY STATEMENT: 

The Board of Directors must approve any purchases required by the agency that will come from a deferred funding arrangement associated with a particular cost. 
PROCEDURES 

· To ensure that the best possible price has been secured for MVACL, quotes must be obtained as outlined in the Purchasing and Procurement Policies. 

· If the expenditure is the result of an emergency, then the consent of any two of the following three persons is sufficient, the Executive Director, the President, or the Treasurer. Verbal or electronic authorization is accepted with appropriate documentation (date, time).

· Details of all deferred purchases are discussed at the next regularly scheduled meeting of the Board of Directors. 

 XE “EXPENSES ELIGIBLE FOR REIMBURSEMENT” XE."EXPENSES ELIGIBLE FOR REIMBURSEMENT” 
EXPENSES ELIGIBLE FOR REIMBURSEMENT POLICY TC "EXPENSES ELIGIBLE FOR REIMBURSEMENT" \f C \l "2" 

POLICY STATEMENT: 

Eligible expenses include meals, mileage, parking and incidental costs incurred while all employees, volunteers and students are on MVACL business. 
All eligible expenses are processed with proper authorization, and in a manner that supports best practices and sound financial management as per the Broader Public Sector Accountability Act, 2010 (Part IV – Expense Claims: Allowable Expenses).
GENERAL GUIDELINES
· An employee receives prior approval from the Manager to be reimbursed for any purchases/expenses made on behalf of MVACL.   
· Expense claims are in writing on an Expense Claim Form, accompanied by receipts, and authorized by the appropriate manager.  Following the approval, the claim is forwarded to the Payroll Department as a non-taxable reimbursement item for direct deposit or to the Finance Department for cheque reimbursement.
· An expense claim is paid only when accompanied by appropriate itemized original receipts

· Alcohol cannot be claimed and will not be reimbursed as part of a travel or meal expense.

· A claimant cannot approve their own expenses.

· All traffic violations, i.e. parking or other tickets are the responsibility of the employee.

· No expense claim is accepted if it is more than 90 days old.

 XE “MEAL REIMBURSEMENT”
MEAL EXPENSE
· The maximum of forty dollars ($40) per day as per the collective agreement. The reimbursement amount is based on actual receipts within these Guidelines.  
ACCOMMODATIONS
· Reasonable accommodations with a standard room is the set option.

TRAVEL / MILEAGE
· Where possible audio or video conferencing should be used as an alternative to travel.

· Travel should be by the most practical and economic means.

· Travel by train or plane is permitted if it is the most practical and economical way to travel.  Economy (coach) is the standard option.

· If travel by car is the most economical, the order of preference is:

MVACL vehicle

Personal vehicle

Rental vehicle

· When a personal vehicle is used mileage is paid out at a set kilometer rate per the Collective Agreement for any travel pertinent to the performance of job duties. All out of town trips must be approved by the manager in advance. All MVACL employees must use a vehicle owned or leased by MVACL if one is available prior to using their own personal vehicle. Staff is required to submit their travel expense claims to their manager for approval. 

· Rental vehicles are to be the smallest size that fits the number of people travelling and weather conditions.

· To ensure proper insurance coverage all drivers must be listed on the rental contract.

· The name of the renter is MVACL.
· MVACL guidelines regarding Collision Damage Waiver and Loss Damage Waiver are to be followed.

 XE "PARKING" 
PARKING
A parking receipt is required at all times, unless at a parking meter.

INCIDENTAL / OTHER EXPENSES
All other expenses incurred by the employee on MVACL business must have the prior approval of their Manager and receipts must be submitted to claim the expense.  

· Miscellaneous expenses which would not otherwise be incurred by an employee such as taxi, public transportation, and hotel tips are eligible for reimbursement

· Gifts in Lieu – When an employee travelling on agency business has an opportunity to lodge with a friend or relative, and in doing so will reduce the overall cost to MVACL, a gift in lieu for the host may be purchased at agency expense.  Gifts are expected to be symbolic in nature and no more than $50.00 in cost. Receipts must be submitted to claim this expense.
 XE "MANAGERIAL DISCRETION" 
MANAGERIAL DISCRETION
The Executive Director and or the Board of Directors is authorized to exercise a degree of flexibility while maintaining compliance with the policy

· The rationale for all discretionary judgments is to be documented.

· Directors are accountable for their decisions.

· It is the responsibility of the directors and the employee to work out an agreement that is fair and equitable.

 XE "ALCOHOL" 
ALCOHOL
Employees travelling in the normal course of their business will not be reimbursed for the cost of alcoholic beverages.

· There are circumstances when alcoholic beverages may be required for donor/customer entertainment, fund raising activities or social events. 

· Alcoholic beverages must not be charged to ministry-funded programs.

· Written approval of the Executive Director is required for the reimbursement of alcoholic beverages

HOSPITALITY EXPENSES & REIMBURSEMENT POLICY  TC "HOSPITALITY EXPENSES & REIMBURSEMENT" \f C \l "2" 

POLICY STATEMENT

This policy is designed to control costs and to expedite the reimbursement process for all employees, students, and volunteers and suppliers for expenses incurred while entertaining guests or visitors while conducting the MVACL’s business as per the Broader Public Sector Accountability Act, 2010 (Part IV – Expense Claims: Allowable Expenses).

DEFENITIONS
Hospitality is the provision of food, beverage, accommodations and other amenities paid to people who are not employed by MVACL.

Functions involving only employees of the agency are not considered hospitality events. 

PROCEDURES

· As part of the budget process a budget is set up for hospitality expenses. Once the Board of Directors has approved the budget the amount by department/Program is available for incurred hospitality expenses.  

· The department/Program Manager preauthorizes and approves claims for reimbursement of personal expenditures made on behalf of MVACL in compliance with maximum reimbursements as set out in the personnel policy. The department/Program Manager may not approve claims over their annual budgeted amount for hospitality expenses.  

· When large gatherings are planned, the expenditure is billed directly to MVACL, by completing a Purchase Requisition in advance of the event. 

· Eligible expenses incurred for hospitality are reimbursed by completing and submitting an expense claim. Claims for personal reimbursement should indicate the number of guests and the reason for the expense. Supporting documents, such as a receipt for a meal or a parking permit, are attached to the claim.  

RESPONSIBILITY

It is the responsibility of the Finance Manager to ensure hospitality expenses do not exceed the allocated budgeted amount for the year.   

AUTHORITY

· The Department/Program Manager has the authority to approve expenses incurred within the limit of their budget.  The Executive Director must approve any expenses incurred which exceed budgeted allocation.
· Hospitality may be extended when it facilitates agency business and if it is considered as a matter of courtesy.

· Written prior approval by the Executive Director is required to serve alcohol at any hospitality event.

· Food must be served when alcohol is available

· Alcohol purchases must not be charged to ministry-funded programs

HOSPITALITY FOR CONSULTANTS AND OTHER CONTRACTORS

Hospitality, incidental, or food expenses cannot be considered allowable expenses for consultants and contractors.  Therefore, they cannot claim or be reimbursed for the following:

· Meals, snacks, beverages

· Gratuities

· Laundry or dry cleaning

· Valet services

· Dependent care

· Home management

· Personal phone calls
PETTY CASH/EMERGENCY FUNDS POLICY TC "PETTY CASH FUNDS" \f C \l "2" 
POLICY STATEMENT
Petty cash funds and Emergency Funds are established at MVACL. Guidelines and processes are in place to provide for accountability of these funds.

ESTABLISHMENT OF PETTY CASH FUNDS
· MVACL has an eight hundred dollar ($800.00) Petty cash fund which is maintained by the Finance Department.  
· The Finance Manager assumes the responsibility of regulating, delegating custodianship and ensuring the safekeeping of the fund. The Finance Manager may delegate the authority to approve petty cash disbursements to some other Manager. 


DISBURSEMENT FROM PETTY CASH FUNDS
The following procedures are for all employees, students and volunteers who access petty cash funds:

· Individual petty cash purchases do not exceed $50.00.  Requests in excess of that amount require a purchase requisition. 

· The following items are excluded from petty cash expenditures: 

· Salary or wage payments. 

· Personal loans or advances.

· Purchases that benefit an employee, student or volunteer, such as personal gifts.

All disbursements from a petty cash fund must have a dated, signed and coded receipt of the purchase. 
 
REPLENISHMENT OF PETTY CASH
· When a petty cash fund reaches the 50% level, or 20 number days before/after the month end, whichever occurs first, the Finance Department applies for the replenishment in cash for all vouchers paid to date. 

· When replenishment of the petty cash fund is required the Finance Manager completes a petty cash replenishment summary.   Any discrepancy exceeding 5.00 is accompanied by a written explanation.

· The petty cash summary and original vouchers with receipts attached, is forwarded to the Finance Department.

· The Finance Department audits the petty cash vouchers and verify: 

· vouchers are supported by receipts

· the coding section is complete and all amounts are accounted for 

· erroneous or incorrect vouchers are returned for correction. In such instances, the dollar amount of the rejected vouchers, is deducted from the replenishment. Returned vouchers are resubmitted after correction.

· Upon completion of the audit by the Finance Department, a cheque is made out to MVACL and then presented to the bank for reimbursement to the fund 

· The Finance Department records the transaction in the accounting system of MVACL. 

 XE “PAYROLL / BENEFIT ADMINISTRATION”
PAYROLL / BENEFIT ADMINISTRATION POLICY TC "PAYROLL / BENEFIT ADMINISTRATION" \f C \l "2" 
POLICY STATEMENT:
Payment of salaries, wages and benefits is administered as specified by Human Resource Policies, Collective Agreement and applicable legislation both provincial and federal.
The Board of Directors is responsible for the financial obligations of the agency including payment of wages and statutory deductions. To ensure due diligence, the Board of Directors is advised of the status of remittances of the employer’s and employee’s share of the payroll withholdings to Canada Revenue Agency or any other government agency as legislated.

RESPONSIBILITIES:

All Employees:

· Are responsible for ensuring that their schedule is correct on COMVIDA one day after the pay period ending.

Department/Program Manager

· Ensures that regular, sick, meetings and training shifts are recorded correctly for correct hours, pay codes and positions for all employees on the next available payroll and that all request for payment is properly approved, reviewed and reconciled.
Finance Department
· Ensures regular and overtime pay for all employees are reflected on the next available payroll and that all request for payment is properly approved, reviewed and reconciled.
· Transfer of the Frozen schedule to Payroll 
· Ensures payroll is processed in a timely manner and according to collective agreement, legislation and contracts
· That all EFT transfers are accepted
· Ensures Statutory and Health benefits are paid in full and on time

Human Resource Department:

· Ensures current and accurate information is entered into the Human Resource Database.

· Provides details of contract, casual employment arrangements, new hires, changes to existing payroll, transfer of locations to payroll prior to transmission of payroll for period ending

· Produces reports as pertain to human resource information (eg. Vacation, sick time, training completed, policy sign off )

DEFINITIONS:

“Pay Period” means the period of time generally reflected in each pay i.e. Biweekly = two weeks

“Direct Deposit” means a payroll arrangement whereby the employee’s pay is deposited directly into a bank account as specified. 

“Exception Basis” means a type of time reporting whereby basic regular hours are assumed by the system and only those hours that are not regular, such as overtime, are reported.

“Source Deduction” means a payment made by the employer from wages as a deduction from the employee’s pay before the net pay is deposited e.g. Employment Insurance, Health Benefits, and Canada Pension Plan

“SIN” means Social Insurance Number

“Gross Pay” means the amount of pay earned by an employee prior to any deductions

“Net Pay” means the amount actually paid to the employee after appropriate deductions have been made from Gross Pay.

 XE “PAYROLL PROCESSING GUIDELINES”
PROCEDURE – PAYROLL PROCESSING

Salaries:
· Changes to salary rates must be authorized by the Board of Directors and recorded in the minutes.

Wages and Overtime:

· Each pay period, hourly paid employees are paid for the actual hours worked, plus time and one-half for any time worked in excess of weekly hours as outlined in a collective agreement or as determined by Employment Standards. Payment of hours worked on statutory holidays is as required under the Employment Standards Act.

· ComVida tracks the schedules of each hourly paid employee for each pay period.  

· Exception Basis:  regularly scheduled hours are assumed and the schedule reflects all overtime and premium hours worked as well as variance from regularly scheduled works such as vacation time, sick time. 

· Overtime amounts paid are not included in calculations for pay-based benefits or pension unless required otherwise under agreement, contract or collective agreement.

· Complete review and approval by the Department/Program Manager is communicated to the  Payroll/Finance Department two days after the pay period

· Changes to wages, premium and overtime rates are authorized by the Executive Director.

Union and Professional Dues

· Union and professional dues that are payable by the employee are treated as a source deduction.

Direct Deposit

·  All employees are paid by direct deposit into a Canadian bank account identified by the employee and verified by the bank as pertaining to the particular employee.

· Before the release of funds to the bank, the Finance/Payroll Department authorizes total payroll and individual deposits.

Casual Employees

· Are an employee who is employed with no guarantee of minimum hours of employment. A casual employee provides his/her full name, address and SIN to the Human Resource Department

· Casual employees review their schedule on ComVida.

· Casual wages are paid according to the approved payroll schedule and are subject to the same regulated source deductions as regular employees 

·  At the end of his/her employment casual employees receive a record of employment.

Contract Employees

· Contract employee is paid according to the terms of his/her contract.  

· All payments to a contract employee are authorized by the employee’s Manager.

Review and Authorization of Payroll

· No additions, deletions and/or changes to payroll are processed unless the required approvals are indicated. The Finance Manager reviews and initials the Frozen Schedule as evidence of review, all additions, deletions and/or changes to payroll before processing. 

· The Payroll assistant calculates the total payroll to ensure that all changes are documented and explained. The Final Calculate Period is signed and dated.

· The Finance Manager reviews exception reports produced by the payroll system. The exception reports show unusual amounts and ensure that all items are explained. 

· Any payroll adjustments are prepared by Department/Program Managers or the Finance Manager for Executive Director, approval for the next scheduled payroll.  
· The payroll assistant exports the payroll details to the accounting system. Where the journal entry is reviewed by the Finance Manager.
Monthly Reconciliation

· Once each month, the Payroll Assistant reviews all payroll expenses, assets and liabilities from the general ledger to the payroll register. Any discrepancies are reported to the Finance Manager immediately.

· All remittances required to governments, government agencies or any other organizations (including but not limited to tax deductions, CPP, EI, workers compensation, health taxes, pensions, dues, charitable donations etc) are made within the time required. 

· The Finance Manager reconciles the assets and liabilities from the general ledger to the payroll register and all differences are cleared.

· Pay cheques not cashed and/or direct deposits rejected are investigated and followed up on a timely basis.

Annual Reconciliation and Review

· The Finance Department reviews and reconciles the gross amount paid to every employee against the information in the employee payroll file.

· The reconciliation required for federal and provincial tax purposes are prepared annually. The Finance Manager signs off on reconciliation as evidence of being satisfied that all employees were paid according to policy and their employment agreements.

PROCEDURE – EMPLOYEE STATUTORY BENEFIT ADMNISTRATION

Source Deduction for Benefits

· Every employee’s pay advice contains detailed itemization of all deductions from the employee’s gross pay.

Reconciliation

· Every month the Finance Department reconciles the source deductions made from employees’ pay to MVACL records and returns filed for Employment Insurance – EI, Canada Pension Plan – CPP, benefits plans, pension plans and all other deductions

· Every month the Finance Department reconciles Workplace Safety and Insurance Board (WSIB), Employer Health Tax, and other remittances to MVACL’s records and returns filed.

· Every month the Finance Department reconciles source deductions to the general ledger and to remittances for all other MVACL-facilitated employee purchases through payroll, such as Canada Savings Bonds, RRSP or other purchases as authorized by the Board of Directors

· The Finance Department/Human Resources ensures proper authorized documentation is signed and dated by employee for all voluntary source deductions (e.g. Savings Bonds, RRSP, computer purchase)

· A reconciliation report is presented monthly to Board of Directors to confirm remittances.

PROCEDURE – EMPLOYEE RECORDS

Purpose of Employee Payroll Records

· Employee records contain personal information as related to payroll to fulfill the following functions:

· Provide accurate pay

· Provide appropriate benefits

· Track service, and accumulated vacation and sick day credits

· Track seniority for union employees 

· All employee-specific information is kept confidential.
· Payroll records are kept in the Finance Department.

Employee Payroll Records

·   Employee payroll records contain

· Name

· Date of Birth (for benefits and pension purposes)

· Employee number, if applicable

· Social insurance number (for T-4 purposes)

· Direct deposit bank account information

· Title, job classification and step (on pay grid, if applicable)

· Salary or basic wage rate

· DSS or DSP designation 
· Start date and years of service

· Current period hours and overtime hours worked (for non-salaried employees)

· History of hours and overtime hours worked (for non-salaried employees)

· Income tax deduction category

· Benefits indicators for each benefit

· RRSP and/or pension contribution indicator

· History of wages/salary, overtime, deductions and special payments made year-to-date

· History of wages/salary, overtime, deductions and special payments made for previous years

· All electronic payroll-related employee records are password protected and all paper-based payroll-related employee records are kept locked.
· Any information that may affect the privacy rights of an employee is not disclosed. In case of a dispute or uncertainty, legal counsel is consulted.

· Employee records are maintained for the duration of the employment, pension period and are retained for a period of seven (7) years following termination of employment.
PAYROLL MANAGEMENT REPORTING

The Finance Department is responsible for producing such management reports as are required or deemed useful and necessary by the Finance Manager and the Executive Director.

OVERTIME ANALYSIS:

· An analysis of overtime paid to each employee, and/or by location is performed periodically or at the request of the Department/Program manager

· The overtime analysis is used to provide insight into places where appropriate use of part-time or contract employees may reduce overall cost to the agency

· The analysis is also used to confirm that no employees are exceeding the maximum overtime levels allowed by law (ESA).

· Recommendations are made by the Finance Manager to the department/Program manager involved. The Department/Program Manager determines what action, if any, is to be taken as a result of the analysis.
VACATION ANALYSIS 

· An analysis of Vacation accruals used and unused is done quarterly and is presented to the Department/Program Manager for scheduling efficiencies 
SICK AND PERSONAL LEAVES ANALYSIS
· An analysis of sick or other leaves are monitored for innocent absenteeism monitoring

OVERDUE ACCOUNTS AND BAD DEBTS
 TC "OVERDUE ACCOUNTS AND BAD DEBTS" \f C \l "2" 
POLICY STATEMENT:

MVACL maintains a current accounts receivable listing. Liability to MVACL is minimized through collection of accounts within a reasonable period of time. 

RESPONSIBILITY

It is the responsibility of all employees to forward any Supported Person’s or designate concerns regarding invoices payable to MVACL to the Finance Department.

The Finance Department is responsible for ensuring the following:

· Concerns regarding invoices payable to MVACL are addressed promptly

· All other business related to a Supported Person or Designate who has failed to pay an invoice is reviewed and appropriate action is taken.

· Overdue accounts are brought to the attention of the appropriate Department/Program Manager
· Overdue accounts not resolved are followed up by the Finance Manager.
DEFINITIONS
“Bad Debt” means an invoice that is classified as un-collectible in whole or part from the customer.

“Allowance for Bad Accounts” means a provision is made in anticipation of a bad debt amount that is likely to be experienced over the course of a fiscal period.

BAD DEBTS
· If there is any reason to believe that the invoice will not be paid, it is classified as un-collectible and treated as a bad debt.

· The decision to classify an invoice as a bad debt is made by the Finance Manager.

Accounting Process:

· An accounting entry cancels the account receivable from the customer and increases the bad debt expense

· The customer’s credit limit is reduced to zero. The customer’s records are maintained even though credit is not to be granted. 

· The bad debt may or may not be sold to a collection agency. Revenues obtained from a collection agency are credited to the bad debt expense account.

· Any other business currently underway with this customer is reviewed by the Finance Manager and appropriate action taken.

ALLOWANCE FOR DOUBTFUL ACCOUNTS

· At the time that receivables are booked, the Finance Department may establish an Allowance for Doubtful Accounts equal to a proportion of total receivables expected to turn un-collectible. This is a “contra account” that reduces Accounts Receivable to the amounts that are expected to be collected.

· When an Allowance for Doubtful Accounts is used, customer account write-offs are written off to the Allowance for Doubtful Accounts rather than directly to Bad Debt Expenses.

Insurance Policy
POLICY STATEMENT 

MVACL shall maintain appropriate insurance coverage as is prudent and cost-effective to protect its assets, employees, volunteers, students, visitors, Board of Directors and day-to-day business activities.

PROCEDURE

Insurance with respect to the Association shall include Property, Crime, General Liability, Abuse, Environmental, Owned and Non-owned Automobile insurance, and Directors and Officers liability.

The Executive Director is responsible to ensure that all such insurance coverage is maintained in full force and effect.

Prior to policy renewal, the insurance needs of the Association shall be reviewed on an annual basis by the Board of Directors.

Perquisites Policy
Policy Statement

Under the authority of the Broader Public Sector Accountability Act, 2010 (Part IV.1: Perquisites)
A perquisite refers to a privilege that is provided to an individual or to a group of individuals, provides a personal benefit, and is not generally available to others. This policy includes Staff, board members and volunteers. The policy does not apply to provisions of the collective agreement, insured benefits and any items generally available on a non-discriminatory basis for all or most employees (e.g. an employee assistance program, pension plans), health and safety requirements (e.g. provision of work boots), employment accommodations made for human rights and/or accessibility considerations (e.g. special workstations, work hours, religious holidays) and expenses covered under an organization’s rules on travel, meals and hospitality.
Procedures
A perquisite is not allowable if it is not a business-related requirement. To be allowable, a perquisite must be a business-related requirement for the effective performance of an individual’s job. 
The following perquisites are not allowed under any circumstance: 

· club memberships for personal recreation or socializing purposes, such as fitness              clubs, golf clubs or social clubs
· seasons tickets to cultural or sporting events 

· clothing allowances not related to health and safety or special job requirements 

· access to private health clinics – medical services outside those provided by the                 provincial health care system or by the employer’s group insured benefit plans 

· professional advisory services for personal matters, such as tax or estate planning
These privileges cannot be provided by any means, including: 

· an offer of employment letter, as a promise of a benefit, an employment contract, or a reimbursement of an expense.
Perquisites that are not related to business requirements are not allowed.
Perquisites will be accountable through maintained record keeping for verification and audit purposes.

Only the Executive Director has the authority for an allowable perquisite. 
A perquisite is allowable only in limited and exceptional circumstances where it is demonstrated to be a business-related requirement for the effective performance of an individual’s job. 
An information summary regarding allowable perquisites will be made publicly available on an annual basis. Personal information will not be provided.
DATA / RECORD MANAGEMENT
 TC "DATA / RECORD MANAGEMENT" \f C \l "2" 
POLICY statement

MVACL ensures accountability, confidentiality and security of all internal documentation and records stored electronically or on paper.  To ensure continuity of the daily operations of MVACL in providing services to people who receive support and to all employees, students, volunteers and families. MVACL collects and maintains accurate records and databases which includes but are not limited to, Client Information System, Finance and Administration records, Personnel Records and Databases.   MVACL maintains an internal control system and regularly completes audits of these systems to ensure accuracy and security of all information.   All personal records of people who receive support, their families, and all Parties of MVACL are kept in Database or Information Systems and is maintained in a manner assuring privacy.  

PROCEDURE
DATA REPORTING: 

MVACL collects, maintains and provides reports on the following databases:

· Finance

· Human Resources

· Client Information

· Statistical Program/service data 

· Others as may be required

Procedures are based on the needs of each particular database and program/cost center of operation.  

ACCESS TO INFORMATION:
Only authorized employees, students, volunteers Persons supported and families, has access to information records.  

Security precautions are established and practiced to protect personal and confidential information and files.  

ELECTRONIC INFORMATION:

All information systems are protected by individual passwords. Only persons authorized by the Executive Director or designate can have access or view records in respective information systems.  A level of access is granted to only authorized users.  

PAPER FILED INFORMATION:

· All paper records are stored in a fire proof, locked cabinet or locked office space.

· Keys are available to authorized person(s) only.

DISCLOSURE OF INFORMATION
· Confidentiality with respect to employees, students, volunteers, persons supported and family information is maintained and the person’s right to privacy is considered in any sharing of information.

· Every effort is made to ensure that information collected and shared is accurate and complete.

· MCSS reserves the right to conduct random audits of service providers to ensure appropriate processes are in place related to service provision supports and costs.

· Disclosure of Information adheres to Privacy Policy and legislation.

STORAGE AND DESTRUCTION OF RECORDS
· Archived files are stored off site and as required by law and general accepted accounting principles.

· Records pertaining to each person receiving support including support details, medical findings and recommendations are kept at least twenty years after the last entry.

· Financial records are maintained as per provincial and federal regulations. Detail is retained for 7 years; Trial balance and Audited Financial statements are retained forever. 

· Personnel records are maintained as per provincial and federal regulations.

· Destruction of records is authorized and supervised as per provincial and federal policies.

COLLECTION OF PROGRAM STATISTICS
· Service data and information pertinent to the support that is provided for all programs is gathered and compiled. This statistical information reflects the activity of the supports provided. 

· Analysis of information is used to assist in identifying service needs, planning and reporting to the Ministry through quarterly reports.

· Statistical information is reported for data as defined by the ministry.

SYSTEM AUDITS
· There are ongoing review processes for all information systems. 

· Records and data are audited by internal personnel and external bodies as applicable to ensure compliance to all legislation.  

BORROWING OF AGENCY PROPERTY TC "BORROWING OF AGENCY PROPERTY" \f C \l "2" 
POLICY STATEMENT:

To ensure the fixed assets owned or leased by the agency are returned in safe and working order when loaned to an individual or agency.  The lending of any asset owned or leased by the agency will be approved by the appropriate Manager (egg. Facility Manager, Manager, Information Technology)

REFERENCES:

Vehicles Policy, Fixed Assets Policy
RESPONSIBLITY
· An agreement is signed by both the borrower and the agency identifying the item being borrowed, the date and time, the name, telephone number and address of the person borrowing the item, and the date and time the item will be returned. 

· The borrower accepts all responsibility for the item while in his/her possession.

· When the item is returned both the agency and the borrower check the item for any damages.   If the item is damaged while in the possession of the borrower, the borrower is responsible for the cost of any damages.

· If the item is lost or stolen the borrower is responsible for replacement either through personal insurance or self.
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