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Financial Planning Committee
Minutes of Meeting
Date
Location

Monday, May 27, 2013
Islands Trust Victoria Boardroom
200-1627 Fort Street, Victoria, BC

Members Present

Gary Steeves, Chair
Peter Grove, Vice-Chair
Paul Brent
Peter Luckham
Sheila Malcolmson
David Graham
Ken Hancock
Jeanine Dodds
Louise Decario
Susan Morrison

Staff Present

Cindy Shelest, Director Administrative Services
Nancy Roggers, Finance Officer
Linda Adams, Chief Administrative Officer
David Marlor, Director Local Planning Services
Nicole Ranger, Finance Clerk

1.

CALL TO ORDER
The meeting was called to order at 10:00 am

2.

APPROVAL OF AGENDA
By general consent the Committee approved the agenda as presented.
Chair Steeves reminded members about a minute taking information session taking
place between 11:00 and 11:45.
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3.

MINUTES / COORDINATION
3.1.

Minutes - February 13, 2013
The minutes were amended as follows:
- the title of section 4.6.6. to include the word "Enforcement" so that it would be
clear that reference was to Bylaw Enforcement hours
- delete the second "back" at the top of page 3 of the minutes
By general consent the minutes were adopted as amended.

3.2.

Follow up Action List
Director Shelest provided an update on each of the items in the follow up action
list. She advised that she had spoken with Trustee Law about the item on the
follow up action list for a multi-year context budget presentation that had come to
the Financial Planning Committee from a motion at Trust Council. Trustee Law
indicated that he no longer needed this information and that it would be removed
from the follow up action list.
Trustee Malcolmson enquired about an item she recalled from the first budget
meeting in March, 2012 at Trust Council regarding surveying the trustees to
determine if the remuneration increase had made a difference in their decision to
run for election as a Trustee. Committee members requested that this item be
put on the next Financial Planning Committee agenda.

4.

BUSINESS
4.1.

RFD - March 31, 2013 Audited Financial Statements
Director Shelest reviewed the information contained in the request for decision
document and requested questions.
Resolution FIN920/13
It was MOVED and SECONDED
that the Financial Planning Committee forward the request for decision on the
March 31, 2013 audited financial statements to the Audit Committee.
CARRIED

4.2.

Financial Planning Committee Report to Trust Council
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Director Shelest reviewed the Financial Planning Committee report to Trust
Council and asked if there were any questions.

Resolution FIN921/13
It was MOVED and SECONDED
that the Financial Planning Committee forward the Financial Planning Committee
Report dated May 27, 2013 to Trust Council.
CARRIED
4.3.

Whistleblower Policy
Director Shelest reviewed the whistleblower policy briefing and related
documents. She advised the Committee that the auditors had
reviewed the Public Service Agency code of conduct in place for all Islands Trust
employees and advised that it met their requirement for a whistleblower policy.
Committee members discussed the following:
 The Auditor General’s report on whistleblowing
 Endorsement of change in legislation
 Other local government whistleblower policies
 Best practices for whistleblower policies

4.4.

Resolution FIN922/13
It was MOVED and SECONDED
that the Financial Planning Committee request that the Audit Committee seek
advice on what local government whistleblower protection models the auditors
recommend for consideration by the Islands Trust.
CARRIED
RFD - Carbon Neutral Policy
Director Shelest provided background information about the development of
the carbon neutral policy.
Committee members discussed the following:
 inventory of carbon emissions
 amounts spent in fiscal 2013 on carbon offset purchases
Staff reported back to The Committee that no resolution had been made at Trust
Council by Trustee Law about budget presentation format to include a multi-year
context and that it had only been a suggestion to The Committee. Director
Shelest advised that this item would be removed from the follow up action list.
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Adjourn at 10:55 for Audit Committee meeting and lunch
1:03 p.m. - reconvene
Director Shelest presented revised wording to the carbon neutral policy to
replace "Benefit the Trust Area" with "Offset projects that meet recognized
certification standards and involve community organizations or businesses in the
Islands Trust Area".
Resolution FIN923/13
It was MOVED and SECONDED
that the Financial Planning Committee forward the draft carbon neutral policy to
Trust Council as amended.
CARRIED
Director Shelest reported back to The Committee about the Audit
Committee's conversation with the auditor on the whistleblower policy. The
auditors had advised that other local governments had collective agreements in
place but do not have a separate whistleblower policy equivalent to our
standards of conduct through the Public Service. The auditors reported that they
are happy with the standard of conduct for the Islands Trust and that no
additional whistleblower policy was required. Director Shelest advised that the
development of a whistleblower policy will be removed for the Financial Planning
Committee follow up action list.
4.5.

SSI LTC Budget Change
Director Shelest reviewed the 2013/14 Salt Spring Island Program Budget
Allocations brief and requested questions or comments.
Director Shelest advised the committee that there was new procedure in place
for assigning project funds. Local Planning Services staff would be using project
charters and there had been a project initiation form developed that would be
reviewed and approved by Director Marlor as each project began. This would
provide an additional level of scrutiny over project budgets.

4.6.

Local Government Restructure Briefing
Director Shelest provided an update on the local government restructure
briefing. She advised that she had consulted with the former Director of
Administrative Services, Craig Elder to discuss the financial information he
had provided in 2011. It was confirmed that the calculations contained in the
report were accurate based on the information available in the 2009/10 budget.
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CAO Adams commented that the intention of the local government restructure
briefing was to provide trustees with some preliminary figures and that the
numbers would be reviewed as part of the Salt Spring Island restructure study.
1:25 pm Trustee Dodds left the meeting

4.7.

Resolution FIN924/13
It was MOVED and SECONDED
that the Financial Planning Committee return the Local Government Restructure
Briefing dated Dec 4-6, 2012 to Trust Council for their information, Financial
Planning Committee having reviewed and reconsidered the briefing.
CARRIED
LTC Local Expense Account - Policy 4.1.viii.
Director Shelest reviewed the briefing on the Local Trust Committee Local
Expense Account and advised that the application of this policy was brought to
The Committee for review and discussion about appropriate purchases using
Local Trust Committee funds.
Resolution FIN925/13
It was MOVED and SECONDED
that the Financial Planning Committee request that staff recommend revisions
to Policy 4.1.viii for the Financial Planning Committee's consideration at its
August 21, 2013 meeting.
CARRIED

5.

NEW BUSINESS
no new business to report.

6.

NEXT MEETING
The next meeting will take place on August 21, 2013

7.

ADJOURNMENT
BY GENERAL CONSENT, the meeting adjourned at 2:55 pm.

_________________________
Gary Steeves, Chair
/Certified Correct
_________________________
Nicole Ranger, Secretary and Recorder
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Financial Planning Committee
Follow-up Action List
FPC meeting August 21, 2013

Meeting/
Date

Dec 2010
Trust Council

May 31/11

n/a

Dec 2012
Trust Council

Aug 22, 2012

Aug 22, 2012
Sept 2012
Trust Council
Feb 13/13

May 27/13

Activity

Change budget presentation format to include a multi-year context (see
motion by Trustee Law)
Develop Whistleblower Policy
Nov 14/12 – FPC advises Trust Council to not adopt a Whistleblower Policy
at this time.
Jan 23/13 – FPC agreed that they would like the article regarding
comments made by the Auditor General ruling that public service
employees are not covered by the current Public Service Whistleblower
policy be placed on a future FPC agenda for discussion.
May 27/13 – FPC directed to Audit Committee for discussion with auditor –
removed from FUAL
Develop Carbon Neutrality policy as a joint task with Trust Programs
Committee.
Draft included in Feb 15, 2012 FPC Meeting for Discussion. Briefing to FPC
May 27, 2013 meeting
Attachment 1 of the Local Government Restructure Briefing entitled
“Restructure in the Islands Trust Area Update dated November 23, 2012”
be referred to the FPC for review and reconsideration at the June 2013
Trust Council meeting.
It was MOVED and SECONDED that the FPC request that staff report back
to the Committee on policy changes that might be advised relating to the
LTC budgets.
May 27/13 – It was MOVED and SECONDED that the FPC request that
staff recommend revisions to Policy 4.1.viii for the FPC’s consideration
It was MOVED and SECONDED that the FPC request staff advice on
whether changes to the IT purchasing procedure 6.5iii are recommended.
Fees Bylaw – Islands Trust Council refers the Model Fees Bylaw to the
FPC and LPC for reconsideration.
The FPC request that in preparations for budget 2014/15 the role of FPC in
relation to the draft budget recommendation for public consultation be
clarified.
FPC Committee members requested that surveying trustees to determine if
the remuneration increase had made a difference in their decision to run for
election as a Trustee be placed on the August 21, 2013 agenda.

WITH

CS

TARGET

done

CS

done

CS

done

CS
done

CS
August 21, 2013
FPC

CS
CS
CS

August 21, 2013
FPC
August 21, 2013
FPC
August 21, 2013
FPC

CS
August 21, 2013
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ISLANDS TRUST

REQUEST FOR DECISION

Date: August 21, 2013
To:

Target Decision Date: September 11, 2013

Trust Council

SUBJECT:

JUNE 30, 2013 QUARTERLY FINANCIAL REPORT

RECOMMENDATION: That Islands Trust Council approve the June 30, 2013 Quarterly

Financial Report as presented.
The financial report indicates that
Islands Trust is generally following the financial plan for 2013/14.
CHIEF ADMINISTRATIVE OFFICER COMMENTS:

IMPLICATIONS OF RECOMMENDATION
ORGANIZATIONAL: None
FINANCIAL: None
POLICY: None
IMPLEMENTATION/COMMUNICATIONS: None
OTHER: None

BACKGROUND

Islands Trust Statement of Net Financial Position (Balance
Sheet) and Consolidated Statement of Revenue and Expenditure to June 30, 2013
attached.
REPORT/DOCUMENT:

KEY ISSUE(S)/CONCEPT(S):

Statement of Net Financial Position (June 30, 2013 compared to March 31, 2013)
Differences are due to timing of expenditures, receipt of revenues, and reversal of
accruals following fiscal year end.

Islands Trust
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Consolidated Statement of Revenue and Expenditure
The benchmark for revenues and expenditures after three months (first quarter) of
operations is 25% of the annual budget. The revenue and expense areas that vary
significantly from the 25% benchmark include:
REVENUE






Interest income is below budget expectations due to market conditions. They will
increase in the second quarter as the property tax requisition was received at the
end of July and was invested with the Municipal Finance Authority. We are
currently looking at investment options to maximize the interest income.
Fees and Sales are higher in the first quarter of this year than in the previous
fiscal year due to an increase in zoning amendment applications received during
the first quarter. It is difficult to say if this trend will continue through the fiscal
year.
The general property tax requisition, the provincial grant funds, and the Bowen
Island property tax requisition will be received in the second quarter

EXPENSES
Council Expenses
 Council committee expenses are lower than budget due to the timing of meetings
which will occur later in the fiscal year.
 Trust Area Services expenses are lower than budget due to the timing of
expenditures for projects that will occur later in the fiscal year.
Local Planning Services
 LPS Facilities & Programs and Bylaw Enforcement expenditures are lower than
budget due to the timing of expenditures for program items and leave in the
bylaw area.
Trust Fund
 Board expenses are lower than budget due to the timing of meetings which will
occur later in the fiscal year.
 Operations expenses are higher than budget due to the timing of covenant
monitoring and land acquisition costs in the first quarter.
Administration
 Finance, HR and Admin Services are higher than budget due to the timing of
training expenditures and the allocation of salaries for staff leave in the Bylaw
enforcement area.
 Computer, Furniture & Equipment purchases are higher than budget due to the
timing of purchases made at the beginning of the fiscal year to achieve the
benefit of new equipment for the full fiscal period.

Islands Trust
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FINANCIAL PROJECTIONS TO March 31, 2014 FISCAL YEAR-END
Overall, expenditures are on target. It is difficult to predict year-end results after the first
quarter. At this time, it is reasonable to expect that Islands Trust will be able to achieve
the break-even financial result that was budgeted.
A detailed forecast of the 2013/14 year-end results will be conducted in the fall for
presentation to FPC and to December Trust Council.
RELEVANT POLICY: Bylaw No. 151, Islands Trust Financial Plan Bylaw 2013/14
DESIRED OUTCOME: Approval of the June 30, 2013 Quarterly Financial Report.

RESPONSE OPTIONS

Recommended: Approve the June 30, 2013 Quarterly Financial Report.
Alternative:

PREPARED BY:

Nancy Roggers, Finance Officer

REVIEWED BY EXECUTIVE COMMITTEE:
August 27, 2013

SUBMITTED BY: Financial Planning Committee
REVIEWED BY:
(Chief Administrative Officer)

Islands Trust

OTHER REVIEW:
FPC – August 21, 2013
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Islands Trust
Statement of Net Financial Position
June 30
2013

March 31
2013

Financial Assets
Cash & Short-term Investments

2,017,058

3,702,155

Accounts Receivable

28,867

88,562

Due from TFB

-

-

2,045,925

3,790,717

Wages & benefits payable

992,185

878,534

Accounts payable & accrued liabilities

229,293

416,788

Development Application Deposits

38,353

38,353

Deferred Revenue

55,619

55,714

Employee Benefit Obligations

99,130

99,130

Capital Lease Obligations

39,019

43,481

Cost Recovery Deposits

14,659

15,110

1,468,258

1,547,110

577,667

2,243,607

Tangible Capital Assets

104,988

124,979

Prepaid Expenses

68,783

35,137

173,771

160,116

751,437

2,403,723

Liabilities

Net financial assets
Non-Financial Assets:

Total Non-Financial Assets

Accumulated Surplus

Islands Trust
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Islands Trust
Consolidated Statement of Revenue and Expenditure
For The 3 Months Ending June 30, 2013

Description

Prior YTD
Actual

YTD
Actual

Annual
Budget

% of
Budget

Fees & Sales

22,819

38,690

110,000

35%

153,060

0

85,184

0%

Property Tax Levy General

0

0

6,066,024

0%

Property Tax Levy Bowen

0

0

225,170

0%

Transfer from Surplus

0

0

310,814

0%

Interest Income

12,525

(3,630)

95,000

-4%

Other Revenues

12,594

115

60,000

0%

200,998

35,174

6,952,192

1%

Trust Council

68,797

65,385

268,264

24%

Executive Committee

23,006

22,722

94,827

24%

Council Committees

3,663

2,965

17,500

17%

Trust Area Services

90,865

109,093

521,847

21%

General Admin Allocation - 16%

59,151

64,231

221,370

29%

245,481

264,396

1,123,808

24%

Local Trust Committees

232,319

199,522

832,931

24%

Planning Staff

514,606

521,423

2,186,281

24%

LPS Facilities & Programs

99,490

116,197

554,631

21%

Mapping Services

42,048

59,369

244,079

24%

Bylaw Enforcement

67,219

54,325

293,440

19%

Revenue:

Provincial Grant

Total Revenue
Expenses
Council

Total Council Expenses
Local Planning Services

Islands Trust
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General Admin Allocation - 74%

273,571

297,067

1,023,839

29%

1,229,252

1,247,904

5,135,201

24%

5,607

1,765

23,000

8%

103,799

104,870

451,827

23%

Operations

22,735

28,382

80,000

35%

General Admin Allocation - 10%

36,969

40,144

138,357

29%

169,110

175,162

693,184

25%

91,049

80,533

327,320

25%

191,077

210,219

696,426

30%

206

3,827

5,000

77%

Office Operations

54,596

54,741

213,320

26%

Computer/Furniture & Equipment Purchases

16,818

32,132

86,500

37%

Amortization Expense

16,060

19,991

55,000

36%

(369,691)

(401,442)

(1,383,566)

29%

114

0

0

0%

1,643,958

1,687,462

6,952,192

24%

Surplus (Deficit) to date

(1,442,960)

(1,652,288)

(0)

Accumulated Surplus, beginning of the year

2,200,656

2,403,723

757,696

751,435

Total Local Planning Services Expenses
Trust Fund
Board
Administration

Total Trust Fund Expenses
General Admin
CAO Office
Financial, HR and Admin Services
Personnel Recruiting

General Admin Recovery
Total General Admin Expenses

Total Expenses

Accumulated Surplus, end of the period

Islands Trust
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ISLANDS TRUST

REQUEST FOR DECISION
Date: August 21, 2013
To:

Target Decision Date: September 10-12,
2013

Trust Council

SUBJECT:

TIMELINE FOR 2014/15 BUDGET PROCESS

RECOMMENDATION: That the Islands Trust Council approve the timeline for the 2014/15
budget process as presented.
CHIEF ADMINISTRATIVE OFFICER COMMENTS: This timeline is consistent with the
practice in past years.

IMPLICATIONS OF RECOMMENDATION
ORGANIZATIONAL: None

FINANCIAL: None

POLICY: None

IMPLEMENTATION/COMMUNICATIONS: None

OTHER: None

BACKGROUND

REPORT/DOCUMENT:
1. Proposed timeline for the 2014/15 Budget Process
2. Policy 6.3.ii Special Property Tax Requisition
KEY ISSUE(S)/CONCEPT(S):
Budget Process 6.3.i, Section C.2.c) states that “A budget process timetable shall be presented
for approval by Trust Council in September of each year.” The proposed timeline attached was
reviewed by the Financial Planning Committee of August 21, 2013.

Islands Trust
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Islands Trust staff prepare budget submission documents that feed into the budget process.
Trustees should discuss work plans and program proposals wit staff in a timely manner so that
staff have time to conduct analysis and to prepare documents to meet the timelines and avoid
last minute items that have not been thoroughly reviewed by staff and the Financial Planning
Committee.
In particular there is a defined process for raising Special Tax Requisitions for individual Local
Trust areas that require LTC actions at specific times. One step in the process is a motion at
the January LTC meeting to pass a resolution requesting a special tax requisition to fund
“additional operations”. This resolution could be conditional, so that a specific “additional
operation” could be funded by special tax requisition if it is not approved in the overall Trust
Council budget. In this way, an LTC can ensure that an activity occurs in the next fiscal year,
while providing for optional methods of funding the activity. Also, the “conditional” special tax
requisition resolution can be made at any LTC meeting prior to January.
RELEVANT POLICY:
Policy 6.3.i Budget Process
Policy 6.3.ii Special Property Tax Requisition
DESIRED OUTCOME:
That Trust Council approve the proposed timeline for the 2014/15 budget process.

RESPONSE OPTIONS

Recommended: Approve the proposed timeline for the 2014/15 budget process.
Alternative:
Amend the proposed timeline for the 2014/15 budget process.

PREPARED BY:

Cindy Shelest
Director of Administrative Services

REVIEWED BY EXECUTIVE COMMITTEE:

SUBMITTED BY:
REVIEWED BY:

OTHER REVIEW:
(Chief Administrative Officer)

Islands Trust
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ISLANDS TRUST
TIMELINE FOR 2014/15 BUDGET PROCESS
Date

Activity

Fri July 19/13

Budget sheets for LTCs distributed to Director LPS and RPMs

July/Aug/Sept

Planners to put Budget topic on first available LTC agenda
LTCs and Trustees discuss 2013/14 budget requests and work programs with Planning Staff

Wed Aug 21/13

FPC reviews draft budget principles

Tues Aug 27/13

Budget documents distributed to all Managers for development of departmental budgets.
Managers review requests with Staff for input and feedback into the budget process.

Fri Sept 27/13

All LTC budget requests forwarded to the Director LPS.
Director LPS discusses budget requests with Grants Administrator to review for available grants/funding.

Fri Oct 4/13

All budget requests forwarded to Director, Admin Services

Fri Oct 18/13

Management finalizes budget recommendation to FPC

Wed Oct 23/13

Draft Budget & Program List submitted to FPC

Wed Oct 30/13

FPC reviews and discusses first draft of the Budget

Oct 31-Nov 12/13

Staff make revisions to draft budget as directed by FPC

Wed Nov 13/13

FPC approves the Draft Budget and budget principles to be submitted to December Trust Council

Note: the following timeline assumes there is no change to procedures for Special Tax Requisitions,
and no local funding required for "non-basic planning services" or other local financial items.
Nov/Dec 2013

- continued research and planning to improve estimates for proposed operational changes
- Planning staff develop "additional operations" budget proposals on behalf of LTCs to go to
December Trust Council; preparation for potential local tax requisitions for individual LTCs (see policy 6.3.ii
Special Property Tax Requisition)

Fri Nov 22/13

Draft Budget distributed to Trust Council Trustees

Wed Dec 4/13

- Trust Council endorses budget principles and preliminary budget after debate
- Budget debate includes consideration of "additional operations" budgets from LTCs
- Trust Council approves public consultation process

January 2014

- Consultation with Bowen Island and Trust Fund Board
- Further refinement of 2013/14 Base Budget and discretionary spending requests
- Public consultation on proposed budget conducted
- LTCs who want to fund "additional operations" from special tax requisition pass a resolution to do so

February 2014

- LTCs proposing a special tax requisition hold public consultation meetings
- Executive and FPC review of Proposed Budget and Program List
- FPC recommendations on Property Tax Requistion and Bowen Island Municipality Tax Levy
and LTC special tax requisitions
- review public suggestions/comments regarding the budget

March 2014

- Trust Council approval of Base Budget and Program List,
along with approval of bylaw for Property Tax Requisition,
Bowen Municipality Tax Levy and LTC special tax requisitions
- forward Budget Bylaw to the Minister
- Budget information and news release prepared
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6.3.i. Policy

BUDGET PROCESS POLICY
Trust Council: June 15, 2001
Amended: September 14, 2001; December 9, 2005
A:

PURPOSE: To provide a framework for the planning, preparation, presentation and
approval of the annual budget bylaw and financial plan to ensure overall effectiveness
and clarity for Trust Council’s budget discussions and decision making.

B:

REFERENCES: Islands Trust Act

C:

POLICY:

1. The Budget Process
a) The Treasurer, on behalf of Trust Council, is responsible for designing and implementing
the annual budget process;
b) The process for developing the annual budget will be approved by Trust Council each
year; and
c) The budget process will include the following components:
• Timeframe for developing the budget
• Strategy for consultation with all stakeholders
• Opportunities for identifying program priorities
2. Planning the Budget
a) Internal stakeholders for the budget process include local trust committees, Trust Fund
Board, and staff units; external stakeholders include island municipalities, Ministry of
Community Services, regional districts and the public;
b) A mechanism for all stakeholders to provide input to the budget process shall be
developed;
c) A budget process timetable shall be presented for approval by Trust Council in
September of each year;
d) Budget Principles and Assumptions shall be addressed in December of each year;
e) A budget orientation session shall be held in September of each year, however during the
year of a general election, the orientation shall be held in December; and
f) A priority setting session shall be held in December of each year.
3. Preparation of Budget
a) The main components of the budget process include the Base Budget, Programs,
Revenue, Five Year Forecast and a Provincial Funding Request;
b) The budget will build towards, and/or maintain, the General Revenue Fund Surplus to the
level that is recommended by the Financial Planning Committee by budgeting a year-end
surplus or by including a budget line “Contribution to Surplus”;
c) A process for public input into the annual budget shall be provided each year;
d) Local trust committees and staff units will be consulted throughout the budget process
with respect to the requirements, implications and options for dealing with budget
requests;

ISLANDS TRUST POLICY MANUAL
K:\Manuals\Policy\Chapter06\63i Budget Process Policy.doc
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e) Municipalities will be consulted directly at the beginning of, and throughout, the budget
process with respect to contract planning service fees and property assessment factors
and tax rates for Trust Area Services;
f) The Trust Fund Board will be consulted directly, at the beginning of, and throughout, the
budget process with respect to Board requirements, Programs and administrative
services, and shall be given the opportunity to attend Financial Planning Committee and
Trust Council meetings with observer status;
g) Budget workshops will generally be held in September, December and March of each
year, with adequate time being scheduled to cover the necessary steps of the budget
process; and
h) The workshops will be held in an open public meeting.
4. Presentation and Approval of the Budget
a) Trust Council shall approve the annual budget and/or financial plan in March of each
year;
b) Formal resolutions to direct the preparation of a budget bylaw will be made at the
conclusion of the workshop; and
c) The budget bylaw will be presented for consideration during the regular business
meeting.
5. Responsibilities
a) The Treasurer is responsible for:
• designing, implementing and leading the annual budget process; and
• ensuring effective linkages to the process for internal and external stakeholders.
b) Managers and Directors are responsible for:
• coordinating the budget requirements for their departments; and
• submitting budget submissions when requested.
c) The Financial Planning Committee is responsible for:
• providing direction to Management in developing a long-range financial plan;
• recommending the appropriate amount to be held in the General Revenue Fund
Surplus;
• the interpretation of Council’s priorities and strategies;
• reviewing all budget proposals;
• presenting the budget to Trust Council and providing guidance into the decisionmaking process; and
• designing the process for public input.
d) Trust Council is responsible for:
• Identifying budget priorities;
• Directing the Treasurer to prepare a budget bylaw; and
• Approving the annual budget bylaw.
e) The Trust Fund Board is responsible for:
• Endorsing all budget requests for the Trust Fund’s Board and Program operations.

ISLANDS TRUST POLICY MANUAL
K:\Manuals\Policy\Chapter06\63i Budget Process Policy.doc
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6.3.ii Policy

SPECIAL PROPERTY TAX REQUISITION
Trust Council: December 10, 2004
Amended: June 16, 2005
A.

PURPOSE:

1.

To permit an individual Local Trust Committee to request a special property tax requisition for
additional operations that are not included within the general operations of all local trust committees.
Special property tax requisitions are approved by the Islands Trust Council.

B.

REFERENCES:

1.

Islands Trust Act, S. 14(3)(c)(iii), and S. 47(5)

C.

POLICY:

1.

General
a) The Islands Trust Act provides the Islands Trust Council with the necessary authority to
implement a special property tax requisition in respect of a local trust area;
b) A proposed special requisition related to a local trust area must be incorporated into the annual
Islands Trust budget bylaw and approved by the Islands Trust Council.

2.

Budget Submission
a) “Additional operations” of a local trust committee are those activities and programs that are
deemed by the Islands Trust Council to be:
i)
Programs or services not offered in all local trust areas;
ii)
Enhanced service levels that reflect unique demands; and
iii)
Beyond the capacity of the base budget.
b) Local Trust Committees wishing to propose a specific “additional operation” must ascertain and
develop a budget program request, to be presented for preliminary consideration by Trust
Council in December of each year.
c) The proposed program or activity must be within the Local Trust Committee’s jurisdiction
pursuant to the Islands Trust Act. Legal advice on that matter may be obtained in accordance
with the Islands Trust Legal Advice Policy.

3.

Evaluation Criteria
a) The Islands Trust Council will evaluate and include a Local Trust Committee’s local initiative or
program in the preliminary Islands Trust’s general budget if any of the following criteria apply:
i)
the program is considered to be a base service of the Local Trust Committee;
ii)
the program is a scheduled official community plan review or land use bylaw
update; and
iii)
the program has Trust-wide implications and benefits.
b) If none of the above criteria apply or if Trust Council does not approve a LTC funding request,
then the Local Trust Committee can propose a special requisition for its area as a means of
funding the proposed program.
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c) A special property tax requisition will not be considered by Trust Council for an amount totaling
less than $5,000 per Local Trust Committee.
4.

Public Consultation
a) The Local Trust Committee must solicit feedback from the public in the local trust area,
minimally through a mechanism of advertising and otherwise advising the public of the purpose
and cost of the proposed special requisition.
b) The feedback received, if any, must be considered by the Islands Trust Council prior to the final
adoption of any bylaw that incorporates the special property tax requisition.

5.

Approval
a) The proposed special property tax requisition must be formally requested by resolution of the
Local Trust Committee before being considered by the Islands Trust Council.
b) The proposed special requisition will be presented for approval to Trust Council in March of
each year.
c) When presented to Trust Council, the special requisition proposal must be accompanied by a
completed Special Property Tax Requisition Checklist in section 7 below.
d) The special requisition(s) will be included in the Islands Trust budget bylaw and forwarded by
the Islands Trust Council to the Minister of Community, Aboriginal and Women’s Services for
approval. If the Minister approves, the Minister will subsequently forward the requisitions to the
Surveyor of Taxes, for collection within the relevant jurisdictions.
e) The Surveyor of Taxes adds a collection fee to the requisition in calculating the amount of the
levy to be assessed to property owners.

6.

Funds Allocation
a) Once approved by Islands Trust Council within the annual budget bylaw, the Local Trust
Committee is authorized to undertake the approved initiative at its discretion.
b) The Local Trust Committee must not authorize the expenditure of funds, generated through the
special property tax requisition, for any purpose other than that for which the requisition was
approved.
c) Any funds, generated through the special requisition, which are unspent at the conclusion of the
fiscal year, will be held in reserve for the Local Trust Committee’s use in the subsequent fiscal
year to:
i)
complete the previously approved initiative or program; or
ii)
undertake a new program, subject to a further resolution of the Local Trust
Committee to do so.
d) Unspent funds can not be used to offset a general property tax requisition.
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Special Property Tax Requisition Checklist

Budget Submission
Description of Task

Deadline

Planning staff develop “additional operations” budget proposal on behalf of
LTCs prior to December Trust Council meeting

November
FPC meeting

Director of Local Planning Services presents “additional operations” budget
proposals at December Trust Council, with input from LTCs

December
Trust Council
meeting

Date
Completed

If December Trust Council does not approve the LTC “additional
operations” budget proposal:
LTC passes resolution to pursue special property tax requisition to fund the
“additional operations” budget proposal
-

January

copy of resolution attached

LTC requests staff to conduct public consultation on the special tax
requisition proposal:
- copy of advertismentattached
- if public meeting held, minutes of the discussion attached
- written summary of public feedback attached

Mid-February

Staff prepare Request for Decision proposed by LTC for March Trust
Council binder, requesting a bylaw to authorize a special property tax
requisition. The RFD will include an assessment of organizational and other
implications, a completed copy of this checklist along with any attached
documentation.

February FPC
meeting
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ISLANDS TRUST

BRIEFING

To:

TRUST COUNCIL

SUBJECT:

Date: August 21, 2013

DRAFT ASSUMPTIONS AND PRINCIPLES FOR 2014/15 BUDGET PROCESS

DESCRIPTION OF ISSUE: Each year, budget assumptions and principles are developed for
the next year’s budget. The assumptions and principles provide the underlying basis for
developing many of the individual revenue and expense budget lines.
BACKGROUND: Policy 6.3.i Budget Process Policy, section C.2.d states “Budget Principles
and Assumptions shall be addressed in December of each year”. However, the issues are
introduced in September to inform Trustees of the preliminary, draft assumptions and principles
that staff and the Financial Planning Committee will use in developing the first draft of the
2014/15 budget.
In some cases the assumptions are well-defined and unlikely to change during the budget
development process. Other assumptions are less certain at this point, and will likely be
amended during the budget development process.
ATTACHMENT(S):

Draft Assumptions and Principles for the 2014/15 Budget Process.

AVAILABLE OPTIONS:

FOLLOW-UP:
In an iterative process, as more information becomes available, the
budget assumptions will be updated and presented to December 2012 Trust Council.
PREPARED BY:

Cindy Shelest,
Director of Administrative Services

REVIEWED BY EXECUTIVE COMMITTEE:

SUBMITTED BY: Cindy Shelest,
Director of Administrative Services
REVIEWED BY:

Islands Trust

Linda Adams
(Chief Administrative Officer)

Briefing

OTHER REVIEW:
FPC – August 21, 2013

Page 1

24

ISLANDS TRUST
2014/2015 FINANCIAL PLAN
ASSUMPTIONS AND PRINCIPLES – DRAFT August 21, 2013

PROCESS: Each line of the Detailed Budget is reviewed on a needs-basis by the
responsible budget manager, giving consideration to previous years’ spending and
future work programs and services (including Trust Council’s Strategic Plan
initiatives). Local Trust Committees are asked to provide their project needs and
review their Local Trust Committee expense budgets, passing any resolutions
required to adopt/modify their budget proposals. Directors review their respective
Committee work programs to ensure work plan activities are appropriately funded.
As well, the Trust Fund Board reviews their Strategic Plan and provides input into
the process. The Director of Administrative Services reviews the detailed spending
and projects costs on behalf of the organization with respect to completeness and
accuracy and compiles the Detailed Budget for the year. The overall Detailed
Budget is reviewed by Islands Trust Management Team prior to be submitted to the
Financial Planning Committee for review and consideration. A first draft of the
budget is forwarded to Trust Council in December.
A. Inflation
Assumption/Principle
 General growth in the Consumer Price Index (CPI) will be in the range of
1% - 2% in 2014/15.
Status


1.8% CPI will be included in the initial draft budget.

B. Non-market Growth in Property Taxes
Assumption/Principle
 Property taxes will grow by 1% due to new development activity.
Status


A report from BC Assessment on non-market growth will be received in
December 2013 for the Southern Gulf Islands and Salt Spring. This
report will be used to estimate the non-market growth for the Islands Trust
as a whole since the assessment value of the area is approximately 65%
of the total for Islands Trust.
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C. Alternate Funding Through Grants
Assumption/Principle
 The Grants Administrator monitors grant programs to seek opportunities to
obtain funding to cover the expense of base budget and program items.
 Management provides the Grants Administrator with an outline of proposed
projects so specific funding opportunities can be explored.
 Funding of Islands Trust operations by grants reduces the requirement for
funding through other sources of revenue.
Status


Similar to the 2013/14 approved budget, the draft 2014/15 budget will
include $60,000 in contingent grant revenue, to allow for grant
revenue that has not yet been identified. This amount is offset by an
equal expense budget for contingent grant expenses. The result is no
net effect on the bottom line.

D. Staffing Levels
Assumption/Principle
 In most cases current staffing levels are appropriate to carry out the existing
level of services and functions provided by the Islands Trust.
 Decreased staffing levels would result in a reduced level of services or
functions.
 New functions or services may require either additional staffing or the
deletion of some existing functions or service levels.
Status


No new requests are being considered at this time.

E. Staffing Costs
Assumption/Principle
 In accordance with the Islands Trust Act, unionized staff at the Islands Trust
are members of the BCGEU and subject to union contracts and the Public
Service Act.
 Excluded (non-union) staff are also subject to the Public Service Act and
are compensated according to a competitive pay grid approved by the
Executive Committee and designed to ensure the Islands Trust can attract
and retain qualified professional staff.
Status
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The BCGEU agreement ratified in November 2012 will expire March 31,
2014. An estimate for potential increase will be included in the budget for
2014/15.
Both BCGEU contract employees and excluded employees are also
eligible for “step” increases as they progress in their positions. A review of
eligibility will be undertaken and estimates provided within the budget.

F. Office facilities
Assumption/Principle
 The Islands Trust maintains office facilities in Victoria, and on Salt Spring
and Gabriola islands.
 The Islands Trust will continue to lease office space for trustees on
Denman, Galiano and North Pender, subject to trustee needs, and subject
to Policy 7.4.iv (On-Island Trustee Offices).
 No further increase in space requirements is anticipated at this time.
Status




The Victoria office lease term expires in September 2016.
The Gabriola office lease term expires in November 2015.
The Salt Spring office lease term expires in February 2015. Alternate
locations at the same or lower costs will be entertained during the year.

G. General Revenue Fund Surplus
Assumption/Principle
 Trust Council’s policy 6.5.i, section D.6, recommends a minimum level of
Surplus as “three months of expenses net of three months of revenue,
excluding revenue from property taxes or the provincial grant”. No increase
in the General Revenue Fund Surplus is required at this time.
 FPC will review the recommended amount of Surplus that should be
maintained.
Status



Based on the current draft of the 2013/14 budget, the Accumulated
Surplus balance would be $1.8 million at March 31, 2014.
Islands Trust has not had to borrow funds in the last five years to fund
operations prior to receiving the annual property tax funds in August.
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H. Local Planning Services

Assumption/Principle
 LTC development application fees are intended to partially fund the
costs of application processing.
 Local Planning Services positions are fully staffed to the levels
recommended in the 2007 Local Planning Services review. The budget
process may propose new or modified positions.
 The base staffing levels recommended in the 2008 review of the Bylaw
Enforcement function are appropriate, with three full-time enforcement
positions and one part-time administrative position.
 OCP and Project budgets over the long-term will be distributed between
LTCs based on their relative percentage of assessed value, per the
resource allocation model.
Status


All offices are fully staffed, with some minor fluctuations due to normal
levels of turnover, leaves and workload variations.

I. Provincial Funding
Assumption/Principle
 The provincial grant will be $119,122 for fiscal year 2014/15.
Status




On March 13, 2012 Islands Trust entered into a multi-year agreement
with the province based on the Strategic Community Investment Fund
proposed grants. The early years (2011/12 and 2012/13) were
significantly higher than the years 2013/14 and 2014/15.
Islands Trust will receive $119,122 in fiscal year 2014/15 for provincial
funding.

J. Planner Resource Allocation
Assumption/Principle
 The current work program system which allocates planner time to LTCs will
be maintained.
 Resources will continue to be fairly evenly distributed between the three
planning regions (North, South, Salt Spring)
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Status


Maintaining accurate and complete planner time records continues to be
a challenge due to an older, unwieldy software package which requires
significant staff resources to enter information into and to maintain. A
proposal to replace the existing program is included in the 2014/15
Program Budget.

K. LTC Program and Strategic Plan Budget items in 2014/15 Draft Budget
Assumption/Principle
 The Strategic Plan provides a framework to guide the overall direction of
activities for the Islands Trust, to focus finite resources, and to achieve
efficiencies where there are common LTC projects.
 Early in the budget cycle (i.e. July-Sept) LTCs propose budget items on
the basis of local priorities.
 Management evaluates initial LTC budget proposals against a number of
criteria including: Is it a Provincial requirement?; Does it directly support
the Strategic Plan?; Is it a continuation of a current OCP/LUB program?;
and Does it support recently adopted OCP Policies? Management then
prepares a draft budget for FPC discussion and consideration in
November.
 FPC considers the draft budget prepared by management and evaluates
all budget proposals, including those from LTCs, before recommending a
draft budget to Trust Council in December.
 Trust Council provides FPC with direction regarding a further draft of the
budget, to be released for public consultation in January and February.
 Following receipt of public comment and further recommendations from
FPC, Trust Council makes the final decision on the overall budget and the
individual components.
 LTCs have the option of requesting a Special Tax Requisition to raise
funds for approved activities within their Local Trust Area that were not
approved within the general Trust Council budget (see Trust Council
Policy 6.3.ii).
Status


Planning staff are currently working with each LTC to identify LTC Budget
requests for 2014/15 and planning capacity to complete requests.
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ISLANDS TRUST

BRIEFING

To:

FINANCIAL PLANNING COMMITTEE

SUBJECT:

Date: August 21, 2013

ROLE OF FINANCIAL PLANNING COMMITTEE - BUDGET

DESCRIPTION OF ISSUE: At the February 13, 2103 FPC meeting, FPC Committee members
requested that in preparation for budget 2014/15, the role of FPC in relation to the budget
recommendation for public consultation be clarified.
BACKGROUND:
Islands Trust Policy 2.3.iii Financial Planning Committee Terms of Reference states that the
FPC has the following roles and responsibilities:

2.1.

Annual Budget Process
To facilitate Council's involvement in the annual budget process by:

i.

providing direction to all program units, via management, in overseeing the
process of budget preparation.

ii.

assisting Council in establishing the principles and assumptions for the
development of the budget.

iii.

reviewing the base operating needs and all program requests against the
principles and assumptions and make recommendations to Council.

iv.

representing the interests of Council, Executive Committee, and Council
Committees throughout the budget process.

2.2.

Budget and Financial Planning
To facilitate the linkage of the annual strategic planning process with the annual
budget process through:

i.

the interpretation of Council's priorities/strategies and related work programs
into resource allocation requirements both for the annual budget and for long
range planning practices.

ii.

direction to management in the development of long range financial planning and
capital budgeting.

Islands Trust
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iii.

facilitating Council's involvement in the preparation of a three year operational
and capital budget plan.

Islands Trust Policy 6.3.i Budget Process Policy Section 5 further provides the following
information with respect to the Budget Process and the FPC’s responsibilities:

The Financial Planning Committee is responsible for:
 providing direction to Management in developing a long-range financial plan;
 recommending the appropriate amount to be held in the General Revenue Fund
Surplus;
 the interpretation of Council’s priorities and strategies;
 reviewing all budget proposals;
 presenting the budget to Trust Council and providing guidance into the decisionmaking process; and
 designing the process for public input.
Trust Council is responsible for:
 Identifying budget priorities;
 Directing the Treasurer to prepare a budget bylaw; and
 Approving the annual budget bylaw.

ATTACHMENT(S):
Financial Planning Committee Terms of Reference Policy 2.3.iii.
Budget Process Policy 6.3.i.

AVAILABLE OPTIONS:

FOLLOW-UP:
PREPARED BY:

Cindy Shelest,
Director of Administrative Services

REVIEWED BY EXECUTIVE COMMITTEE:

SUBMITTED BY: Cindy Shelest,
Director of Administrative Services
REVIEWED BY:

Islands Trust

Linda Adams
(Chief Administrative Officer)

Briefing

OTHER REVIEW:
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2.3.iii. Policy

FINANCIAL PLANNING COMMITTEE
TERMS OF REFERENCE
Trust Council: December 11, 1993
Amended: March 6, 1998; September 15, 2000;
March 10, 2006, September 11, 2008
A:

PURPOSE:

1.

To outline, further to the Standard Committee Terms of Reference document, the specific
roles and responsibilities of Trust Council's Financial Planning Committee.

B:

REFERENCES:

1.

Policy Manual: Council Committee System (2.3.i.)

C:

POLICY:

1.

COMPOSITION:
The committee shall be comprised of the Chair (or an appointee) from each of the other
standing committees (2), members of the Executive Committee (4), a member chosen by
the Trust Fund Board (1), and three other locally-elected or municipal trustees(3). The
Chair of the Committee will be elected by the committee from amongst the three other
trustees.

2.

ROLES & RESPONSIBILITIES

2.1.

Annual Budget Process
To facilitate Council's involvement in the annual budget process by:
i.

providing direction to all program units, via management, in overseeing the
process of budget preparation.

ii.

assisting Council in establishing the principles and assumptions for the
development of the budget.

iii.

reviewing the base operating needs and all program requests against the principles
and assumptions and make recommendations to Council.
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representing the interests of Council, Executive Committee, and Council
Committees throughout the budget process.

Budget and Financial Planning
To facilitate the linkage of the annual strategic planning process with the annual budget
process through:

2.3.

i.

the interpretation of Council's priorities/strategies and related work programs into
resource allocation requirements both for the annual budget and for long range
planning practices.

ii.

direction to management in the development of long range financial planning and
capital budgeting.

iii.

facilitating Council's involvement in the preparation of a three year operational
and capital budget plan.

Financial Management
To report to and make recommendations to Council regarding the organization's financial
management practices such as:

2.4.

i.

a regular financial reporting system.

ii.

development of financial management policies and procedures.

iii.

assessing/monitoring revenue generating and expenditure control practices,
management recommendations for financial resource allocations within and
during the annual budget.

iv.

review financial reporting documents for the Ministry/Treasury Board and/or
public presentation via the Executive Committee.

Annual Audit
The Finance Committee will appoint from amongst its members, but excluding members
of the Executive Committee and trustees who are not members of Trust Council, an
Annual Audit Committee for the purposes of the annual audit and will report directly to
Council by:
i.

reviewing audit reports.

ii.

reviewing with management the management letter recommendations and
determining necessary actions.

iii.

monitoring the implementation of the auditor's recommendations.
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iv.

recommending an accounting firm to Trust Council, each year, to conduct the
annual audit.

v.

reviewing with the auditors the year end audit (and interim audit) work program.

Trust Fund Support
To provide advice to the Trust Fund Board on financial services and support available
from the Islands Trust.

2.6.

Management Advice
To monitor and review the Trust's financial management, budget and financial planning
practices and to assess management's recommendations to Trust Council in these areas,
through consultation with the Trust's auditors as required.
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6.3.i. Policy

BUDGET PROCESS POLICY
Trust Council: June 15, 2001
Amended: September 14, 2001; December 9, 2005
A:

PURPOSE: To provide a framework for the planning, preparation, presentation and
approval of the annual budget bylaw and financial plan to ensure overall effectiveness
and clarity for Trust Council’s budget discussions and decision making.

B:

REFERENCES: Islands Trust Act

C:

POLICY:

1. The Budget Process
a) The Treasurer, on behalf of Trust Council, is responsible for designing and implementing
the annual budget process;
b) The process for developing the annual budget will be approved by Trust Council each
year; and
c) The budget process will include the following components:
• Timeframe for developing the budget
• Strategy for consultation with all stakeholders
• Opportunities for identifying program priorities
2. Planning the Budget
a) Internal stakeholders for the budget process include local trust committees, Trust Fund
Board, and staff units; external stakeholders include island municipalities, Ministry of
Community Services, regional districts and the public;
b) A mechanism for all stakeholders to provide input to the budget process shall be
developed;
c) A budget process timetable shall be presented for approval by Trust Council in
September of each year;
d) Budget Principles and Assumptions shall be addressed in December of each year;
e) A budget orientation session shall be held in September of each year, however during the
year of a general election, the orientation shall be held in December; and
f) A priority setting session shall be held in December of each year.
3. Preparation of Budget
a) The main components of the budget process include the Base Budget, Programs,
Revenue, Five Year Forecast and a Provincial Funding Request;
b) The budget will build towards, and/or maintain, the General Revenue Fund Surplus to the
level that is recommended by the Financial Planning Committee by budgeting a year-end
surplus or by including a budget line “Contribution to Surplus”;
c) A process for public input into the annual budget shall be provided each year;
d) Local trust committees and staff units will be consulted throughout the budget process
with respect to the requirements, implications and options for dealing with budget
requests;
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e) Municipalities will be consulted directly at the beginning of, and throughout, the budget
process with respect to contract planning service fees and property assessment factors
and tax rates for Trust Area Services;
f) The Trust Fund Board will be consulted directly, at the beginning of, and throughout, the
budget process with respect to Board requirements, Programs and administrative
services, and shall be given the opportunity to attend Financial Planning Committee and
Trust Council meetings with observer status;
g) Budget workshops will generally be held in September, December and March of each
year, with adequate time being scheduled to cover the necessary steps of the budget
process; and
h) The workshops will be held in an open public meeting.
4. Presentation and Approval of the Budget
a) Trust Council shall approve the annual budget and/or financial plan in March of each
year;
b) Formal resolutions to direct the preparation of a budget bylaw will be made at the
conclusion of the workshop; and
c) The budget bylaw will be presented for consideration during the regular business
meeting.
5. Responsibilities
a) The Treasurer is responsible for:
• designing, implementing and leading the annual budget process; and
• ensuring effective linkages to the process for internal and external stakeholders.
b) Managers and Directors are responsible for:
• coordinating the budget requirements for their departments; and
• submitting budget submissions when requested.
c) The Financial Planning Committee is responsible for:
• providing direction to Management in developing a long-range financial plan;
• recommending the appropriate amount to be held in the General Revenue Fund
Surplus;
• the interpretation of Council’s priorities and strategies;
• reviewing all budget proposals;
• presenting the budget to Trust Council and providing guidance into the decisionmaking process; and
• designing the process for public input.
d) Trust Council is responsible for:
• Identifying budget priorities;
• Directing the Treasurer to prepare a budget bylaw; and
• Approving the annual budget bylaw.
e) The Trust Fund Board is responsible for:
• Endorsing all budget requests for the Trust Fund’s Board and Program operations.
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BRIEFING

To:

Financial Planning Committee

From: Linda Adams
Chief Administrative Officer

For the Meeting of:

August 21, 2013

Date prepared:

July 31, 2013

File No.: Bylaw 154
SUBJECT:

PROPOSED POLICY AMENDMENTS FOLLOWING ADOPTION OF TRUST
COUNCIL DELEGATION BYLAW 154 (DELEGATION OF POWERS TO THE
SALT SPRING ISLAND LOCAL TRUST COMMITTEE)

DESCRIPTION OF ISSUE: Amendment of Trust Council policies as a consequence of the
delegation of additional powers to the Salt Spring Island Local Trust Committee regarding water
resource protection.
BACKGROUND:
 In July 2013, Trust Council adopted Bylaw 154, which delegates certain Trust Council
powers to the Salt Spring Island Local Trust Committee in relation to the preservation and
protection of water resources on Salt Spring Island. For these purposes, Bylaw 154
expands the role of the Salt Spring Island Local Trust Committee, beyond the land use
planning and regulatory powers provided for in s. 24 of the Islands Trust Act.
 Also in July 2013, Trust Council passed the following resolution:
That the Islands Trust Executive Committee be requested to recommend consequential amendments to the
Islands Trust Council policies in regards to Bylaw 154, as outlined in the document entitled ‘ Appendix 3 –
Initial Identification of Consequential Policy Amendments related to Draft Bylaw 154 – April 11, 2013’.




Appendix 3 is attached for information (Attachment 1 to this briefing).
Staff have begun work on the identification of potential policy amendments, in
accordance with Trust Council’s resolution.
Prior to further discussion by the Executive Committee, input from the Financial Planning
Committee is sought, specifically in regards to those Trust Council policies that the
Financial Planning Committee had originally sponsored or had significant prior input.
Those policies are:

Policy
No.

Policy Name

Purpose of Policy

Nature of Potential Amendments

4.1.viii

LTC Local Expense
Accounts

Defines procedures for planning,
accounting and administration of LTC Local
Expense funds.

6.3.ii

Special Property Tax
Requisition

Guides the process by which an LTC can
request a special property tax requisition
for ‘additional operations’.

6.5.i

General Revenue Fund
Surplus Policy

Establishes a framework for managing
annual year end surplus

6.5.ii

Budget Control and

Guides the process for periodic

Determine if amendments are
necessary to reflect potential
expenditures related to delegated
powers
Reflect sections of draft Bylaw 154
that indicate costs related to
delegated powers will always be
recovered through a special property
tax requisition
Ensure consistency with s. 6 of Policy
6.3.ii, so that funds acquired through
special property tax requisition in one
LTA cannot be transferred to another
LTC
Ensure consistency with s. 6 of Policy

Islands Trust
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Policy
No.

Policy Name

Purpose of Policy

Nature of Potential Amendments

Adjustment Authority

adjustments to the approved annual
operating budget

6.3.ii, so that any unspent funds
acquired through special property tax
requisition in one LTA are retained for
the use of the relevant LTC

Policy 4.1.viii – LTC Local Expense Accounts
 Of these four policies, staff are not recommending potential amendments for Policy
4.1.viii at this time. While it provides guidance regarding use of LTC local expense funds,
further review of the policy indicates there are no requirements to amend it as a result of
Bylaw 154, although some optional amendments could be incorporated at a later date.
Review of this policy is on the Financial Planning Committee’s work program, so staff
recommend making any amendments related to Bylaw 154 at the time that other
amendments are being considered.
Policy 6.3.ii – Special Property Tax Requisition
 This policy guides the use of a special property tax requisition, which Trust Council may
apply to a single local trust area, in order to fund operations of a local trust committee
that are additional to the general operations of all local trust committees.
 Suggested amendments to the policy would guide the process for use of a special tax
requisition, where Trust Council has delegated additional powers to a local trust
committee and specified that some or all of the costs of related operations will be
recovered through a special tax requisition. Other minor amendments are related to
clarification and updating.
Policy 6.5.i – General Revenue Fund Surplus Policy
 This policy establishes a framework for managing the annual year end surplus.
 Suggested amendments would ensure consistency with s. 6 of Policy 6.3.ii, confirming
that any unspent funds acquired through special property tax requisition in one local trust
area must be retained for the use of the relevant local trust committee. Other minor
amendments are related to clarification and updating.
Policy 6.5.ii – Budget Control and Adjustment Authority
 This policy guides the process for period adjustments to the approved annual operating
budget.
 Suggested amendments would ensure consistency with s. 6 of Policy 6.3.ii, so that funds
acquired through a special property tax requisition in one local trust area cannot be
transferred to another local trust area. Other minor amendments are related to
clarification and updating.
 confirming that any unspent funds acquired through special property tax requisition in
one local trust area must be retained for the use of the relevant local trust committee .
Other minor amendments are related to clarification and updating.
Other Potential Policy Amendments
 Proposed amendments to other policies identified in Appendix 3 are being referred to the
Trust Programs Committee and the Local Planning Committee for comment. Once
comments from all committees have been received, the Executive Committee will
recommend policy amendments to Trust Council.
ATTACHMENT(S):
1. Appendix 3 to a Request for Decision, originally received by Trust Council in June 2013 –
‘Initial Identification of Consequential Policy Amendments related to Draft Bylaw 154 – April 11,
2013’
2. Policy 6.3.ii – Special Property Tax Requisition – illustrating potential amendments related to
Trust Council Delegation Bylaw 154 – July 31, 2013
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3. Policy 6.5.i – General Revenue Fund Surplus Policy - illustrating potential amendments related
to Trust Council Delegation Bylaw 154 – July 31, 2013
4. Policy 6.5.ii – Budget Control and Adjustment Authority -- illustrating potential amendments
related to Trust Council Delegation Bylaw 154 – July 31, 2013

AVAILABLE OPTIONS:
 Recommend that the Executive Committee forward to Trust Council the proposed
amendments to the policies as illustrated in attachments to this briefing note.
 Recommend other potential amendments to the policies attached to this briefing, related
to adoption of Bylaw 154.
 Recommend that Trust Council request the Financial Planning Committee to propose
other amendments to the referenced policies (in addition to those related to Bylaw 154)
as a separate work program item.
FOLLOW-UP:
To be determined by the Financial Planning Committee.

Prepared By:

Linda Adams, Chief Administrative Officer

Reviewed By/Date:

C. Shelest, Director of Administrative
Services

cc.

Islands Trust Executive Committee
Salt Spring Island Local Trust Committee

G:\EXEC\Agendas\Business\2013\Aug 20\Bylaw 154\For FPC Aug 21 agenda_cc EC Aug 20 agenda\Briefing Note to FPC re Policy amendments consequential to Bylaw
154.docx
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ATTACHMENT 1 to FPC Briefing dated July 31, 2013
Appendix 3
Initial Identification of Consequential Policy Amendments related to
Draft Trust Council Bylaw 154 – May 23, 2013
(Delegation of powers to assist in the preservation and protection of water resources in the
Salt Spring Island Local Trust Area)

Policy
No.

Extent of
Potential
Amendments
related to draft
Bylaw 154

Policy Name

Purpose of Policy

Nature of Potential Amendments

2.1.iv

Coordination Agreement
Process

Guides the process through which Islands
Trust bodies enter into coordination
agreements with other agencies

Amend to reflect that an LTC could enter
into protocol agreements under s. 9 of the
Islands Trust Act, where Trust Council has
delegated this authority to it

Minor

4.1.vi

LTC Guidelines for
Authorizing Decisions

Provides guidelines for LTC decisions,
indicating whether they must be made by
bylaw or resolution

Review to determine if the guidelines
should be applied to any new types of
decisions, related to delegated powers

Minor

4.1.viii

LTC Local Expense
Accounts

Defines procedures for planning, accounting
and administration of LTC Local Expense
funds.

Determine if amendments are necessary
to reflect potential expenditures related to
delegated powers

Minor

5.9.i

Best Management
Practices for Delivery of
Local Planning Services
to LTCs

Guides LTC use of local planning staff in
relation to their responsibilities for land use
planning and regulation

Where Trust Council has delegated
additional powers to an LTC, provide for
the use of staff resources in regards to
those powers

Medium

Special Property Tax
Requisition

Guides the process by which an LTC can
request a special property tax requisition for
‘additional operations’.

Reflect sections of draft Bylaw 154 that
indicate costs related to delegated powers
will always be recovered through a special
property tax requisition

6.3.ii

Medium

Comments

Some minor
housekeeping
amendments could be
made at the same time,
if desired.
These guidelines are
out-of-date, so a review
may bring to light other
amendments that
should be considered in
order to update them.
This policy has already
been identified for other
amendments which
could be accomplished
at the same time.

Need to determine if
$5000 should remain
the minimum amount
that would be subject to
a special property tax

40

Policy
No.

Policy Name

Purpose of Policy

Nature of Potential Amendments

Extent of
Potential
Amendments
related to draft
Bylaw 154

Comments

requisition
6.5.i

General Revenue Fund
Surplus Policy

Establishes a framework for managing annual
year end surplus

6.5.ii

Budget Control and
Adjustment Authority

Guides the process for periodic adjustments to
the approved annual operating budget

6.10.iii

Advocacy Policy

Guides advocacy activities of Islands Trust
bodies

Ensure consistency with s. 6 of Policy
6.3.ii, so that funds acquired through
special property tax requisition in one LTA
cannot be transferred to another LTC
Ensure consistency with s. 6 of Policy
6.3.ii, so that any unspent funds acquired
through special property tax requisition in
one LTA are retained for the use of the
relevant LTC
Where Trust Council has delegated formal
advocacy authority to an LTC, ensure this
is reflected in the policy.

Minor

Minor

Medium
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6.3.ii Policy
(ILLUSTRATING POTENTIAL AMENDMENTS RELATED TO TRUST COUNCIL DELEGATION BYLAW 154
JULY 31, 2013)

SPECIAL PROPERTY TAX REQUISITION
Trust Council: December 10, 2004
Amended: June 16, 2005; September 11, 2013
A.

PURPOSE:

1.

To permit an individual Local Trust Committee to request a special property tax requisition for
additional operations that are not included within the general operations of all local trust committees.
Special property tax requisitions are approved by the Islands Trust Council.

B.

REFERENCES:

1.
2.

Islands Trust Act, S. 14(3)(c)(iii), and S. 47(5)
Islands Trust Council Delegation Bylaw 154, 2013

C.

POLICY:

1.

General
a) The Islands Trust Act provides the Islands Trust Council with the necessary authority to
implement a special property tax requisition in respect of a local trust area;
a)b)The Islands Trust Act enables the Islands Trust Council to delegate additional powers to a local
trust committee and to require that related operations be funded by a special property tax
requisition in respect of the relevant local trust area;
b)c)A proposed special requisition related to a local trust area must be incorporated into the annual
Islands Trust budget bylaw and approved by the Islands Trust Council.

2.

Budget Submission
a) “Additional operations” of a local trust committee are those activities and programs that are
deemed by the Islands Trust Council to be:
i)
Programs or services not offered in all local trust areas;
ii)
Enhanced service levels that reflect unique demands or additional powers that Trust
Council has delegated to a local trust committee by bylaw; and
iii)
Beyond the capacity of the base budget.
b) Local Trust Committees wishing to propose a specific “additional operation” including
operations related to additional powers delegated to it by Trust Council by bylaw, must ascertain
and develop a budget program request, to be presented for preliminary consideration by Trust
Council in December of each year.
c) The proposed program or activity must be within the Local Trust Committee’s jurisdiction
pursuant to the Islands Trust Act or be within powers delegated to it by Trust Council. Legal
advice on that matter may be obtained in accordance with the Islands Trust Legal Advice Policy.

3.

Formatted: Font: Not Italic

Evaluation Criteria
a) The Islands Trust Council will evaluate and include a Local Trust Committee’s local initiative or
program in the preliminary Islands Trust’s general budget if any of the following criteria apply:
i)
the program is considered to be a base service of the Local Trust Committee;
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the program is a scheduled official community plan review or land use bylaw
update; and
the program has Trust-wide implications and benefits.

b) If none of the above criteria apply or if Trust Council does not approve a LTC funding request,
then the Local Trust Committee can propose a special requisition for its local trust area as a
means of funding the proposed program.
b)c)Despite section C.3(a) and (b) of this policy, where a delegation bylaw adopted by Trust Council
pursuant to s. 10 of the Islands Trust Act specifies that all or part of a Local Trust Committee’s
operations related to delegated powers are to be funded by a special tax requisition within a local
trust area, related requests from a Local Trust Committee that are included in the preliminary
Islands Trust budget will be in accordance with the requirements of the delegation bylaw.
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c)d)A special property tax requisition will not be considered by Trust Council for an amount totaling
less than $5,000 per Local Trust Committee.
4.

Public Consultation
a) The Local Trust Committee must solicit feedback from the public in the local trust area,
minimally through a mechanism of advertising and otherwise advising the public of the purpose
and cost of the proposed special requisition.
b) The feedback received, if any, must be considered by the Islands Trust Council prior to the final
adoption of any bylaw that incorporates the special property tax requisition.

5.

Approval
a) The proposed special property tax requisition must be formally requested by resolution of the
Local Trust Committee before being considered by the Islands Trust Council.
b) The proposed special requisition will be presented for approval to Trust Council in March of
each year.
c) When presented to Trust Council, the special requisition proposal must be accompanied by a
completed Special Property Tax Requisition Checklist in section 7 below.
d) The special requisition(s) will be included in the Islands Trust budget bylaw and forwarded by
the Islands Trust Council to the Minister of Community, Aboriginal and Women’s
Servicesminister responsible for the Islands Trust Act for approval. If the Minister minister
approves, the Minister minister will subsequently forward the requisitions to the Surveyor of
TaxesMinister of Finance, for collection within the relevant jurisdictions.
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e) The Surveyor of TaxesMinister of Finance adds a collection fee to the requisition in calculating
the amount of the levy to be assessed to property owners.
6.

Funds Allocation
a) Once approved by Islands Trust Council within the annual budget bylaw, the Local Trust
Committee is authorized to undertake the approved initiative at its discretion.
b) The Local Trust Committee must not authorize the expenditure of funds, generated through the
special property tax requisition, for any purpose other than that for which the requisition was
approved.
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c) Any funds, generated through the special requisition, which are unspent at the conclusion of the
fiscal year, will be held in reserve for the Local Trust Committee’s use in the subsequent fiscal
year to:
i)
complete the previously approved initiative or program; or
ii)
undertake a new program, subject to a further resolution of the Local Trust
Committee to do so.
d) Unspent funds can not be used to offset a general property tax requisition.

7.

Special Property Tax Requisition Checklist

Budget Submission
Description of Task

Deadline

Planning Sstaff assigned to LTCs develop “additional operations” budget
proposal on behalf of LTCs prior to December Trust Council meeting

November
FPC meeting

Director of Local Planning Services presents “additional operations” budget
proposals at December Trust Council, with input from LTCs, indicating any
‘additional operations’ that are related to delegated powers and must be
funded through a special property tax requisition.
If December Trust Council does not approve the LTC “additional
operations” budget proposal for inclusion in the general Islands Trust
budget, or if the LTC additional operations are related to delegated powers
that must be funded through a special property tax requisition: :

December
Trust Council
meeting

LTC passes resolution to pursue special property tax requisition to fund the
“additional operations” budget proposal

January

-

Date
Completed

copy of resolution attached

LTC requests staff to conduct public consultation on the special tax
requisition proposal:
- copy of advertismentadvertisement attached
- if public meeting held, minutes of the discussion attached
- written summary of public feedback attached

Mid-February

Staff prepare Request for Decision proposed by LTC for March Trust
Council binder, requesting a bylaw to authorize a special property tax
requisition. The RFD will include an assessment of organizational and other
implications, a completed copy of this checklist along with any attached
documentation.

February FPC
meeting
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6.5.i. Policy
(ILLUSTRATING POTENTIAL AMENDMENTS RELATED TO TRUST COUNCIL DELEGATION BYLAW 154 –
JULY 31, 2013)

Formatted: Centered

GENERAL REVENUE FUND SURPLUS POLICY
Trust Council: December 5, 1992
Amended: September 14, 2001; December 5, 2003;
September 17, 2004; December 9, 2005; and December 12, 2008; September 11,
2013
A:

PURPOSE:

1.

To establish the framework for managing annual year end operating surpluses.

B:

REFERENCES:

1.

Islands Trust Act Regulations, s.13

2.

Local Government Act: Divisions (1), (2) and (5) and Section 496

3.

Policy Manual:

3.1.
3.2

replaces Policy 6.5.i (General Reserve), 6.5.ii (Capital Reserve), and 6.5.iii (Legal
Reserve)
Policy 6.3.ii Special Property Tax Requisition

C:

DEFINITIONS:

1. General Revenue Fund – The General Revenue Fund holds the accumulated excess of
revenue over expenditures from the operations of the Trust, excluding transfers to the capital
fund.
2. Surplus – The Surplus represents all unappropriated funds in the General Revenue Fund.
3. Reserve – A Reserve is a vehicle for appropriating a portion of the General Revenue Fund
for future use. General Revenue Fund Reserves are established for specific and identified
future uses.

D:

POLICY:
1. The Islands Trust will endeavour to balance its annual budget. The Islands Trust Act
requires that a deficit that is incurred must be carried forward as an expenditure in the
next year, or funded through additional revenue.
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2. The General Revenue Fund is created through a reduction in budgeted operating
expenditures or by increasing revenues above the budgeted amount. Also, the annual
budget can include a line item “Contribution to Surplus” to deliberately increase the
amount in the General Revenue Fund.
3. The General Revenue Fund may consist of Surplus and Reserves. Trust Council has
decided (September 2005) that Reserves with specified purposes will not be created.
4. A surplus can be used to fund significant and/or unanticipated general expenditures that
would create a potential deficit situation at year-end. Trust Council must approve the
amount of surplus to be used. Notwithstanding this, the Executive Committee may,
where expediency is necessary, approve adjustments to the budget of up to $20,000 per
instance. Any such adjustment must be reported to Trust Council at the next scheduled
Trust Council meeting.
5. Surpluses shall be included and reported within the General Revenue Fund, and any
changes to the surpluses will be indicated in the notes to the Financial Statements.
5.6.Despite sections D.3 and D.4 of this policy, any funds generated through a special tax
requisition within a local trust area which are unspent at the conclusion of the fiscal year
will be held in reserve for the use of the relevant local trust committee in the subsequent
fiscal year, as indicated in section C.6(c) and (d) of Islands Trust Council Policy 6.3.ii.
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6.7.The Financial Planning Committee recommends to Trust Council that the minimum
amount of money that should be contained within the General Revenue Fund Surplus is
three months of expenses net of three months of revenue, excluding revenue from
property taxes or the provincial grant.
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6.5.ii. Policy
(ILLUSTRATING POTENTIAL AMENDMENTS RELATED TO TRUST COUNCIL DELEGATION BYLAW 154 –
JULY 31, 2013)

BUDGET CONTROL
AND ADJUSTMENT AUTHORITY
Trust Council: March 10, 1993
Amended: June 10, 2004; March 13, 2008; September 16, 2010; September 11,
2013
A:

PURPOSE:

1.

This policy provides the authority by which periodic adjustments can be made to the
approved annual operating budget and the timing when Trust Council and the minister
have to be notified of either changes to the budget or anticipated operating deficits.

B:

DEFINITIONS:

1.

General Ledger Account - General Ledger (GL) accounts summarize the budgeted
expenses for a certain activity for the entire organization. For example, GL Account
69000 (Office – rent & services) summarizes the office rent/services budget for all office
locations in Islands Trust.

2.

Location Code – location codes are used in the general ledger, in combination with the
General Ledger Account to specify the finest level of detail in the budget. Location codes
are used for physical locations and/or organizational units (see Appendix A).

3.

Operational Unit - Operational units are the four broad categories in the organization
(Trust Council, Trust Fund Board, Local Planning Services and Administration) that
perform specific activities for the Islands Trust. This organizational arrangement also
supports the development and presentation of the budget as required in the Islands Trust
Act, section 14.3 (c). In the general ledger, the Operational Units are defined by
groupings of location codes, as illustrated in Appendix A.

4.

Political Entity - The Islands Trust Act grants corporate status to Islands Trust Council,
Local Trust Committees and the Trust Fund Board.

5.

Provided for in the Annual Budget - The Islands Trust Act uses the phrase “provided
for in the annual budget” when defining a lawful expense. For the purposes of this policy
an expenditure is provided for in the annual budget if the detailed budget documents
approved by Trust Council have:
o Identified a type of expenditure by general ledger account (eg. Rent, Salaries);
and,
o Approved a budget amount for the general ledger account.
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Also, a general ledger account may be provided with a budget to fund non-specified
activities (eg. Special Projects – Local Planning) where the non-specified activities fall
within the normal range of activities for one of the Operational Units.

C:

BACKGROUND:

1.

The goal of this policy is to provide the authority matrix and procedures for budget
adjustments. The policy also specifies when the Minister of Community Servicesminister
responsible for the Islands Trust Act needs to be notified of changes to the budget.

2.

The Islands Trust expenditure budget is presented to Trust Council in Schedule A of the
annual Financial Plan Bylaw, and subsequently to the minister responsible for the Islands
Trust Act, in three categories: Trust Council, Local Planning Services (which includes
LTC expenses) and Trust Fund Board. The expenditures for the Administration
Operational Unit are allocated to the three other Operational Units based on the
proportion of their budgeted expenditures before considering Administration. This
presentation format is defined in the Islands Trust Act.

Formatted: Font: Italic
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Islands Trust prepares an expenditure budget with much more detail than is provided in
Schedule A of the Financial Plan Bylaw, with budgeted amounts assigned to GL
Account/Location Code combinations.
3.

As operations unfold during a fiscal year, situations often arise that are not precisely
aligned with the way the detailed budget was developed and approved. For example, a
vacancy in a salaried staff position may require a temporary contract with a consultant to
continue the workflow until the staff position can be filled.
An organization can address a changed approach to financial expenditures in one of two
ways, while still maintaining the same total expenditure budget:
1) Overspend in one expense area (eg. contracted services), while underspending
in another area (eg. salaries and benefits). In financial reporting at the detail
level, this approach retains the original financial plan but requires some
variance analysis to explain why the actual expenditures did not follow the
original plan.
2) Adjust the budget so the area requiring greater expenditures (eg. contracted
services) receives a transfer of budget funds from the area requiring lesser
expenditures (eg. salaries and benefits). In financial reporting at the detail
level, this approach loses the intent of the original financial plan, but does not
require any variance analysis.
In most cases Islands Trust will use approach 3.1 so that the original approved budget can
be compared against actual results.

D:

POLICY:
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1.

The authority to administer the Islands Trust Operating Budget is provided to the
Treasurer and Chief Administrative Officer (Deputy Treasurer).

2.

In general, budget adjustments will not be required within an Operational Unit for
expenditures that are at variance with the budget.

3.

When an actual or anticipated overexpenditure (whichever comes first) exceeds $20,000
for a project or general ledger budget line within an Operational Unit, management must
inform the Executive Committee at the next scheduled Executive Committee meeting,
and continue to provide reports on the status of the project or budget line to the Executive
Committee on a monthly basis, or as frequently as requested by the Executive Committee.
Upon being informed of an overexpenditure, the Executive Committee will decide what
initial corrective action will be taken, if any.
Copies of all Executive Committee notifications and reports on overexpenditures will be
copied to members of the Financial Planning Committee.

4.

In cases where there is a desire to revise the budget within an Operational Unit, the
change will be initiated at the request of the manager for that Operational Unit, or by the
Chief Administrative Officer (CAO). A request for adjustments to the budget must be
forwarded to the Treasurer for implementation, and must include both program and
financial implications. The Financial Planning Committee must be informed of budget
changes within an Operational Unit at the next scheduled meeting of the Committee. Any
funds generated by a special tax requisition within a Local Trust Area must not be used
for any purpose other than that for which the requisition was approved.

5.

In cases where there is a recommendation by management to transfer current year budget
funds that are associated with a particular Local Trust Committee (LTC), from that Local
Trust Area to another Local Trust Area, the LTC must pass a resolution approving the
transfer, specifying the dollar amount and the budget affected before the budget transfer
will be processed. Examples of budget funds associated with a particular LTC are
budgets for OCPs, LUBs or current year program items. Any funds generated through a
special tax requisition within a Local Trust Area may not be transferred to another Local
Trust Area.

6.

In cases where there is a desire to transfer budget money from one Operational Unit to
another, a Request for Decision must be forwarded to the Financial Planning Committee
and subsequently to Trust Council for approval.
In cases where a proposed budget adjustment between Operational Units is approved by
Trust Council, a new financial plan bylaw is required along with ministerial approval.

7.

Unbudgeted revenue may be received during a fiscal year and expended on goods or
services that are provided for in the annual budget without a budget adjustment or
notification to the minister.
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Expenditures on unbudgeted goods or services that are not provided for in the annual
budget must be approved with a new financial plan bylaw and ministerial approval before
the expenditures are made.
8.

During a fiscal year, special circumstances may require expenditures in excess of the total
budgeted expenditures for an Operational Unit. In these circumstances, and when the
actual or anticipated overexpenditure (whichever comes first) exceeds $50,000,
management must inform the Executive Committee at the next scheduled Executive
Committee meeting and provide a proposal to mitigate the impact of the overexpenditure.
Copies of all Executive Committee notifications and reports on overexpenditures will be
copied to members of the Financial Planning Committee. The Financial Planning
Committee will decide on what notification is required for Trust Council.
The minister must be informed if overexpenditures are expected to produce a deficit from
operations for Islands Trust as a whole that exceeds $100,000.
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Appendix A
Islands Trust Location Codes (as of August 2010)
Operational Unit

Sub-Unit Descriptions

Trust Council

Council
Executive
Trust Area Services

100
110
150

Trust Fund Board

Islands Trust Fund
ITF - recovery (eg Naptep)

210
220

Local Planning Services

Victoria planning office
Ganges planning office
Gabriola planning office
Mapping Services
Bylaw Enforcement
Director of LPS

510
520
530
540
580
590

LTCs (included in LPS
for budgeting purposes)

Executive Islands

610
615
620
625
630
635
640
645
650
655
660
665
670
675

Administration

Victoria Admin office

Denman
Gabriola
Galiano
Gambier
Hornby
Lasqueti
Mayne
N. Pender
Salt Spring
Saturna
S. Pender
Thetis
Exec on LTCs

Location Code

Chief Admin Officer

810
820

Finance/HR/Info Systems
Trust-wide general

830
999
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BRIEFING

To:

For the Meeting of:

Financial Planning Committee

From:

August 21, 2013

Cindy Shelest

pc:

File No:

SUBJECT:

DRAFT REVISIONS TO POLICY 6.5.III PURCHASING PROCEDURE

DESCRIPTION OF ISSUE: The Financial Planning Committee has requested staff advice on
whether changes to the islands Trust purchasing procedure are recommended.
BACKGROUND: The existing Policy 6.5.iii was last updated in September 2010. Staff reviewed
the policy, as requested by the Financial Planning Committee at its August 22, 2012 meeting,
and recommend some amendments to the policy. The recommended changes clarify roles and
responsibilities, include sections on legal expenses and local purchasing, and add additional
information to certain procedural aspects.
ATTACHMENT(S):
- Draft Revisions to Policy 6.5.iii Purchasing Procedure

AVAILABLE OPTIONS:
-

Request staff to draft an RFD to Trust Council recommending the revisions as presented
Recommend other revisions for consideration by Trust Council.
Not proceed with recommended revisions to Policy 6.5.iii at this time.

FOLLOW-UP:
To be determined by Financial Planning Committee.

Prepared By:

Cindy Shelest, Director Administrative
Services

Reviewed By:

Linda Adams, Chief Administrative Officer

Islands Trust

Briefing

Date: August 21, 2013
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6.5.iii. Procedure

PURCHASING PROCEDURE
Trust Council: March 25, 1996
Amended: March 29, 2007; December 9, 2009; September 16, 2010;
September 11, 2013
PURPOSE
1.
1.2.
2.3.
3.4.

To set out the responsibilities and accountability associated with the efficient and
economical and transparent acquisition of goods and services;
To ensure that the most appropriate method of procurement is used to acquire
goods and services at the best value;
To ensure properly delegated purchasing authority is maintained;
To ensure consistency with relevant financial policies, procedures and controls, and
to provide linkage to the current operating and capital budgets.

RELATED POLICY
Islands Trust Act;
BC Government Purchasing Handbook;
Islands Trust Policy 5.1.ii, Staff Training and Conference Attendance
Islands Trust Policy 6.12.i Trustee Training/Conference Attendance

DETAILS
1.

Delegation of AuthorityAuthorization
The Treasurer is accountable for the management of the acquisition of goods and
services for the Islands Trust and the implementation of the day-to-day
administration of the purchasing policies. To meet this objective, the Treasurer will
establish such processes and procedures as are determined appropriate to the
efficient and effective operation of purchasing services.
It is the intention of the policy to provide internal control measures through the
separation of duties and responsibilities relating to the acquisition of goods and/or
services. The table in Appendix B establishes the signing authority delegation for
procurement processes.
Staff with purchasing authority have the following responsibilities:
-

Ensure that appropriate approvals have been obtained and are adequately
documented.
Communicate with Administrative Services on anticipated purchasing
commitments and creation of service contracts.
Ensure that no expenditure exceeds approved budgets.
Ensures that no expenditure is made that is not included in the annual budget.
Goods
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Expenditures for goods in excess of $500, excluding applicable taxes, must
be accompanied by a Purchase Order approved by the Director, Administrative
Services or other Manager with departmental budget approval authority.
Expenditures up to $500 do not require a Purchase Order, however these
purchases should be approved verbally or by email by the Manager with relevant
budget approval authority, and must not exceed approved budget levels.
Services
Expenditures for services in excess of $2,000, excluding applicable taxes, must be
accompanied by a Service Contract approved by the Director, Administrative
Services or other Manager with departmental budget approval authority. Services
with a value between $500 and $2,000 will require a purchase order approved by
the Manager with departmental budget approval authority. Expenditures for
services less than $500 should be approved verbally or by email by the Manager
with relevant budget approval authority, and must not exceed approved budget
levels.
2.

Creation of Purchase Orders and Service Contracts
Purchase orders can be created by any employee authorized by the Director,
Administrative Services.
Service Contracts will be created by the Finance Clerk based on information
provided by staff.

3.

Regular Disbursements
Expenditures occurring on a monthly or recurring basis and disbursed in the same,
or similar, amounts do not require an approved purchase order or service contract.
These expenditures will be approved by the Director, Administrative Services as
required. Example expenditures of this type would be rent, telephone charges and
BC Mail.

4.

Legal Services
The Chief Administrative Officer (or designate) will manage all legal matters through
an organizational process. The process involves on-going monitoring of legal costs,
monitoring of legal services quality, and regular reporting to Trust Council.

5.

Payments to Charitable Organizations
Payments in support of charitable organizations (grants in lieu) are only permitted if
made by the Islands Trust Council or its delagatee, pursuant to Section 8(2)(h) of
the Islands Trust Act.

6.

Conflict of Interest
Trustees should not make commitments or indications of preference to a supplier of
good or services, to avoid any real or perceived perception that trustees are
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improperly influencing a decision of staff to select contractors in accordance with
this policy.
If a trustee (or a person who has been a trustee in the previous six months) has a
direct or indirect pecuniary interest in a contract with the Islands Trust, their conduct
is governed by Section 107 of the Community Charter.
If a staff member has a direct or indirect pecuniary interest in a contract with the
Islands Trust, their conduct is governed by the Code of Conduct of the Public
Service Agency of BC.

4.7.

Competitive Process
The table in Appendix A below establishes the dollar limits for different types of
competitive processes. These guidelines must be followed unless noted in Section
5.
Competitive Process

Direct Award (no
competitive process required)

Goods or Services where estimated
value is:
Less than $25,000 per fiscal year

Invitation To Quote
Recommended, but optional between
(ITQ) from 3 qualified vendors $10,000 and $25,000 per fiscal year

Formal Competitive
Process with Request for
Proposal (RFP)

Required when value is greater than
$25,000 per fiscal year

An individual project with a total value greater than $25,000 that will be completed
over two fiscal years will require a formal competitive process with an RFP.
A competitive process can be held at the discretion of the Manager with budget
authority even if the estimated value of the goods or services falls below the dollar
thresholds in Appendix Aabove.
All competitive processes (eg. ITQ, RFP, etc) must be coordinated by
Administrative Services to ensure that best competitive practices are followed.
When a direct award is made, staff are still expected to obtain goods and services
at the best available price while taking into consideration the quality and followup
service available (if applicable) for the goods and services.
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A competitive process for a particular business service can be delayed for up to one
year at the discretion of the Chief Administrative Officer if high quality service is
being provided at a reasonable price by the current service provider.
5.8.

Direct Awards
If one or more of the following circumstances exist, the Chief Administrative
Officer, in conjunction with the Treasurer, determines whether to may approve a
purchase by direct award: Direct awards are allowed without a competition when:
 The requirement is valued at less than $25,000.
 An emergency exists and requirements cannot be satisfied in time by means
of a competitive process.
 A process delay would interfere with Islands Trust’s ability to maintain
security or order, or to protect human, animal, or plant life or health.
 The required service is confidential.
 It can be proven that only one supplier or contractor is qualified to provide the
service.
 Where the competitive process is impractical because of the need to obtain
unique third party skills, there is a requirement for contractor continuity, or
there is a strong case for the cost effectiveness of maintaining a current
contractor for a specific task.
 For work to be performed on or about a leased building that may be
performed only by the lessor of the lessor’s approved suppliers.
 The Islands Trust has received funding for the contract work through a
successful grant application made on behalf of a local trust committee, after
a particular community group identified the grant opportunity and provided
significant assistance in preparing the grant application. Provided the
proposed work is within the legislated role of the local trust committee (ITA s
24), and the community group demonstrates the capability and qualifications
to complete the work funded by the grant, the Director of Administrative
Services may, at his or her discretion, award a contract to the relevant
community group.
 For work under a partnership agreement where community groups have
identified grant opportunities that are available.

6.9.

Vendor Selection
In a competitive process, vendor selection criteria shall be established before
vendors are notified that a competitive process is taking place. The selection
criteria should consider all the relevant factors in a purchasing decision including,
price, quality (or qualifications), delivery time, quality of the response, and any other
factors as determined by the Manager with budget authority for the purchase.
All details of the vendor selection process shall be retained by the Finance Clerk.

7.10. Contract Renewals
Once a competitive process is held (where required) and a vendor selected,
contracts may be signed with the selected vendor to allow for renewal periods of up
to five years provided that satisfactory service continues to be received. At the
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completion of the renewal period, a new competitive process should be held, if
required by the Purchasing Policy in place at the time.
8.11. Environmental Considerations
When making purchases every effort will be made to select suppliers whose
environmental practices are consistent with those of the Islands Trust.
In addition, purchases of equipment and supplies should have Canadian content
and be manufactured from recycled or recyclable materials wherever possible,
practical and economical.
12.

Local Purchasing
When making purchases every effort will be made to purchase local goods and
services including:
-

-

-

Local food procurement – Islands Trust staff engaged in the purchase of food for
operational needs will ensure that when practical, both operationally and
economically, 40% of purchases will be local. Suppliers will be made aware of
this policy and will be encouraged, again where practical, to increase the
availability and variety of local foods.
Community Stewardship Awards – Islands Trust staff engaged in procuring
Community Stewardship Awards, or other awards that from time to time may be
required, that represent the unique nature of the Islands Trust Area and, where
practical, are constituted from products distinct to the Islands Trust Area.
Contractors and service providers with a presence in the Islands Trust Area
and/or whose employees reside in the Islands Trust Area, will be encouraged to
participate in Islands Trusts’ procurement activities through local advertising and
communication.

9.13. Travel and Training
Travel expenses are submitted via Islands Trust Expense Claim. All those claiming
expenses are expected to ensure that the most cost effective method of travel is
provided. Approved Expense Claims are considered equivalent to an approved
purchase order or service contract.
Training requests are approved via an authorized “Training/Conference Request
Form” (see Policy 5.1.ii, Staff Training and Conference Attendance). All staff travel
and training requests must be approved by the appropriate Manager.
Managers have the responsibility to ensure all Employee Expense Claims are in
accordance with established processes (ie. BCGEU travel allowance chart).
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APPENDIX A – METHOD OF PURCHASING
Spending Level

Commitment
Type

(per fiscal year)

Method of Purchase

Under $500

Goods and Services

$500 - $2,000

Goods and Services

Petty Cash
Corporate Mastercard
Employee Expense Claim
Purchase Order

$2000 - $10,000

Goods and Services

Service Contract

Any

Travel and Training

$10,000 - $25,000

Goods and Services

Expense Claim
Corporate Mastercard
Service Contract

Over $25,000

Goods and Services

Service Contract

Any
Long term
Commitments
Any regular recurring
payments

Legal Services
Capital Assets or
Facilities
Regular disbursements
(see definition in
Section 3)

Legal Services Requisition
Lease or Legal Contract
Invoice

Commitment Method
Purchases should be approved
verbally or by email from the manager
with relevant budget approval authority
Purchases should be approved
verbally or by email from the manager
with relevant budget approval authority
Submit Request for Service Contract
to Finance
See Section 13 for required approval
process
Invitation to Quote to at least three (3)
qualified vendors or selection from a
Qualified Vendors list
Request for Proposals process
required

Approval by Director of Administrative
Services

Note: See Section 8 for circumstances were a Direct Award is permitted.
APPENDIX B – PURCHASING AUTHORITY
Method of Purchase

Purchasing Authority

Petty Cash

Delegated to Staff

Corporate Mastercard
Employee Expense Claim
Trustee Expense Claim
Purchase Order

Delegated to Staff and Trustees with
Managerial Approval and/or
Finance Approval
Director of Admin Services or other
Manager with departmental budget
approval
Director of Administrative Services

Service Contract

Lease or Legal Contract

Director of Administrative Services in
conjunction with Chief Administrative
Officer

Special Conditions
Quarterly petty cash reconciliations
provided to Finance
Monthly reconciliations submitted to
Manager/Finance for approval
Purchase order and proof of receipt
required prior to invoice payment
Finance Clerk tracks all spending
against approved service contracts.
Any costs incurred over the
established commitment level will
require further approvals and contract
amendment.
If necessary, the Chief Administrative
Officer will discuss with the Executive
Committee and/or Trust Council
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6.5.iii. Procedure

PURCHASING PROCEDURE
Trust Council: March 25, 1996
Amended: March 29, 2007; December 9, 2009; September 16, 2010;
September 11, 2013
PURPOSE
1.
2.
3.
4.

To set out the responsibilities and accountability associated with the efficient and
economical and transparent acquisition of goods and services;
To ensure that the most appropriate method of procurement is used to acquire
goods and services at the best value;
To ensure properly delegated purchasing authority is maintained;
To ensure consistency with relevant financial policies, procedures and controls, and
to provide linkage to the current operating and capital budgets.

RELATED POLICY
Islands Trust Act;
BC Government Purchasing Handbook;
Islands Trust Policy 5.1.ii, Staff Training and Conference Attendance
Islands Trust Policy 6.12.i Trustee Training/Conference Attendance

DETAILS
1.

Delegation of Authority
The Treasurer is accountable for the management of the acquisition of goods and
services for the Islands Trust and the implementation of the day-to-day
administration of the purchasing policies. To meet this objective, the Treasurer will
establish such processes and procedures as are determined appropriate to the
efficient and effective operation of purchasing services.
It is the intention of the policy to provide internal control measures through the
separation of duties and responsibilities relating to the acquisition of goods and/or
services. The table in Appendix B establishes the signing authority delegation for
procurement processes.
Staff with purchasing authority have the following responsibilities:
-

Ensure that appropriate approvals have been obtained and are adequately
documented.
Communicate with Administrative Services on anticipated purchasing
commitments and creation of service contracts.
Ensure that no expenditure exceeds approved budgets.
Ensures that no expenditure is made that is not included in the annual budget.
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Creation of Purchase Orders and Service Contracts
Purchase orders can be created by any employee authorized by the Director,
Administrative Services.
Service Contracts will be created by the Finance Clerk based on information
provided by staff.

3.

Regular Disbursements
Expenditures occurring on a monthly or recurring basis and disbursed in the same,
or similar, amounts do not require an approved purchase order or service contract.
These expenditures will be approved by the Director, Administrative Services as
required. Example expenditures of this type would be rent, telephone charges and
BC Mail.

4.

Legal Services
The Chief Administrative Officer (or designate) will manage all legal matters through
an organizational process. The process involves on-going monitoring of legal costs,
monitoring of legal services quality, and regular reporting to Trust Council.

5.

Payments to Charitable Organizations
Payments in support of charitable organizations (grants in lieu) are only permitted if
made by the Islands Trust Council or its delagatee, pursuant to Section 8(2)(h) of
the Islands Trust Act.

6.

Conflict of Interest
Trustees should not make commitments or indications of preference to a supplier of
good or services, to avoid any real or perceived perception that trustees are
improperly influencing a decision of staff to select contractors in accordance with
this policy.
If a trustee (or a person who has been a trustee in the previous six months) has a
direct or indirect pecuniary interest in a contract with the Islands Trust, their conduct
is governed by Section 107 of the Community Charter.
If a staff member has a direct or indirect pecuniary interest in a contract with the
Islands Trust, their conduct is governed by the Code of Conduct of the Public
Service Agency of BC.

7.

Competitive Process
The table in Appendix A establishes the dollar limits for different types of
competitive processes.
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An individual project with a total value greater than $25,000 that will be completed
over two fiscal years will require a formal competitive process with an RFP.
A competitive process can be held at the discretion of the Manager with budget
authority even if the estimated value of the goods or services falls below the dollar
thresholds in Appendix A.
All competitive processes must be coordinated by Administrative Services to
ensure that best competitive practices are followed.
When a direct award is made, staff are still expected to obtain goods and services
at the best available price while taking into consideration the quality and followup
service available (if applicable) for the goods and services.
A competitive process for a particular business service can be delayed for up to one
year at the discretion of the Chief Administrative Officer if high quality service is
being provided at a reasonable price by the current service provider.
8.

Direct Awards












9.

If one or more of the following circumstances exist, the Chief Administrative
Officer, in conjunction with the Treasurer, determines whether to approve a
purchase by direct award: The requirement is valued at less than $25,000.
An emergency exists and requirements cannot be satisfied in time by means
of a competitive process.
A process delay would interfere with Islands Trust’s ability to maintain
security or order, or to protect human, animal, or plant life or health.
The required service is confidential.
It can be proven that only one supplier or contractor is qualified to provide the
service.
Where the competitive process is impractical because of the need to obtain
unique third party skills, there is a requirement for contractor continuity, or
there is a strong case for the cost effectiveness of maintaining a current
contractor for a specific task.
For work to be performed on or about a leased building that may be
performed only by the lessor of the lessor’s approved suppliers.
The Islands Trust has received funding for the contract work through a
successful grant application made on behalf of a local trust committee, after
a particular community group identified the grant opportunity and provided
significant assistance in preparing the grant application. Provided the
proposed work is within the legislated role of the local trust committee (ITA s
24), and the community group demonstrates the capability and qualifications
to complete the work funded by the grant, the Director of Administrative
Services may, at his or her discretion, award a contract to the relevant
community group.
For work under a partnership agreement where community groups have
identified grant opportunities that are available.

Vendor Selection
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In a competitive process, vendor selection criteria shall be established before
vendors are notified that a competitive process is taking place. The selection
criteria should consider all the relevant factors in a purchasing decision including,
price, quality (or qualifications), delivery time, quality of the response, and any other
factors as determined by the Manager with budget authority for the purchase.
All details of the vendor selection process shall be retained by the Finance Clerk.
10.

Contract Renewals
Once a competitive process is held (where required) and a vendor selected,
contracts may be signed with the selected vendor to allow for renewal periods of up
to five years provided that satisfactory service continues to be received. At the
completion of the renewal period, a new competitive process should be held, if
required by the Purchasing Policy in place at the time.

11.

Environmental Considerations
When making purchases every effort will be made to select suppliers whose
environmental practices are consistent with those of the Islands Trust.
In addition, purchases of equipment and supplies should have Canadian content
and be manufactured from recycled or recyclable materials wherever possible,
practical and economical.

12.

Local Purchasing
When making purchases every effort will be made to purchase local goods and
services including:
-

-

-

13.

Local food procurement – Islands Trust staff engaged in the purchase of food for
operational needs will ensure that when practical, both operationally and
economically, 40% of purchases will be local. Suppliers will be made aware of
this policy and will be encouraged, again where practical, to increase the
availability and variety of local foods.
Community Stewardship Awards – Islands Trust staff engaged in procuring
Community Stewardship Awards, or other awards that from time to time may be
required, that represent the unique nature of the Islands Trust Area and, where
practical, are constituted from products distinct to the Islands Trust Area.
Contractors and service providers with a presence in the Islands Trust Area
and/or whose employees reside in the Islands Trust Area, will be encouraged to
participate in Islands Trusts’ procurement activities through local advertising and
communication.

Travel and Training
Travel expenses are submitted via Islands Trust Expense Claim. All those claiming
expenses are expected to ensure that the most cost effective method of travel is
provided. Approved Expense Claims are considered equivalent to an approved
purchase order or service contract.
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Training requests are approved via an authorized “Training/Conference Request
Form” (see Policy 5.1.ii, Staff Training and Conference Attendance). All staff travel
and training requests must be approved by the appropriate Manager.
Managers have the responsibility to ensure all Employee Expense Claims are in
accordance with established processes (ie. BCGEU travel allowance chart).
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APPENDIX A – METHOD OF PURCHASING
Spending Level

Commitment
Type

(per fiscal year)

Method of Purchase

Under $500

Goods and Services

$500 - $2,000

Goods and Services

Petty Cash
Corporate Mastercard
Employee Expense Claim
Purchase Order

$2000 - $10,000

Goods and Services

Service Contract

Any

Travel and Training

$10,000 - $25,000

Goods and Services

Expense Claim
Corporate Mastercard
Service Contract

Over $25,000

Goods and Services

Service Contract

Any
Long term
Commitments
Any regular recurring
payments

Legal Services
Capital Assets or
Facilities
Regular disbursements
(see definition in
Section 3)

Legal Services Requisition
Lease or Legal Contract
Invoice

Commitment Method
Purchases should be approved
verbally or by email from the manager
with relevant budget approval authority
Purchases should be approved
verbally or by email from the manager
with relevant budget approval authority
Submit Request for Service Contract
to Finance
See Section 13 for required approval
process
Invitation to Quote to at least three (3)
qualified vendors or selection from a
Qualified Vendors list
Request for Proposals process
required

Approval by Director of Administrative
Services

Note: See Section 8 for circumstances were a Direct Award is permitted.
APPENDIX B – PURCHASING AUTHORITY
Method of Purchase

Purchasing Authority

Petty Cash

Delegated to Staff

Corporate Mastercard
Employee Expense Claim
Trustee Expense Claim
Purchase Order

Delegated to Staff and Trustees with
Managerial Approval and/or
Finance Approval
Director of Admin Services or other
Manager with departmental budget
approval
Director of Administrative Services

Service Contract

Lease or Legal Contract

Director of Administrative Services in
conjunction with Chief Administrative
Officer

Special Conditions
Quarterly petty cash reconciliations
provided to Finance
Monthly reconciliations submitted to
Manager/Finance for approval
Purchase order and proof of receipt
required prior to invoice payment
Finance Clerk tracks all spending
against approved service contracts.
Any costs incurred over the
established commitment level will
require further approvals and contract
amendment.
If necessary, the Chief Administrative
Officer will discuss with the Executive
Committee and/or Trust Council
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BRIEFING

To:

Financial Planning Committee

From: Cindy Shelest, Director Administrative
Services
SUBJECT:

For the Meeting of:

August 21, 2013

Date prepared:

August 21, 2013

MODEL FEE BYLAW REFERRAL

DESCRIPTION OF ISSUE:
Trust Council referred the Model Fee Bylaw back to the Local Planning Committee and to the
Financial Planning Committee.
BACKGROUND:
Trust Council passed the following resolution in September 2012:
MOVED and SECONDED that the Islands Trust Council refer the Model Fees Bylaw to
the Financial Planning Committee and Local Planning Committee for reconsideration.
Trust Council provided no further direction on this matter.
Local Planning Committee reviewed this item at their November 7, 2012 meeting (briefing
materials attached) and resolved as follows:
5.1.

Fee Bylaw Re-referral from Trust Council
The Director provided an overview and presented the briefing noting that this has
been re-referred to the Local Planning Committee and Financial Planning
Committee. Suggested to have a joint meeting of FPC and LPC to discuss or
create another taskforce.
LPC 29/2012
It was MOVED and SECONDED
That LPC recommends to FPC an increase of up to between 10-15 percent to
the current fees.
CARRIED
LPC 30/2012
It was MOVED and SECONDED
That LPC direct staff to prepare a Request for Decision that all local trust
committees that have not done so be encouraged to adopt the
Development Approval Information (DAI) bylaw.
CARRIED

Islands Trust
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ATTACHMENT(S):
Briefing to Local Planning Committee – November 7, 2012 meeting – Model Fee Bylaw Referral
RFD and Attachments – September 2012 Trust Council meeting – Model Fee Bylaw
Amendments
AVAILABLE OPTIONS:
1. Recommend to Trust Council to create a Model Fee Bylaw Task Force with members from
the Local Planning Committee and from the Financial Planning Committee to provide a report
and options to Trust Council on a model fee bylaw.
2. Request staff to draft an RFD to Trust Council recommending LTCs increase their fees by
10%.
3. Advise Trust Council that no further action be taken on this matter at this time.

FOLLOW-UP:
Advise Trust Council on recommended next steps.

Prepared By:

Cindy Shelest, Director Administrative
Services

Reviewed By/Date:

Linda Adams, Chief Administrative
Officer
August 21, 2013
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5.1

BRIEFING
To:

For the Meeting of: November 7, 2012

Local Planning Committee

From: David Marlor, DLPS

Date Prepared:

pc:

File No:

Cindy Shelest

SUBJECT:

November 1, 2012

MODEL FEE BYLAW REFERRAL

DESCRIPTION OF ISSUE:
Trust Council referred the model fee bylaw back to the Local Planning Committee and to the
Financial Planning Committee.
BACKGROUND:
Trust Council passed the following resolution in September 2012:
Moved and seconded
That the Islands Trust Council refer the Model Fees Bylaw to the Financial
Planning Committee and Local Planning Committee for reconsideration.
CARRIED
Trust Council provided no further direction other than to refer the item.
ATTACHMENT(S):
Request for Decision and attachments on the Model Fee Bylaw that went to September 2012
Trust Council.
AVAILABLE OPTIONS:
1. Add to the work program and request Staff to provide a report and options to the Local
Planning Committee on a model fee bylaw.
2. Recommend to Trust Council to create a Model Fee Bylaw Task Force with members
from the Local Planning Committee and from the Financial Planning Committee to
provide a report and options to Trust Council on a model fee bylaw.
FOLLOW-UP:
Place on LPC work program.
Date: November 1,
2012
Prepared By:

David Marlor, DLPS

Reviewed By:
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ISLANDS TRUST

REQUEST FOR DECISION

Date: August 29, 2012
To:

Target Decision Date: September 11,2012

Trust Council

SUBJECT:

MODEL FEE BYLAW AMENDMENTS

RECOMMENDATION:
That the Islands Trust Council:
•
•
•
•

adopt the amended Policy 5.6.i (Application Processing Services);
endorse the attached Model Fee Bylaw;
recommend that local trust committees amend their fee bylaws substantially in
accordance with the Model Fee Bylaw; and
encourage local trust committees to adopt Development Approval Information
bylaws.

CHIEF ADMINISTRATIVE OFFICER COMMENTS: These proposed resolutions relate to an
strategy in Trust Council’s Strategic Plan for 2088-2011 to ‘review development application fee
levels and cost recovery mechanisms’. Should Trust Council endorse a new model fee bylaw,
each local trust committee could then determine whether it wished to amend its fee bylaw in
accordance with the recommendations.

IMPLICATIONS OF RECOMMENDATION
ORGANIZATIONAL:
To implement this recommendation, Local Planning Services staff time would be required to
draft recommended bylaws and take them through the adoption process for each local trust
committee. There is no legislative requirement for a public hearing during development of
administrative bylaws such as a fee bylaw.
If a bylaw was adopted in accordance with the proposed model, Local Planning Services staff
time would be required on an on-going basis to estimate direct costs of complex applications.
FINANCIAL:
Improve cost recovery from application processing, especially for rezoning and temporary use
permit applications. If all local trust committees adopt a new fees bylaw that follows the
proposed model, an increased proportion of planning staff time would be financed by application
fees, rather than from general tax revenues.
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POLICY:
Enacts direction from Trust Council to revise the fee structure to improve relationship between
actual costs and fees for application processing.
IMPLEMENTATION/COMMUNICATIONS:
Provide Trust Council recommendations and a model fee bylaw to local trust committees via the
Local Planning Services unit. Monitor on a semi-annual basis the relationship between
application costs and fees, and provide reports to Local Planning Committee. Local trust
committees would need to undertake annual adjustment of estimated direct costs to keep them
close to actual costs. Staff time will be required to prepare communication material for each
local trust committee.
Housekeeping amendment to Executive Committee’s Application Fee Sponsorship Request
Policies may be required.
OTHER:

BACKGROUND
REPORT/DOCUMENT:
At the September 2011 Trust Council, Staff received a report from the Fee Task Force
recommending adjustments to the local trust committee fee bylaws to recover more of the actual
cost of processing applications. The report recommended taking a new approach to assessing
fees for rezoning application and temporary use permit applications by separating the staff costs
and the direct costs associated with public meetings and public hearings. A copy of the report is
attached as Attachment A.
At the September meeting, Trust Council passed the following resolutions:
“That the Islands Trust request staff to develop a model Local Trust Committee Fees
Bylaw that incorporates the recommendations in Appendix A ‘Fee Task Force Proposed
Approach to Model Local Trust Committees Fees Bylaw” dated August 18, 2011, except
that the deposit for cost recovery for rezoning applications and temporary use permit
applications be based on the staff estimate for external costs to process the application
plus 50% contingency.”
“That the Islands Trust Council request staff to develop draft amendments to Trust
Council Policy 5.6.i – Application Processing Services that would make the policy
consistent with the proposed approach to application fees.”
Attachment B is a new model Fee Bylaw that incorporates the amendments as directed by Trust
Council resolution.
Attachment C is a revised Policy 5.6.i that incorporates the amendments as directed by Trust
Council resolution.
The Fee Task Force recommended that all local trust committees that have not done so be
encouraged to adopt Development Approval Information (DAI) bylaws.
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KEY ISSUE(S)/CONCEPT(S):
• Improve cost recovery for application processing
• Removes obligation for LTC to consider extraordinary processing fees in advance of
deliberating on the merits of the application. Extraordinary processing fees would still
apply under the policy for covering the cost of consultants or legal services as directed
by the Local Trust Committee.

RELEVANT POLICY:
Policy 5.6.i

DESIRED OUTCOME:
Updated fee bylaws for all local trust committees.

RESPONSE OPTIONS

Recommended: As above.
Alternative:
1. Adjust fees in accordance with policy 5.6.i
2. Retain existing model fee bylaw and do not encourage local trust committees to
amend individual fees bylaws
3. Develop a different model fee bylaw for local trust committee consideration.

PREPARED BY:

REVIEWED BY EXECUTIVE COMMITTEE:
August 28, 2012

David Marlor, DLPS

SUBMITTED BY: Local Planning Committee
REVIEWED BY:
(Chief Administrative Officer)

OTHER REVIEW:
LPC August 15, 2012
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Attachment A
APPLICATION FEES TASK FORCE PROPOSED APPROACH TO MODEL LOCAL
TRUST COMMITTEE FEES BYLAW – August 18, 2011
Background
To assist the Applications Fees Task Force, Staff undertook a review of the estimated average
actual costs of processing applications over the past three years (January 1, 2009 to June 30,
2011) to determine the extent to which fees charged by local trust committees (LTCs) cover
these costs. This review involved a high-level review of time tracking data over a three-year
period and the number of applications received during that time period. This analysis developed
the estimated average time per file from receipt of the application to final decision and follow-up.
An average cost of $50 per hour for planners, and $36 per hour for support staff was calculated
based on average salary and benefits, plus $6 per hour for overhead costs for office space (ie.
Rent, phones, utilities, etc). These rates were used to convert the hours recorded into dollar
values, based on an estimate that 80% of hours went to planners and 20% went to support staff.
Other external costs (called “hard costs” below) such as meeting room rental, minute and note
taking, advertising, legal review, mailing expenses and other such costs were estimated.
In the tables below, “staff” costs and “hard costs” are listed for each application type. “Model”
fee is the fee recommended by Trust Council and “low” fee is the lowest fee currently being
charged by at least one local trust committee (LTC).
In regard to the “hard costs” noted below, the dollar amounts are estimates on a trust-wide basis.
Further research is required to establish more accurate hard costs for each LTC and application
type. For example, advertising costs in newspapers vary considerably for different LTCs.
Analysis and Recommendations:
Rezoning Applications:
Average Costs per application
Staff:
$5,792
Hard:
$5,530
Total:
$11,122

Current Fees per application
Low Fee:
$1,000
Model Fee:
$5,500

Model (Trust Council Recommended) fee generally covers 50% of an average rezoning. Lower
fees, such as the $1,000 in the table above, are usually for a specific type of application, in this
case affordable housing.
Recommendation:
The Fee Task Force recommends that LTCs adopt a basic application fee of $1,000 to cover
the cost of the preliminary report and consideration by the LTC (steps 2 to 4 below); and that the
costs of steps 5 to 9 below, be covered through a recovery from the applicant of actual costs
required to process the application, plus an additional application fee of $2,500 related to
planner time required to complete the process.
The cost recovery amount for steps 5 through 9 could vary considerably from one LTC to
another based on different costs for advertising, meeting halls, etc. Even within a LTC, costs
could vary depending on the complexity of the application. Applicants would be provided copies
of all invoices that contributed to the cost of processing the application, and recovery would be
limited to “hard costs”, not costs for planner time.
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The process for undertaking a rezoning application is generally as follows (from the published
rezoning application guide):
1. Pre-application – as this is typically before an application is made, no fee is charged.
This stage involves advice to assist the applicant in making a better and more complete
application.
Steps 2 through 4 would be covered by the “basic application fee” of $1,000
2. Application – the applicant submits application and staff undertakes necessary work to
process, create a file and forward to the planner.
3. Preliminary evaluation and Staff Report – for all rezoning applications, staff will evaluate
the application and provide a staff report to the LTC with recommendations on whether
or not to proceed with the application, and recommendations on the process to
undertake if the LTC decides to proceed. Staff also uses this stage to advise the
applicant if there is missing information, or if it is likely that more information will assist
the process. On islands with development approval bylaws (DAI), staff would also advise
the applicant of any requirements under the DAI bylaw.
4. First Consideration by LTC – the LTC provides direction to staff on the application.
Steps 5 through 9 would be covered on a “cost recovery basis”, plus an additional
application fee of $2,500 related to planner time required to complete the process.
5. Subsequent Reports and final staff Report – this is where application processing costs
begin to differ significantly between applications. The actual work depends on the
complexity of the application and the direction provided by the LTC. There is more
certainty in this stage for islands with DAI bylaws as that bylaw sets out the process for
determining reports that must be provided to process the application. In some situations,
additional requirements by the LTC after Step 4 can add to the complexity and costs of
processing an application. Given the lack of clarity inherent in this stage, it is not
possible to determine the costs in advance.
6. Public Consultation and Referrals – agency referrals are largely known in terms of costs;
however, public consultation may range from one to several meetings and may result in
none to many pieces of correspondence that must be managed.
7. Additional Information – similar to step 5, the actual requirements will be unknown at the
outset.
8. Further consideration by the LTC – the need for this step is unknown at the outset and
there may be a need for more than one review.
9. First Reading and Beyond – while the process is established by legislation, there is a
potential for a wide range of costs depending on the size of the advertisement required,
whether or not a mail out and hand delivery is required and how many properties such
delivery must go to, the newspaper in which the advertisement must be placed and the
length of the public hearing.
A possible alternative to the recovery of actual costs, is to establish an LTC-specific public
hearing fee for an average public hearing. This would take into account local advertising costs
and meeting costs. This approach would probably cost more for some smaller public hearings
and less for larger and potentially more contentious public hearings.
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Deposits for Cost Recovery
The fee bylaw should also be amended to indicate that, in addition to the specified fees:
• for a rezoning application that is consistent with the Official Community Plan policies, a
deposit of $5,000 shall be provided and the cost for processing the application under steps 5
to 9 be applied to that deposit;
• for a rezoning application that is not consistent with the Official Community Plan policies, a
deposit of $8,000 shall be provided and cost of processing the application under steps 5 to 9
be applied to that deposit.
The fee bylaw should also indicate that after final decision by the LTC, any remaining funds
would be returned to the applicant, and that, if the cost of processing is expected to exceed the
deposit, a further deposit would be required.
INFORMATION NOTE: The RFD recommends a deposit based on 150% of the staff estimate of
external costs and not the $5000 and $8000 deposits as suggested here by the Task Force.
Development Permit Applications:
Average Costs per Application
Staff:
$1,682
Hard:
$330
Total:
$2,012

Current Fees per Application
Low Fee:
$200
Model Fee:
$1,100

Model (Trust Council Recommended) fee generally covers 55% of an average development
permit. Lower fees, such as the $200 in the table above, are usually for an environmental
protection development permit.
Because these applications are often related to environmental protection or protection of
development from hazardous conditions, a higher fee may be a disincentive for applicants
coming forward.
Recommendation:
The Fee Task Force recommends that no changes be made to the development permit
application fee.
Development Variance Permit Applications:
Average Costs per application
Staff:
$1,004
Hard:
$830
Total:
$1,834

Current Fees per application
Low Fee:
$572
Model Fee:
$935

Model (Trust Council Recommended) fee generally covers 51% of an average development
variance permit.
The fee should be equal to the recommended fee for Board of Variance applications; since the
types of land use decisions are similar between the two application types, cost of the application
would not affect the decision of which type of application would be applied for.
Recommendation:
The Fee Task Force recommends that the model fee be raised to $1,800 to cover all costs.
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Siting and Use Permit Applications (SUPs):
Average Costs per application
Staff:
$251
Hard:
$0
Total:
$251

Current Fees per application
Low Fee:
$176
Model Fee:
$200

Model (Trust Council Recommended) fee generally covers 80% of an average siting and use
permit. These permits are only used on Denman and Hornby islands.
Recommendation:
The Fee Task Force recommends that the fees be increased to $250 to recover the average
cost of processing.
Temporary Use Permits (TUPs):
Average Costs per application
Staff:
$1,395
Hard:
$2,830
Total:
$4,225

Current Fees per application
Low Fee:
$440
Model Fee:
$1,100

Model (Trust Council Recommended) fee generally covers 26% of an average temporary use permit.
Recommendation:
A Temporary Use Permit is a temporary rezoning and therefore, Steps 1 to 8 of the rezoning
process generally apply (and are reflected in Steps 1 to 7 of the temporary use permit
application guide). Given that many of the complexities of a rezoning also apply, a similar
approach to applications should be applied to the temporary use permit application.
Given the above, The Fee Task Force recommends that Trust Council adopt:
• a basic application fee of $1000 to cover the cost of the preliminary report and consideration
by the LTC (steps 2 and 3 of the rezoning process), and;
• cover the costs of steps 4 to 7 of the temporary use permit application process through a recovery
from the applicant of actual costs required to process the application, plus an additional application
fee of $500 related to the planner time required to complete the process.
The fee bylaw should also be amended to indicate that, in addition to the specified fees:
• a deposit of $5,000 shall be provided and the cost for processing temporary use permit
under steps 5 to 9 (see Rezoning section) be applied to that deposit;
• the Fee bylaw should also indicate that after final decision by the LTC, any remaining funds
would be returned to the applicant. If the cost of processing is expected to exceed the
deposit, a further deposit would be required.

INFORMATION NOTE: The RFD recommends a deposit based on 150% of the staff estimate of
external costs and not the $5000 deposit as suggested here by the Task Force.
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Subdivision Referrals:
Average Costs per application
Staff:
$1,428
Hard:
$130
Total:
$1,558

Current Fees per application
Low Fee:
$825(+100)
Model Fee:
$1,100(+110)

Subdivision fees are assessed based on a basic fee plus a fee for the number of new lots
created by the subdivision. In the table above, the number in parentheses indicates the
additional dollars per lot; the numbers shown next to “low fee” represents the lowest fee for both
of these numbers and they are not necessarily taken together – this is intended to show the
lowest basic fee and the lowest per lot fee. For this reason, it is not possible to determine cost
recovery using the numbers in the table above. The chart below shows the fee charged for
some of the more common types of subdivisions in the trust area:
One new Lot
Two new Lots
Three new Lots
Four new Lots
Five new Lots

$1,100+$110 = $1,210
$1,100+$220 = $1,320
$1,100+$330 = $1,430
$1,100+$440 = $1,540
$1,100+$550 = $1,650

A subdivision application that creates four new lots or more will cover the average cost of
processing an application. A subdivision application that creates three or less lots will not cover
the average cost of processing an application. This may be acceptable as a subdivision with
smaller number of lots is likely to require less staff time for processing than one with many lots.
Recommendation:
The Fee Task Force recommends that no changes be made to subdivision referral fees.
Board of Variance Applications:
Average Costs per application
Staff:
$1,888
Hard:
$800
Total:
$2,688

Current Fees per application
Low Fee:
$800
Model Fee:
$990

Model (Trust Council Recommended) fee generally covers 37% of an average board of variance
application
The fee should be equal to the recommended fee for Development Variance Permit
applications; since the types of land use decisions are similar between the two application
types, cost of the application would not affect the decision of which type of application would be
applied for.
Recommendation:
The Fee Task Force recommends that the fee for board of variance applications be increased to
$1,800.
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Development Approval Information Bylaws
Development Approval Information (DAI) bylaws provide certainty to the applicant by defining
the information and reports required for each application type, along with the required
qualifications of those preparing the required reports. For an example of a DAI, see the Islands
Trust website under North Pender Administrative Bylaws, Bylaw 134
http://www.islandstrust.bc.ca/ltc/np/bylawsadmn.cfm )
Without a DAI bylaw, the LTC can request information from an applicant to help it decide on an
application, but the applicant might not provide the information in a useful or easy to understand
form, may not meet acceptable methodology requirements, or might just refuse to provide the
information. Any of these unsatisfactory outcomes delay the approval process and frustrate
applicants.
DAI bylaws can be written with specific requirements in them. This approach is useful for those
applications where a similar report is required for every application, such as a development
permit area where the report requirements are in response to the guidelines. In other situations,
the DAI bylaw can be written to allow staff to determine what needs to be reported on and the
methodology, and provide those requirements to the applicant. This is useful in situations where
each application will have a different set of circumstances or different reporting requirements,
such as a rezoning application or a temporary use permit application.
The DAI bylaw would allow staff to require a revision in a situation where a report is not
provided correctly or information is missing; however the bylaw must limit how many times an
applicant can be asked to provide new information, after which staff will make recommendations
based on the information provided.
From a fee assessment point of view, a DAI bylaw provides certainty early in the process on the
types of reports and information that an applicant will be required to provide during the
processing of the application and reduces the timeline for processing by providing all reporting
and information requests up front.
Recommendation:
Given the discussion above, The Fee Task Force recommends that all LTCs that have not yet
done so be encouraged to adopt development approval information bylaws.
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DRAFT
_____ ISLAND LOCAL TRUST COMMITTEE
BYLAW NO. ______

A bylaw to prescribe fees for amending bylaws, issuing permits, examining applications for subdivision,
and examining other referrals and applications.

WHEREAS Section 931 of the Local Government Act provides that a local government may, by bylaw, impose
fees related to applications and inspections and Section 11.4 of the Liquor Control and Licensing Act provides
that a local government may, by bylaw, impose fees on an applicant for a license under that Act;
NOW THEREFORE the ______ Island Local Trust Committee, being the trust committee having jurisdiction in
respect of the _______ Island local trust area in the Province of British Columbia pursuant to the Islands Trust
Act, enacts as follows:
1.
1.1

Citation
This bylaw may be cited as the "______ Island Local Trust Committee Fees Bylaw No. ___, _______".

2.
2.1

Interpretation
In this bylaw:
“Applicant” means:
2.1.1 the person authorized under the _______ Island Trust Committee Procedures Bylaw No. ____,
______ to make an application in respect of a bylaw or permit under the Islands Trust Act or Part
26 or Part 27 of the Local Government Act;
2.1.2 an applicant for a license under the Liquor Control and Licensing Act in respect of which the
Local Trust Committee is requested or required to provide comments or recommendations;
2.1.3 an applicant for subdivision review under the Land Title Act or the Strata Property Act;
2.1.4 an applicant for the conversion of a previously occupied building to strata lots under the Strata
Property Act;
2.1.5 an applicant for a soil deposit permit or soil removal permit issued pursuant to a bylaw enacted
under Part 22 of the Local Government Act; or
2.1.6 an applicant to a board of variance established under Part 26 of the Local Government Act.
“Application Fee” means the monetary amount payable to the “Islands Trust under this bylaw.
“Estimated Direct Costs” means the Islands Trust’s itemized estimate of its actual disbursements
associated with an application including newspaper advertising, notifications including Land Title Office
notices, rental of premises for meetings or hearings, recording or preparation of minutes of meetings or
hearings, staff travel, and the engagement of specialized consultants to provide advice to the Islands
Trust with respect to the application.
“Islands Trust” means the Director of Local Planning Services or the Director of Local Planning
Services authorized representative.

1
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3.
3.1

Application Fees
Prior to the processing of an application listed in Column 1 of Table 1, Table 2, Table 3 or Table 4, the
applicant must deliver to the Islands Trust the Application Fees specified in Column 2 of Table 1 or the
relevant Application Fee in the amount shown in Column 2 of Table 2, Table 3 or Table 4.
TABLE 1 – Bylaw Amendments
Column 1

Column 2

1.

Official Community Plan Amendment, Land Use Bylaw Amendment, Zoning
Bylaw Amendment, Subdivision Bylaw Amendment, Land Use Contract
Amendment, Strata Conversion, covenant modification or housing
agreement modification requiring public hearing, or any combination thereof
Initial Application Fee

$1,000

2.

Official Community Plan Amendment, Land Use Bylaw Amendment, Zoning
Bylaw Amendment, Subdivision Bylaw Amendment, Land Use Contract
Amendment, Strata Conversion, covenant modification or housing
agreement modification requiring public hearing, or any combination thereof
Subsequent Application Fee

$2,500 +
Estimated
Direct Costs

TABLE 2 – Permits
Column 1

Column 2

1.

Development permit

$1,100

2.

Development permit amendment

$165

3.

Development permit in combination with a companion application for a
separate development variance permit

$1,800

4.

Development variance permit

$1,800

5.

Heritage alteration permit

$1,100

6.

Temporary Use Permit Initial Application Fee

$1,000

7.

Temporary Use Permit Subsequent Application Fee

$500 +
Estimated
Direct Costs

8.

Temporary Use Permit renewal

$200

9

Soil Deposit and Removal Permit non commercial

$220

10.

Soil Deposit and Removal Permit commercial

$550

11.

Siting and Use Permit

$250
2
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TABLE 3 – Subdivision Referrals
Column 1

Column 2

1.

Application for subdivision review

$1,100

2.

Application for subdivision review - every additional parcel that would be
created by the proposed subdivision

$110

3.

Application for subdivision review - parcel line adjustments only, creating
no additional parcels

$330

TABLE 4 – Other Applications

3.3
3.4
3.5

Column 1

Column 2

1.

Board of Variance

$1,800

2.

Strata Conversion

$1,100

3.

Liquor Control and Licensing Act

$825

An administration fee in the amount of $110.00 being a portion of the Initial Application Fee referred
to in Table 1 is not refundable.
An administration fee in the amount of $55.00 being a portion of the fee referred to in Table 2,
Table 3 and Table 4 is not refundable.
If an application is withdrawn before staff undertakes any planning work on the application, the
Islands Trust must refund to the applicant the Application Fee less the non-refundable portion.

4.
4.1

Refund of Subsequent Application Fee
The Islands Trust must refund the Subsequent Application Fee to the applicant if their application is
rejected by the Local Trust Committee upon its first consideration of the application.

5.
5.1

Estimated Direct Costs
The Islands Trust shall advise an applicant in writing of the Estimated Direct Costs for the applicant’s
application, at the time it imposes a Subsequent Application Fee under this bylaw.
Tariff of Estimated Direct Costs:

5.2

Item
5.2.1

Newspaper notice publication for a Community
Information Meeting (cost per publication)

5.2.2

Newspaper notice publications for a Public Hearing or
consideration of Temporary Use Permit (cost per two
publications)

5.2.3

Delivery notice for a Public Hearing or consideration of
Temporary Use Permit

Cost

3
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5.3
5.4
5.5

5.2.4

Hall rental for a community information meeting or a
Public Hearing (per meeting)

5.2.5

Minute taker fees for a community information meeting
or Public Hearing (per meeting)

5.2.6

Land title registration fees for notice of permits or
housing agreements, or registration of covenants

5.2.7

Staff travel costs to attend a Community information
meeting or Public Hearing (per meeting) that is not part
of a regular Local Trust Committee meeting.

5.2.8

Preparation of a covenant

5.2.9

Registration of a Covenant at the Land Title Office

5.2.10

Registration of notice of a Permit or Housing
Agreement at the Land Title Office

The Estimated Direct Costs may be adjusted by the Islands Trust in presenting the itemised estimate if
the actual costs to the Islands Trust has changed since the tariff was adopted.
The Island Trust shall refund to the applicant, once the processing of an application has been
completed, any amount paid in respect of Estimated Direct Costs that exceeds its actual direct costs.
If the amount paid in respect of Estimated Direct Costs is less than the Islands Trust’s actual direct
costs, the Applicant shall pay the deficiency forthwith upon receipt of the Islands Trust’s account in that
regard. The local trust committee may withhold the consideration of issuance of any permit or hold the
consideration of adoption of any bylaw in abeyance until the deficiency has been paid.

6.
6.1

Severability
In the event a portion of this bylaw is set aside by a court of competent jurisdiction, the invalid portion
shall be severed and the remainder of the bylaw remains in force and in effect.

7.
7.1

Repeal
___________ Island Local Trust Committee Fees Bylaw No. ____, ______", is repealed upon adoption
of this bylaw.
Any application for which a fee has been fully paid at the time this bylaw comes into force shall be
processed to completion in accordance with the fee provisions of the repealed bylaw.

7.2

READ A FIRST TIME this

day of

,.

READ A SECOND TIME this

day of

,.

READ A THIRD TIME this

day of

,.

APPROVED BY THE EXECUTIVE COMMITTEE OF THE ISLANDS TRUST
this
day of
ADOPTED this
_______________________________
Chairperson

day of

,.
,

_______________________________
Deputy Secretary
4
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5.6.i. Policy

APPLICATION PROCESSING SERVICES
Trust Council: March 13, 1993
Amended: June 13, 2002; June 10, 2004, September __ 2012
A:

PURPOSE:

1.

This policy is intended to distinguish services along a continuum from property tax
subsidy to applicant cost responsibility. It provides the parameters for application
processing services by which service levels can be distinguished as a basis for preparing
the Fees Bylaw and Schedule.

B:

REFERENCES:

1.

Local Government Act: S.931

2.

Trust Council Model Fees Bylaw

C:

DEFINITIONS:

1.

APPLICATION PROCESSING SERVICES include:

1.1.

Amendments to an Official Community Plan, Zoning Bylaw, Subdivision Bylaw or
Land Use Bylaw.

1.2.

Requests for Development, Development Variance, or Commercial/ Industrial
Temporary Use Permits, Soil Removal and Deposit Permits, Board of Variance, and
Liquor Licensing Permits and Siting & Use Permits.

1.3.

Comments on applications referred from other agencies.

2.

SERVICE LEVELS are defined as follows:

2.1.

Information Service providing an information service to applicants and the general
public at no cost, as a public service, and funded by property taxation revenues.

2.2.

Processing Service providing a specific service to applicants as a direct response to an
application and primarily funded by an established fees paid by an applicant.

2.3.

Extraordinary Processing Service providing a planning review related service to an
applicant beyond the standard processing service with funding provided by the applicant
or through a cost recovery agreement.
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D:

POLICY:

1.

SERVICE LEVEL - DETAILS

1.1.

Information Service – No Fee Required

i.

ii.
1.2.
i.

The service level below indicates the information services which will be provided to an
applicant as a public service:
1)

information on application process requirements including a meeting with staff

2)

assistance to complete an application

3)

determination of applicable fees

4)

identification of potential issues to be addressed

Funding Basis: These services are funded 100% by property tax revenues.
Processing Service – Application Fee Required
The service levels below indicate specific services that will be provided to an applicant
who has paid an application processing fee:
1)

comprehensive staff assessment

2)

staff referral to other agencies, advisory planning commissions, and analysis of
their comments

3)

discussions between planners and applicant throughout process as required

4)

bylaw or resolution drafting including review for compatibility with Trust object
and policies and the relevant Official Community Plan

5)

community information meeting with planning staff present

6)

notification of public hearing including cost of notification

7)

conducting of the public hearing with staff present

8)

staff report with recommendation for LTC approval consideration

9)

processing bylaws through Executive Committee for approval consideration, if
necessary
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ii.

10)

forwarding to Minister of Community, Aboriginal and Women’s Services for
approval consideration, if necessary

11)

adoption of all bylaws or issuing of permits as required.

Funding Basis: For Rezoning applications and Temporary Use Permit applications,
these services are funded primarily through fees as per a local trust committee's Fees
Bylaw. The fees will be based on average processing costs as per Section 931 of the
Local Government Act. Actual costs of processing an application may be less or greater
than the established fee for that application. These costs are calculated as the product of
staff labour costs X processing time (including Planner, and administrative support
positions), adding to this other direct costs such as mapping expenses, then multiplying
the total by a factor which incorporates the indirect costs such as general administration
and overhead.
Advertising, meeting hall rental, minute taking, permit notice and covenant registration,
and other such costs for public meetings and public hearings are to be estimated by staff
for each application based on a tariff established in the fee bylaw, with a deposit
representing 100% of the estimated cost being provided by the applicant. If the actual
amount is less than the deposit, the remainder will be refunded at the end of the process;
if the actual amount is greater than the deposit then the Islands Trust will invoice the
applicant for the difference. Local Trust Committee fee bylaws will include language to
require that any outstanding fee be paid prior to registration of a permit or adoption of a
bylaw.
For all other applications, these services are funded primarily through fees as per a local
trust committee's Fees Bylaw. The fees will be based on average processing costs as per
Section 931 of the Local Government Act. Actual costs of processing an application may
be less or greater than the established fee for that application. These costs are calculated
as the product of staff labour costs X processing time (including Planner, and
administrative support positions), adding to this other direct costs such as mapping
expenses, registration fees, travel expenses and advertising, then multiplying the total by
a factor which incorporates the indirect costs such as general administration and
overhead.

iii.

Fee Adjustments: A local trust committee may enact variances to Trust Council’s Model
Fee Schedule of up to 20% when adopting a local trust committee fees bylaw. The
following criteria must be considered when evaluating a fee variance:




the level of community benefit offered by the type of application
availability of LTC approved design guidelines for projects requiring
development permits
an amendment to an approved application occurring within 6 months of the
approval date
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Variance to a fees bylaw must be adopted by bylaw amendment. All local trust
committee fees bylaws and fees bylaw amendments must be approved by the Executive
Committee before adoption by a local trust committee. Executive Committee may
consider requests for adjustments greater than 20%. Fee variances must be adopted by
December 31 annually and can only be implemented on April 1 of the following year and
following Trust Council’s budget approval.
1.3.
i.

ii.

Extraordinary Processing Service – Cost Recovery Agreement Required
The service activities below indicate services beyond the scope of a general processing
service and the required fees and require that additional fees be paid on the basis of a cost
recovery agreement between the Islands Trust and an applicant:
1)

covenant development

2)

continuous dedicated staffing

3)

technical assessments or studies as required by the local trust committee

4)

retaining special technical assistance required by the local trust committee

6)

legal counsel services required for the application

7)

process agreement negotiation

8)

other resources and/or services required by the local trust committee to process
the application

9)

accelerated timeframe to process the application

Funding Basis: These additional services are funded by an applicant via a cost recovery
agreement in addition to any applicable fee established in the fee bylaw.
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BRIEFING

To:
From:

For the Meeting of:

Financial Planning Committee

August 21, 2013

Cindy Shelest

pc:
SUBJECT:

File No:
DRAFT REVISIONS TO POLICY 4.1.VIII LOCAL TRUST COMMITTEE – LOCAL
EXPENSE ACCOUNT

DESCRIPTION OF ISSUE: The Financial Planning Committee has requested staff recommend
revisions to Policy 4.1.viii Local Trust Committee – Local Expense Account.
BACKGROUND: The existing Policy 4.1.viii was last updated in March 2011.
Recently, several concerns have been raised with respect to expenditures from LTC local
expense funds, indicating that the policy may require further clarification and up-dating:
1. LTCs have provided funding to community groups in response to requests for supporting
funding (grants-in-aid), sometimes unrelated to the LTC’s authority for land use planning and
regulation pursuant to S. 24 of the Islands Trust Act (Note: While the Islands Trust Act gives
Trust Council authority for grants-in-aid in defined circumstances, it does not give this
authority to LTCs).
2. LTC’s have requested certain individuals or groups be contracted to provide various reports
or services when Trust Council’s Policy 6.5.iii (Purchasing Procedure) delegates
responsibility to staff for management of procurement processes.
3. LTC expenditures related to advocacy activities as set out in Policy 6.10.iii (See paragraphs
10-15: http://www.islandstrust.bc.ca/tc/pdf/tcpol6-10-iiiadvocacypolicy.pdf) is not referred to in
Policy 4.1.viii.
4. Some of the references in Policy 4.1.viii are out-dated with regard to terminology and recent
case law.
ATTACHMENT(S):
- Draft Revisions to Policy 4.1.viii Local Trust Committee – Local Expense Account

AVAILABLE OPTIONS:
- Request staff to draft an RFD to Trust Council recommending the revisions as presented
- Recommend other revisions for consideration by Trust Council.
- Not proceed with recommended revisions to Policy 4.1.viii at this time.
- Recommend that Trust Council request FPC to develop recommendations about the use of
grants-in-aid to community groups, pursuant to S. 8(2)(h) of the Islands Trust Act.
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FOLLOW-UP:
To be determined by Financial Planning Committee.

Prepared By:

Cindy Shelest, Director Administrative
Services

Reviewed By:

Linda Adams, Chief Administrative Officer
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4.1.viii. Policy & Procedure

LOCAL TRUST COMMITTEE
LOCAL EXPENSE ACCOUNT
Trust Council: June 6, 1992
Amended: September 16, 2005; June 13, 2008; March 9, 2011; August 21, 2013
A:

PURPOSE:
To define procedures for the planning, accounting and administration of Local Trust
Committee (LTC) Local Expense account as provided for in the annual budget.
Implementation of the policy will allow for independent management of and responsibility
for the funds by the Local Trust Committee.

B:

REFERENCES:
1.
2.
3.
2.4.

C:

Annual Budget Document
Islands Trust Act, S. 14, S. 24
Islands Trust Policy 6.10.iii Advocacy Policy
Islands Trust Policy 6.5.iii. Purchasing Procedure

POLICY:
1. Planning
a) A funding allocation for each local trust committee will be prepared at the beginning of
every fiscal year, subject to the total amount approved in the Islands Trust budget;
b) When allocating the total budget Trust Council will take the following factors into
consideration:
1. The allocation will be based on the pro-rata share of converted assessed
values for each local trust area, adjusted as follows:
1. The pro-rata share of converted assessed values for each local trust area;
2. The the minimum local expense budget set for each budget cycle for a local
trust area; n LTC is adjusted to $3,000
3. any adjustment required to bring the total of all LTC Local Expense budgets to
the total amount approved by the Islands Trust Council shall be applied to the
three highest local expense budgets in proportion to those budgets
4. the resulting calculated amounts for each LTC shall be rounded to $100 until
the total result equals the total amount approved by the Islands Trust Council
b)c) Local Expense funds approved budgets may be enhanced supplemented through
an internal transfer for of funds from the LTC Trustee (Travel) Expense account.
Similarly, funds may be transferred from Local Expenses to Trustee Expenses; and
c)d) LTCs should prepare and adopt by resolution a detailed working budget that
outlines the anticipated expenditures for the year.
2. Disbursement
a) Disbursements must only be made as authorized by the Islands Trust Act and
typically include the following:

ISLANDS TRUST POLICY MANUAL
G:\Admin\Finance\FPC\Meetings\2013-14 FPC Meetings\August 21, 2013\41viii LTC Local Expense Account August 2013.docK:\Manuals\Policy\Chapter04\41viii LTC Local Expense
Account.doc
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i)
ii)
iii)
iv)
v)

Page 2

Advisory Planning Commission expenses (meeting and secretarial costs)
LTC meeting costs including hall rental, external facilitation costs, and
secretarial costs
Local mail-outs and/or trustee newsletters
Open house costs
Funding to outside organizations or individuals forPurchase of goods or
services that support the land use planning responsibilitiesmandate of the
LTC, under S. 24 of the Islands Trust Act.

b) Disbursements must be made in accordance with the budget allocation, be processed
via the Trust’s financial system, and comply with all financial policies and procedures,
including use of purchase orders or service contracts where required, and appropriate
approvals by the Treasurer and/or designate;
b)c) Purchasing decisions related to the selection of vendors is delegated to staff in
order to avoid any perceived or real conflict of interest situations for Trustees and
must be made in accordance with Islands Trust Policy 6.5.iii Purchasing Procedure;
d) Disbursements should be approved by a local trustee as authorization to charge the
expense against the local expense account, however any disbursement over $200
must be approved by resolution of the local trust committee;
c)e) Disbursements for activities related to advocacy must be made in accordance with
Islands Trust Policy 6.10.iii Advocacy Policy;
d)f)Expenditures under $20 should be charged as a personal expenditure and will be
reimbursed accordingly through an expense voucher submission; and
g) Expenditures cannot exceed the annual budget allocation provided to each LTC by
Trust Council. However, if an LTC anticipates extraordinary costs they should
approach Executive Committee for a budget adjustment.
3. Reporting
a) LTCs, via the Regional Planning Managers, will be provided with monthly expense
summaries; and
b) Trust Council will be apprised of the status of the overall Local Expense budget on a
quarterly basis.
4. Responsibilities
a) Trust Council is responsible for approving the annual LTC Local Expense budget
allocation;
b) The Treasurer is responsible for preparing the annual budget request; for calculating
the distribution to LTC’s, for ensuring that periodic reports are provided to LTCs, and
for ensuring that all financial controls, policies and procedures are adhered to;
c) Regional Planning Managers are responsible for coordinating LTC budget
requirements and for assisting LTCs in the planning and disbursement of Local
Expense funds and ensuring that all expenditures are related to the responsibilities of
LTCs pursuant to S. 24 of the Islands Trust Act; and
d) Local Trust Committees are responsible for adopting a budget for the funds allocated
to them, for spending funds according to that budget, and for ensuring that all planned
disbursements are reported to the Trust’s finance department.

ISLANDS TRUST POLICY MANUAL
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4.1.viii. Policy & Procedure

LOCAL TRUST COMMITTEE
LOCAL EXPENSE ACCOUNT
Trust Council: June 6, 1992
Amended: September 16, 2005; June 13, 2008; March 9, 2011;
September 11, 2013
A:

PURPOSE:
To define procedures for the planning, accounting and administration of Local Trust
Committee (LTC) Local Expense account as provided for in the annual budget.
Implementation of the policy will allow for independent management of and responsibility
for the funds by the Local Trust Committee.

B:

REFERENCES:
1.
2.
3.
4.

C:

Annual Budget Document
Islands Trust Act, S. 14, S. 24
Islands Trust Policy 6.10.iii Advocacy Policy
Islands Trust Policy 6.5.iii. Purchasing Procedure

POLICY:
1. Planning
a) A funding allocation for each local trust committee will be prepared at the beginning of
every fiscal year, subject to the total amount approved in the Islands Trust budget;
b) When allocating the total budget Trust Council will take the following factors into
consideration:
1. The pro-rata share of converted assessed values for each local trust area;
2. The minimum local expense budget set for each budget cycle for a local trust
area;
c) Local Expense approved budgets may be supplemented through an internal transfer
of funds from the LTC Trustee (Travel) Expense account. Similarly, funds may be
transferred from Local Expenses to Trustee Expenses; and
d) LTCs should prepare and adopt by resolution a detailed working budget that outlines
the anticipated expenditures for the year.
2. Disbursement
a) Disbursements must only be made as authorized by the Islands Trust Act and
typically include the following:
i)
Advisory Planning Commission expenses (meeting and secretarial costs)
ii)
LTC meeting costs including hall rental, external facilitation costs, and
secretarial costs
iii)
Local mail-outs and/or trustee newsletters
iv)
Open house costs
v)
Purchase of goods or services that support the land use planning
responsibilities of the LTC, under S. 24 of the Islands Trust Act.

ISLANDS TRUST POLICY MANUAL
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b) Disbursements must be made in accordance with the budget allocation, be processed
via the Trust’s financial system, and comply with all financial policies and procedures,
including use of purchase orders or service contracts where required, and appropriate
approvals by the Treasurer and/or designate;
c) Purchasing decisions related to the selection of vendors is delegated to staff in order
to avoid any perceived or real conflict of interest situations for Trustees and must be
made in accordance with Islands Trust Policy 6.5.iii Purchasing Procedure;
d) Disbursements should be approved by a local trustee as authorization to charge the
expense against the local expense account, however any disbursement over $200
must be approved by resolution of the local trust committee;
e) Disbursements for activities related to advocacy must be made in accordance with
Islands Trust Policy 6.10.iii Advocacy Policy;
f) Expenditures under $20 should be charged as a personal expenditure and will be
reimbursed accordingly through an expense voucher submission; and
g) Expenditures cannot exceed the annual budget allocation provided to each LTC by
Trust Council. However, if an LTC anticipates extraordinary costs they should
approach Executive Committee for a budget adjustment.
3. Reporting
a) LTCs, via the Regional Planning Managers, will be provided with monthly expense
summaries; and
b) Trust Council will be apprised of the status of the overall Local Expense budget on a
quarterly basis.
4. Responsibilities
a) Trust Council is responsible for approving the annual LTC Local Expense budget
allocation;
b) The Treasurer is responsible for preparing the annual budget request; for calculating
the distribution to LTC’s, for ensuring that periodic reports are provided to LTCs, and
for ensuring that all financial controls, policies and procedures are adhered to;
c) Regional Planning Managers are responsible for coordinating LTC budget
requirements and for assisting LTCs in the planning and disbursement of Local
Expense funds and ensuring that all expenditures are related to the responsibilities of
LTCs pursuant to S. 24 of the Islands Trust Act; and
d) Local Trust Committees are responsible for adopting a budget for the funds allocated
to them, for spending funds according to that budget, and for ensuring that all planned
disbursements are reported to the Trust’s finance department.
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BRIEFING

To:

Financial Planning Committee

From: David Marlor

SUBJECT:

For the Meeting of:

August 21, 2013

Date prepared:

August 14, 2013

File No.:

RAR

TRANSFER OF FUNDS FOR RAR MAPPING

DESCRIPTION OF ISSUE:
The purpose of this briefing is to advise the Financial Planning Committee of a change in budget
within the Local Planning Services operational unit.
The Director of Local Planning Services has authorized use of $30,000 from the
Scientific/Technical Fund to support Riparian Areas Regulation (RAR) projects in 2013/14 fiscal
year.
BACKGROUND:
Islands Trust Policy 6.5.ii [Budget Control and Adjustment Authority] Section D.4 states that:

In cases where there is a desire to revise the budget within an Operational
Unit, the change will be initiated at the request of the manager for that
Operational Unit, or by the Chief Administrative Officer (CAO). A request
for adjustments to the budget must be forwarded to the Treasurer for
implementation, and must include both program and financial implications.
The Financial Planning Committee must be informed of budget changes
within an Operational Unit at the next scheduled meeting of the
Committee.
During the budget process for 2013/14 fiscal year, local trust committees collectively requested
$189,000 to support RAR stream mapping and development of RAR compliant bylaws. Trust
Council approved $71,000 for RAR, largely based an approach started in the previous fiscal year
to spread the cost of bringing bylaws into compliance with RAR over several years.
The Scientific/Technical budget is $40,000 and is intended to provide a means to hire
consultants for needed specialized work, such as stream mapping and geotechnical reports
among others in support of LTCs when, for whatever reason, LTCs program budgets or special
projects funding is insufficient.
In consultation with the Regional Planning Managers, the Director of Local Planning Services
determined that the best use of $30,000 of the Scientific Technical Fund this fiscal year is to
support RAR mapping project in the northern islands and on Salt Spring. The $30,000 would only
be used to hire specialized consultants to undertake mapping of RAR streams. The added
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funding allows local planning services to undertake more complete mapping and better meet
RAR program budget requests of various local trust committees.

ATTACHMENT(S):
None

AVAILABLE OPTIONS:
1. Receive for information
FOLLOW-UP:
None

Prepared By:

David Marlor, DLPS

Reviewed By/Date:
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FINANCIAL PLANNING COMMITTEE REPORT
To: Trust Council

Date: August 21, 2013

WORK PROGRAM
1. First Draft of the 2014/15 Budget
Current
Reviewed budget assumptions and principles at FPC meeting August 21, 2013.
Planned
Review first drafts with FPC at October 30 and November 13 meetings.
Prepare first draft of 2014/15 Budget for December Trust Council.
2. Complete the 2013/14 Forecast
Planned
Preparation of 2013/14 Forecast for review by FPC at November 13 meeting.
3. Purchasing Procedures Policy 6.5.iii.
Current
Proposed revisions presented to FPC at August 21, 2013 meeting.
Planned
Complete further revisions requested by FPC.
4. LTC Expense Policy 4.1.viii.
Current
Proposed revisions presented to FPC at August 21, 2013 meeting.
Planned
Complete further revisions requested by FPC.

WORK PROGRAM STATUS (Completed, Changed, and Future Priorities)
The Financial Planning Committee has adopted the above noted priorities for the second quarter of
fiscal 2013/2014. New work program items will be reviewed and assessed throughout the year.

UPDATE (on Meetings, Agency Liaison, Resource Requirements, etc.) The Financial Planning
Committee met on August 21, 2013. The next meeting sof the Financial Planning Committee is
proposed to be held October 30 and November 13, 2013. The Committee’s financial resources are
sufficient at this time.

Cindy Shelest
Designate Staff

Gary Steeves
Chair
1
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