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Financial Planning Committee 

Minutes of Meeting 
 

Date: 

Location: 

Wednesday, October 29, 2014 

Islands Trust Victoria Boardroom 

200-1627 Fort Street, Victoria, BC 

 

Members Present Gary Steeves, Chair 

Peter Grove, Vice-Chair 

Paul Brent, by phone 

Peter Luckham 

David Graham 

Ken Hancock 

Jeanine Dodds 

Susan Morrison 

Sheila Malcolmson, by phone 

 

Members Absent Louise Decario 

 

Staff Present Cindy Shelest, Director Administrative Services 

Nancy Roggers, Finance Officer 

Linda Adams, Chief Administrative Officer 

David Marlor, Director Local Planning Services 

Lisa Gordon, Director Trust Area Services 

 

Others Present During discussion of staff and project funding requests: 

 

 Mark Van Bakel, GIS Coordinator 

 Dave Beeston, IS Coordinator 

 Miles Drew, Bylaw Enforcement Coordinator 

 

1. CALL TO ORDER 

The meeting was called to order at 10:02 am 

 

2. APPROVAL OF AGENDA 

The Committee agreed to add Budget and Property Tax Assessment to the agenda as 

item 4.2.4.  

 

By general consent the Committee approved the agenda as amended 
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3. ADOPTION OF MINUTES / COORDINATION 

3.1. Minutes of Meetings 

The minutes of August 13, 2014 were adopted by general consensus. 

 

3.2. Follow up Action List 

Cindy Shelest asked for questions on the items appearing on follow up action 

list.  There were no questions. 

 

4. BUSINESS 

4.1. Director Administrative Services udpate 

Cindy Shelest updated the FPC on projects that are going on - TLAM and 

movement of staff to accomodate project work over the next 6 months.  Trustee 

Ipad project status.  Escribe project status.  LWS project status.  Forecast and 

2nd Q results. 

 

4.2. 2015/16 Budget 

4.2.1. Staffing Requests 

Director Shelest advised the committee that she would take them through the 

2015/16 staffing and project funding requests and advised that managers will be 

available to answer questions and speak about their requests. 

 

4.2.1.1. Summary of Staffing Requests 

Director Shelest gave a summary of each of the staffing requests. 

 

4.2.1.2. Mapping Co-op Student 

Director Shelest advised that this request had been submitted by 
the Mapping group for a mapping coop student.  She asked 
that questions be directed to the GIS Coordinator, Mark Van Bakel 
or Director Marlor.  Director Shelest further advised that the 
2015/16 budget detail document included all of the staff and 
project funding requests.   
 
The committee discussed the following: 
- benefits included as part of the cost analysis documents 
- budget constraints 
- economic loss to the trust if position not filled 
 
Mark Van Bakel spoke about the benefits of hiring a coop 
student.  He advised that the costs would be higher for contractors 
to do the same work and that coop students bring up-to-
date development skills and knowledge.  Coop students have 
been brought in each year so the request is actually to maintain  
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the current status quo.  He advised that he would like approval to 
bring a coop student on each fiscal year and requested that the 
costs be included as a core budget item.  
  

4.2.1.3. Planner 1 Southern Team to full FTE 

Director Shelest asked that committee members direct their 

questions about this request to Director Marlor. 

 

The committee discussed application volumes and the number of 

referrals coming to the Southern Local Planning Services Team. 

 

Director Marlor advised that this position frees up a portion of a 

Senior Planners’ time so they can support Local Planning 

Committee initiatives.  

 

4.2.1.4. First Nations Specialist 

Director Shelest advised the committee that questions about the 

First Nations Specialist staffing request could be directed to 

Director Marlor.   

 

Director Marlor provided a summary of the rationale for this 

position and advised that a rough draft of a job description had 

been provided to committee members separately by email.   

 

The committee discussed the following:  

-Powel River Regional District’s handling of First Nations 

 Relationships at the political level  

-option to have Trustees in direct contact with First Nations 

-the obligation of the provincial government to take care of First 

 Nations consultation 

-integration of this knowledge throughout the organization rather  

 than a new staff person being the expert 

-Islands Trust's management of 31 First Nations relationships 

-increase in referrals to First Nations groups 

-connection to advocacy and other organizational areas 

-establishing relationships with First Nations groups being part of  

 the current strategic plan 

-bylaws that are at a standstill for some Local Trust Committees 

 that are awaiting consultation with First Nations 
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Chief Administrative Officer Adams advised that the Islands Trust 

structure is different than the Power River Regional District and 

that we are dealing with a larger number of First Nations 

groups.  She further advised that a First Nations representative 

had been consulted with as part of the research about how Islands 

Trust should proceed with further relationships.  The First Nations 

representative had advised that hiring a specialist in this area was 

recommended. 

 

4.2.1.5. Bylaw Enforcement Officer from .8 to 1 FTE 

Director Shelest summarized the staffing request to increase one 

Bylaw Enforcement Officer position to full time and that questions 

about this request could be directed to Bylaw Enforcement 

Coordinator, Miles Drew. 

 

Miles Drew advised the committee that the demand on current 

bylaw enforcement officers had increased and that this had 

resulted in the bylaw enforcement team being unable to resolve 

files in a timely manner.  He further advised that it was difficult to 

attract people with the necessary skills and knowledge where a 

position is not full time when we are competing with municipalities. 

 

Chair Steeves stepped out of the meeting at 11:20 a.m.   

 

Trustee Grove acted as Chair in his absence. 

 

 

4.2.2. Project Requests 

4.2.2.1. Summary of Project Requests 

Director Shelest provided a summary of the project requests. 

 

Chair Steeves returned to the meeting at 11:25 a.m. and resumed 

as Chair 

 

4.2.2.2. LTC Projects 

Director Shelest asked if there were any question about the Local 

Trust Committee project requests. 

 

FPC-2014-036 

It was MOVED and SECONDED 
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Request staff provide the Financial Planning Committee with an 

evaluation of whether the following principle has been achieved to 

date:  “OCP and land use planning project budgets over the long-

term will be distributed between LTCs based on their relative 

percentage of assessed value, per the resource allocation model.” 

 

CARRIED 

 

The Committee requested that population numbers on the Local 

Trust Committee expense budget summary document be 

updated.  Director Shelest advised that these could be brought 

back to the committee at the next meeting. 

 

4.2.2.3. Paperless Accounts Payable 

Director Shelest summarized the paperless accounts payable 

project funding request and advised that the organization was 

interested in pursuing this in order to gain efficiencies in the 

finance area.   She expressed that we need to find more 

efficiencies or there may be an increase in staff required. In 

addition, moving to a paperless solution would support the 

organizational strategies for reduction of office space, 

implementation of paperless solutions, etc.  

 

She further advised that at this time she was unable to provide a 

complete business case and that she is requesting funds as a 

placeholder in the budget.  A comprehensive business case would 

be provided next April or May.   

 

The committee discussed the following: 

-potential audit savings 

-value added solution  

 

4.2.2.4. Replace Cold Fusion Applications 

Director Shelest requested that IS Coordinator Dave Beeston 

summarize this project funding request for the committee.  Dave 

Beeston provided background information about the project 

advising that the current applications are designed in cold fusion 

and that cold fusion support people are difficult to find because it 

is a dying language.  He further explained that that Microsoft will 

no longer be supporting the current operating system these 

applications run on.  Some of the current applications will be 

replaced with custom applications and some will be replaced by 

off-the-shelf applications. 
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The committee discussed the following: 

-which ones on the list need to be replaced 

-lack of quantification and dollar values associated with each one 

-long term plan 

-need for external audit of systems 

-requirements and capacity of current staff 

 

Director Shelest advised the committee that the strategy moving 

forward would be to provide a business case on the replacement 

of each application in order to support the funding. 

 

4.2.2.5. Mapping - Java Script updates 

GIS Coordinator Mark Van Bakel summarized the project funding 

request for the mapping java script updates. 

 

4.2.2.6. Mapping - Website Development 

GIS Coordinator Mark Van Bakel advised that this request came 

forward last year and was removed from the budget.  He 

explained that the request was for funding to redesign 

the interface between the website and MapIT so that information 

that is regularly requested can be accessed by the public.   

 

Lunch break 12:03 

 

Reconvene at 12:19 

 

 

4.2.3. 2015/16 Budget Detail 

 

FPC-2014-037 

It was MOVED and SECONDED 

That the Financial Planning Committee request written information on the staff 

proposal to charge an administrative levy on Special tax requisitions. 

 

CARRIED 

FPC-2014-038 

It was MOVED and SECONDED 

that the budget requests as presented by staff at the Financial Planning 

Committee meeting of October 29, 2014 including proposals for mapping coop, 

Planner 1 Southern Team, Local Planning Services coop student, bylaw 

enforcement officer and all of the project requests under 4.2.2. be included for 

further developing the draft budget of 2015/16. 

CARRIED 
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FPC-2014-039 

It was MOVED and SECONDED 

that the Financial Planning Committee include item 4.2.1.4.First Nations 

Specialist in the draft 2015/16 budget. 

 

FPC-2014-040 

It was MOVED and SECONDED 

that the motion be amended by adding the words “and direct staff to develop 

further the business case for greater clarity” to the end of the motion. 

CARRIED 

 

The question on the motion, as amended was then called,  

  CARRIED 

         Trustee Grove opposed 

              

4.2.4. Budget and Property Tax Assessment 

Director Shelest advised that the budget and property tax assessment 

report was done at the request of Trustee Luckham and had been sent to  

the Thetis Ratepayers Association.  This report was done after tax payers 

indicated that their tax increases had been substantially higher than what 

Islands Trust had indicated they would be in budget communications.   

 

Trustee Luckham advised the committee that the Islands Trust tax 

increases are in addition to the millage rate changes.  When millage rate 

is applied overall, an individual taxpayer may see a tax increase even 

though Islands Trust has indicated they will seek a zero tax increase. 

 

5. NEW BUSINESS 

There was no new business 

 

6. NEXT MEETING 

The next meeting will take place on November 12, 2014 
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7. ADJOURNMENT 

BY GENERAL CONSENT, the meeting adjourned at 1:03 p.m. 

 

 

 

_________________________ 

Gary Steeves, Chair 

 

/Certified Correct 

 

_________________________ 

Nancy Roggers, Secretary and Recorder 
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Financial Planning Committee 
       Follow-up Action List 

FPC meeting November 12, 2014 
 
 
 
 

 
Meeting/ 

Date 
 Activity 

 
WITH 

 

 
TARGET 

Oct 29/14 FPC requests staff provide FPC with an evaluation of whether the following 
principle has been achieved to date:  “OCP and land use planning project 
budgets over the long-term will be distributed between LTCs based on their 
relative percentage of assessed value, per the resource allocation model.”   

CS Nov 12, 2014 
 

Oct 29/14 
FPC requests written information on the staff proposal to charge an 
administrative levy on special tax requisitions. 

CS Nov 12, 2014 

Oct 29/14 
FPC directs staff to develop further the business case for the First Nations 
Specialist. 

CS 
Nov 12, 2014 
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REQUEST FOR DECISION 
 

  
To: Trust Council For the Meeting of:: December 2, 2014 
 
From: Financial Planning Committee File No: Quarterly Reports   

SUBJECT: SEPTEMBER 30, 2014 QUARTERLY FINANCIAL REPORT 
 

 
RECOMMENDATION:   
 
That the Islands Trust Council approve the September 30, 2014 Quarterly Financial 
Report as presented. 
 

CHIEF ADMINISTRATION OFFICER COMMENTS: The financial report reflects that Islands 
Trust is generally following the financial plan for 2014/15 
 

 

IMPLICATIONS OF RECOMMENDATION 

ORGANIZATIONAL:  There are no organizational implications to the recommendation. 
 
FINANCIAL: Expenditures to September 30, 2014 are within approved budgets. 
 
POLICY:  There are no implications for existing policy. 
 
IMPLEMENTATION/COMMUNICATIONS:  Managers and Directors will receive ongoing reports 
throughout the year. 
 
OTHER: None. 
 

BACKGROUND 

Islands Trust Policy 2.3. iii Financial Planning Committee Terms of Reference requires the 
Financial Planning Committee to report to Trust Council regarding the organization’s financial 
management practices. 
 
REPORT/DOCUMENT:  The Islands Trust Statement of Net Financial Position (Balance Sheet) 
and Consolidated Statement of Revenue and Expenditures to September 30, 2014 attached. 
 
KEY ISSUE(S)/CONCEPT(S): 
 
Statement of Net Financial Position (September 30, 2014 compared to March 31, 2014)  
For the most part (unless otherwise identified) differences are due to timing of expenditures, 
receipt of revenues and reversal of accruals following fiscal year end.  Results for September 30, 
2013 are also provided for year over year comparison. 
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Consolidated Statement of Revenue and Expenditure 
The benchmark for revenues and expenditures after six months (second quarter completion) of 
operations is 50% of the annual budget.  The revenue and expense areas that vary significantly 
from the 50% benchmark include:  
 
Revenue: 

 

 Fees and Sales total includes $32,169.35 of receipts (29% of the Fees and Sales annual 
budget) offset by $8,620.00 in refunds.  It is difficult to say if this downward trend in fees 
will continue through the fiscal year.  The forecast will be reduced to mitigate any 
variances at year-end. 

 The general property tax requisition, the provincial grant funds, and the Bowen island 
property tax requisition were all received in the second quarter. 

 Other revenues with are mostly from grant funds are below budget and are expected to 
reach budget levels as projects relating to grants are completed during this fiscal year. 

 
Expenses: 
 
Council 

 Trust Council expenditures are lower than budget due to the timing of costs for the 
elections which will occur during the third quarter. 

 Executive Committee expenditures are higher than budget due to the timing of Training & 
Conferences Fees and Travel for Training that occurred in the first half of the fiscal year 
and were higher than anticipated. 

 Council committee expenditures are lower than budget due to the timing of meetings 
which will occur later in the fiscal year and to cover the additional costs related to the 
four-day December Trust Council. 

 Trust Area Services expenditures are lower than budget due to the timing of costs for 
projects which are expected to occur during the third and fourth quarters of the fiscal 
year. 

 
Local Planning Services 

 LPS Facilities & Programs expenditures are lower than budget due to the timing of costs 
for LTC projects which are expected to be completed during the second half of the fiscal 
year. 

 Mapping Services expenditures are higher than budget due to the timing of costs for the 
acquisition of orthophotos that occurred in the first half of the fiscal year. 

 Bylaw Enforcement expenditures are lower than budget due to a staff vacancy that has 
now been filled. 

 
Trust Fund 

 Board expenses are lower than budget due to the timing of meetings which will occur 
later in the fiscal year. 

 Administration expenses are lower than budget due to a reduction in projected staff hours 
worked resulting from a developmental opportunity offered to the Trust Fund Board Office 
Assistant covering maternity leave as well as other flexible work arrangements for staff.  
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Administration 

 Finance, Human Resources and Administrative Services are higher than anticipated due 
to contract costs for technical support and project management which occurred early to 
cover a vacancy. 

 Personnel Recruiting is higher than budget due to significant turnover of staff during the 
first half of the year. 

 Office Operations expenditures are slightly higher than anticipated due to higher 
expenditures for office supplies in the first half of the fiscal year. 

 Computer/Furniture & Equipment Purchases are higher than budget due to the timing of 
purchases made in the first half of the fiscal year. 

 
 
FINANCIAL PROJECTIONS TO MARCH 31, 2015 FISCAL YEAR END 
 
A detailed forecast was done based on the second quarter results.  Based on the forecast 
results, the March 31, 2015 transfer from surplus is now forecast to be $121,879 instead of the 
$268,620 that was budgeted to achieve a break even result.   
 
 
RELEVANT POLICY:  Bylaw No. 155, Islands Trust Financial Plan Bylaw 2014/15 
 
 
DESIRED OUTCOME:  Approval of the September 30, 2014 quarterly financial report 

 
 

RESPONSE OPTIONS 

Recommended:   
 
That Trust Council approve the September 30, 2014 quarterly financial statements. 
 

Alternative:   
 
None identified. 

 

 
   
Prepared By:   Nancy Roggers, Finance Officer October 31, 2014 
   
Reviewed By:  Cindy Shelest, Director of Admin Services 

Linda Adams, Chief Administrative Officer 
 
Financial Planning Committee 
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Islands Trust 
   Statement of Net Financial 

Position – September 30, 2014 
   

  

         Sept 30          Sept 30       March 31 

  

             2014              2013              2014 

Financial Assets: 

   Cash & Short-term Investments         6,878,755          6,748,542          3,696,156  

Accounts Receivable              50,838               50,437               55,271  

Due from Trust Fund Board                3,924                       -                         -    

 

Total Financial Assets         6,933,517          6,798,979          3,751,427  

     

     Liabilities: 

    Wages & benefits payable            937,624          1,051,699             894,084  

Accounts payable & accrued liabilities            242,778             157,955             357,364  

Development Application Deposits              29,038               38,353               29,038  

Deferred Revenue              60,101               55,019               53,981  

Employee Benefit Obligations              94,538               99,130               94,538  

Capital Lease Obligations              46,275               35,440               55,265  

Cost Recovery Deposits                6,713               11,355                 9,675  

       Total Liabilities         1,417,067          1,448,951          1,493,945  

Net financial assets         5,516,450          5,350,028          2,257,481  

     Non-Financial Assets: 

   Tangible Capital Assets              88,350               88,105             115,322  

Prepaid Expenses              63,278               45,172               52,273  

 

Total Non-Financial Assets            151,627             133,277             167,595  

 

General Revenue Surplus Fund         5,668,077          5,483,305          2,425,076  
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Islands Trust 
Consolidated Statement of Revenue and Expenditure 

For The 6 Months Ending September 30, 2014 

       

   

Prior 

YTD YTD Annual  % of 

  

Description Actual Actual Budget Budget 

Revenue: 

      

  

Fees & Sales 71,277 23,549 110,000 21% 

       

  

Provincial Grant 85,184 119,122 119,122 100% 

       

  

Property Tax Levy General 6,066,025 6,126,685 6,126,684 100% 

       

  

Special Property Tax Requisition 0 110,000 110,000 100% 

       

  

Property Tax Levy Bowen 225,170 214,654 214,654 100% 

       

  

Transfer from Surplus 0 0 268,620 0% 

       

  

Investment Income 91 23,837 50,000 48% 

       

  

Other Revenues 135 9,428 60,000 16% 

       Total Revenue 

 

6,447,882 6,627,275 7,059,080 94% 

       Expenses 

     

 

Council 

     

  

Trust Council 132,531 134,138 388,412 35% 

       

  

Executive Committee 52,289 49,871 96,637 52% 

       

  

Council Committees 5,991 4,300 9,000 48% 

       

  

Trust Area Services 217,660 192,014 417,739 46% 

       

  

General Admin Allocation - 16% 124,772 124,249 237,720 52% 

       Total Council Expenses 533,242 504,570 1,149,508 44% 

       

 

Local Planning Services 

    

  

Local Trust Committees 411,754 364,027 748,412 49% 

       

  

Planning Staff 1,053,743 1,119,790 2,308,734 49% 

       

  

LPS Facilities & Programs 229,422 227,656 599,475 38% 

  

  

    

  

Mapping Services 101,400 140,845 248,422 57% 

       

  

Bylaw Enforcement 120,169 140,121 295,342 47% 

  

  

    

  

General Admin Allocation - 75% 577,068 582,415 1,114,311 52% 

      

  

Total Local Planning Services Expenses 2,493,557 2,574,856 5,314,696 48% 

       16
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Prior 

YTD YTD Annual  % of 

  
Description Actual Actual Budget Budget 

       

 

Trust Fund 

    

  

Board 3,777 7,828 19,000 41% 

       

  

Administration 217,982 190,333 434,159 44% 

       

  

Operations 41,761 36,796 73,000 50% 

       

  

General Admin Allocation - 9% 77,982 69,890 133,717 52% 

       Total Trust Fund Expenses 341,503 304,847 659,876 46% 

       

 

General Admin 

    

  

CAO Office 161,964 159,597 327,864 49% 

       

  

Financial, HR and Admin Services 432,412 410,142 793,184 52% 

       

  

Personnel Recruiting 3,827 6,436 5,000 129% 

       

  

Office Operations 106,442 109,258 211,700 52% 

       

  

Computer/Furniture & Equipment Purchases 38,304 64,148 83,000 77% 

       

  

Amortization Expense 36,874 26,972 65,000 41% 

  

General Admin Recovery -779,822 -776,554 

-

1,485,748 52% 

       Total General Admin Expenses -1 0 0 0% 

       Less Non-Cash Expenditures - Amortization 

 

0 -65,000 

 

       Total Expenses 

 

3,368,302 3,384,273 7,059,080 48% 

       

       Surplus (Deficit) to date 3,079,581 3,243,002 0 

 

       General Revenue Fund Surplus, beginning of the period 2,403,723 2,425,075 

  

       General Revenue Fund Surplus, end of the period 5,483,304 5,668,077 
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BRIEFING 
 

 
  
To: Trust Council For the Meeting of: December 2, 2014. 

 

 

From: Nancy Roggers, Finance Officer File No.: 2014-15 Forecast 
 

SUBJECT: FINANCIAL FORECAST FOR MARCH 31, 2015 YEAR END, UPDATED 
SEPTEMBER 2014 
 

  
DESCRIPTION OF ISSUE:   
The fiscal year ending March 31, 2015 was budgeted to be break-even with a Transfer from General 
Revenue Fund Surplus of $268,620 to fund operations.  The year-end financial results for March 31, 
2015 have been forecasted based on actual activity to September 30, 2014 plus estimates to the end 
of the year. Based on the forecasted results the Transfer from General Revenue Fund Surplus is now 
estimated to be $121,879.  The reasons for the decrease of $146,741 are outlined below.   
 
 
BACKGROUND: 
 
Revenue and expenditures that contribute to the requirement for a reduced transfer from surplus 
include: 
 
Revenue: 
 
Income from fees and sales are trending below anticipated results. Based on the actual amount of 
income received to September 30, 2014 of $23,549 (net of refunds of $9,000.00) the estimated 
amount for the year has been reduced to $75,000.  
 
Expenditures: 
 
- Salaries and benefits are forecast to be $201,304 under budget due to the impact of vacancies 

and turnover of staff in Planning, Bylaw Enforcement and Computer Applications Support. 
- The over-run in contract services of $36,500 relates to the under-run in salaries for Computer 

Applications Support and Bylaw Enforcement, as contract staffing services have been utilized to 
cover unfilled vacancies.  

- Litigation Defence expenses are projected to be $10,000 below budget based on actuals to date. 
- LTC Projects are anticipated to be $10,000 below budget based on a review of all project 

spending to date. 
- Other variances are not significant in nature. 

  

[Comments] 
CONCLUSIONS: 
 
Based on the forecast results, the March 31, 2015 transfer from General Revenue Fund Surplus is 
forecast to be $121,879  instead of the $268,620 that was budgeted, a difference of $146,741.  
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ATTACHMENT(S): 
 
Financial Forecast detail for 2014/15 fiscal year. 
 
 
AVAILABLE OPTIONS: No other options identified. 

 
 
FOLLOW-UP: Forward to Trust Council. 
 
 

 

 
   
Prepared By: Nancy Roggers, Finance Officer  
   
Reviewed By:  
 
 
 
Date: 

Cindy Shelest, Director Administrative Services 
Linda Adams, Chief Administration Officer 
Financial Planning Committee 
 
November 12, 2014 
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Islands Trust
             2014/15 FORECAST

         as of September 30, 2014

Forecast

Annual YTD Forecast to Higher (Lower)
Description Budget Actual March 31, 2015 Than Budget

Revenue:
Fees & Sales 110,000 23,549 75,000 -35,000
Provincial Grant 119,122 119,122 119,122 0
Property Tax Levy General 6,126,684 6,126,685 6,126,685 0
Property Tax Levy Bowen 214,654 214,654 214,654 0
Special Levy Property Tax Requisition 110,000 110,000 110,000 0
Transfer from General Revenue Fund Surplus 268,620 0 121,879 -146,741
Interest Income 50,000 23,837 50,000 0
Other Income 0 2,386 4,000 4,000
Grant Income 60,000 7,041 60,000 0

Total Revenue 7,059,080 6,627,275 6,881,340 -177,741

Expenses
Amortization Expense 65,000 26,972 65,000 0
Applications sponsored by Exec Committee 5,000 0 5,000 0
Audit 25,000 0 25,000 0
Bank Charges & Interest 4,000 2,549 4,000 0
Board of Variance 1,500 214 1,500 0
Carbon Offset Purchases 2,000 0 2,000 0
Committee Expense FPC 4,000 1,903 4,000 0
Committee Expense LPC 2,500 1,092 2,500 0
Committee Expense TPC 2,500 1,305 2,500 0
Communications 28,000 2,842 28,000 0
Computer renewal of support & maintenance 15,000 12,021 15,000 0
Computer Internet Charges 40,000 22,899 40,000 0
Computer Supplies 8,000 4,654 8,000 0
Computer Tech Support 45,000 32,352 45,000 0
Trustee Hardware & Internet 0 2,175 3,000 3,000
Contingency 15,000 2,900 15,000 0
Contract Services 73,500 67,614 110,000 36,500
Elections General 118,000 840 118,000 0
Equipment Leases Supplies & Maintenance 20,000 12,069 20,000 0
Insurance 95,000 47,360 95,000 0
ITF "Board Honoraria" 8,000 2,550 5,550 -2,450
ITF "Board Meeting Expense" 9,000 5,278 10,000 1,000
ITF "Board Training & Conferences" 2,000 0 0 -2,000
ITF "Property Management" 55,000 35,513 56,000 1,000
ITF "Covenants & Acquisitions" 18,000 1,284 18,000 0
Land Title Registrations 3,000 737 3,000 0
Legal "General" 50,000 23,692 54,000 4,000
Legal "Bylaw Enforcement Litigation" 150,000 97,900 150,000 0
Legal "Litigation Defence" 50,000 -4,583 40,000 -10,000
Legislative Updates 1,000 0 1,000 0
LTC Trustee Expenses 10,000 6,888 10,000 0
LTC "Executive Expense on LTC's" 23,000 9,257 23,000 0
LTC Local Exp LTC Meeting Expenses 30,000 17,487 34,500 4,500
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LTC Local Exp APC Meeting Expenses 9,000 3,567 8,500 -500
LTC Local Exp Communications 5,000 1,713 3,500 -1,500
LTC Local Exp Special Projects 15,000 4,169 12,500 -2,500
Mapping " BCAA Updates" 1,500 0 1,500 0
Mapping " GIS Software & Consulting" 70,000 41,182 70,000 0
Mapping " Sales Inventory" 0 288 500 500
Meeting Expense 88,200 45,321 88,200 0
Memberships 17,500 2,250 17,500 0
Notices Statutory & Non Statutory 16,001 10,028 21,000 4,999
Office Rent 390,100 181,329 390,100 0
Office Services 37,900 16,855 37,900 0
Postage & Courier 13,500 8,441 14,500 1,000
Project funded by grants 60,000 6,288 60,000 0
All Projects 298,750 98,139 288,000 -10,750
Recruitment 5,000 6,436 10,000 5,000
Safety 3,000 2,548 3,000 0
Sal & Ben "Salaries Admin Staff" 1,605,763 768,864 1,541,843 -63,920
Sal & Ben "Benefits Admin Staff" 378,303 185,998 385,461 7,158
Sal & Ben "Salaries Planners & Support" 1,582,948 772,125 1,488,553 -94,395
Sal & Ben "Benefits Planners & Support" 378,108 192,066 372,138 -5,970
Sal & Ben "Salaries Bylaw" 218,421 95,128 181,332 -37,089
Sal & Ben "Benefits Bylaw" 52,421 23,658 45,333 -7,088
Stationary & Supplies 18,000 9,879 18,000 0
Subscriptions 4,000 2,251 4,000 0
Telephone "Lease" 44,200 23,097 44,200 0
Telephone "Toll Charges" 3,565 1,535 3,565 0
Mobile Devices 25,700 10,583 25,700 0
Telephone "Web Conferencing" 0 640 1,000 1,000
Training "Organization Wide" 8,000 13,615 13,615 5,615
Staff Meetings & Recognition 10,000 4,614 10,000 0
Educational Re Imbursement 7,000 3,790 7,000 0
Training & Conferences 60,350 28,683 55,000 -5,350
Travel for Training 34,400 23,493 34,400 0
Travel 79,500 38,224 70,000 -9,500
Trustee Remuneration 362,473 181,237 362,473 0
Trustee Remuneration "CPP Expense" 16,712 10,490 16,712 0
Trustee Remuneration Health/Dental Benefits 53,340 21,575 53,340 0
Trustee Remuneration MSP Benefits 36,288 13,485 36,288 0
Trustee Remuneration Pay In Lieu of Benefits 0 2,000 0 0
Trustee Remuneration "Executive on LTC's" 66,137 33,069 66,137 0

Total Expenses 7,054,080 3,326,411 6,876,340 -177,740

Capital
Trustee IPADS 10,000 8,078 10,000 0
Hardware and Software 45,000 44,194 45,000 0
Furniture & Equipment 10,000 2,132 7,000 -3,000
Office Renovations 5,000 3,459 8,000 3,000

70,000 57,862 70,000 0

Total Expenditures 7,124,080 3,384,272 6,946,340 -177,740
Less Non-Cash Expenditures - Amortization -65,000 -26,972 -65,000

Surplus (Deficit) 0 3,269,975 0 0
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ISLANDS TRUST 

2015/2016 FINANCIAL PLAN 
ASSUMPTIONS AND PRINCIPLES – Draft December 2014 

 
  

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 (LTCs) are asked to provide their project needs and review their LTC 
expense budgets, passing any resolutions required to adopt/modify their budget proposals. 
The Trust Fund Board requests budget changes to support the goals in its Regional 
Conservation Plan. Directors review their respective Committee work programs to ensure 
work plan activities are appropriately funded. 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 

 Where applicable, estimated general growth in expenditures will be based on the 
Consumer Price Index (CPI) for Victoria, as reported by Statistics Canada.   

 
Status 

 The proposed Detailed Budget for 2015/16 presented to Trust Council in December 
2014 will reflect estimated growth in CPI based on Statistics Canada reported 
Victoria CPI in December 2014.   

 
 
B.  Non-market Growth in Property Taxes 

 

Assumption/Principle 

 The property tax base within the Islands Trust Area will grow by 1% due to new 
development activity.  

 The Islands Trust uses a report from BC Assessment on non-market growth for the 
Southern Gulf Islands and Salt Spring to estimate the non-market growth for the 
Islands Trust Area as a whole, since the assessment value of this area represents 
approximately 65% of the total for the Islands Trust Area.  

 
Status 

 BC Assessment will produce the report on non-market growth for the Southern 
Gulf Islands and Salt Spring in December 2014. Once received, data in the 
report will be used to adjust assumptions about non-market growth.  
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C.  Alternate Funding Through Grants  
 

Assumption/Principle 

 The Grants Administrator monitors grant programs to seek opportunities to obtain 
funding for local trust committees to cover the expense of their program items. 

 Management provides the Grants Administrator with an outline of local trust 
committee proposed projects so specific funding opportunities can be explored. 

 Funding of local trust committee programs by grants reduces the requirement for 
funding through other sources of revenue.  

 The annual budget normally includes an estimated amount of contingent grant 
revenue, to allow for revenue not yet identified. This amount is offset by an equal 
expense budget for contingent grant expenses. The result is no net effect on the 
bottom line.  

 
Status 

 The 2014/15 approved budget included $60,000 in contingent grant revenue, with 
an equivalent expense budget. As the Grants Administrator position was reduced on 
April 1, 2014 from .6 to .4 FTE and its focus was narrowed to LTC projects only, the 
draft 2015/16 budget will include $50,000 in contingent grant revenue and offsetting 
expenses. 

 
 
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 

 The Islands Trust Council has increased its requirements for advocacy work, 
undertaken by Trust Area Services staff. The current level of advocacy work is 
planned to continue until the end of 2014, and is based on reducing work in other 
Trust Area Services. Should the Islands Trust Council wish to maintain advocacy 
work at current levels, without deletion of other Trust Area Services functions and 
service levels, additional staff resources would be required.  

 The Islands Trust Council has previously considered the addition of staff to support 
improved relations between LTCs and First Nations, but determined that this work 
would be undertaken by trustees. Due to the continuing evolution of requirements 
for LTCs to consult with First Nations, a business case to hire a Senior Aboriginal 
Advisor has been submitted. 

 Three business cases for additional staff support have been requested to: (1) 
increase Bylaw Enforcement Officer on Salt Spring Island from .8 FTE to 1.0 FTE; 
(2) make the temporary Planner 1 position in Victoria Planning office into a 
permanent position; and (3) approve an annual Co-op student for Mapping 
Services.  
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E.  Staffing Costs 
 

Assumption/Principle 

 In accordance with the Islands Trust Act, staff members at the Islands Trust are 
appointed subject to the Public Services Act and the Public Service Labour 
Relations Act. Unionized staff members at the Islands Trust are members of the 
BCGEU.  Their compensation and benefits are subject to union contracts 
negotiated between the Public Services Agency and BCGEU.  

 Excluded (non-union) management staff members are also subject to the Public 
Service Act.  They are compensated according to a salary grid approved by the 
Executive Committee and consistent with the Public Service Agency Policy on 
Salary Administration for Management Employees. Benefits and related costs are 
also defined by the Public Service Agency. 

 
Status 

 A new BCGEU agreement has been negotiated which includes a 1% increase 
effective on April 1, 2015. BCGEU contract 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. 

 Most excluded staff within the Islands Trust received a one-time 3% wage 
increase effective April 1, 2014 and no further increases are anticipated.   While 
excluded staff are normally eligible for “step” increases as they progress in their 
positions, these have been frozen by the Public Service Agency since 
September 2012. Estimates for the step increases that would normally apply will 
be included within the budget as a contingency, in the event the freeze is lifted 
during the 2015-16 fiscal year. 

 BCGEU contract 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 for staff 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 and the Islands Trust 
must give notice of any intent not to renew the lease by March, 2016. Prior to 
March 2016, options will be internally evaluated to determine if the cost savings 
can be achieved by relocating the Victoria office and/or reducing the amount of 
space currently occupied.    

 The Northern office (Gabriola Island) lease term expires in November 2015 and 
the Islands Trust must give notice of any intent not to renew the lease by May 
2015. Prior to April 2015, options will be internally evaluated to determine if cost 
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savings can be achieved by relocating the Northern office on Gabriola Island 
and/or reducing the amount of space currently occupied. 

 The Salt Spring office lease term expires in February 2015 and the Islands Trust 
has been advised that the landlord will extend the lease for a one year period.  
As other options may become available during the term of the extension, they 
will be evaluated if and when they arise.  

 The annual budget for 2014/15 included $5000 for contract assistance in 
evaluating the applicability of the BC Public Service Agency’s Leading 
Workplace Strategies project to the Islands Trust. A staff working group has 
been established to undertake this work, with contract assistance as required.  
The working group will prepare a report by December 2014 that will inform 
decisions regarding overall office space requirements for staff in Islands Trust 
offices. A preliminary amount has been identified in the 2015/16 budget for allow 
for potential office relocations and/or improvements to existing space. 

 As of July 2014, trustees for Denman, Galiano and North Pender islands have 
all indicated that the maintenance of trustee offices in these locations is 
required.   

 
 

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”.   

 The Islands Trust receives annual property tax funds in August of each year. 
 

 
Status 

 Based on the current draft of the 2014/15 budget, the General Revenue Fund 
Surplus balance would be $1.991 million at March 31, 2015.  As this amount 
represents 115% of the recommended minimum level of Surplus, no increase in the 
General Revenue Fund Surplus is required at this time. 

 Islands Trust has not had to borrow funds in the last five years to fund operations 
prior to receiving the annual property tax funds. 

 During development of a proposed budget for 2015/16, FPC will review the 
recommended amount of Surplus that should be maintained. 
 
 

H.  Provincial Funding  
 

Assumption/Principle 

 The provincial government provides annual funding grants to the Islands Trust, 
consistent with funding levels provided to other small local governments   

 
Status 

 On March 13, 2012 Islands Trust entered into a multi-year agreement with the 
province based on the Strategic Community Investment Fund grants. In the 
2014/2015 fiscal year, the grant amount was $119,122, representing 
approximately 1.6% of the Islands Trust revenue. This agreement has expired.   
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 The Ministry of Community, Sport and Cultural Development has advised that 
the Strategic Community Investment Fund program will not be in place in future 
years however the previous provincial grant funding will be reinstated going 
forward. They have provided budget estimates for the next five years at 
$180,000 per year.     

 
 
I.  Local Planning Services  

 

Assumption/Principle 

 The Islands Trust Council provides sufficient funding for LTCs to carry out their 
primarily function, which is land use planning and regulatory activities within 
their local trust area as permitted by the Islands Trust Act and consistent with 
Islands Trust Council Policy 5.9.1. These activities include the development of 
Official Community Plans and land use regulations and the processing of 
development applications and referrals from other agencies. Other activities 
may be undertaken where the Islands Trust Council has delegated additional 
powers to an LTC.  

 LTC development application fees are intended to partially fund the costs of 
development application processing. 

 Local Planning Services’ Planner positions are fully staffed to the levels 
approved by the Islands Trust Council following the 2007 Local Planning 
Services Review. The budget process may propose new or modified positions. 

 Local Planning Services’ Bylaw Enforcement positions are fully staffed to the 
levels approved by the Islands Trust Council following the 2008 Bylaw 
Enforcement Function Review. The budget process may propose new or 
modified positions.  

 OCP and land use planning 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 Local Planning Services positions will be fully staffed, with some minor 
fluctuations due to normal levels of turnover, leaves and workload variations.  

 
J. Planner Resource Allocation 
 

Assumption/Principle 

 The current work program system which allocates planner time to LTCs will be 
maintained, until such time as a replacement can be developed. 

 Resources will continue to be fairly evenly distributed between the three planning 
regions (North, South, Salt Spring) 

 
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.  Plans to replace this 
package continue to emerge.  In March 2015 a new Public Service Agency time 
reporting system is being introduced into Islands Trust.  Once this project is 
completed, any further requirements identified will be considered.   
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K.  LTC Program and Strategic Plan Budget items in 2015/16 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. 

 Following the November 2014 elections, the Islands Trust Council will review the 
existing Strategic Plan and may either amend or replace the goals, objectives, 
strategies and actions that are currently identified. Depending upon the degree 
of change, a new Strategic Plan may not be adopted until June or September of 
2015. 

 Early in the budget cycle (i.e. July-Sept) LTCs propose budget items for the next 
fiscal year on the basis of local priorities. 

 Management evaluates initial LTC budget proposals against a number of criteria 
including: Does the proposal support work that is a provincial requirement?; 
Does the proposal directly support an activity identified in the Strategic Plan?; 
Does the proposal support work that is a continuation of a current OCP/LUB 
program?; and Does the proposal 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. As a newly-
elected Council will be in place in December 2014, the number of new or 
different budget proposals that arise between September and December may be 
higher than occur in non-election years.  

 Following receipt of public comment and further recommendations from FPC, 
Trust Council makes the final decision on the overall budget and the individual 
components in March. 

 LTCs have the option of requesting a Special Tax Requisition to raise funds for 
land use planning activities (or activities related to delegated powers) within their 
Local Trust Area that were not approved within the general Trust Council budget 
(see Trust Council Policy 6.3.ii). 

 
Status 

   

 Each LTC has identified LTC Budget requests for 2015/16, giving consideration 
to planning capacity to complete requests and the impacts of an election year 
transition. The current LTC recommendations take  into consideration that it will 
be a new council that will be taking on the actual work.  After December, the 
new trustees have an opportunity to review and suggest changes to the 
proposed budgets prior to final adoption of the budget in March 2015. 
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ISLANDS TRUST - 2015/16 DRAFT BUDGET OVERVIEW 

The proposed 2015/16 Budget is based on: 

- The Budget Assumptions and Principles presented to Trust Council in September 2014 and reviewed by 

the Financial Planning Committee at their August 13 and November 12 meetings 

- The Islands Trust Strategic Plan 2011-2014 adopted by Trust Council in September 2012 

*Pending review and potential amendment by current Trust Council 

- The Timelines for 2015/16 Budget Process reviewed by Trust Council in September 2014   

Stakeholders: 

To date, the following groups of Stakeholders have provided input into the Draft 2015/16 Budget: 

GROUPS RESPONSIBLE FOR ACTION/STATUS 

Financial Planning 
Committee 

Develop and recommend the annual budget 
to Trust Council.  
Reviewing all budget proposals. 
Recommend the appropriate level amount to 
be held in General Revenue Surplus Fund. 
Review and approve financial reporting to 
Trust Council. 
Present the budget to Trust Council and 
provide guidance into the decision making 
process. 
 

August 13 – Budget Assumptions and Principles 
reviewed 
October 29 – First draft of budget reviewed 
November 12 – Second draft  of budget 
reviewed 

Local Trust 
Committees 

Discuss budget requests and work programs 
with planning staff.  
Provide budget requests to Director of Local 
Planning Services for review and allocation of 
resources. 
Be aware of the provisions of Policy 6.3.ii 
Special Property Tax Requisitions which 
permits 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. 
 

All LTCs have included this item on their meeting 
agendas and submitted their budget requests. 
The Director of Local Planning Services has 
summarized these requests in the LTC Budget 
Request document  
A request from Salt Spring Island LTC for a 
Special Property Tax Requisition has been 
received  

Municipalities As per Policy 7.2.vi Municipal Tax Requisition 
Calculation all documents used to estimate 
the municipal tax requisition will be 
forwarded to the Treasurer of an island 
municipality for review by December 31 with 
a request that the island municipality 
Treasurer submit any concerns about the 
accuracy and completeness of the municipal 
tax requisition by February 28 of the 
following year.  
 

Bowen Island Municipality Finance staff will be 
provided with information as detailed in Policy 
7.2.vi Municipal Tax Requisition Calculation by 
December 31.  

Trust Fund Board Discuss budget requests and work programs 
with Trust Area Services staff. 
Endorse all budget requests for the Trust 
Fund’s Board and Program operations. 

Trust Fund board has included this item on their 
meeting agenda and submitted their budget 
requests.  The Director of Trust Area Services 
has submitted approved  budget items  
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Management Coordinate the review of budget 
requirements for their departments in order 
to meet current Trust Council objectives and 
service levels. 
Look for opportunities to incorporate 
efficiencies and savings in the organization. 

All managers have reviewed their individual 
budget lines and work programs and submitted 
budget requests where necessary to their 
Directors. 
Management Team met Oct 22 and Nov 8 to 
review the proposed budget. 

 

Public Consultation: 

In order to meet Trust Council’s continued commitment to transparency and dialogue with the community, a 

public consultation on the 2015/16 draft budget will be undertaken in January/February of 2015.  

 

Role of Trust Council: 

The role of the Trust Council at its December 2014 meeting is to review the recommended draft of the 2015/16 

budget and to discuss the revenue, expenses and the General Revenue Surplus Fund in detail before the Financial 

Planning Committee develops a draft budget for public consultation.  

In March 2015, Trust Council will approve the annual budget and financial plan, after considering the public input 

received and the recommendations of the Financial Planning Committee.  Formal resolutions to direct the 

preparation of a budget bylaw will be made and the budget bylaw will be presented for consideration during the 

Trust Council regular business meeting.   

 

Highlights: 

Highlights of the Draft 2015/16 Budget include: 

- A net increase in expenditures of $130,176 

- A Special Property Tax Requisition request has been received from the Salt Spring Island Local Trust 

Committee  

- A transfer of funds from the General Revenue Surplus Fund of $271,298 is recommended, resulting in a 

projected General Revenue Surplus Fund Balance of $2,031,900  at March 31, 2015, 108% of the 

recommended balance  

- Service levels from 2013/14 are maintained 

- An increase in Provincial Grant revenues based on new funding proposal  

- The current BCGEU Collective Agreement allowance for a 1% increase on April 1, 2015.  

- No increase to Trustee remuneration as per the Trustee Remuneration Policy and current CPI projections 

- One additional staffing position – Senior Aboriginal Advisor. 

- Increased staffing including:  previous year’s temporary Planner 1 hours in Victoria office be a regular 

position; increased Bylaw Enforcement Officer hours from .8 to full-time; and a co-op student for 

Mapping Services.   

- A number of Program Requests were reviewed by Financial Planning Committee and recommended for 

inclusion in the budget as outlined in the detail budget. 
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Increase
ISLANDS TRUST 2014/15 2014/15 2015/16

 
(Decrease)

2015/16 Budget BUDGET FORECAST BUDGET from 2014/15
DRAFT 2 

Revenue
Fees & Sales - Development Permits 110,000 75,000 110,000 0
Provincial Grant 119,122 119,122 180,000 60,878                   
Property Tax Levy - General 6,066,025 6,126,685 6,126,685 60,660                   
Tax growth through new construction 60,660 0 61,267 607                        
Property Tax Levy - Bowen 214,653 214,654 220,506 5,853                     
Special LTC Tax Requisition 110,000 110,000 119,500 9,500                     
Transfer from General Revenue Surplus Fund 268,620 121,879           271,298 2,678                     
Interest Income 50,000 50,000 50,000 -                         
Other Income 4,000 -                         
Other Income - grant income for projects 60,000 60,000 50,000 (10,000)                  

Total Revenue 7,059,080    6,881,340 7,189,256

Expenses
Amortization 65,000 65,000             65,000             -                         
Applications sponsored by Exec Committee 5,000 5,000               5,000               -                         
Audit 25,000 25,000             25,000             -                         
Bank Charges & Interest 4,000 4,000               4,000               -                         
Board of Variance 1,500 1,500               1,500               -                         
Carbon Offset Purchases 2,000 2,000               2,000               -                         
Committee Expense - FPC 4,000 4,000               5,000               1,000                     
Committee Expense - LPC 2,500 2,500               3,000               500                        
Committee Expense - TPC 2,500 2,500               3,000               500                        
Communications 28,000 28,000             28,000             -                         
Computer - internet charges 40,000 40,000             45,750             5,750                     
Computer - supplies 8,000 8,000               8,000               -                         
Computer-renewal of support/maint 15,000 15,000             20,000             5,000                     
Computer - technical support 45,000 45,000             40,000             (5,000)                    
Computer - Trustee hardware & internet 0 3,000               12,420             12,420                   
Contingency 15,000 15,000             15,000             -                         
Contract Services 73,500 110,000           87,500             14,000                   
Elections - General 118,000 118,000           -                   (118,000)                
Equipment Leases, Supplies & Maintenance 20,000 20,000             20,000             -                         
Insurance 95,000 95,000             95,000             -                         
ITF - Board Honoraria 8,000 5,550               8,000               -                         
ITF - Board Meeting Expense 9,000 10,000             10,000             1,000                     
ITF - Board Training & Conferences 2,000 -                   2,000               -                         
ITF - Property Management 55,000 56,000             60,000             5,000                     
ITF - Covenants & Acquisitions 18,000 18,000             18,000             -                         
Land Title Registrations 3,000 3,000               3,000               -                         
Legal - general 50,000 54,000             60,000             10,000                   
Legal - bylaw enforcement litigation 150,000 150,000           135,000           (15,000)                  
Legal - litigation defence 50,000 40,000             60,000             10,000                   
Legislative Updates 1,000 1,000               -                   (1,000)                    
LTC "Trustee Expenses" 10,000 10,000             15,000             5,000                     
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LTC "Executive Expense on LTC's" 23,000 23,000             25,000             2,000                     
LTC Meeting Expenses 30,000 34,500             30,000             -                         
LTC Local Exp APC Meeting Expenses 9,000 8,500               9,000               -                         
LTC Local Exp Communications 5,000 3,500               5,000               -                         
LTC Local Exp Special Projects 15,000 12,500             15,000             -                         
Mapping - BCAA Updates 1,500 1,500               1,500               -                         
Mapping - GIS software & consulting 70,000 70,000             70,000             -                         
Mapping - Sales Inventory 0 500                  -                   -                         
Meeting Expense 88,200 88,200             96,300             8,100                     
Memberships 17,500 17,500             17,500             -                         
Notices - Statutory & Non-Statutory 16,000 21,000             18,000             2,000                     
Office - Lease costs 390,100 390,100           394,100           4,000                     
Office - outside services 37,900 37,900             47,660             9,760                     
Office - Furniture & Equipment under $150 0 1,500               1,500                     
Postage, Courier & Delivery 13,500 14,500             13,500             -                         
Recruitment 5,000 10,000             5,000               -                         
Safety 3,000 3,000               5,000               2,000                     
Sal & Ben - Salaries - Admin staff 1,605,763 1,541,843        1,668,619        62,856                   
Sal & Ben - Benefits - Admin staff 378,303 385,461           417,155           38,852                   
Sal & Ben - Salaries - Planners & Support 1,582,948 1,488,553        1,223,387        (359,561)                
Sal & Ben - Benefits - Planners & Support 378,108 372,138           305,847           (72,261)                  
Sal & Ben - Salaries - Planning Support Staff 0 367,245           367,245                 
Sal & Ben - Benefits - Planning Support Staff 0 91,811             91,811                   
Sal & Ben - Salaries - Bylaw 218,421 181,332           202,402           (16,019)                  
Sal & Ben - Benefits - Bylaw 52,421 45,333             50,600             (1,821)                    
Stationery & Supplies 18,000 18,000             18,000             -                         
Subscriptions 4,000 4,000               5,000               1,000                     
Telephone - lease 44,200 44,200             46,200             2,000                     
Telephone - toll charges 3,565 3,565               4,310               745                        
Telephone - cell phones 25,700 25,700             25,000             (700)                       
Telephone - web conferencing 0 1,000               1,500               1,500                     
Training - Organization-wide 8,000 13,615             8,000               -                         
Training - staff recognition & meetings 10,000 10,000             12,000             2,000                     
Training - Education Re-imbursement 7,000 7,000               7,000               -                         
Training & Conferences "Admin Staff" 60,350 55,000             26,250             (34,100)                  
Travel for Training Admin Staff 34,400 34,400             8,600               (25,800)                  
Training & Conferences "Planners/RPM's" 20,800             20,800                   
Travel for Training Planners/RPM 17,300             17,300                   
Training & Conferences "Planning Support" 3,000               3,000                     
Travel for Training Planning Support 1,500               1,500                     
Training & Conferences "Bylaw" 3,000               3,000                     
Travel for Training Bylaw 2,000               2,000                     
Training & Conferences - Trustees & Executive 8,500               8,500                     
Travel for Training Admin - Trustees & Executive 6,000               6,000                     
Travel "Admin Staff" 79,500 70,000             22,500             (57,000)                  
Travel "Planners/RPM's" 39,500             39,500                   
Travel "Planning Support" 3,500               3,500                     
Travel "Bylaw" 16,000             16,000                   
Trustee Remuneration 362,474 362,473           365,000 2,526                     
Trustee Remuneration - CPP Expense 16,712 16,712             17,000 288                        
Trustee Remuneration - Health/Dental benefits 53,340 53,340             55,000 1,660                     
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Trustee Remuneration - MSP Benefits 36,288 36,288             38,000 1,712                     
Trustee Remuneration - Executive on LTCs 66,137 66,137             70,000 3,863                     

Operating Budget Subtotal 6,695,330    6,528,340        6,787,756        

Computer - HW & SW OVER $150 45,000 45,000             45,000             -                         
Laptops for trustees 10,000 10,000             (10,000)                  
Office - Equipment & Furniture OVER $150 10,000 7,000               15,000             5,000                     
Office - Renovations 5,000 8,000               10,000             5,000                     
Reserve for potential office moves 50,000             50,000                   
Capital Subtotal 70,000         70,000             120,000           

Project - Funded by Grants 60,000 60,000 50,000 (10,000)                  
Project - Funded by Special requisition 110,000 110,000 119,500           9,500                     
Program - TAS on-going 8,000 8,000               -                   (8,000)                    
Program 136,750 131,500           158,000           21,250                   
RAR Program 44,000 38,500 19,000             (25,000)                  
Programs and OCP Subtotal 358,750       348,000           346,500

Appropriation from  Surplus  

Total Expenditures 7,124,080    6,946,340 7,254,256

et Surplus (Shortfall) after Contribution to Surplus (65,000)        (65,000)            (65,000)            
Property tax increase required to break even 0.00%
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Islands Trust 
Staffing Requests 
2015/16 Draft Budget
Refelcted on detailed sheet under 75-78000

Bylaw Mapping - 540 LPS

MAPPING Co-Op student 16,000               

LPS Planner 1 Southern Team to 1 FTE (additional .4) 30,700               
Senior Aboriginal Advisor 76,812               

Bylaw BLEO from .8 to 1 FTE 12,817               

2015/16 TOTAL 136,329                   12,817               16,000               107,512             
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Mark van Bakel 

 

 
Budget Source: 
( describe )                        

                                                       

 Local Planning Services – GIS/Mapping Budget Operational Unit: Local Planning Services 

 
Name of Request (identify the problem, opportunity or 
need): 
 
This request is for an on-going capacity increase in the 
geographic information system department through use of 
the Cooperative Education (‘co-op’) program.  
 

 
Date initiated: September 23, 2014 

 
Date required: April 1, 2015 
 

1. BACKGROUND (A brief description of the current situation.) 

 
The Islands Trust’s Geographic Information Systems (GIS) office provides all of the 
mapping needs of the organisation. It includes an internal on-line property information 
system (called Trust Area Property Information System or TAPIS) that is used 
extensively by the planners, when responding to public enquiries and preparing reports 
for local trust committees about planning projects or development applications. TAPIS 
allows planners to quickly search for properties and gain information about the 
properties, such as BC Assessment data, sensitive ecosystems, shoreline types, 
historical and current air photos, contour mapping, zoning and other such information. 
TAPIS is also used to measure property size and determine buffers around properties 
and features; for example, determine which properties are within a certain distance of a 
rezoning proposal. Finally, TAPIS is used by planners to track development 
applications (such as a rezoning application) by linking the application to the property. 
The TAPIS system is central to the operations of local planning services. 
 
The GIS office also develops and maintains a public version of TAPIS called MapIT. 
MapIT has similar features as TAPIS and is designed for the public to view. Using 
MapIT, the public can easily find property, view historical and current air photos, view 
the zoning, sensitive ecosystems, and other such information.  Over the past year, 
MapIT has been visited 10,440 times by members of the public. This reduces enquires 
to planning staff freeing their resources for other local trust committee work. 
 
The GIS office also provides mapping support. This includes the creation of maps on 
request to support Trust Council advocacy program, Trust Fund Board conservation 
goals and local trust committees in the development of policies and regulations. The 
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GIS department also routinely provides mapping information to Bowen Island 
Municipality.  
 
The GIS office is staffed by two full-time permanent employees – the GIS Coordinator 
and the GIS Technician. Historically, this level of staffing has been supplemented by 
the use of a co-op student brought in over the summer months to provide additional 
capacity for special projects and upgrades, apply new skills and help to cover for 
summer vacation absences. 

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 
addressing?  What are the future needs?  What personal or organizational objectives are being addressed?) 

 

Technology in GIS changes quickly; the GIS coordinator maintains current knowledge 
through industry conferences and on-going training; however, co-op students are able 
to bring fresh ideas and insights into the technology directly into the office.  Their 
skillsets have been invaluable to the GIS Coordinator in developing and updating GIS 
software.  
 
The technology that TAPIS is based on is out of date; this means that it is expensive 
and almost impossible to update or add new features. Recognising the importance of 
TAPIS to the planners and to local trust committee business, converting TAPIS to a 
modern software technology is a focus of the GIS department. Unfortunately, we have 
been unsuccessful in finding a consultant able to undertake the necessary work to 
convert TAPIS within our budget. As a result, it will need to be done in-house by the 
GIS Coordinator and the co-op position will provide necessary backfill resources to 
permit this to happen. 
 
MapIT has been very successful. The GIS office has received requests from the public 
and staff to upgrade functionality on this program and add more information.  
 

 
 

3. PROJECTED RESULTS/DELIVERABLES (How does this address the objectives described above?) 

 
Having an annual Co-op Student term would benefit service delivery for all departments 
within the Trust by:    

1. providing additional resources to allow GIS Coordinator to implement TAPIS 
improvements; 

2. Improving response time for change requests from planning staff and members of 
the public associated with TAPIS and MapIT;  

3. providing greater resources and support for all day-to-day mapping requests; and 
4. allowing the Geographic Information Systems unit to plan more consistently for on-

going technology upgrades and other projects.  
 

Co-op Students also bring fresh, innovative ideas and enthusiasm to the workplace and 
business practices.  In a profession where advancements in technology are a given, 
Students deliver directly to our desks the latest software and hardware solutions training.  
By working closely with our full-time GIS Technican they provide a level of one-on-one 
training and collaborative problem solving which cannot be achieved through industry 
training programs alone. 
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4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 
must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – ie. do nothing – and the anticipated results of that action.) 

 

1. Not approve funding of a co-op student position, which may result in fewer improvements to our 
GIS infrastructure and delays in mapping projects for local trust committees, Trust Area Services 
and Bowen Island Municipality.  Improvements to the TAPIS system cannot be delayed indefinitely; 
to do so risks an unplanned failure of the system. This would have a significant impact on many 
important Islands Trust functions.     

 

2. Approve aone-year allowance for a Co-op Student term as part of the GIS budget.This would 
permit work as indicated above to be undertaken this year, but additional funding requests would 
need to be make for subsequent years. It would also limit the ability to plan for program 
improvements in future years if the co-op position is an unknown.  

 
 

5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)   
 

No risks identified. 

6. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they be 
addressed? Have other stakeholders been identified?) 
 

None identified. 

7. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 

operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 

 
 

Item Costs 
(Savings) 

Comments 

Wages and Benefits 
(contingent upon PSA 
classification) 

$16,000 Based on one 4 month term per year 

 
 

8. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is being 
recommended) 
 

THAT funding for an annual Co-op Student term be included in the GIS/Mapping budget. 

9. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative (ie. 

Direct Award, RFP, ITQ to qualified vendor) 
 

None identified. 

 
 
Mark van Bakel  September 23, 2014 

Initiator  Date  
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David Marlor  October 17, 2014 

Director   Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The 
form is to be completed and submitted at the start of the decision making process. The business case 
forms part of the Annual Budget Process (refer to Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Robert Kojima,  
Regional Planning Manager 
 

 
Budget Source: 

                                                       
 Local Planning Services base budget. 

Operational Unit: Local Planning Services – 
Southern Planning Team 

 
Name of Request (identify the problem, opportunity 
need): 
 
To include the temporary increase of the Planner 1 
position to 1.0 FTE in the base budget. 
 

 
Date initiated: 15 September 2014 

 
Date required: 1 April 2015 
 

1. BACKGROUND  
 
The Southern Planning Team currently has three Island Planners and one Full-time Equivalent (FTE) Planner 1.  
In the current (2014-15) budget the Planner 1 position was increased from a 0.6 FTE to a 1.0 FTE on a one-year 
basis.  This restored the position to the full time status it had pre-dating 2011. 
 
The Southern Planning Team has two planner classifications. Island Planner is the senior planning position and 
undertakes a variety of planning tasks for assigned local trust committees (LTCs). Typically, an Island Planner is 
assigned to two local trust committees (or one local trust committee and the local planning committee) and 
undertakes and manages the LTCs’ work programs, major projects, complex applications and attends LTC 
meetings.  In addition the Island Planner is the principal resource and point of contact for the LTC. 
 
The Planner 1 is a junior planning position that is intended to support the Island Planners by undertaking a 
variety of the less complex work, such as enquiries, research, and application processing.  In 2014-15 the 
Southern Team is budgeted for 3 Island Planners and one 1.0 FTE Planner 1. 
 
The Planner 1 position for the Southern Planning Team was created in 2008 as a result of a recommendation in 
the 2007 Local Planning Services Review. The rationale for the creation of the position was to free up Island 
Planner time from day-to-day inquiries and routine applications to concentrate on more complex applications and 
local trust committee project work. 
 
In 2011, the position became vacant.  At that time, the Regional Planning Manager and Director of Local 
Planning Services reviewed the needs for planning support in the southern region against needs elsewhere in 
the organisation. Due to reduced applications resulting from the economic downturn and a desire to increase 
bylaw enforcement resources, the Planner 1 position was filled in late 2011 as a 0.6 FTE.  This was restored to a 
1.0 FTE in 2014/15 for this fiscal year. 
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2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic 
item is this addressing?  What are the future needs?  What personal or organizational objectives are 
being addressed?) 

 
Application Volume 
Since 2010, there have been increases in the volume and type of permits and referrals typically processed by the 
Planner 1.  Some reasons for the increase include: economic recovery, establishment of new development 
permit areas, and changes to legislation relating to Temporary Use Permits. Table 1 (attached) shows the 
application numbers for the past two fiscal years and the current year (to date and projected).  The results 
indicate that the general increase in volumes since 2010 remained consistent last fiscal year and there is a 
modest increase in permits and referrals projected in the current fiscal year.   
 
Workload changes 
Three other recent changes cumulatively impacted workload for the Southern Planning Team: 
 

1. Support to the Local Planning Committee: In 2012 an Island Planner position on the Southern 
Planning Team was assigned to provide dedicated planning support to the Local Planning Committee.  
This is estimated to add 100 hours +/- per year and has an on-going impact on workload on the team. 

2. Bowen Referrals. Up until 2010 Bowen Island Municipality bylaw referrals to Executive Committee were 
reviewed by Trust Area Services staff.  Planning assessment of the bylaw referrals from Bowen Island 
Municipality was transferred to Local Planning Services starting in 2010 due to a need to apply planning 
expertise to the reviews.  Initially these were handled by the Director of Local Planning Services and 
distributed to planners on an ad hoc basis; however, in order handle these referrals in a more systematic 
manner, these are currently being assigned to the Planner 1 on the Southern Planning Team.  These 
referrals typically require two days to review, draft a report, and undertake follow-up after the Executive 
Committee meeting. To date in 2014 there have been 5 referrals, resulting in an average of more than 
one day per month devoted to Bowen Island Municipality referrals. 

3. Planner Office Hours. Starting in 2011, all Island Planners in the Southern Planning Team have had 
regularly scheduled office hours on their assigned islands. Typically once a month, these are in addition 
to travel for the local trust committee meetings.  While office hours are invaluable and supported by local 
trustees, it both reduces the hours Island Planners can devote to work on projects and applications and 
results in additional overtime for travel, typically subsequently taken in the form of compensatory time off 
(CTO). This has an impact on the number of hours available for southern team Island Planners which is 
not experienced on the other teams. Maintaining the Planner 1 at a 1.0 FTE would mitigate the impact of 
office hours in two ways: allow more application and project work to be undertaken directly by the 
Planner 1 and potentially allow the Planner 1 to undertake occasional office hours in place of Island 
Planners. 

 
Permit Monitoring 
Changes in recent years have resulted in a need to implement a program to follow up and monitor permit 
conditions.  The changes stem from the adoption and implementation of new sensitive ecosystem, riparian and 
shoreline DPA, and from increased issuance of TUPs. Development permits issued for these purposes often 
include specific conditions and, unlike form and character DPs, are not directly tied to the building permitting 
process. Temporary Use Permits also usually include conditions of use.  A proportion of these permits should be 
followed up upon during or immediately following development to ensure that the conditions are met. This is 
currently done on an ad hoc basis by Island Planners.  The implementation of a comprehensive bring-forward 
system and consistent permit condition follow-up has long been identified as desirable; however implementation 
has been delayed, first by in the absence of a full-time Planner 1, and subsequently by delays in implementing 
changes to TAPIS to create a monitoring and bring-forward tracking system.  Retaining a full time Planner 1 
position should result in sufficient planner hours to implement consistent permit monitoring and follow-up once 
the software changes are completed by the end of the 2014-15 fiscal year. Comprehensive follow up on permit 
conditions should also result in a more efficient use of bylaw enforcement resources. 
 
Workload Balance 
The average number of applications per planner FTE has typically been higher for the Southern Planning Team 
in most years. More relevant for the Planner 1 position: permits and referrals (applications other than rezonings) 
have been higher on a per FTE basis for the southern region in the past fiscal years two years (see attachment – 
Table 2). Increasing the Planner 1 to a full time position has brought per FTE workload generally into balance.  
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Retaining the Planner 1 as a full-time position would retain this broad workload balance between the teams. 
 
 

3. PROJECTED RESULTS/DELIVERABLES 
 (How does this address the objectives described above?) 
 

Retaining the position as 1.0 FTE in the base budget would ensure that the additional 700 hours (+/-) per year 
remain available to the southern team, LPC and for Bowen Municipality referrals.   
 
Retaining the Planner 1 as full-time position in the base budget would have minimal fiscal implications as it is 
included in the current budget; furthermore, the position is classed at Grid 21, the lowest classification for a 
planning officer. As an entry-level position, incumbents typically do not have many years of service, resulting in 
lower steps in the pay grid and less leave. 
 
The request would benefit service delivery for Galiano, Mayne, North Pender, Saturna, South Pender work 
programs, enquiries and application processing; for Trust Council by supporting the strategic plan through the 
work program of the Local Planning Committee; and by supporting Trust Councils legislated responsibility to 
respond to Bowen Island Municipality referrals.  Not including the position as 1.0 FTE in the base could 
potentially affect delivery of one or more of the following: 
 

1. Increased application processing time. 
2. Reduced proportion of time Islands Planners can devote to local trust committee projects. 
3. Reduced project support to Island Planners and local trust committees; the Planner 1 typically 

undertakes routine project work, such as research, drafting reports and attending community information 
meetings. 

4. Increase leave resulting from Island Planner CTO: the Planner 1 occasionally attends office hours on 
behalf of Island Planners. 

5. Reduced coverage for enquiries and backfill for Island Planners during vacations. 
6. Processing of Bowen Island Municipality referrals consistently and within legislated timelines. 
7. Providing a Southern Planning Team Island Planner for dedicated support to the Local Planning 

Committee.  
8. Implementing permit condition monitoring and follow-up. 

Staff retention: over the medium term: it is harder to retain planning staff in a part-time Planner 1 
position. 
 

4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  
Each option must be supported by a succinct and realistic presentation of the benefits, financial 
implications, resource requirements and other implications to allow for an informed decision among the 
options. One option should reflect the status quo – ie. do nothing – and the anticipated results of that 
action.) 

 
1. Not approve increase, which would result in a need to address workload in the south by one or more of: 

increasing time to process applications and respond to inquiries, reduce project work or Island visits, or 
assess workloads in other regions and impact ability for LPS to assess Bowen Referrals to the Islands 
Trust Executive Committee. 

2. Approve increase for 1 fiscal year only. 
 
 

5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)  
  
Inclusion of the position as 1.0 FTE in the base budget. No risks identified.  
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6. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how 
will they be addressed? Have other stakeholders been identified?) 
 
None identified. 

7. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital 
and operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 
 

Item Costs 
(Savings) 

Comments 

Wages and Benefits 
(contingent upon PSA 
classification) 

$30,700 Based on current collective agreement (BCGEU) for 
Grid 21.  The cost is included in the current budget as a 
one-time item. Note: this is not an increase over the 
2014-15 budget, except to adjust for BCGEU 
negotiated wage increases effective April 5, 2015. 

Savings variable 0.6 FTE Planner 1 could work additional hours on an 
ad hoc basis funded by project budgets however this 
would require increased project budgets. 

 
 
 

8. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision 
is being recommended)  

 
THAT the Southern Team Planner 1 position currently funded at a 1.0 FTE on a yearly basis be included in 
the permanent base budget. 
 

9. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this 
initiative (ie. Direct Award, RFP, ITQ to qualified vendor) 
 
None. The position is already filled.  

 
 
Robert Kojima  September 18, 2014 

Initiator  Date  
 

 
 
David Marlor  September 18, 2014 

Director   Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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ATTACHMENT 1 

 
 
Table 1: Southern Team permits and referrals opened 
 

Fiscal Year BP/ CL ALR DP DVP/BoV TUP SUB Total 

2012-13 32 2 6 19 5 7 71 

2013-14 39 2 8 10 2 3 64 

2014-15  
(Apr 1 - Sept 1) 

23 2 4 3 3 4 39 

2014-15 (projected) - - - - - - 93 

 
ALR = Agricultural Land Reserve referral 
BoV = Board of Variance appeal 
BP= Building Permit referral 
CL = Crown lease/license referral 
DP = Development Permit application 
DVP = Development Variance Permit application 
TUP = Temporary Use Permit application 

 
Table 2 – Comparison of Permits and Referrals Opened per FTE  
 

Fiscal Year Northern  Salt Spring Southern Average 

2012-13 18 19 20 19 

2013-14 14 14 18 15 

2014-15  
(Apr 1 - Sept 1) 

7 9 10 9 

2014-15 
(projected) 

14 21 22 19 

FTE (planners): North (5), Salt Spring (4),  
Southern (3.6 in 2012-13, 2013- 2014 / 4.0 in 2014-15) 
 
FTE = Full-time Equivalent 
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Amended following October 29, 2014 FPC Meeting. New information shown in Yellow Highlight. 
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 BUSINESS CASE (DRAFT AMENDMENTS) 

 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 
TO BE COMPLETED BY INITIATOR 

 
Initiated by: David Marlor, DLPS 
 

 Estimated Annual Budget Request:  
Year 1 – (June 1, 2015 to March 31, 2016) $76,812 
Year 2 – (April 1, 2016 to March 31, 2017) $92,175, plus 
BCGEU negotiated increases.    
                                                    

Operational Unit: Local Planning Services 

Fiscal Year Implications:
 Temporary   
  One fiscal year:  
 X Multi-year: June 1, 2015 to March 31, 2017 

 $____see above__/per fiscal year 
 On-going  

        
 
Name of Request (identify the problem, opportunity or 
need): 
   
Senior Aboriginal Advisor. 
 
Local Trust Committees undertaking planning work 
are required to consult with First Nations during the 
planning process. There are 31 First Nations with 
interest in the Trust Area and we do not have the 
expertise nor the staff resources to support local 
trust committees in initiating and sustaining  
meaningful and enduring relationships with all of the 
First Nations.  
 

Budget Source: Local Planning Services Program Budget    
Code _________________ 
Description__________________              

 
Date request initiated: September 19, 2014 Date funding is required:  April 1, 2015 

 
1. OBJECTIVES (What are the higher-level organizational objectives that this request supports? What, if any, strategic 

goals and objectives does the request relate to? Does it relate to a policy in the Islands Trust Policy Statement, an 
OCP goal or work program item? See Attachment B for examples of typical objectives that may be included in this 
section) 

 
Islands Trust Policy Statement: ‘First Nations consider the Trust Area to be within their traditional territory. As such they 
may have rights to and interests in the Trust Area. Proposed regulations that may affect aboriginal rights will be preceeded by 
meaningful consultation and negotiation of conflicts with known claims.’ 
 
Strategic Plan Objective 5: Strengthen relations with First Nations 
 

 To support  local trust committees in building meaningful  relationships with First Nations at the political 
level   

 To build First Nations relationship competencies in staff and trustees 
 To achieve organizational excellence in meaningful consultation with First Nations 
 To improve land use decisions related to First Nations concerns  
 To reduce liability to the organisation 
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2 
 

 To develop a culture and provide capacity to be proactive and limit crisis in First Nation engagements 
 To increase staff and trustee effectiveness and efficiency in engaging with First Nations 
 To comply with new provincial requirements for First Nation consultation in advance of OCP bylaw 

approvals 
 To provide capacity and coordinated response to provincial and federal agencies on policies about First 

Nations issues 
 

2. BACKGOUND (Is there relevant legislative background or requirement? Is the request related to a new initiative, or 
on-going work? What work, if any, has already been taken to achieve the objectives? What previous decisions, 
studies or work relate to this request?)  

 
The Islands Trust Policy Statement recognizes the importance of meaningful consultation with First Nations, 
particularly when local trust committees engage in land use planning and regulatory decisions.  However, 
meaningful engagement with over thirty First Nations (with competing interests) remains a challenge, one that 
does not appear to have a equivalent among local governments in British Columbia.  For at least a decade, 
Islands Trust Council has consistently expressed a commitment to improve relations with First Nations, most 
recently through its 2011-2014 Strategic Plan.  
 
In 2012, Trust Council commissioned a First Nations Engagement Strategy that identified long term, medium 
term and short term improvements that could be made to improve relations with First Nations.  Trust Council;s 
Strategic Plan was then amended to include these improvements as goals.  While Local Planning Services staff 
has now implemented some of the short-term improvements (those that did not require additional resources), 
progress was not made with those improvements that required additional resources.  In the last term, the listed 
activity “to reallocate resources to enable adoption of First Nations Engagement Strategy” was not completed as 
no resources were provided. Trust Council eventually deleted this goal from its Strategic Plan for the 2011-2014 
term.   
 
In the term before that, trustees identified the importance of updating the Islands Trust Policy Statement to reflect 
Aboriginal interests. To date, most of staff time spent on First Nations issues has been in reaction to concerns 
raised by the First Nations; staff has not had the capacity or resources to be proactive or to live up to agreements 
we have already entered. This business case assumes that Trust Council remains interested in meeting a high 
standard of proactive and meaningful engagement with First Nations rather than just meeting minimum standards 
in a reactive way. 
 
Two recent court decisions have highlighted a need to proactively communicate with First Nations and work 
collaboratively with them at earlier stages of community planning, development and regulation. The Tsilhqot’in 
Nation v. British Columbia Supreme Court of Canada decision has confirmed that aboriginal title may extend to 
lands that First Nations only occupied intermittently in British Columbia. Since this decision, planning staff is 
seeing an increased willingness by First Nations to engage early in the planning process and/or assert their 
rights and title. A second major change is that this decision appears to indicate that provincial land use 
regulations may continue to apply to title lands; this is a change in case law from previous court decisions in 
which provincial land use regulations were determined not to apply.  This may mean in the future that local trust 
committee and First Nations may need to collaborate on land use planning; this will require an understanding of, 
and a relationship with First Nations. 
 
The second decision is Squamish First Nations v. British Columbia [Community, Sport and Cultural 
Development] in which the Whistler Resort Municipality Official Community Plan Bylaw was quashed in the 
courts on the basis that the Provincial Government had not adequately consulted with the Squamish and Lil’wat 
First Nations before approving it. While this will change the procedures the Ministry follows when consulting First 
Nations prior to approving Official Community Plans, it also means that the Ministry will want to know more about 
what the local trust committee has done to address First Nation concerns regarding Official Community Plan 
development. 
 
Finally, First Nations communities and leaders in the Islands Trust Area could be valuable allies in fulfilling the 
“preserve and protect” mandate, but we have not had the capacity to strengthen those alliances. It would be to 
the Islands Trust’s benefit to cultivate partnerships in achieving the many shared goals we have, such as 
protecting the marine environment. 
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3. PROBLEM STATEMENT (What is the problem you are trying to solve with this specific request? What are the 
symptoms of the problem?)  

 
 Supporting First Nations Relationships at the Political Level:  To better equip local trust committees 

and trustees to engage with First Nations, there is a need to understand culture and customs, First 
Nations governance, priorities and the issues of concern to the First Nations. Having a dedicated and 
expert staff resource who can quickly provide knowledge, undertake research, develop databases and 
procedures and provide information and recommendations in regard to First Nation issues directly to the 
local trustees and local trust committee will assist in improving relationships and avoiding time-
consuming crises when relationships go wrong.  In the last year, we have received several emails and 
letters from First Nations that identify concerns about relationships or seek to improve relationships (see 
examples included under Research and Consultation).  

 
 Building First Nations competency in staff and trustees: The BC Government has developed a set of 

competencies to improve the way public servants relate to Aboriginal people. Given that the Islands 
Trust Area overlaps with the traditional territories of about 31 First Nations, and front line staff is 
expected to communicate successfully with those nations, the Islands Trust has a responsibility as an 
employer and as a creation of the BC Government to equip staff (and possibly trustees) to succeed in 
these sensitive conversations.  
 

 Improved land use decisions: Building stronger relationships with First Nations in conjunction with 
education and increasing awareness among trustees and the Island communities is expected to improve 
land use decisions and create greater certainty for all. Greater understanding of First Nations interests 
on the land early in planning processes will lead to better decisions to avoid and protect First Nations 
cultural sites or other areas of interest as part of Treaty settlement. Local trust committees also may have 
opportunities to contribute to the cultural and economic development of First Nations communities 
through their land use decisions, but cannot do so without improved understanding and relationships.  
 

 Improved consultation processes: The responsibility for local trust committees to properly consult with 
First Nations on land use decisions cannot be understated. There is a strong professional ethics and 
desire among staff to build positive relationships with First Nations governments and communities, but 
current resources are not sufficient to enable the proactive and dedicated attention to these relationships 
and consultation processes that is required. Despite building the expertise among staff with corporate 
and individual training and experience over the past several years, working with First Nations continues 
to receive less attention than desired, is fragmented within the organization, and is more reactive than 
proactive. 
 

 Reduce liability: Having already received strongly worded letters from First Nations’ lawyers on specific 
initiatives, there is a risk that decisions of local trust committees, Trust Council and the Trust Fund Board 
may unintentionally infringe upon Aboriginal Rights. Even a court decision in the Islands Trust’s favour is 
still likely to be costly in time, money and goodwill. Such incidents would also be a significant step 
backwards in the relationship with the First Nation involved, and possibly others. Having a better 
understanding and stronger relationship with each of the First Nations will help us address issues early, 
and reduce the likelihood of legal action. All indications are that these risks will only increase in future 
years. 
 

 Limit crises: Current consultations with First Nations occur in response to specific proposals, usually on 
a tight timeline. The First Nation(s) want to protect their interests, but may not have the capacity to 
analyze or respond to the proposal in the required timeline. The resulting discussions can result in a 
sudden, unexpected diversion of staff time to give the issue the necessary attention. In the past, an 
unexpected and serious letter from First Nations or their lawyer has required a few weeks of staff time to 
effectively respond. A significant issue such as the discovery of an archaeological site can divert staff 
time for months, and a specialist would reduce the volatility and create stability for other work programs. 
If time is spent up front in developing relationships separate from specific development or policy 
proposals, fewer of these "crises" should occur, reducing sudden demands on staff and trustee time.  
 

 Increase staff and trustee effectiveness and efficiency: A number of First Nations have interests in 
several local trust areas and there is currently no system to coordinate sharing of information and 
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communication. Research, communications, and meetings with a First Nation may be duplicated by 
planners from different areas. Developing a system by which local trust areas communicate and 
coordinate consultation and relationships could prevent redundancies and inefficiencies, saving 
considerable time and money. 
 

 Comply with provincial requirements for bylaw referrals: The province’s Consultative Area Database 
has created a need for outreach to more First Nations than ever before, and the challenge of doing a 
thorough job is putting local trust committees at risk of not getting provincial approval for bylaws.  
 

 Respond to requests from provincial and federal agencies about policies and legislation related 
to First Nations: For example, the Federal Government recently requested feedback on the interim 
Federal Comprehensive Land Claims Policy, the document that guides the government in its treaty 
negotiations with Aboriginal groups and provincial or territorial governments. The Policy Advisor is 
attempting to recommend a response by December 2014, but does not have the specialized knowledge 
required.  

 
4. RESEARCH and CONSULTATION (What research has been undertaken to define the problem and identify 

potential options? Which other stakeholders been identified and consulted in identifying the problem and potential 
options?) 

 
Staff surveyed other local and regional governments about how they meet the needs created by First Nations 
consultation. Examples follow:  

 
1. Capital Regional District – as a new Aboriginal Initiatives Office with a Manager of Aboriginal 

Initiatives. From the CRD website  
 

Aboriginal Initiatives provides support to the CRD Board in achieving its stated key strategic goal 
of building strong relationships with First Nations, as well as to CRD Departments with referral 
outreach, developing and maintaining service agreements, undertaking joint initiatives, and 
overall engagement on major regional plans, strategies and regionally-specific interests. In 
addition to meeting legislative requirements around First Nations engagement, The CRD Board 
recognizes the value of greater collaboration with First Nations in providing an opportunity to 
identify common areas of interest and opportunities, build relationships and foster cooperation. 
There are 10 principal First Nations with Reserves in the CRD and an additional 8 First Nations 
whose traditional territories include a portion of the CRD.”  
 

2. Regional District of Nanaimo – using existing planner working on First Nations issues off side of 
desk. 

 
3. Comox Valley Regional District – has an appointed person to whom all First Nations 

correspondence is sent for vetting before going to the First Nation. 
 

4. Metro Vancouver – has an Aboriginal Relations program that support staff and Metro Vancouver 
Board on policies and projects related to aboriginal relations and treaty negotiations. The program, 
includes a political committee (Aboriginal Relations Committee) and three dedicated staff in 
Aboriginal Relations – A Supervisor (Senior Planner), Senior Policy Analyst and a Program 
Assistant.  
 

5. Fraser Valley Regional District - is putting together a budget request to fund a new First Nations 
Relations one-year trial position likely at a Policy Analyst level. 

 
6. Union of BC Municipalities – UBCM’s First Nations advisor is not aware of any other local 

governments in BC that liaise with the number of First Nations that have interests in the Islands Trust 
Area.  
 

By way of example of time commitment currently for First Nations issues, the following are some resent 
examples of First Nations correspondence requiring significant staff time to respond. This is in addition to the on-
going consultation involvement during the bylaw creation and adoption process: 
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1. Letter from K’omoks First Nations (Attach 1 - Denman Island Local Trust Area) about a complaint 
that a shellfish operation of their wholly owned company Pentlatch Seafoods was in violation of the 
local zoning regulations (see attached letter). Response to this letter involved significant senior staff 
time (Chief Administrative Officer, Director of Local Planning Services, Regional Planning Manager), 
significant planner time, and legal costs of approximately $2,500. 

 
2. Email from Lyackson First Nation (Attach 2 - North Pender Island Local Trust Committee) in 

response to a referral about draft Bylaw 198. This required significant staff time involving the Island 
Planner and the Regional Planning Manager. 

 
3. Letter from K’omoks First Nation (Attach 3 - Hornby Island Local Trust Committee in response to 

a referral for a new Official Community Plan. This letter was received after Public Hearing, requiring 
further discussion with the First Nation, further consideration by the Local Trust Committee, before 
continuing with the bylaw adoption process. This required considerable staff time involving the Island 
Planner, Regional Planning Manager and the Director of Local Planning Services. 

 
4. Letter from Cowichan Tribes (Attach 4 - Salt Spring Island Local Trust Committee) in response to a 

referral regarding foreshore rezoning initiative. This referral required further staff time involving the 
Island Planner and Regional Planning Manager to address the issues.  

 
5. Email from Lyackson (Attach 5) inviting Islands Trust staff to an “Islands Trust Planning Party”. The 

invitation was sent to specific staff who had spoken to a Lyackson representative in relation to bylaw 
referrals. The invitation caused some confusion amongst staff and we are still in the process of 
working with Lyackson to develop an agenda and determine appropriate staff to attend. This resulted 
in some staff time of the Regional Planning Manager and Director of Local Planning Services, as well 
as time incurred by those invited in addressing the confusion of not being sure if they should accept 
the invitation or their role in the meeting.  

 
6. Letter from Hwlitsum (in-camera), currently an unrecognised aboriginal group by Canada. To date 

responding to this letter has consumed several hours of the Chief Administrative Officer, Director of 
Trust Area Services, and the Director of Local Planning Services time. Future costs will involve time 
for senior staff to develop a briefing to the Executive Committee and local trust committees and legal 
advice to inform that staff advice. 

 
7. ALTERNATIVES CONSIDERED (Describe the benefits and costs of each of the options/alternative courses of 

action that were considered including the status quo and the proposed option.  Each option must be supported 
by a succinct and realistic presentation of the benefits, financial implications, resource requirements and other 
implications to allow for an informed decision among the options. Where relevant, complete the 
Objectives/Options Matrix in Appendix A to illustrate how the options compare in terms of achieving the 
objectives). 

 
Option 1 - Previous (2014/15) Pilot Specialist Budget Request. In the 2014/15 budget proposal, staff 
recommended a pilot First Nations specialist that would work with staff and be the main contact for First Nation 
communication. Financial Planning Committee did not recommend this new expense to Trust Council for the 
2014/15 budget. The 2014/15 budget proposal was for a relatively low-cost junior and temporary position that 
staff no longer recommend as it would not provide the required level of protocol advice, leadership and training 
services. 
 
Option 2 - Assign the Senior Aboriginal Advisor to Trust Area Services (instead of Local Planning). 
Services.  Staff and trustees have asked whether this position could be considered as a Trust-wide function, and 
therefore funded by the municipal pool and managed by the Trust Area Services Director. There are some 
requirements for First Nations liaison within the current TAS projects, but these are minor compared to the 
statutory requirements of land use planning. Bowen Island must conduct its own First Nations consultations 
about land use proposals. Trust Fund Board staff engage First Nations when acquiring Crown Land (consultation 
on this is a precondition of Provincial approval) and when seeking input on the Regional Conservation Plan and 
on property management plans. These tasks are within the current capacity of Trust Fund staff but would be 
much more successful if there were stronger existing relationships and if there was specialist advice to support 
consultation projects. Currently, staff  receive no responses to requests for support for these projects. In addition 
to land trust projects, the advocacy program could benefit from stronger alliances with First Nations, but these 
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are not statutory requirements. All the other tasks required of this proposed position relate to local land use 
proposals and are therefore not well suited to Trust Area Services. 
 
Option 3 - Assign this role to existing Trust Area Services staff. Currently the Director of Trust Area 
Services, the Policy Advisor and the Communications Specialist have no official responsibility for First Nations. 
TAS staff can provide support in negotiating Trust Council’s protocol agreements, and did so successfully in the 
case of the Snuneymuxw First Nation. This was not an ideal match, as it is local trustees and planning staff who 
are responsible to live up to the terms of the agreement. TAS staff can and do respond to high profile conflicts 
(such as the desecration of burial grounds and licensing of shellfish aquaculture) by providing communications 
and policy, and coordinating legal advice to planning staff, Executive Committee and Trust Council. But if TAS 
staff were to provide more than a reactive service, and offer the kind of proactive and high quality engagement 
services with First Nations this business case proposes, there would be little capacity to continue the advocacy 
program.  
 
Option 4 - Assign this role to existing Local Planning Services staff. The cost of adding the Senior 
Aboriginal Advisor could be off-set by reducing or reassigning existing planning staff. This would require 
consideration of how such a reduction or reassignment will impact the work programs of all local trust 
committees. For example, removing one planner position would require re-assignment of other planners so the 
reduction is shared by all local trust committees. Given the three regional teams approach to planning, this would 
not be easy to implement. If this option was chosen, reductions would likely occur as vacancies become 
available. First Nations consultation is going to require more planner time to undertake the consultation; reducing 
planning staff, coupled with the need for better First Nation consultation, would result in significant reduction in 
resources available to complete the local trust committee work programs. 
 
Option 5 - Establish a budget to hire a First Nations consultant on an as needed basis. Staff hired a 
contractor for $10,000 in early 2012 to assess our capacity and to develop a First Nations strategy for the Islands 
Trust. The contract, with William Trousdale of EcoPlan, included the facilitation of two meetings of a working 
group of staff and trustees (Malcolmson and Luckham). This project resulted in a draft report that the working 
group endorsed, but Trust Council has yet to endorse. Key recommendations include the hiring of an in-house 
First Nations specialist. This was followed in June 2012 by a $2500 contract with Robert Joseph of Indigenous 
Corporate Training to deliver a half-day session to staff and trustees on “Working Effectively with Aboriginal 
Peoples.” The value of those contracts could still be realised if there is organizational commitment to following 
through on the lessons learned, such as by committing to an objective in the strategic plan. Further short-term 
contracts would not provide for proactive practices nor for the quick and strategic response often needed in a 
crisis and would not provide credibility with the First Nations community. If consultants are to be used in future, 
there should be a long term commitment in order to provide responsiveness and continuity on a year-round 
basis. Because of the prohibitive costs (typically at least $125/hr), it is unlikely we would hire a consultant on a 
full-time basis ($228K/yr), but rather on a project basis with defined deliverables.  The actual deliverables would 
be determined by budget available, but would not allow the long term relationship-building that staff and previous 
contractors Trousdale and Joseph strongly recommend.  

 
Option 6 - Staff the position temporarily, for a shorter term or part-time.  The proposal is for a full-time 
axillary position for one year with consideration of extension to a second year, with consideration for being made 
permanent if the need is identified during the pilot years. The position could be implemented on a part-time basis 
of three or four days a week to reduce costs; however, given the number of First Nations, number of staff and 
trustees and the work involved to develop the tools, databases and connections, a part-time position might not be 
enough to be effective. For specialised positions where we are looking for expertise and skill, part-time positions 
are usually harder to recruit than full-time positions.  The annual cost at 0.6 FTE (3-days a week) is $55,300.  A 
10 month term of a .6 FTE (3-day a week position for 10 months starting in June) would cost $46,100. These 
numbers include benefits. Additional funding may be required to cover training and travel. 
 
Option 7 - Status Quo. This would leave us with the status quo of having few if any meaningful relationships 
with the 31 First Nations with interests in the Trust Area. Staff would continue to operate as we do now, doing the 
minimum required amount of consultation with First Nations in order to get bylaws approved by the Minister, and 
not proactively engaging on topics of mutual interest, such as aquaculture and archaeological sites. Local 
trustees and local trust committees would have no support in their communications and relationship building with 
First Nations. Delays in bylaw approval, extended consultation periods with First Nations and legal challenges 
are all possible risks with the status quo.  
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8. PROJECTED RESULTS/DELIVERABLES and RISKS (Describe in additional detail how and why the 
recommended option is expected to achieve the objectives described above. Summarize any risks of delaying 
or not approving the recommended option). 

 
A full-time senior position (similar grid classification and educational requirements as the Island Planners and 
Policy Advisor) on a pilot basis (recommend a minimum of two-years – June 2015 to March 31, 2017) that is 
aimed to recruit a person with advanced education, expertise, leadership and training skills in First Nations 
relations and communication with First Nations in a local government situation.  
 
Because this position is proposed as a two-year pilot, the position is not expected to be “parachuted” in as a 
spokesperson with First Nations at the political level, but would instead mainly work to support and equip trustees 
and staff to succeed in their communications and relationships, and develop consistent procedures and 
approaches between the three offices and 13 local trust committees.  
 
In the first year, the position would primarily develop internal tools to track and understand First Nations, help to 
prioritise and develop strategies on working with First Nations, develop training for and advice to Islands Trust 
staff (primarily the planners and regional planning managers) and trustees on working and communicating with 
First Nations and provide advice and leadership on particular liaison situations. 
 
In the second year the position would continue to maintain databases, further develop tools and procedures, and 
focus on training and advice to local trust committees and staff. The position would also take the lead on 
development of protocols with First Nations, including prioritising the need for protocols.  
 
If the position was made permanent, then it could include independently building relationships, particularly with 
First Nations staff, attending meetings alone, or with trustees and planners.  A draft Job Description (attachment 
6) is attached for information. In June 2016, Staff would evaluate the utility of the positions in relation to the 
defined work and the objectives, relationship to other units within the Islands Trust, such as Trust Area Services 
communications function, Trust Fund Board and support to Trust Council and the Executive Committee. 
Adjustments (if any) would be recommended should the position be considered for continuation beyond 2016/17 
Fiscal year.   

9. CRITICAL SUCCESS FACTORS (describe the things that must go well to ensure success for this proposal, 
and, therefore, must be given special and continual attention. Discuss plans for managing these factors)    

 
There are no known risks to creating this position, but the position’s success will depend on the support of 
the management team to enable strong linkages to existing staff and on the supervision of the Local 
Planning Services Director to ensure the new staff work program addresses the highest priority tasks.  
 
The position is also proposed to support trustees, to ensure that they have the knowledge and skills to 
represent the Islands Trust in building meaningful relationships with First Nations at the political level; 
therefore, the position’s success will also depend on the support of the Executive Committee and Trust 
Council.  
 

10. IMPLEMENTATION/CHANGEMANAGEMENT/COMMUNICATIONS/COLLABORATION (If approved, how the 
recommended option will be implemented? Are there any change management concerns and how will they be 
addressed?) 

 
The Regional Planning Managers, Director of Local Planning Services and Director of Trust Area 
Services have collaborated on this proposal. Subsequent communication will be through the budget 
communication process. If the position is approved,  the successful candidate will develop a 
communication strategy and change management strategy in cooperation with the Communications 
Specialist, the Executive Committee and other staff.   

 
11. KEY PERFORMANCE INDICATORS (if approved, what will be the key indicators that the recommended option 

has achieved the identified objectives? How will success be measured?  
 

Performance indicators (success factors) would include: 
1 an increase in number of meaningful and productive meetings between trustees, local trust 

committees and First Nations at a political level  
2 number of memorandum of understandings under review and or in development or adopted 
3 improved response times of the First Nations to local trust committee initiatives 
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Next steps: 
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Subject Fwd: L3 - North Pender Island Local Trust Committee Draft Bylaw No. 198

From Justine Starke

To David Marlor

Sent November 3, 2014 7:21 AM

Hi David,
Here is an example of a FN response to a recent bylaw referral. It's not a OCP amendment but is close to 
an identified arch sit so I recommended the LTC refer it to First Nations.
This is at Robert's request to help with your Trust Council work.
Cheers,
Justine 

From: Kathleen Johnnie <kathleen.johnnie@lyackson.bc.ca>
Date: October 8, 2014 at 4:37:24 PM PDT
To: Justine Starke <jstarke@islandstrust.bc.ca>
Subject: RE: L3 - North Pender Island Local Trust Committee Draft Bylaw No. 198

Some close ups around the landing site of the ground would be great, I’m off next week too. 

Huy ch q’a (thank you), Kat

From: Justine Starke [mailto:jstarke@islandstrust.bc.ca] 
Sent: October 8, 2014 4:36 PM
To: Kathleen Johnnie
Subject: RE: L3 - North Pender Island Local Trust Committee Draft Bylaw No. 198

Hi Kathleen – Thanks for this detailed request. I am just heading out and will be away until 
October 17. I will look into getting you some photos when I get back.

All the best,
justine

From: Kathleen Johnnie [mailto:kathleen.johnnie@lyackson.bc.ca] 
Sent: Wednesday, October 08, 2014 4:25 PM
To: Justine Starke; Aleksandra Brzozowski; Lisa Webster-Gibson
Cc: Reception; 'Tracy.Fleming@cowichantribes.com'; robert@penelakut.ca; Chenoa Akey, CSDC; 
Dianne Hinkley; carole.livingstone@lakecowichanfn.com; Halalt Referrals 
(halaltreferrals@gmail.com)
Subject: RE: L3 - North Pender Island Local Trust Committee Draft Bylaw No. 198

Greetings Justine et al, a thought for future reference in these dock applications, especially when 
an arch site has been identified in the vicinity, please ensure the proponent has clear photos of 
the foreshore and upland areas. This would allow us to conduct a visual inspection without having 
to go to the sight. Or at least allow us to assess better whether or not we need to. 

Begin forwarded message:

Fwd: L3 - North Pender Island Local Trust Committee Draft Bylaw 
No. 198
November 4, 2014
11:29 AM
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to go to the sight. Or at least allow us to assess better whether or not we need to. 

An arch site within 100 metres of any such application, raises flags for me as the RAAD system is 
not comprehensive or nearly sufficient. In addition, the RAAD is approximately one year behind 
the arch reports that have been submitted overtime. 

In this case, I would like to see photos on either side of the dock application, the upland area 
leading to the dock and a panoramic view from the arch site area to the dock. These would allow 
me to assess two matters, potential for archaeological resources and the vegetation in the area 
for habitat effects. 

Does that make sense to everyone? 

Huy ch q’a (thank you), Kat

From: Reception 
Sent: October 8, 2014 12:35 PM
To: Kathleen Johnnie
Cc: Patricia McKinnon
Subject: L3 - North Pender Island Local Trust Committee Draft Bylaw No. 198

From: Sharon Lloyd-deRosario [mailto:slloydderosario@islandstrust.bc.ca] 
Sent: Tuesday, September 23, 2014 10:58 AM
To: Reception
Cc: Justine Starke
Subject: North Pender Island Local Trust Committee Draft Bylaw No. 198

Dear Kathleen Johnnie:
Please find a letter and accompanying staff report from Island Planner Justine Starke of Islands 
Trust, regarding the proposed North Pender Island Local Trust Committee Draft Bylaw 198, for 
your review and comment.
Please confirm receipt of this email.
Thank you

Sharon Lloyd-deRosario
Legislative Clerk / Deputy Secretary
Islands Trust
Tele: 250-405-5167
Email:slloydderosario@islandstrust.bc.ca
Web: www.islandstrust.bc.ca

"Preserving Island Communities Culture and Environment"

 Please consider the environment before printing this email
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Subject RE: Islands Trust Date

From Courtney Simpson

To 'Kathleen Johnnie'

Cc David Marlor; Aleksandra Brzozowski

Sent October 3, 2014 4:31 PM

Hello Kathleen,

Thank you very much for this invitation. We are keen to meet with Lyackson and very much appreciate 
your invitation. We’re working on discussing who from our end would attend and available dates. 
Unfortunately the date you proposed I’m on a course so I’ll have to propose alternate dates.

Could you let me know who from Lyackson would attend? 

Cheers
Courtney

Courtney Simpson
Regional Planning Manager, Northern Office
700 North Road
Gabriola Island, BC V0R 1X2
250-247-2209

-----Original Appointment-----
From: Aleksandra Brzozowski On Behalf Of Kathleen Johnnie
Sent: Wednesday, October 01, 2014 2:01 PM
To: Courtney Simpson
Subject: FW: Islands Trust Date
When: Tuesday, November 18, 2014 9:30 AM-2:30 PM (UTC-08:00) Pacific Time (US & Canada).
Where: Halalt~Lyackson Boardroom - 7973 Chemainus Road, Chemainus, BC 

Kathleen has sent out the invite , but I think you should be invited to the party as well. Problem is, your 
calendar says you are slated to be at a “Coaching Approaches to Conversations” thing in Nanaimo. 

Should we request a different day? 

-----Original Appointment-----
From: Kathleen Johnnie [mailto:kathleen.johnnie@lyackson.bc.ca] 
Sent: October-01-14 1:08 PM
To: Kathleen Johnnie; Aleksandra Brzozowski; Lisa Webster-Gibson; Claire Olivier; Stefan Cermak; Linda 
Adams; Justine Starke; David Marlor; HYPERLINK "mailto:robert@penelakut.ca" robert@penelakut.ca; 
Ruth Sauder; 'Tracy.Fleming@cowichantribes.com'; Halalt Referrals ( HYPERLINK 
"mailto:halaltreferrals@gmail.com" halaltreferrals@gmail.com); HYPERLINK 

RE: Islands Trust Date
November 5, 2014
3:11 PM
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"mailto:halaltreferrals@gmail.com" halaltreferrals@gmail.com); HYPERLINK 
"mailto:referrals@coastsalishdevcorp.com" referrals@coastsalishdevcorp.com; 'Jack Smith ( HYPERLINK 
"mailto:jesevergreen@shaw.ca" jesevergreen@shaw.ca)'; 'Aaron Hamilton ( HYPERLINK 
"mailto:aaron.hamilton@lakecowichanfn.com" aaron.hamilton@lakecowichanfn.com)'; 
mailto:carole.livingstone@lakecowichanfn.com carole.livingstone@lakecowichanfn.com
Subject: Islands Trust Date
When: November-18-14 9:30 AM-2:30 PM (UTC-08:00) Pacific Time (US & Canada).
Where: Halalt~Lyackson Boardroom - 7973 Chemainus Road, Chemainus, BC 

Greetings all, I was thinking about hosting an Islands Trust Planning Party, wouldn’t you like to attend? 
Please see below all the fun events I’m planning to entertain you, please invite more if you wish, just 
RSVP with your numbers. 
Suggested Agenda items
Lyackson Interests Overview;
Lyackson Referrals Categorization Scheme DRAFT (if Council has approved by this time);
Climate Change; 
Riparian areas;
Docks and zoning;
Fences near the foreshore; 
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DRAFT FOR DISCUSSION – November 7, 2014 

Date:  November 7, 2014 

 

 

DRAFT JOB PROFILE
Current Position #_______

  

 
TITLE:   SENIOR ABORIGINAL ADVISOR        CLASSIFICATION:   SCIENTIFIC/TECHNICAL OFFICER 27  

MINISTRY:  ISLANDS TRUST,             WORK UNIT:   LOCAL PLANNING SERVICES  
MIN OF COMMUNITY, SPORT & CULTURAL DEVELOPMENT 

SUPERVISOR TITLE:  DIRECTOR, LOCAL PLANNING SERVICES    SUPERVISOR POSITION #:    ______ 
 
JOB OVERVIEW 
This is a leadership position that ensures a focus on excellence in the intergovernmental relationships among 
Islands Trust bodies and  approximately 31 First Nations with interest in the Islands Trust Area.  The Senior 
Aboriginal Advisor provides senior advice to the elected officials for 13 local trust committees, the Executive 
Committee and Trust Council, the Chief Administrative Officer, Directors, Regional Planning Managers, Island 
Planners and other staff on a variety of First Nation matters and initiatives ensuring a high performance and 
informed approach. The position will require the Senior Aboriginal Advisor to provide advice and on‐going 
training to elected officials, senior staff, planners and bylaw enforcement officers and assist in consultation 
with First Nation communities and collaborative agencies when required.  
 
Under the supervision of the Director of Local Planning Services, the Senior Aboriginal Advisor takes the 
initiative to develop tools and methods, research and sophisticated knowledge of First Nations in support as 
follows: 
 
KEY ACCOUNTABILITIES 

 Provide professional and expert leadership, support guidance, education and orientation to local trust 
committees, Islands Trust senior staff and Island planners on all matters related to First Nations 
relations and initiatives, including matters of treaty and title. 

 Conducts research and assesses First Nations’ interests, and develops reference materials, tools and 
systems to document information on First Nations’ issues, case law, culture, consultation, 
requirements, archaeological resources and provides advice to elected officials, planners and senior 
management. 

 Attends local trust committee meetings to present and provide advice on First Nations issues, including 
attending and providing advice on meetings between First Nations and local trust committees.  Works 
with staff of First Nations to facilitate meetings between First Nations and local trust committees; 
attends meetings in a supportive role. . 

 Provide senior level support, training and advice to the elected officials, senior staff, planners and 
bylaw enforcement officers with regards to First Nations interests, including emerging issues.  

 Builds and maintains staff‐level relationships with First Nations’ groups and organizations to stimulate 
information sharing and encourage future opportunities and collaborations. 

 Coordinates and leads information sharing related to First Nations’ interests between the 13 local trust 
committees, other Islands Trust units (between the three offices, Executive Office, Trust Area Services, 
Trust Fund Board, Administrative Services), federal, provincial, and regional agencies to avoid 
duplication of effort.  
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 Provide professional support and assist with liaison between local trust committees and the First 
Nations in ways that build strong, lasting and mutually beneficial relationships for multiple purposes. 

 Formulates strategies for the development of agreements on variety of issues pertaining to First 
Nations’ interests including consideration of risk and cost/benefits to the organization. 

 Works with Islands Trust staff, local trust committees, provincial staff, First Nations staff and legal 
counsel to develop, update and maintain appropriate protocols, agreements, memorandum of 
understandings, and other instruments to facilitate collaboration with First Nations on land use 
planning and policy matters. 

 Responds to complex issues relating to First Nations’ title and use. . 

 Prepares and recommends strategies and priorities to local trust committees and the Local Planning 
Committee with respect to potential issues arising from First Nation initiatives, and conducts business 
case reviews, research and evaluation to ensure successful outcomes. 

 May occasionally review policies, programs and initiatives of the Trust Area Services unit, to provide 
advice regarding the interests of First Nations.  

 Ensures policies, structures and systems are in place to support the function.  
 
BEHAVIOURAL COMPETENCIES (to be reviewed for relevance – based on Province FN Advisor competencies) 

Change Management is the ability to support a change initiative that has been mandated within the 
organization. It involves helping the organization's members understand what the change means to them, 
and providing the ongoing guidance and support that will maintain enthusiasm and commitment to the 
change process. People with this competency willingly embrace and champion change. They take 
advantage of every opportunity to explain their vision of the future to others and gain their buy‐in.  

 
Analytical Thinking is the ability to comprehend a situation by breaking it down into its components and 
identifying key or underlying complex issues. It implies the ability to systematically organize and compare 
the various aspects of a problem or situation, and determine cause‐and‐effect relationships ("if...then…") 
to resolve problems in a sound, decisive manner. Checks to ensure the validity or accuracy of all 
information. 
 
Conceptual Thinking is the ability to identify patterns or connections between situations that are not 
obviously related, and to identify key or underlying issues in complex situations. It includes using creative, 
conceptual or inductive reasoning or thought processes that are not necessarily categorized by linear 
thinking. 
 
Planning, Organizing and Co‐ordinating involves proactively planning, establishing priorities and allocating 
resources. It is expressed by developing and implementing increasingly complex plans. It also involves 
monitoring and adjusting work to accomplish goals and deliver to the organization's mandate. 
 
Problem Solving/Judgement is the ability to analyze problems systematically, organize information, 
identify key factors, identify underlying causes and generate solutions. 
 
Expertise includes the motivation to expand and use technical knowledge or to distribute work‐related 
knowledge to others. 
 
Flexibility is the ability and willingness to adapt to and work effectively within a variety of diverse 
situations, and with diverse individuals or groups. Flexibility entails understanding and appreciating 
different and opposing perspectives on an issue, adapting one's approach as situations change and 
accepting changes within one's own job or organization. 
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Improving Operations is the ability and motivation to apply one's knowledge and past experience for 
improving upon current modes of operation within the Ministry. This behaviour ranges from adapting 
widely used approaches to developing entirely new value‐added solutions. 
 
Initiative involves identifying a problem, obstacle or opportunity and taking appropriate action to address 
current or future problems or opportunities. As such, initiative can be seen in the context of proactively 
doing things and not simply thinking about future actions. Formal strategic planning is not included in this 
competency.  
 
Organizational Commitment is the ability and willingness to align one's own behaviour with the needs, 
priorities and goals of the organization, and to promote organizational goals to meet organizational needs. 
It also includes acting in accordance with organizational decisions and behaving with integrity. 
 
Results Orientation is a concern for surpassing a standard of excellence. The standard may be one’s own 
past performance (striving for improvement); an objective measure (achievement orientation); challenging 
goals that one has set; or even improving or surpassing what has already been done (continuous 
improvement). Thus, a unique accomplishment also indicates a Results Orientation 
 
Self‐Confidence is a belief in one's own capability to accomplish a task and select an effective approach to 
a task or problem. This includes confidence in one's ability as expressed in increasingly challenging 
circumstances and confidence in one's decision or opinions. 
 
Conflict Management is the ability to develop working relationships that facilitate the prevention and/or 
resolution of conflicts within the organization. 
 
Information Seeking is driven by a desire to know more about things, people or issues. It implies going 
beyond the questions that are routine or required in the job. It may include "digging" or pressing for exact 
information; resolution of discrepancies by asking a series of questions; or less‐focused environmental 
"scanning" for potential opportunities or miscellaneous information that may be of future use. 
 
Listening, Understanding and Responding is the desire and ability to understand and respond effectively 
to other people from diverse backgrounds. It includes the ability to understand accurately and respond 
effectively to both spoken and unspoken or partly expressed thoughts, feelings and concerns of others. 
People who demonstrate high levels of this competency show a deep and complex understanding of 
others, including cross‐cultural sensitivity. 
 
Partners with Stakeholders is the desire to work co‐operatively with all stakeholders to meet mutual 
goals. It involves an awareness that a relationship based on trust is the foundation for success in delivering 
results. 
 
Teamwork and Co‐operation is the ability to work co‐operatively within diverse teams, work groups and 
across the organization to achieve group and organizational goals. It includes the desire and ability to 
understand and respond effectively to other people from diverse backgrounds with diverse views. 
 
Aboriginal Relations Behavioural Competencies

Change Leadership is championing the achievement of intended, real change that meets the enduring 

vision of Aboriginal self‐determination in British Columbia. It involves collaboratively developing and 
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implementing ideas to achieve positive change. The change leader learns from other leaders and elders, 

models the vision, and encourages Islands Trust staff to commit to and champion the vision. The change 

leader inspires others into new ways of thinking and doing business. The change leader routinely energizes 

the change process and removes barriers to change. 

 Cultural Agility is the ability to work respectfully, knowledgeably and effectively with Aboriginal people. It 

is noticing and readily adapting to cultural uniqueness in order to create a sense of safety for all. It is 

openness to unfamiliar experiences, transforming feelings of nervousness or anxiety into curiosity and 

appreciation. It is examining one's own culture and worldview and the culture of the Islands Trust, and to 

notice their commonalities and distinctions with Aboriginal cultures and worldviews. It is recognition of 

the ways that personal and professional values may conflict or align with those of Aboriginal people. It is 

the capacity to relate to or allow for differing cultural perspectives and being willing to experience a 

personal shift in perspective. 

 
Self‐Discovery and Awareness means understanding one's thoughts, feelings, values and background and 
how they impact the success of the interaction and relationship, or how they may influence one's work. It 
is recognizing one's own biases by tracing them to their origins, through reflection and by noticing one's 
own behaviour ‐ and then intentionally seeking a way forward that positively impacts the interaction and 
relationship. It means maintaining new ways of thinking and acting when situations become difficult or 
uncertain, or in times of urgency. 
 

Sustained Learning and Development means continually increasing your ability to build and maintain 

respectful and effective relationships with Aboriginal people. Central to this competency is appreciating 

that there are many other cultural understandings of knowledge and ways of working that have legitimacy 

and deserve respect ‐ and therefore require our continual learning and development, including direct 

exposure to cultural and community ways.  It includes an eagerness to continually reflect upon and assess 

your own level of cultural agility and competence, self awareness, and expertise. It means being willing to 

learn in new and different ways and appreciating how diverse ways of thinking and acting can ensure the 

success of the Islands Trust in recognizing  Aboriginal issues. 

 
 
SELECTION CRITERIA 
 
Requirements 

 A Master’s Degree in community or rural planning, social sciences, public administration, or related 
field, and a minimum 3 years’ experience in the area of First Nations relations with an emphasis on 
local government relations and including consultation with First Nations regarding land use planning  
and resource management.  Or a degree in the above disciplines and 5 years of experience including 
consultation with First Nations regarding land use planning and resource management.   Or an 
equivalent combination of experience and continuous learning. 

 Must have significant experience working collaboratively with commissions, councils, committees, 
elected officials, senior staff and community partners. 
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 Exceptional understanding of First Nations in the Salish Sea region, with significant understanding of 
First Nation relations and initiatives as it pertains to the local government environment. 

 Demonstrated senior level leadership experience with ability to foster change and build awareness. 

 Ability to work cross‐departmentally and inter‐jurisdictionally across a variety of disciplines and 
structures to identify and deliver desired outcomes. 

 Ability to travel, including occasional overnight travel within British Columbia. 

 Possession and maintenance of a Class 5 BC Drivers’ License.  

 

Knowledge, Skills and Abilities  

 Knowledge of social, environmental, political, economic, and land use planning issues relevant to the 
Islands Trust Area and its residents. 

 Demonstrated knowledge and experience with the Local Government Act, Community Charter, official 
community plans and land use planning bylaws, regulations and other legislation. 

 Demonstrated knowledge and experience with First Nations issues that intersect with local 
government interests in British Columbia, particularly as they relate to land use planning and 
regulation; familiarity with relevant legislation and case law.  

 Exceptional diplomacy, tact, and communication skills including working with commissions and 
committees, liaising with elected officials, and communicating information to internal and external 
stakeholders. 

 Exceptional motivation, team building, and interpersonal skills. 

 Contract management and project management skills with the ability to manage multiple projects with 
diverse objectives and deadlines. 

 Significant attention to detail, ability to identify emerging issues and prioritize appropriately to meet 
deliverables, outcomes and deadlines. 

 Demonstrated ability to quickly identify and analyse implications for the Islands Trust’s reputation and 
operations as the basis for recommending options and responses to senior staff and local trust 
committees. 

 Demonstrated ability to use initiative to respond appropriately to unanticipated issues with creative 
and innovative solutions using strong business and political acumen. 
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Miles Drew, Manager – Bylaw 
Enforcement 

 

 
Budget Source: 

Local Planning Services budget 
                                                       

  
Operational Unit: Bylaw Enforcement 

 
Name of Request (identify the problem need): 

 
Improve response times to complaints about bylaw 
infractions by increasing one Bylaw Enforcement Officer 
from 0.8 Full-time Equivalent (FTE) to 1.0 FTE, an 
increase of 0.2 FTE or one-day per week on average. 
 

 
Date initiated: 19 September 2014 

 
Date required: 1 April 2015 
 

1. BACKGROUND  

 
In 2007, Trust Council raised a number of concerns about staffing levels within the Local Planning Services Unit. It 
requested its Local Planning Committee (LPC) to undertake a Local Planning Services Review.  Trust Council then 
approved the LPC’s recommendation to adjust planning staff to current levels, and the three-office system we have 
today. In 2008, Trust Council also approved most of the recommendations in a subsequent LPC report entitled  “Bylaw 
Enforcement and Litigation Management Review” prepared by Roycroft Consulting Services.  The report made several 
recommendations related to improving bylaw enforcement services in the Islands Trust; those related to staffing levels 
were: 

1. the total staff complement be increased to three full time Bylaw Enforcement Officers (BLEOs), one each 
for the three Regions  - North (Gabriola Island), South (Victoria), and Central (Salt Spring Island); 

2. all Bylaw Officers meet or exceed training standards for the Industry and be full time employees; 
3. continue with the staffing of a part time Bylaw Administrative Assistant to undertake many of the more 

routine administrative functions, thus freeing up bylaw enforcement officers availability for field work; 
4. one Bylaw Enforcement officer should also be appointed as the Coordinator, with others reporting to that 

position; and 
5. the Coordinator should report to the Director of Local Planning Services.  

 
Of the above recommendations, 2, 3, 4 and 5 listed above have been implemented. The first one is close to being 
implemented, as we have three bylaw enforcement officer positions, one of which is part-time ( 0.8 Full Time Equivalent - 
FTE).  Approval of an increase from 0.8 FTE to 1.0 FTE for one officer position will complete the bylaw enforcement 
compliment as envisioned by Trust Council in 2008.  
 
Since 2008, staff have undertaken the following to improve bylaw enforcement and to align it with Trust Council’s vision: 

 creation of a bylaw enforcement team  in 2008 

 creation of a manager position in 2010 

 establishment of a part time assistant position in June 2010 to undertake administrative functions and improve 
communication with trustees, staff and the public 

 adoption of Bylaw Violation Notification (BVN) bylaws in  six Local Trust Areas in 2011 

 addition of the third bylaw enforcement officer position in 2013 (part time)  

 relocation of the previously Gabriola-based officer position to Salt Spring Island office in September 2014. 
 

Currently the bylaw enforcement team consists of the following staff: 
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 1.0 FTE Bylaw Enforcement Manager—located in Nanaimo 

 1.0 FTE Bylaw Enforcement  Officer – located in Victoria 

 Part time (0.8 FTE) Bylaw Enforcement Officer—located in Salt Spring 

 Part time (0.5 FTE) Bylaw Enforcement Assistant—located in Victoria 

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 
addressing?  What are the future needs?  What personal or organizational objectives are being addressed?) 

 
Increasing Complexity and Expectations 

The primary objective of increasing the 0.8 BLEO position to 1.0 FTE  is to respond to the increasing complexity and 
raising expectations with respect to enforcement of local trust committee bylaws. 
 
Since the Local Planning Services Review in 2007, Trust Council has increased planning staff to improve community 
planning efforts for local trust committees. New provincial legislation has resulted in new policies and regulations such as 
riparian areas development permit areas (DPAs) . Court decisions continually adjust the understanding of interpretation 
of bylaws and require more diligence in the development of regulations. Generally, planning solutions are becoming more 
complex as communities work to preserve and protect natural environments while accommodating the needs of the 
community and visitors.  The net result is that there is more involvement by the bylaw enforcement staff during the 
formation of these policies and regulations, and more regulations to be enforced.  
 
The proposed increase from 0.8 FTE to 1.0 FTE is to address the need for additional capacity to undertake bylaw 
enforcement work for all local trust committees and to meet Trust Council’s strategic objectives in relation to the Islands 
Trust mandate. As indicated in the background section, the number of complaints and open files has remained relatively 
steady until 2014 when it began to dip due to implementation of the bylaw enforcement notice system.  
 
Since 2008, local trust committees have adopted approximately 400 bylaw amendments and new bylaws; because each 
bylaw has undergone a public process, there is a greater community awareness of the new regulations and an 
expectation that they will be enforced. These bylaws vary in complexity, but include new development permit areas , 
temporary use permits and housing agreements among other regulations.  
 
Bylaw enforcement staff is also a resource to the planners and local trust committees during the development of new 
regulations, requiring more bylaw enforcement team involvement. 
 
Numbers of open bylaw enforcement file at end of each year.  
 

2010 2011 2012 2013 2014 

260 276 263 282 228 

Of these numbers, 155 files are more than two years old and 44 are more than five years old.   
 
Recruitment and Retention 

A secondary objective of the proposed increase from a 0.8 to 1.0 FTE for the BLEO positions is to recruit and retain staff 
with experience in bylaw enforcement.  
 
A 1.0 FTE is more attractive than a 0.8 FTE when recruiting. Having two 1.0 FTEs also makes it simpler from a 
management perspective when assigning files, coverage, recruitment and retention.  Moving one enforcement officer 
position to Salt Spring from Gabriola may also increase efficiencies and reduce file back logs.  However, the recent 
recruitment process of the Salt Spring Island bylaw enforcement officer demonstrated that it is easier to attract and retain 
suitable candidates to full-time employment.   
 
 

 PROJECTED RESULTS/DELIVERABLES 
 
 (How does this address the objectives described above?) 
 

An increase of 0.2 FTE would result in a full-time 1.0 FTE bylaw officer based out of Victoria and 1.0 FTE bylaw officer 
based out of Salt Spring, each focussing on a predefined geographic area designed to reduce travel and overtime costs, 
but able to respond anywhere if required. This will be coordinated by the Bylaw Enforcement Manager with assistance 
from the Bylaw Enforcement Assistant.  

 
The addition of 7 hours per week (365.25 hours per year) is expected to: 

 Improve response times to complaints, including achieving compliance; 

 provide resources to better implement the BVN system on those islands that adopted BVN bylaws; 

 allow the Bylaw Enforcement Manager to focus a few more hours per week on proactive enforcement 
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programs in support of the Trust Council strategic plan and where there is local trust committee support to 
do so;  

 provide more time to follow up on inspections for such things as research and support for lawyers 
undertaking legal action; and 

 improve our ability to recruit and retain qualified bylaw enforcement officers.  

3. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 
must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – i.e. do nothing – and the anticipated results of that action.) 

 
a) Maintain the current staffing level.  Maintaining the current staffing level will continue to limit the ability of staff to 

fully implement the BVN system, hamper attempts to resolve old files and reduce the number of open files in 
general.  Additionally it will continue to preclude the possibility of proactive enforcement on vital areas such as 
seawalls and violations in DPA’s etc. and reduce the possibility of adequately responding to the demands caused by 
new regulations.   
 

b) Reduce Bylaw Files to be investigated. This option would involve discussions with local trust committees on 

developing policies aimed to reduce the number of files investigated, including consideration of limited enforcement 
capabilities when developing new regulations. 
 

4. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)  
  

Enforcement is largely complaint driven and we do not know what to expect in relation to the number of complaints each 
year. A single issue on an island usually raises awareness and can then increase complaints about one particular issue. 
While the number of open files over the years appears to have remained steady and the number of complaints we 
receive monthly have also remained fairly constant, we do not know if this will be true in the future.  The measure of 
success should be a reduction in the numbers of old files and an increase in general satisfaction with bylaw enforcement 
responses.  
 
Recruitment and retention is an important part of this proposal. We do not know how long staff will stay with the 
organisation and need to be ready to adjust should an officer leave. This proposal provides a more robust enforcement 
team in that with two identical positions in terms of hours of work makes it easier to interchange them if necessary for 
backup, training and succession planning. 
 

5. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they be 
addressed? Have other stakeholders been identified?) 
 

Stakeholders include local trust committees, Trust Council, planners and the general public. As this is a budget request, 
communication would be through the normal communication channels for budget approval. 

 
 

6. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 

operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 
 

The increase is for 365.25 hours per year, which including benefits is $12,817 annually. This represents 4.4% of the 
existing budget for bylaw enforcement staffing.   
 
There would be no additional start-up costs. There are no hard dollar amounts available for any saving caused by 
efficiencies of this arrangement; however, staff recruitment can cost approximately $5,000 plus lost staff time to 
undertake bylaw enforcement work during the recruitment process.  
 
If the change from 0.8 FTE to 1.0 FTE increases retention, and increases interest by qualified bylaw enforcement 
officers, it would reduce our costs associated with recruitment.  

 

7. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is being 
recommended)  

 

That $12,817 be allocated to the Bylaw Enforcement Budget to increase the part-time (0.8 FTE) bylaw enforcement 
officer to full-time (1.0 FTE). 
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8. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative (i.e. 
Direct Award, RFP, ITQ to qualified vendor) 

 

The 0.8 FTE position is currently being filled by an auxiliary employee. We will need to advertise the position for 
permanent placement before April 1, 2015 to be consistent with the collective agreement. During that recruitment 
process, the position will be advertised as 0.8 FTE with a possibility of going to 1.0 FTE. This will then negate any need 
to readvertise should the position be increased to 1.0 FTE on April 1, 2015. 

 
 
 
Miles Drew, Manager – Bylaw Enforcement  October 16, 2014 

Initiator  Date  
 

 
 
David Marlor  October 16, 2014 

Director   Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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Islands Trust 
Program Listing - Current Fiscal Year
2015/16 Draft Budget
Refelcted on detailed sheet under 73001

Admin - 830 CAO/EC  820 ITF - 150 TAS - 210 Mapping - 540 LPS RAR Notes
ADMIN Paperless AP - Finance 15,000               

Replace Cold Fusion Applications - IT 20,000               
MAPPING TAPIS - Java Script upgrades 5,000                 

Mapping website development 10,000               
ITF
LTC Denman 2,000                 2,500       

Gabriola 6,000                 
Galiano 7,500                 
Gambier 8,000                 10,000     
Hornby -                      2,500       
Lasqueti 5,000                 
Mayne 4,000                 2,500       
N. Pender 9,000                 
Salt Spring 50,000               
Saturna 6,500                 
S. Pender 5,000                 
Thetis 5,000                 1,500       
EC as LTC -                      
LPC as LTC -                      

2015/16 TOTAL (excl RAR) 158,000                   35,000               -                      -                      -                      15,000               108,000             19,000     

2014/15 Projects (excl RAR) 138,750                   5,000                 -                      31,000               -                      19,500               83,250               71,000     

Increase (decrease) 19,250                     30,000               -                      (31,000)              -                      (4,500)                24,750               
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2015/16 LTC EXPENSE BUDGET Total 2
015/1

6

615-Denman 620-Gabriola 625-Galiano 630-Gambier 635-Hornby 640-Lasqueti 645-Mayne 650-N.Pender 655-Salt Spring 660-Saturna 665-S.Pender 670-Thetis EC as LTC LPC

population 1022 4045 1138 275 958 426 1071 2035 10322 335 201 340 22168

5% 18% 5% 1% 4% 2% 5% 9% 47% 2% 1% 2%

LTC EXPENSES **
LTC Meeting Expenses 2,500 4,250 2,500 2,500 2,500 500 1,500 2,750 8,000 1,000 1,000 1,000 30,000

APC Meeting Expenses 750 750 500 750 750 500 750 750 2,000 500 500 500 9,000

Communications 300 750 300 300 300 300 300 300 1,250 300 300 300 5,000

Special Projects 750 2,250 750 750 750 750 750 750 4,500 750 750 750 750 15,000

Miscellaneous 0

SUB-TOTAL EXPENSES 4,300 8,000 4,050 4,300 4,300 2,050 3,300 4,550 15,750 2,550 2,550 2,550 750 59,000

Program 2,000 6,000 7,500 8,000 0 5,000 4,000 9,000 50,000 6,500 5,000 5,000 0 0 108,000

RAR Program 2,500 0 0 10,000 2,500 0 2,500 0 0 0 0 1,500 0 0 19,000

SSIWPA (Special Tax Levy off-set) 0 0 0 0 0 0 0 0 119,500 0 0 0 0 0 119,500

TOTAL (excluding special levy requests) 8,800 14,000 11,550 22,300 6,800 7,050 9,800 13,550 65,750 9,050 7,550 9,050 750 0 186,000

5% 8% 6% 12% 4% 4% 5% 7% 35% 5% 4% 5%
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EC as L
TC

Project

 Budge
t 

Str
ategic

 Plan

 Prov. 
Require

ment 

 Contin
uatio

n of 

exis
tin

g O
CP/LU

B 

 Newly 
Adopted Polic

y 

in O
CP 

Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1 No requests made from Ballenas-Wincehlsea

TOTAL PROJECTS -$                             
RAR -$                             
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DENMAN

Project

 Budge
t 

Str
ategic

 Plan

 Prov. 
Require

ment 

 Contin
uatio

n of 

exis
tin

g O
CP/LU

B 

 Newly 
Adopted Polic

y 

in OCP 

Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1
RAR completion

2,500.00$                    1.3.6 X X

Maping completing in 2013/14, draft bylaws 
and consultation underway (resolution DE-
2014-064)

MoU and relationship building with 
K'omoks First Nation 2,000.00$                    5.1

Host community relationship building 
exercise (Resolution DE-24-063)

UBCM C2C funding not yet announced for 
2015/16 

TOTAL PROJECTS 2,000.00$                    
RAR 2,500.00$                    
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GABRIO
LA

Pro
ject

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y 

in OCP
Notes

Possi
ble Grant 

Opportu
nitie

s

Project #1 Gabriola OCP/LUB Targeted Review 3,500.00$                    4.3.2 X

Village core, density transfer, and 
implementing First Nations archaeological 
protection policies (resolution GB-2014-145 )

First Nations Heritage Protection and 
Consevations Act could provide for this in the 
future-not currently

Project #2
DeCourcy OCP/LUB Review

2,500.00$                    X

Launch of review of bylaws originally adopted 
in 1981 and 1987 (resolution GB-2014-145 )

TOTAL PROJECTS 6,000.00$                    
RAR -$                              
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GALIA
NO

Pro
ject

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y 

in O
CP

Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1 Dock Review 2,500.00$                   x

to review policies and zoning related 
to private moorage

Project #2
OCP Policies

2,500.00$                   x x

To review policies related to Forest 
lands not completed during OCP 
review

Project #3
LUB amendments

2,500.00$                   x x

To complete amendments to LUB to 
implement OCP

TOTAL PROJECTS 7,500.00$                   
RAR -$                             
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GAMBIER

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y i
n 

OCP Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1
RAR Continuation

10,000.00$                 
1.3.1, 
1.3.7 X X

Pending scope of contract with QEP in 
2014/15 fiscal, this request is for contract 
with QEP and continuation

Project #2
Gambier Island OCP/LUB revivew

7,000.00$                    X

Launch of major OCP/LUB review project. 
Includes continuation of shoreline 
protection project

Pacific Salmon Foundation Partnered 
Initiatives? depending on shoreline project 
details

Project #3
Howe Sound Community Forum 
participation 1,000.00$                    2.3.9

LTC resolution at Sept 18 meeting (minutes 
not yet received)

TOTAL PROJECTS 8,000.00$                    
RAR 10,000.00$                 

*minutes not yet available to not 
resolution numbers
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HORNBY

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y i
n 

OCP Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1
RAR Completion 2,500

1.3.6 X X

Maping completing in 2013/14, draft bylaws 
and consultation underway

TOTAL PROJECTS -$                              
RAR 2,500.00$                    

*minutes not yet available to not 
resolution numbers
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SQ

UETI

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y i
n 

OCP Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1 OCP/LUB Review 5,000$                         

Requested an increase from the 
recommended $2,000 for a targeted review 
to $5,000 for a full review (Resolution LA-
2014-24 ). Not sufficient staff resources for 
full OCP/LUB review.

TOTAL PROJECTS 5,000$                         
RAR -$                              
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MAYNE

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly Adopted Polic
y i

n 

OCP
Notes

Possi
ble Grant 

Opportu
nitie

s

Project #1 RAR Implementation 2,500.00$   x x completion of DPA amendments

Project #2 LUB Amendments 2,000.00$   
Commence LUB amendments from Projects 
list

Project #3 OCP Amendments 2,000.00$   
Commence OCP amendments from projects 
list (TUP guidelines, STVR)

TOTAL PROJECTS 4,000.00$   
RAR 2,500.00$   
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N. P
ENDER

Pro
ject

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly Adopted Polic
y 

in O
CP

Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1 Conservation Subdivision Review (Completion) 2,500.00$    x x

completion of project, community 
consultation and public hearing

Project #2 Age and Disability friendly community planning (Completion) 2,500.00$    x x

completion of project, community 
consultation and public hearing

UBCM/Age Friendly BC 2015 Age-friendly Community Planning & Project Grants - Due 
Oct 31, 2014   -  Plan H/BC Healthy Communities, 2015/16 funding not announced yet - 
New Horizons for Seniors Program, 2015/16 funding not announced yet - Vancouver 
Foundation Health and Social Development Program, 2015/16 funding not announced 
yet.  

Project # 3 OCP amendments 2,000.00$    To commence projects from projects list

Project #4 LUB amendments 2,000.00$    x

To commence LUB amendments to 
implement OCP policies

TOTAL PROJECTS 9,000.00$    
RAR -$              
Endorsed by resolution - August 28, 2014

81



SA
LT

 SP
RIN

G

Pro
ject

 Budget 

Str
ategic P

lan

Prov. R
equire

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly Adopted Polic
y i

n 

OCP
Notes

Possi
ble Grant 

Opportu
nitie

s

Project #1 Watershed Management (Exclusive of 
SSIWPA Coordination)

15,000.00$                  3.4.1 Yes Multi Year Watershed Management 
Planning, multi agency program

Victoria foundation- Granting closed for 2015-2016 not yet 
available, Vancouver Foundation - Environment Fund-2015 

deadlines not available yet,  SSI Foundation, REFBC??-Good fit 
but IT may not be a priority organization for them-meeting in 

November to discuss

Project #2 Land Use Bylaw - Industrial 8,000.00$                    4.5.1 Yes Completion of Land Use Bylaw amendments

Project #3 Village Area Planning & Intergrated 
Community Sustainability

15,000.00$                  4.5.2 LGA 877 
(1) (e&f)

Yes Multi- year Ganges Village, overlap with CRD 
infrastructure planning

MCSC-Infrastructure Planning Grant Program-ongoing 
applications, Victoria foundation- Granting closed for 2015-
2016 not yet available 

Project #4 Quality Management Procedures 1,000.00$                    6.4.1 Program carry over from previous years, 
deferred due to budget restraints

Project #5 Climate Change Adaptation/Reduce GHG 
Emissions

4,000.00$                    1.7.2 LGA 877 
(3)

Yes Piers Island OCP amendment (new project) 
and 5 year monitoring on Salt Spring Island 
(carry over multi agency work)

BC Hydro, FCM Green Municipal Fund?, QuickStart – 
Community Energy and Emissions Planning, SSI 
Foundation?

Project #6 Proposed National Marine Conservation 
Area - Internal Boundaries

2.2.2 Dependent on Parks Canada Program, $ 
allocation from programs held in abeyance Habitat Stewardship Program???, Vancouver Foundation 

- Environment Fund?-2015 deadlines not available yet
Project #7 LUB Update - Rural Watershed Uses 2,000.00$                    3.3.3. LUB Housekeeping Amendments
Project #8 Secondary Suites - Implement TUPs 2,000.00$                    4.3.1 Yes Program carry over from previous years, 

deferred due to budget restraints
Project #9 First Nations Heritage Sites 3,000.00$                    5.1.4 Arising from interagency discussions  Heritage BC-next deadline TBA, Canadian Heritage??.
Project # 10 SSIWPA Coordination 119,500.00$                Second year of the coordination. Under 

terms of Trust Council delegation bylaw, this 
amount would be through Special Tax Levy 
to Salt Spring LTA.

`

TOTAL PROJECTS 50,000.00$                  
LTC resolutions SS-2014-177 & SS-2014-178, 
August 28, 2014

RAR -$                              
RAR anticipate completion by start of fiscal.

SSIWPA Special Levy Request 119,500.00$                
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Project
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t 

Str
ategic

 Plan
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ment
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n of e
xis

tin
g 

OCP/LU
B

Newly Adopted Polic
y i

n 

OCP
Notes

Possi
ble Grant 

Opportu
nitie

s

Project #1 OCP and LUB amendments 2,500.00$   x Completion of current projects

Project #2 OCP amendments 2,000.00$   

Commence OCP amendments identified 
on projects list (campground, B and B, 
affordable housing policies)

Project #3 LUB technical review 2,000.00$   
Review LUB relating implementation of 
BEN bylaw

TOTAL PROJECTS 6,500.00$   
RAR -$             
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S. 
PENDER

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y 

in O
CP

Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1 LUB Review completion 3,000.00$                    x x To complete review and update of LUB

Project #2 OCP updates 2,000.00$                    
To commence various OCP updates 
identified on project list

TOTAL PROJECTS 5,000.00$                    
RAR -$                              
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THETIS

Project

 Budge
t 

Str
ategic

 Plan

Prov. 
Require

ment

Contin
uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y i
n 

OCP Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1
RAR Completion

1,500.00$                    1.3.5 X X

Project competion pending LTC decision on 
direction DPA vs covenant or combination. 
Mapping complete.

Project #2 Shoreline protection continuation 5,000.00$                    2.1.3

Continuation of Greenshores pilot. Budget to 
match contribution of other municipalities 
for the pilot with Stewardship Centre

HCTF-Public Conservation Assistance Fund?-
deadline May2015, REFBC??, Vancouver 
Foundation Environment Fund-2015 
deadlines not available yet

TOTAL PROJECTS 5,000.00$                    
RAR 1,500.00$                    

*minutes not yet available to not 
resolution numbers
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Project
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Str
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Prov. 
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uatio

n of e
xis

tin
g 

OCP/LU
B

Newly 
Adopted Polic

y i
n 

OCP Notes
Possi

ble Grant 

Opportu
nitie

s

Project #1
Project #2
Project #3
Project #4

TOTAL PROJECTS -$                              
RAR
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Cindy Shelest, Director Administrative 
Services 

 
Budget Source: 

 
2015/16 Project Budget                                                       

  Operational Unit: Administration - Finance 

 
Name of Request (identify the problem need): 

 
Paperless Accounts Payable Solution. 
 

 
Date initiated: 19 October 2014 

 
Date required: 30 April 2015 
 

1. BACKGROUND  

 
Islands Trust has been using ACCPAC ('A Complete and Comprehensive Program for Accounting Control) accounting 
software for our financial information system for ten years.  ACCPAC has been providing reliable accounting software 
solutions to its customers for more than 20 years.  It is a fully integrated business management application and has suited the 
needs of Islands Trust due in part to the company’s commitment to continually upgrading the system and taking advantage of 
new technologies to improve productivity.   
 
The Finance unit of Islands Trust has been experiencing increased service demands while trying to keep staff time to the 
levels supported by the Islands Trust budget.  Over the past three years, Nancy Roggers, Finance Officer, has been focused 
on creating significant efficiencies in our accounting and finance systems.  She has been working with Sage Solutions, our 
ACCPAC consultant, on providing innovative solutions to Islands Trust’s business needs, while working within the existing 
budget.  To name a few successful financial administration solutions:  a new Financial Reporting Tool for managers to provide 
them with ongoing information on their expenditures and to use in financial forecasting;  a new fixed assets management 
module;  a new reporting tool which provides historical data easily and efficiently; and a new Electronic Funds Transfer (EFT) 
module.  On the near horizon is a new Purchase Order system.   
  

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 
addressing?  What are the future needs?  What personal or organizational objectives are being addressed?) 

 
In August 2014, Nancy Roggers and Cindy Shelest were invited by Sage Solutions to attend a presentation on an endorsed 
Document Management system which is fully integrated with our ACCPAC Accounts Payable system.  We believe there are 
significant benefits (increasing efficiency and reducing costs over the long term) to implementing this module into our 
Accounts Payable process. However, the one-time implementation cost is greater than our existing budget can cover, and 
additional funding is necessary.  Further information about the projected benefits is provided in Section 7. 

  

3. PROJECTED RESULTS/DELIVERABLES (How does this address the objectives described above?) 

 
The Document Management system would allow us to provide a paperless Accounts Payable system.  Invoices would be 
brought into the Document Management system through scan, fax or other methods (e.g. Downloading directing from 
suppliers).  Documents would be electronically processed and staff with security rights could access them from anywhere 
they have access to our network.  Approvals would be system-generated and staff would have increased access to 
information.  The Document Management System would be fully integrated with ACCPAC and would allow transfer of 
information and reduce handling and storage of documents, and their related costs.    
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4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 
must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – i.e. do nothing – and the anticipated results of that action.) 

 
Given our current successful relationship with ACCPAC and Sage Solutions, we are relying on their advice and expertise that 
this solution best meets our existing system requirements and business needs.  No other alternatives for a Document 
Management System have been considered by Islands Trust, however, we understand that Sage Solutions has endorsed this 
product and has recommended it to its many clients, after significant review of alternatives that are currently offered.   
 
The alternative is for us to remain with our current paper-based, manual Accounts Payable system.  This is expected to lead 
to increased costs over time, as it would require ever-increasing costs for document management and storage and likely 
increased staff to maintain service levels.  

5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)  
  

We are comfortable that Sage Solutions has considered potential risks prior to recommending this solution to its ACCPAC 
customers. Islands Trust has a long-term relationship with Sage and a history of successful ACCPAC software 
implementations.  

6. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they be 
addressed? Have other stakeholders been identified?) 
 

Over the past years, Islands Trust staff have shown their capacity to adapt to change as new systems and processes 
continue to be implemented.  Islands Trust staff are also environmentally conscious and embrace green technology.  Also, 
Islands Trust leadership has had opportunities to improve upon our change management, through experience and education.  
The new Time, Leave and Absence Management System implementation is an example of how we are collaborating as a 
team to introduce a paperless time and leave management system into the organization in an effective manner.  The 
commitment to a rigorous project charter and team approach to implementing new systems will be followed with this new 
project.  We fully expect that staff will appreciate the increased functionality of the paperless Accounts Payable system.   

 

7. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 

operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 
 

The benefits of this system are: 
- Reduced file storage costs – currently the Finance Department has 24 boxes of accounts payable invoices and 

documentation in off-site storage.  The storage cost is $2.00/box per month and $1.00 per box for the initial transfer.  
As well, there are two complete filing cabinets on-site.  

- Fits with the Islands Trust Carbon Neutral Operations Policy in reducing the amount of paper used within our 
operations – the reduction in paper is not only for invoices and supporting documents, but also the use of file folders 
to maintain our invoices in an orderly manner.   

- Reduced time in processing invoices – throughout our Accounts Payable process, paperwork is currently handled by 
up to five different people (mail sorting, 2-3 approvers, and finally to Finance staff where invoices are input, 
approved and cheques written).  A paperless approach would streamline the entire process from beginning to end.   

- Reduced time in locating invoices – currently there is staff time involved with calling Finance staff to request 
information (in the new system it will be available on-line), Finance staff’s time in searching for documents and 
potentially retrieving the documents from storage (currently we are charged $5.70 per box whenever documents are 
retrieved from off-site storage).  Also, while the invoices are in their approval process, there is no information 
available to advise staff whose desk the invoice is on. This can several calls or searching in offices for paperwork ..  
(Note: The US Department of Labor has stated that office personnel spend 18 minutes on average to locate and 
retrieve documents. )  

- Improved security (no paper on desks or in file cabinets) and disaster recovery (i.e. in the case of fire destroying 
invoices – currently we pay for insurance to cover this aspect of our fire insurance) 

- Reduced Finance administrative time in filing invoices. 
- Would supports the implementation of Leading Workplace Strategies  in that managers do not need to be in an office 

to approve invoices, Finance staff are not tied to office space for maintaining a file system and the need to provide 
office space for file cabinets and archival storage would be reduced. 

- Islands Trust currently has a full-time Finance Clerk position which spends the majority of their time processing 
Accounts Payable invoices and expense accounts, frequently requiring overtime work.  Through efficiencies gained 
in the Accounts Payable process, the Finance Clerk would be more available to assist the Finance Officer and could 
reduce overtime in the Finance unit. 

 

The cost of the system is estimated to be $15,000 for implementation and an annual service and maintenance cost (similar to 
all existing ACCPAC modules).  A full cost estimate will be undertaken prior to initiating any implementation of the system.   
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8. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is being 
recommended)  

 

To proceed with further review of the costs of the Document Management System for Accounts Payable.  If costs do not 
exceed the budget of $15,000, purchase and implement the system.   

9. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative (i.e. 
Direct Award, RFP, ITQ to qualified vendor) 

 

Direct award to our existing ACCPAC consultant, Sage Solutions, consistent with the Islands Trust purchasing procedure.   

 
 
Cindy Shelest, Director Administrative 
Services 

 October 19, 2014 

Initiator  Date  
 

 
 
Linda Adams, Chief Administrative Officer  October 20, 2014 

Approver  Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Cindy Shelest, Director Administrative 
Services 

 
Budget Source: 

 
2015/16 Project Budget                                                       

  Operational Unit:  Information Technology 

 
Name of Request (identify the problem need): 

 
Replace computer applications written in Cold Fusion 
programming language. 
 

 
Date initiated: 19 October 2014 

 
Date required: September 2015 
 

1. BACKGROUND  

 
Islands Trust currently maintains a suite of Cold Fusion (web application development platform) applications which serve 
many functions (see list in Appendix A).  Cold Fusion is an older development platform that is quickly being superseded by 
more advanced and flexible platforms.  As a result we have had a difficult time finding developers qualified or interested in 
supporting our applications suite.  Without support, the form and function of these tools cannot be updated, and breakages 
become difficult and expensive to resolve, and could create a significant amount of disruption to Islands Trust operations. 
 
In addition, the server where the applications currently reside is due to be replaced in 2015/16 as we have been notified by 
Microsoft of an end-of-life strategy for this particular operating system (Windows Server 2003).  Upgrading this 
server/operating system means that the existing suite of applications will no longer be functional.   
  

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 
addressing?  What are the future needs?  What personal or organizational objectives are being addressed?) 

 
We have been aware for some time that our existing suite of applications will need to be replaced and initiatives have already 
been undertaken to replace some of their functions.  Dave Beeston, Information Technology (IT) Coordinator has been 
reviewing the applications currently being used.  This initial review suggests three application states.  In their simplest forms 
the applications provide a link to other processes (eg. Expense Accounts), or simple structures which are easily replaced (ie. 
Staff phone lists).  In other instances the application provides native functionality (eg. Bylaw Management).   

3. PROJECTED RESULTS/DELIVERABLES (How does this address the objectives described above?) 
 

This funding request will provide options for the IT Coordinator to replace the existing Cold Fusion applications either through 
replacing the system with off-the-shelf solutions or developing new applications (provided by IT consultants and in-house 
resources), as indicated in Appendix A.    

4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 
must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – i.e. do nothing – and the anticipated results of that action.) 

 
There are no other alternatives identified at this time.  The existing server operating system has reached its end-of-life and 
the applications cannot be migrated to an updated server operating system and must be replaced.   
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5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)  
  

We are comfortable that our IT Coordinator can find solutions to replace all components of the Applications Suite.   
 
There is a risk that Microsoft’s support of our existing server operating system will be phased out sooner than we anticipate 
(we believe that we have at least one year to adapt to this change).   
 

6. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they be 
addressed? Have other stakeholders been identified?) 
 

Over the past years, Islands Trust staff  have shown their capacity to adapt to change as new systems and processes 
continue to be implemented.  Also, Islands Trust leadership has had opportunities to improve upon our change management, 
through experience and education.  The new Time, Leave and Absence  Management System implementation is an example 
of how we are collaborating as a team to introduce a paperless time and leave management system into the organization in 
an effective manner.  The commitment to a rigorous project charter and team approach to implementing new systems will be 
followed with this new project.   

 

7. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 
operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 

 

The benefits of this solution is that we will be in a position to retire our existing server operating system when Microsoft no 
longer supports the technology.   
 

This funding request is for $20,000 to proceed with replacing the existing applications suite either through purchasing off-the-
shelf technology, retiring existing applications, or hiring contractors to build modern and supportable solutions.   A full review 
of each application and a cost estimate has been established for each component within the applications suite.  The 
anticipated approach for each application is indicated in Appendix A. 
 
 

8. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is being 

recommended)  
 

To provide the IT Coordinator with a budget of $20,000 to provide solutions to replace the applications suite.   

9. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative (i.e. 
Direct Award, RFP, ITQ to qualified vendor) 

 

Will be managed throughout the process in accordance with the Islands Trust’s purchasing procedure.     

 
 
Cindy Shelest, Director Administrative 
Services 

 October 19, 2014 

Initiator  Date  
 

 
 
Linda Adams, Chief Administrative Officer  October 20, 2014 

Approver  Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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APPLICATION RETIRE 3RD PARTY JAVASCRIPT SHAREPOINT 

FOIPP Tracking System   
x 

 

Legal Opinion Inventory   
x 

 

Organizational File List    
x 

Print Media    
x 

Advisory Membership    
x 

Board of Variance Membership    
x 

Covenants Log    
x 

LTC Meeting Log    
x 

LTC Work Program 
x 

   

Meeting Halls    
x 

Meetings, Resolutions and FUAL  
x 

 
x 

Minute Takers    
x 

Organizational RWM Log    
x 

Planning Contacts    
x 

Referral Agencies    
x 

RWM Log   
x 

 

Subscription Management, Reports and Statistics 
x 

   

Associate Islands     

Financial Reporting  
x 

  

Staff Recognition Form     

BEO Reports   
x 

 

Bylaw Management   
x 

 

Contacts and Donors 
x 

   

Expense Administration  
x 

  

Expense Claim 
x 
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LTC Members List    
x 

Operations Manual    
x 

Purchase Orders  
x 

  

Staff Phone List    
x 

TAPIS  
x 

  

Time Collection  
x 

  

Web Help Desk  
x 
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Mark van Bakel 

 

 
Budget Source: 
( describe )                        

                                                       

 Local Planning Services – Mapping Program Budget 
Operational Unit:  Local Planning Services 

 
Name of Request (identify the problem, opportunity or 
need): 
   

TAPIS Info Consultation and Development Support  

 

Date initiated: September 23, 2014 

 

Date required:  April 1, 2015 
 

1. BACKGROUND (A brief description of the current situation.) 

 
The Islands Trust’s Geographic Information Systems (GIS) office provides all of the mapping needs of the 
organisation. It includes an internal on-line property information system (called Trust Area Property Information 
System or TAPIS) that is used extensively by the planners, when responding to public enquiries and preparing 
reports for local trust committees about planning projects or development applications. TAPIS allows planners to 
quickly search for properties and gain information about the properties, such as BC Assessment data, sensitive 
ecosystems, shoreline types, historical and current air photos, contour mapping, zoning and other such 
information. TAPIS is also used to measure property size and determine buffers around properties and features; 
for example, determine which properties are within a certain distance of a rezoning proposal. Finally, TAPIS is 
used by planners to track development applications (such as a rezoning application) by linking the application to 
the property. The TAPIS system is central to the operations of local planning services. 
 
Over the course of the past 2 years TAPIS Info has been completely rebuilt from the ground up, integrating much 
of its original function with many new and improved features.  Not only were improvements made to the aging 
application, but the entire base code has been re-written to enable continued support and flexibility in future 
design and content considerations. 

 
 
 

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 
addressing?  What are the future needs?  What personal or organizational objectives are being addressed?) 

 

The original project completion and implementation timelines were underestimated, resulting in a series of project 
delays.  Original plans called for updates to the existing base code, which quickly proved impractical due toout 
dated software.  The consultants when responding to the request for proposals(RFP) further contributed to the 
delays by providing high  RFP bids, due to the small size of the project. As a result the Islands Trust Mapping 
Office has assumed the role of application developer and support, with the support of the original base code 
developer.  This contractor has agreed to “support the developer”, providing application architecture 
recommendation, debugging service, and training on a request/hourly basis.  
 
Since the release of the beta (test) site, additional change requests have been coming in from staff and the 
public.  We anticipate that this will continue, given that these request are central to the business needs of the 
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planners.  As a result we will require funding for consultation and development support, in order to facilitate the 
implementation of these changes/improvements.  In-house application development will translate into substantial 
cost savings over the life time of TAPIS Info; however, the in-house development solution we will require 
consultation and development support by an outside contractor.     

 
3. PROJECTED RESULTS/DELIVERABLES (How does this address the objectives described above?) 

 
TAPIS Info consultation and development support will benefit all departments within the Trust that utilize this tool.     
 

 Continued functionality and reliability; 

 TAPIS Info project completion and Implementation; 

 change requests/improvements implemented and, 

 faster response time for change requests/support. 
 

4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 

must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – ie. do nothing – and the anticipated results of that action.) 

 

1. Not approve TAPIS Info consultation and development support, which may result in delayed project 
completion and change request implementations. 

 
2. Approve TAPIS Info consultation and development support funding. 
 

 
 
 

5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)   
 

No risks identified.  Success factors include being more responsive to planners and other requests for features in 
TAPIS. 

3. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they 
be addressed? Have other stakeholders been identified?) 
 

None identified.  Communication through budget process. 

4. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 
operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 

 
 

Item Costs 
(Savings) 

Comments 

TAPIS Info Support $5000 support for the in-house developer 

 
 

5. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is 

being recommended) 
 

THAT TAPIS Info support funding be included in the base budget. 

6. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative 
(ie. Direct Award, RFP, ITQ to qualified vendor) 
 

Direct award to original application developer in a “support the developer” role. 
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Mark van Bakel  September 23, 2014 

Initiator  Date  
 

 
 
David Marlor  October 20, 2014 

Director   Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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 BUSINESS CASE 
 
                        

 
Completion of this form initiates a request to the management team for allocation of budget funds.  The form is to be completed 
and submitted at the start of the decision making process. The business case forms part of the Annual Budget Process (refer to 
Islands Trust Council Budget Process Policy 6.3.i). 
 

TO BE COMPLETED BY INITIATOR 

 
Initiated by: Mark van Bakel 

 

 
Budget Source: 
( describe )                        

                                                       
 Local Planning Services – Program budget Operational Unit:  Local Planning Services 

 
Name of Request (identify the problem, opportunity or 
need): 
 
  Mapping Website Site Improvements 

 
Date initiated:  September 23, 2014 

 
Date required:  April 1, 2015 
 

1. BACKGROUND (A brief description of the current situation.) 

 
With the release of the new Islands Trust website the existing Mapping pages called 
“Maps” and “Trust Area Mapping” were simply ported over from the old website as is.  
These pages have evolved over time to facilitate the sharing of maps with the public 
and staff.  These maps are currently in Adobe’s PDF format.  
 
The GIS office also develops and maintains a public version of TAPIS called MapIT. 
MapIT has similar features as TAPIS and is designed for the public to view. Using 
MapIT, the public can easily find property, view historical and current air photos, view 
the zoning, sensitive ecosystems, and other such information.  Over the past year, 
MapIT has been visited 10,440 times by members of the public.  
 
With the release of MapIT, and the development of an “open data” file transfer protocol 
(FTP) site, more and more maps and data are dynamic and would benefit from an 
updated design and approach to application and data access for the public, trustees 
and staff.  
 

2. PROBLEM STATEMENT/OBJECTIVES (What is the problem you are trying to solve?  What strategic item is this 

addressing?  What are the future needs?  What personal or organizational objectives are being addressed?)  
 

MapIT continues to occupy the first or second most visited page on the Islands Trust 
website, and one of the most common comments/complaints that have been submitted 
from the public is that link to it are difficult to locate on the Island Trust website.   

 
We propose to re-design the “Maps” and “Trust Area Mapping” components of the 
Islands Trust website with the intent to improve MapIT access, as well as property, 
environmental, zoning, building and other valuable information that is stored in the 
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Islands Trust geographic information system. Our goal is to provide as much 
information where possible to the islanders through an easy and intuitive graphical 
interface.  
 

3. PROJECTED RESULTS/DELIVERABLES (How does this address the objectives described above?) 

 

 Content: expand existing online content, working towards an “open data” approach to 
publicly accessible data.  Open data that the public can directly access translates into 
less frequent data requests directed towards staff and greater public access to up-to-
date data sources. 
 

 Workflow: streamline the process by which public questions about property can 
be answered, by making access for the public far more intuitive.  

 

 Usability: continually apply the logic “if my grandmother can’t access the 
application or data it is too complicated.” 

 

 Technology: leverage existing network and GIS infrastructure resources.  
 

4. ALTERNATIVES CONSIDERED (What other options/alternative courses of action were considered?  Each option 
must be supported by a succinct and realistic presentation of the benefits, financial implications, resource 
requirements and other implications to allow for an informed decision among the options. One option should reflect 
the status quo – ie. do nothing – and the anticipated results of that action.) 

 

 Not approve website improvements, and maintain the status quo until funding is 
available. 

 

 Approve funding for website improvements. 
 

5. CRITICAL SUCCESS FACTORS (What related factors have been identified? What risks are involved?)   
 

No risks identified. 

6. CHANGE MANAGEMENT/COMMUNICATIONS/COLLABORATION (Are there any concerns and how will they be 

addressed? Have other stakeholders been identified?) 
 

None identified. 

7. BENEFIT/COST ANALYSIS SUMMARY (Summarize the benefits and costs included. Identify capital and 
operational needs.  Are there one-time or start-up costs? Are there impacts in future years? ) 

 

 Graphic Design ~ $2,500 

 Website Development (workflow and content management) ~ $7,500 
 

8. RECOMMENDED DECISION (Clearly outline the decision being sought and why this particular decision is being 
recommended) 
 

That funding be secured for improvements to the Mapping website. 
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9. PURCHASING PROCEDURE (describe any purchasing processes that will be needed to support this initiative (ie. 
Direct Award, RFP, ITQ to qualified vendor) 
 

Direct award to the contractors responsible for the design, implementation and support 
of the Islands Trust website, given the efficiencies of having designed and implemented 
the existing infrastructure.   

 
 
Mark Van Bakel  September 23, 2014 

Initiator  Date  
 

 
 
David Marlor  September 23, 2014 

Director   Date  
 

REVIEWED BY MANAGEMENT TEAM: 

Date received:   Approved:          YES     NO 

 
Next steps: 
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Historical LTC Spending 
2010 - 2016 

615 620 625 630 635 640 645 650 655 660 665 670 TOTAL
Year Denman Gabriola Galiano Gambier Hornby Lasqueti Mayne N. Pender SSI Saturna S. Pender Thetis

2010 LTC Meeting Expenses 2,702           4,689           4,697           2,487           3,031           683              2,347           3,992           6,777            1,882           1,351           1,140           35,776          

2011 2,278           6,955           3,320           2,413           4,296           762              2,318           3,644           7,004            984              1,835           1,574           37,383          

2012 2,542           3,412           3,531           3,441           3,013           494              2,078           3,565           6,754            1,404           1,608           1,708           33,550          

2013 2,814           5,017           3,940           3,428           2,629           629              2,126           3,513           9,340            1,644           1,795           1,377           38,252          

2014 3,749           2,886           3,733           3,880           1,939           939              1,976           3,677           6,149            899              2,052           1,492           33,371          

2015 2,500           4,250           2,500           2,500           2,500           500              1,500           2,750           8,000            1,000           1,000           1,000           30,000          

2016 2,500           4,250           2,500           2,500           2,500           500              1,500           2,750           8,000            1,000           1,000           1,000           30,000          

2010 APC Meeting Expenses 404              654              487              980              584              104              598              1,611           2,601            86                407              369              8,886            

2011 150              291              508              827              937              45                850              1,128           1,301            432              170              978              7,616            

2012 974              975              156              419              -               224              1,055           803              2,388            247              542              423              8,205            

2013 231              1,320           449              -               294              10                777              689              1,349            442              962              218              6,741            

2014 242              1,227           166              147              774              10                308              61                3,521            193              463              50                7,162            

2015 750              750              500              750              750              500              750              750              2,000            500              500              500              9,000            

2016 750              750              500              750              750              500              750              750              2,000            500              500              500              9,000            

2010 Communications 866              1,170           988              764              460              750              981              684              6,654            200              424              726              14,667          

2011 290              588              722              -               536              200              660              222              3,459            110              -               -               6,787            

2012 331              514              806              -               389              245              400              -               826               643              204              -               4,358            

2013 -               1,285           835              -               320              221              416              19                880               -               301              404              4,681            

2014 27                454              839              -               689              222              1,451           103              -                258              -               -               4,043            

2015 300              750              300              300              300              30                300              300              1,250            300              300              300              4,730            

2016 300              750              300              300              300              30                300              300              1,250            300              300              300              4,730            

2010 Special Projects 500              1,725           300              -               -               334              780              468              11,454          150              507              -               16,218          

2011 1,037           2,500           100              200              935              867              2,515           765              11,751          700              300              100              21,770          

2012 247              600              -               100              462              1,344           829              717              13,630          -               500              -               18,430          

2013 160              724              380              166              272              1,591           2,000           1,739           12,027          1,750           200              509              21,518          

2014 1,512           390              1,000           1,352           1,500           -               -               800              6,390            -               100              560              13,604          

2015 750              2,250           750              750              750              750              750              750              4,500            750              750              750              14,250          

2016 750              2,250           750              750              750              750              750              750              4,500            750              750              750              14,250          

2010 Miscellaneous -               -               182              -               -               -               300              -               -                165              -               -               647                

2011 -               -               -               -               -               -               -               -               -                -               -               -               -                 

2012 -               225              85                -               -               -               -               -               -                -               -               -               310                

2013 -               -               -               -               -               -               -               -               -                -               -               -               -                 

2014 -                 

2015 -               -               -               -               -               -               -               -               -                -               -               -               -                 

2016 -               -               -               -               -               -               -               -               -                -               -               -               -                 

2010 Subtotal 4,472           8,239           6,654           4,231           4,074           1,870           5,006           6,755           27,486          2,482           2,689           2,236           76,194          

2011 Subtotal 3,755           10,334         4,650           3,439           6,704           1,874           6,343           5,760           23,515          2,226           2,305           2,652           73,556          

100



2012 Subtotal 4,094           5,727           4,578           3,960           3,865           2,308           4,362           5,085           23,597          2,294           2,854           2,131           64,853          

2013 Subtotal 3,205           8,346           5,604           3,594           3,515           2,451           5,319           5,960           23,596          3,836           3,258           2,508           71,192          

2014 Subtotal 5,530           4,957           5,738           5,379           4,902           1,171           3,735           4,641           16,060          1,350           2,615           2,102           58,180          

2015 Subtotal 4,300           8,000           4,050           4,300           4,300           1,780           3,300           4,550           15,750          2,550           2,550           2,550           57,980          

2016 Subtotal 4,300           8,000           4,050           4,300           4,300           1,780           3,300           4,550           15,750          2,550           2,550           2,550           57,980          

TOTAL LTC Expenses - all years 12,321         24,299         15,881         11,630         14,643         6,052           15,711         17,600         74,597          7,002           7,848           7,019           214,604        

2010 Projects 356              6,742           10,890         2,115           3,870           -               -               7,579           43,473          174              87                7,278           82,562          

2011 Projects 4,852           24,246         40,889         2,690           3,252           -               -               8,929           43,924          -               2,330           4,429           135,540        

2012 Projects 7,943           6,015           15,904         5,216           4,706           -               -               -               39,021          -               3,200           7,876           89,880          

2013 Projects 7,442           13,127         5,715           7,160           10,536         4,205           1,174           10,955         58,279          3,591           5,448           10,925         138,557        

2014 Projects 18,498         9,204           5,132           2,993           17,773         -               2,371           6,133           29,826          2,671           7,169           8,134           109,904        

2015 Projects 5,000           16,250         8,000           38,000         3,000           9,000           3,000           7,500           28,500          4,500           5,000           4,500           132,250        

2016 Projects 4,500           6,000           7,500           18,000         2,500           5,000           6,500           9,000           50,000          6,500           5,000           6,500           127,000        

TOTAL Projects - all years 48,591         81,583         94,030         76,174         45,637         18,205         13,045         50,096         293,022       17,436         28,234         49,642         815,694        

TOTAL Expenses & Projects Combined 60,911         105,882      109,910      87,804         60,280         24,257         28,756         67,696         367,619       24,439         36,081         56,661         1,030,297     
% of TOTAL 6% 10% 11% 9% 6% 2% 3% 7% 36% 2% 4% 5%

Denman Gabriola Galiano Gambier Hornby Lasqueti Mayne N. Pender SSI Saturna S. Pender Thetis
Population 1022 4045 1138 275 958 426 1071 2035 10322 335 201 340 22,168         

% Population 5% 18% 5% 1% 4% 2% 5% 9% 47% 2% 1% 2%

Variance 1% -8% 6% 7% 2% 0% -2% -3% -11% 1% 3% 4%
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Islands Trust  Request For Decision Page 1 

 

 
 
 

REQUEST FOR DECISION 
 

  
To: Trust Council For the Meeting of:: December 2, 2005 
 
From: Financial Planning Committee File No: FPC Meeting Nov 12, 2014   

SUBJECT: REVISIONS TO TRUSTEE COMPUTER ALLOCATION POLICY 7.5.I AND 
TRUSTEE EQUIPMENT ALLOCATION AND RETRIEVAL POLICY 7.4.III. 
 

 
RECOMMENDATION:   
 
That the Islands Trust Council approve the revisions to Trustee Equipment Allocation 
Policy 7.5.i (previously named Trustee Computer Allocation Policy) and remove Trustee 
Equipment Allocation and Retrieval Policy 7.4.iii from the Islands Trust Council’s Policy 
Manual. 
 
 

CHIEF ADMINISTRATION OFFICER COMMENTS:  
 
The proposed amendments to the Trustee Computer Allocation Policy and the Trustee 
Equipment Allocation and Retrieval Policy will clarify and streamline procedures related to 
equipment provided to trustees.  

 

IMPLICATIONS OF RECOMMENDATION 

ORGANIZATIONAL: 
The proposed amendments will clarify and streamline procedures and add additional information 
to certain procedural aspects of the policies.   
 
FINANCIAL: 
The proposed amendments will clarify administrative processes related to trustee equipment 
expenditures. 
  
POLICY: 
This recommendation would result in amendment and renaming of Policy 7.5.i Trustee Computer 
Allocation (last updated December 6, 2002) and would remove Policy 7.4.iii Trustee Equipment 
Allocation and Retrieval (last updated September 8, 1993) from the Islands Trust Council Policy 
Manual. 
 
IMPLEMENTATION/COMMUNICATIONS: 
The revised policies will be circulated to holders of the Islands Trust Policy Manual and placed 
on the Islands Trust website.  
 
OTHER:  
None. 
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Islands Trust  Request For Decision Page 2 

 

BACKGROUND 

During preparations for the allocation and retrieval of Islands Trust assets related to the new 
Trust Council being sworn in this December, it was noted that these two policies required 
updating to reflect current practices. It is also recommended that these two policies now be 
incorporated in order to remove duplication and streamline information 
 
 
REPORT/DOCUMENT:   
Policy 7.5.i. Trustee Equipment Allocation (previously named Trustee Computer Allocation) - 
illustrating proposed amendments dated December 2014. 
Policy 7.4.iii. Trustee Equipment Allocation and Retrieval – recommended for removal. 

 
 
KEY ISSUE(S)/CONCEPT(S): 
 
Procedures related to allocation and retrieval of equipment to trustees. 
 
 
RELEVANT POLICY: 
 
Policy 7.5.i. Trustee Computer Allocation 
Policy 7.4.iii. Trustee Equipment Allocation and Retrieval  

 
 
DESIRED OUTCOME: 
Clarify and streamline procedures. 

 

RESPONSE OPTIONS 

Recommended:   
 
That the Islands Trust Council approve the revisions to Trustee Computer Allocation 
Policy 7.5.i and remove Trustee Equipment Allocation and Retrieval Policy 7.4.iii. 
 
 
Alternatives:   
- Make different revisions to the policies. 

- Recommend that these policies not be amended at this time 

 

  November 12, 2014 
   
 
 

Prepared By: Cindy Shelest, Director 
Administrative Services 
Reviewed By:  Linda Adams, Chief 
Administrative Officer 
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Chapter 7. Section 5. Subsection i                                                                                                                  Page 1 

 

ISLANDS TRUST POLICY MANUAL 
C:\Program Files\eScribe\TEMP\981694650,,,75i Trustee Computer Allocation - proposed changes December 2014.doc 

7.5.i  Policy 

 

TRUSTEE EQUIPMENT ALLOCATION 
Trust Council:  December 6, 2002; December 4, 2014 

 

A:  PURPOSE: 

 

To establish the policy and guidelines for the allocation and use of equipment and other 

physical resources required by trustees, and for the retrieval of these items following the 

conclusion of the trustee's term of office. The rationale for this program is to support the 

work of trustees, including efficient electronic communication for trustees between staff, 

fellow trustees and their constituents.  This will be accomplished through telephone, 

internet, e-mail, meeting management software and document sharing, which meet the 

business practises and overall objectives of the Islands Trust. 

 

B:  DEFINITIONS: 
 

1.  Equipment - Items purchased or owned by the Islands Trust including, but not limited to, 

computers, telecommunications equipment, office furniture and equipment.  

 

C. BACKGROUND: 
 

1. Computers allocated by the Islands Trust are public assets, and as such they are 

subject to certain conditions of use to ensure their integrity including: 

a. Security systems (e.g. passwords),  designed to safeguard confidential records 

belonging to the Islands Trust, must be maintained and used as indicated by the 

Director of Administrative Services or their designate;.  

b. Virus protection software will be supplied and must be kept up to date; 

c. Additions of hardware components or software applications should be primarily 

related to Islands Trust business and receive prior approval; 

d. Use of equipment by trustees should be consistent with their responsibilities as an 

elected official of the Islands Trust including statutory standards of conduct (see 

Trust Council Policy 2.1.i) and Trust Council Policy 2.1.ii – Standards of 

Conduct. 

 

2. The acquisition of equipment is undertaken on a cycle whereby all equipment is 

purchased, financed, allocated, and retired within the trustee term of office. 

 

D. POLICY 

 

1. Allocation of Equipment 

 

Trustee equipment will be allocated at the beginning of each term of office, subject to 

budget availability.  All trustees provided with equipment will be required to sign an 

acknowledgement of receipt and acceptance of the conditions of use.   
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ISLANDS TRUST POLICY MANUAL 
C:\Program Files\eScribe\TEMP\981694650,,,75i Trustee Computer Allocation - proposed changes December 2014.doc 

 

2.  Asset Inventory Records 

 

All equipment purchased or acquired by the Islands Trust remains the property of the 

Islands Trust.  Accordingly, all items purchased and paid from Trust funds will be 

entered into a physical asset inventory record.  This inventory will indicate the specific 

equipment items held by each trustee. 

 

3.  Delivery, Operating Costs, and Support 

 

All costs related to the delivery, connection, servicing, supplies and ongoing operating 

costs for trustee equipment will be paid for by the Islands Trust.  

 

The Islands Trust will provide computer hardware and software support for those trustees 

who have been provided with a computer. 

 

The Islands Trust does not provide computer hardware and software support for 

computers not been supplied by the Islands Trust, or for work unrelated to Islands Trust 

business. 

 

4.  Insurance 

 

Insurance coverage for all equipment allocated to trustees is covered under the Islands 

Trust general insurance policy (office contents).  Supplementary insurance coverage by 

the trustee is not required. 

 

 As soon as practicable after an occurrence, trustees must report any stolen, lost or            

 damaged equipment to the Director of Administrative Services. 

 

5.  Retrieval of equipment 

 

Following the conclusion of a trustee term of office where that trustee is not entering into 

a subsequent term, all equipment owned by the Trust must be returned.  The Trust staff 

will be responsible for the return to the Victoria office or for coordinating the transfer of 

the equipment from an outgoing trustee to an incoming trustee. 

 

At the sole discretion of the Director of Administrative Services, equipment may be 

purchased by an out-going trustee at fair market value, if it is surplus to the needs of the 

Islands Trust. 

 

 

6.  Sign Out procedure 

 

All equipment will be signed out by the trustee, as received.  The return of the equipment 

to the Victoria office will be signed off by the Director of Administrative Services or 

designate. 
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7.  Charges for non-return 

 

Equipment not returned by a trustee in accordance with section D.5, or otherwise 

arranged by the Director of Administrative Services, will be charged to that trustee by 

way of an invoice, at replacement cost. 
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7.4.iii. Policy & Guidelines 
 

TRUSTEE EQUIPMENT 
ALLOCATION AND RETRIEVAL 

Trust Council: September 8, 1993 
 

A:  PURPOSE: 
 
To establish the policy and guidelines for the appropriate allocation of equipment and other 
physical resources required by trustees, and for the retrieval of this equipment following the 
conclusion of the trustee's term of office. 
 
 
B:  DEFINITIONS: 
 
1.  Equipment - Items purchased or owned by the Islands Trust including, but not limited 

to, fax machines, computers, office furniture and equipment, and reference and resource 
materials. 

 
 
C:  POLICY: 
 
1.  Equipment will be allocated according to the following general guidelines: 
 
1.1.  One fax machine allocated to each LTC to be shared by both trustees. 
 
   i.  Where one trustee has a personal fax machine, the Trust machine will be allocated to the 

second trustee for that LTC.  
 
   ii.  For LTCs where one trustee is also an Executive member, both trustees for that LTC 

shall be allocated fax machines.  Where additional fax machines are made available by 
the Trust, they will be made available on an equitable basis with priority going next to 
chairpersons of council committees. 

 
1.2.  Office equipment (e.g. filing cabinets, bookshelves), when purchased by the Trust, will 

be allocated equitably to all trustees but may also be purchased through LTC Local 
Expense budgets in which case it will be for the exclusive use by that LTC's trustees. 

 
1.3.  Reference books and resource materials purchased by or for a trustee are for the use of 

the LTC. 
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2.  Asset Inventory Records 
 

All equipment purchased or acquired by the Islands Trust remains the property of the 
Islands Trust.  Accordingly, all items purchased and paid from Trust funds will be 
entered into a physical asset inventory record.  This inventory will indicate the specific 
equipment items held by each trustee. 

 
3.  Delivery, connection and operating costs 
 

All costs related to the delivery, connection, servicing, supplies and ongoing operating 
costs for trustee equipment will be paid for by the Islands Trust either directly or by 
reimbursement to the trustee. 

 
4.  Insurance 
 

Insurance coverage for all equipment allocated to trustees is covered under the Islands 
Trust general insurance policy (office contents).  Supplementary insurance coverage by 
the trustee is not required. 

 
5.  Retrieval of equipment 
 

Following the conclusion of a trustee term of office where that trustee is not entering into 
a subsequent term, all equipment owned by the Trust must be returned.  The Trust staff 
will be responsible for the return to the Victoria office or for coordinating the transfer of 
the equipment from the outgoing trustee to the incoming trustee. 

 
6.  Sign Out procedure 
 

All equipment will be signed out by the trustee, as received.  Accordingly, the return of 
the equipment to the Victoria office will be signed off by the Manager of Administrative 
Services or designate. 

 
7.  Charges for non-return 
 

Equipment not returned by a trustee in accordance with section 5. above, or otherwise 
arranged, will be charged to that trustee by way of an invoice, at replacement cost. 
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FINANCIAL PLANNING COMMITTEE REPORT 

  
To: Trust Council              Date:  November 12, 2014 
 

 
WORK PROGRAM 
 

1. First Draft of the 2015/16 Budget 
 

Current 
 
Reviewed Draft Assumptions and Principles at FPC meeting August 13, 2014 and October 30, 
2014. 
Revised first draft of proposed budget with FPC at October 29 and November 12, 2014 meetings. 
 
Planned 
 
First draft of proposed Budget to December 2014 Trust Council. 
Public consultation in January/February 2015. 
 

 
2. Complete the 2014/15 Forecast 

 
Current 
Review 2014/15 Forecast with FPC at November 12, 2014 meeting. 
 
Planned 
Forward briefing to Trust Council’s December 2014 meeting. 
 

 
 

 
WORK PROGRAM STATUS (Completed, Changed, and Future Priorities) 
 

The Financial Planning Committee has adopted the above noted priorities for the third quarter of fiscal 
2014/2015.  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 October 29 and November 12, 2014. The next meeting of the Financial Planning 
Committee is proposed to be held January 13, 2015.   The Committee’s financial resources are 
sufficient at this time. 

 
    Cindy Shelest                  Gary Steeves   
Designate Staff                Chair 
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Proposed FPC Dates for 2015

Proposed Associated Trust Council

Main FPC Tasks FPC Date EC Date Dates

approve draft budget public Tues Jan 13 Wed Jan 14 n/a

consultation documents

approve 2015/16  budget for March Trust Council Wed Feb 18 Wed Feb 25 March 10-12

and preliminary Audit Committee Meeting

approve 2014/15 audited financial statements Wed June 3 Wed June 10 June 16 - 18

and Audit Committee Meeting

approve allocated financial statements (if requested) Wed Aug 26 Wed Sept 2 Sept 15 - 17

first consideration of 2016/17 budget Wed Oct 21 n/a n/a

approve 1st draft of 2016/17 budget Wed Nov 18 Wed Nov 25 Dec 8-10
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