Appendix B
Policy OAKVILLE

Council Remuneration,
Resources and Expenses

Policy number: G-GEN-005

Section: Governance

Sub-section: General

Author: Human Resources

Authority: Council

Effective date: 2006-05-01

Review by date: 2022Every term of Council in the year prior to an election year
Last modified: 2018-06-25Council approval date

Policy statement

The Town of Oakville shall provide Members of Council with fair remuneration,
allowances, benefits, resources and reimbursement for reasonable permitted expenses
incurred while discharging their roles and responsibilities on Town Council.

Council remuneration shall be adjusted in accordance with established procedures and
shall be subject to Council approval. Every member of Council is responsible for ensuring
that expenses are in accordance with procedure and within budget allocations. Failure to
comply constitutes a breach of the Code of Conduct and the relevant penalties may be
implemented.

Purpose

It is recognized that the primary reason for individuals seeking municipal public office is
public service. However, it is important to ensure that appropriate and equitable
compensation for time and expenses is provided to individuals who serve on the Town
Council.

Scope

This policy applies to the Mayor and Members of Council.
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References and related documents

Municipal Act

Council Remuneration, Allowances, Benefits, Expenses, Conferences and Seminars
Procedure

Council Use of Administrative Staff Procedure

Council Newsletter Procedure

Council Code of Conduct for-Members-of Counci-and-Local-Board-Members



Procedure @ OAKVILLE

Council Remuneration,
Allowances, Benefits, Expenses,
Conferences and Seminars

Procedure number: G-GEN-005-001
Parent policy number:  G-GEN-005

Section: Governance

Sub-section: General

Author: Human Resources

Authority: Council

Effective date: 2006-05-01

Review by date: Every term of Council in the year prior to an election year
Last modified: Council approval date

Purpose statement

To address all financial provisions paid to Members of Council for the discharge of
official duties and the process for future adjustment of these provisions. Such
provisions include (1) remuneration, allowances, and benefits; (2) general expenses;
(3) conferences and seminars.

Scope

This procedure applies to the Mayor and Members of Council.

Procedure

(1) Remuneration, Allowances and Benefits
1. Remuneration:

a) A review shall be undertaken each term of Council regularelection-yearto
determine the remuneration rates for the newly elected Council;

b) A review of a comparator group of municipalities of sufficient size to provide a
meaningful sample shall be used to undertake such a review;
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c)

d)

e)

f)

9)

b)

The 75th percentile rate from the comparator group shall be used as a guiding
principle together with any other factors determined relevant and applicable to
be used for such a review;

Stipend amounts recommended as a result of the comparator group review, and
adopted by the current Council, will be effective January 1st of the year
following the election;

In April of each non-election year, the stipends for both the Mayor and Members
of Council will be adjusted at the same rate as the economic adjustment
received by non-union employees of the Town of Oakville (town). Such increase
to be retroactive to January 1st of that year.

The annual stipends and allowances determined in each regular election year
will be maintained and monitored by the Human Resource and Finance
departments;

The annual stipends and any applicable allowances will be paid to Members of
Council as part of the regular bi-weekly municipal payroll.

Benefits:

Upon taking office, each Member of Council may elect to receive dental
benefits, life insurance, major medical benefits, health care spending account
(HCSA) and accidental death and dismemberment (AD&D) benefits at the same
level of coverage provided to non-union employees, but extending past age 65.
Past age 65, life insurance and AD&D are provided on a declining scale,
terminating at age 85. Such coverage shall be paid by the town.

An individual who ceases to be a Member of Council is entitled to receive
medical and dental coverage for a three month period from the date of leaving
office provided that the individual served two terms of office and left on good
terms.

Pension: In accordance with By-law 2000-204, eligible Members will be enrolled
in the Ontario Municipal Employees Retirement System (OMERS) pension plan.
Member contributions to the OMERS plan will be matched by the town.

Annual Allowance: The approved annual budget will include an annual
allowance for each Member of Council to cover the cost of Community Outreach
and Professional Development (COPD) expenses. This allowance will cover
costs including attendance at conferences and seminars and maintaining a
community profile. -Community profile expenses can include such things as:
attending community events, annual general meetings (AGM), fund-raising and
events, advertising and sponsorship of local community group brochures and
literature. A recap of expenses relating to the annual allowance will be prepared
and distributed monthly by the Finance department to Members and posted on
the town’s website on a quarterly basis. Any amounts incurred over the annual
allowance will be paid back by the member of Council, within 30 days of
notification.
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(2) General Expenses

1. Provision of Office Equipment and furniture:

In order to effectively discharge their duties and responsibilities, an allowance determined
every election year will be provided to Members of Council for office furniture/set-up as a
one-time payment for the term of office. The town shall also provide Members with the
information technology equipment required to do their jobs. Appendix E outlines the
council device management package details.

All equipment and technology will be based on choice and market availability within
budgetary constraints.

Information Technology Systems (I.T.S.) will procure, configure and set-up the applicable
technology and will provide demonstration/training as applicable.

The Director of Information Technology Systems will coordinate at the town’s expense:
e delivery and installation of the home office technologies;
e ongoing support and training for town services and applications; and
e device repair or replacement, in accordance with device warranty.

The Town will provide administrator access to the member upon delivery of technology.
Town managed applications and services will be secured in a consistent manner with user
based access for all Town Staff. At the end of term, Councillors will take personal
ownership of the technology package and all town managed applications and permissions,
services and intellectual property will be removed.
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- ongol | train
- cellular telephone usage and long distance packages

2.

3.

Corporate Promotional Items: Town pins, flags and other town promotion items
may be made available from time to time to Members, for distribution to the
public and service clubs. The associated costs will be charged against the
individual Members’ annual COPD allowance.

Automobile/Mileage Allowance:

Mayor: Upon taking office the Mayor shall receive a monthly taxable car allowance, based
on market analysis, provided through payroll-+r-an-ameunt-of-$750.00;.

Council:

a) Members of Council are eligible to receive reimbursement for mileage if, as a result of
their position, they are required to travel on town business only.

b) Members of Council shall not be reimbursed for costs incurred when travelling to and
from town Hall;

c) Reimbursement for mileage to carry out constituency business will be charged to the
annual COPD allowance provision;

d) Reimbursement will be made in accordance with the established per kilometer rate for
non-union employees.

Reimbursement of such expenses shall be in accordance with Appendix A.

(3) Conferences, Seminars and Related Expenses Procedure

1.

Members of Council may attend conferences and seminars related to municipal
governance, provided sufficient funds are available within the current year's
COPD allowance. Such expenses may include accommodation, travel
expenses, training costs, conference registration fees, a per diem allowance to
cover meals (if meals are not provided) and/or incidental expenses incurred by
the Mayor and members of council only and shall be in accordance with
established corporate policy and procedure.

Attendance at AMO or FCM conferences will be charged against the Council
budgeted funds, provided such funds are available.

Registration, accommodation and travel arrangements for the Mayor and
Members of Council will be made through the Mayor's Office. Advance bookings
and discount fares will be used where possible and appropriate.

Reimbursement of such expenses shall be in accordance with Appendix A.
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References and related documents

Municipal Act

Council Remuneration, Resources and Expenses Policy
Council Use of Administrative Staff Procedure

Council Newsletter Procedure

Ge#pe;ate—@reem—eard—lleheyPurchasmq Card Operating System Procedur

Definitions

Town managed applications: list of town managed applications as identified in Appendix A
of the town’s Information Technology General Use and Practices Procedure.

Responsibilities

1. The Human Resources department, in conjunction with the Finance department,
is responsible for maintaining and monitoring council remuneration, allowances,
benefits, conferences and seminars.

2. Members of Council are responsible for exercising good judgment while
incurring all expenses.

3. The Finance department shall post Council community outreach and
professional development (COPD) expenses on the town website.

Appendices

Appendix A - Reimbursement Procedure

Appendix B - Monthly Reimbursement Expense form

Appendix C - Final Travel and Conference Expense Submission form
Appendix D - Automobile Mileage and Expense Claim form
Appendix E — Council device management package details
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Appendix A: Reimbursement Procedure General

1. Members of Council will be provided a communication line allowance to cover
costs assouated W|th |nternet cell phone and fax services. shau-be

2. Members of CounC|I shaII retaln aII orlglnal bI||S and recelpts related to

such claimed expenses for their term of office-and-such-bills-andreceipts

Mileage/Travel - Non Conference/Seminar related

1. All kilometers travelled, parking fees, and 467-Ontario toll charges shall be
reported on a monthly or quarterly basis on the Automobile Mileage &
Expense Claim form, with original receipts, and submitted to the
Administrative Assistant to the Mayor for processing to Payroll;

2. Reimbursements for 467-Ontario Toll charges will be limited to the trip toll
charges and will not include any amounts related to the acquisition of a
transponder or related service fees;

3. Entertainment, hospitality or meal allowance expenses must be supported
by original receipts, show the names and business relationships of
attendees and
state the purpose or reason for the expense. All such expenses shall be
submitted on the monthly reimbursement expense form and charged
against
the annual COPD allowance;

4. The Mayor shall be issued a corporate credit card. The use of the card is subject
to the Corporate Purchase Card Order System rules and procedures outlined in
the Purchasing Card Operating System Procedure“Cerperate-CreditCard"
elbe

Conferences/Seminars

1. All conference and seminar expenses are subject to sufficient funds being
available in the current year's COPD allowance.

2. Claims for reimbursement for conferences or seminars must be submitted to
the Administrative Assistant to the Mayor for processing to Payroll on the Final
Travel and Conference Expense Submission form, approved by the individual
Member, along with original receipts and a copy of the conference agenda.

3. Requests must be submltted within 15 days of the end of conference or seminar.
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translating expenses paid in foreign currencies, the rate to be used should
be as follows-:

a) For cash payments, the rate paid when the foreign currency was
purchased;

b) For credit card purchases, the rate used by the bank to convert the purchase
to Canadian dollars;

c) Where proof of payment is not available, or in absence of a rate, the prevailing
rate at the time the expense was incurred will be used.

5. Air or rail transportation, mileage, ground transportation to and from
the airport, cancellation insurance, will be paid as follows:

a. Air travel costs to and from the event will be reimbursed to a maximum of
economy airfare. The only exception to economy would be on long haul
flights greater than 10 hours where a premium economy seat could be
purchased;

b. Trip cancellation insurance will be paid where advance bookings or other
discounts are used,;

c. Advance bookings and discount airfares will be used where possible and
appropriate. Where an extended stay is required to qualify for the reduced
rates or discount, such additional cost incurred for the extended stay for
accommodations and meals will be paid, provided that it is to the
advantage of the Town to do so;

d. When ground transportation to and from the airport or hotel is required,
payment shall be covered upon submission of receipts;

e. All kilometers travelled, parking fees, and 467-Ontario toll charges shall be
reported on the Final Travel and Conference Expense Submission Form,
which shall be submitted to the Administrative Assistant to the Mayor, for
processing to Payroll;

f. Reimbursements for 407-Ontario toll charges will be limited to the trip toll
charges and will not include any amounts related to the acquisition of a
transponder or related service fees.

6. Hotel room accommodation shall be paid at single occupancy rate or at the
conference rate for the duration of the event including travel time of up to two
days.

7. An allowance of $100 per day, for conference and travel days only, may be
claimed to cover the costs of meals, gratuities, personal telephone charges and
other incidental expenses not covered by the registration, transportation and
accommodation clauses. Such provision applies only when overnight
accommodation is required.

8. An allowance of $35 per day for seminars may be claimed to cover the
cost of meals, payment shall be covered upon submission of receipts.

All reimbursements will be processed through the Payroll System and added to
the Member’s next pay.
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Appendix E: Council device management package details

The information contained in this document will be updated by I.T.S., as required.

Mayor and Council Package Suggestion - New Term of Council

(Member assumes ownership of all hardware after Term completion)

CHOICE - Members can choose any device available on the market. Information
Technology & Solutions (1.T.S.) will provided a recommended package with the goal of
having a device that will meet the needs of Council members.

Recommended Package:

e HP Elite X2 Tablet Personal Computer (2 in 1)
o__Intel i5 processor
o 16 GB Ram
o 4.20 GHz CPU
o 13" Touch Screen (detachable)
o _Ports — USB — C, Thunderbolt
e HP Colour LaserJet Pro MFP M479fdw
o_ 28 ppm (Black and Colour)
o__Print, Copy, Scan, Email
o 2 paper trays
o__LaserJet technology
e 1 x Monitor (with built in Docking station, or option for separate docking station)
o HP Elite display E273d)
o 27" display
o Built in docking station
o Builtin webcam
e 1 x Keyboard
e 2 x Mouse (Office and Other)
e 2 x Headset (Office and Other)
o Logitech H111
e 1 Smart Phone (Hardware only) (Councilors to setup account and plan with carrier
of choice)
e 1 laptop bag
e Applicable Dongles — USB-C to HDMI adaptor, Ethernet adaptor

Council Choice Package:

e 1 personal 2 in 1 laptop (acts as laptop and tablet) OR 1 all-in-one desktop and
tablet OR 1 laptop and tablet — all with appropriate software

e 1 multi-function printing device

e 1 x Monitor (with built in Docking station, or option for separate docking station)

e 1 x Keyboard
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2 X Mouse (Office and Other)

2 X Headset (Office and Other)

1 Smart Phone (Hardware only) (Councilors to setup account and plan with carrier

of choice)

1 Bag and Accessories

Applicable Dongles

[.T.S.

Home Office Set-Up Council Meeting

P EiteDisplay £243d G4 Docking Moniter

EXCEEDING
BENCHMARKS

HP EliteDisplay E273d (27" ) FHD USB-C
Docking Monitor with Webcam

Services:

Procure technology and eguipment, set-up, configuration, installation, and testing of

all elements
Provide an overview of the technoloqgy (including training, where required)

Support all town managed applications access and services, including hardware

warranty and repairs
Secure town managed services

Finance:

Start of term the technoloqgy package covered under Council Business Unit Account

and any subsequent charges due to uncovered warranty would be charged to

Councillor Expense Allowance Account.

Device assistance, repair, or replacement:

|.T.S. Help Desk: Hours of Operation:

Monday to Thursday 8am-11pm, Friday 8am-6pm

To report issues:

Phone number: (905)845-6601 ext. 4357 (HELP)

Escalation email: IT HelpDesk@oakville.ca

Issues will be addressed as quickly as possible.
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