Shebandowan Local Services Board Operational & Administrative Guidelines 


Operational Guidelines:
The LSB Procedures will follow the guidelines as per the Local Services Board Handbook provided by the Ministry of Northern Development and Mines provided to each Board Member. 
Current Board members will review the LSB Operational & Administrative Guidelines with all new board members, at the time they are elected to the Board. This will help ensure consistency and a smooth transition through changes in the Board Members. 

Firefighting Service’s are as per Agreement # 2008 – 04 which is between the LSB and the Office of the Fire Marshall. There is no direct or independent agreement between the Fire Department and the OFM to provide fire fighting services. The Fire Chief, who is recommended by the LSB, and approved by the OFM to serve on behalf of the LSB, is responsible for ensuring the LSB remains in compliance with the OFM requirements. The Fire Chief is also responsible to follow the administrative guidelines established by the LSB as the LSB is accountable to both the Ontario Fire Marshall and the Ministry of Northern Development and Mines.

With the exception of the OFM owned equipment, all facilities and auxiliary equipment are commercial, publicly owned property.  All auxiliary equipment (vehicles and equipment) will be clean, ready, and available at all times to the Fire Team and available exclusively for training, fire / rescue response and community service. For Liability reasons, Auxiliary Equipment is not available or personal use by members of the community or Fire Team without express approval of the LSB.


Administration and Funding:
The LSB oversees the Shebandowan Fire Department. The day to day operation of the fire Department and confirming compliance with OFM guidelines is the responsibility of the Fire Chief. 
The LSB is funded through Gov’t Grants / Refunds, Recovery Calls, Donations and Tax Levy of Rate Payers within the defined boundaries of the LSB. While it is the responsibility of the LSB to provide adequate funding of the SVFD for its short and long term needs, and professional development (Training), consideration will be given to minimize the levy imposed on rate payers and levy fluctuations from year to year. The LSB shall, after review, and with public input, give consideration, final acceptance and approval of the SVFD Budget as part of the Boards overall Annual Estimates and Budget.

The LSB Secretary / Treasurer will be responsible for maintaining accurate Logs and Books for the LSB and Fire Dept. as all such expenses are under the umbrella of the overall expenses of the LSB. An independent audit of the LSB will be completed on an annual basis by an accredited accounting firm.


Documents  
The following Documents are used by the LSB to maintain structured procedures and records and ensure compliance with the requirements of the Office of the Ontario Fire Marshall and the Ministry of Northern Development and Mines.
· Local Services Board Handbook provided by the Ministry of Northern Development and Mines
·  Agreement # 2008 – 04 with the Office of the Fire Marshall
· Shebandowan LSB Operational and Adsministrative Guidelines  
· Shebandowan Local Services Board Procurement Policy
· LSB / Shebandowan Fire Department Expense Statement
· LSB Incentive Program
· LSB Purchase Orders
· LSB Fuel Log
· Annual Inventory Report
· Reserve Fund Study
· [bookmark: _GoBack]Annual Budget

Administrative Reports & Guidelines

1) Submissions to the Office of the Fire Marshall
The Fire Chief will provide the LSB with a copy of all documentation at the same time the documents are submitted directly to the Ontario Fire Marshall. This will include the Roster of Fire fighters, Training Reports, Four Minimums, etc.



2) Fire Department Equipment Inventory
The Fire Chief will maintain an up-to-date Inventory Report of all Equipment in possession of the Fire Department (Exception – OFM owned equipment have their own independent report). An Inventory Audit is to be completed on an annual basis and the Inventory Report updated accordingly, to identify changes in equipment and material resources available to it. 
 

3) Reserve Fund Study:
Working with the LSB members, the Fire Chief will help develop a Reserve Fund Study. The study will identify Existing Operational Equipment and its lifecycle (time remaining till anticipated replacement). Anticipated replacement values will be identified. 
The study will further identify the Future Operational Equipment needs of the SVFD. Anticipated costs will be identified.
The Reserve Fund Study will identify fixed assets (buildings etc.) and their components which have a limited lifecycle (ie roofs), and their anticipated remaining lifespan. Anticipated costs to repair / replace the individual components will be identified. The Reserve Fund Study will be updated annually.   

4) Annual Budget:
The Fire Chief will prepare and submit a Proposed Annual Budget to the LSB. Completion date for the Budget is Oct. 31. Pre-budget work will need to commence early September for initial review and discussion during the regular scheduled September meeting of the LSB. The budget is to include all Operational, Maintenance, and Capital Expenses anticipated by the SVFD for the period covered by the contract. The Budget will also take into consideration the long term needs of the SVFD related to costs identified within the Reserve Study. Final acceptance and approval of the SVFD Budget is part of the Boards overall Annual Estimates and Budget. 
All specific expense items must be clearly identified under the following categories:
Utilities					 Insurance  
			Communication				Office Supplies
			Fire Supplies				Vehicle:  Repair / Maintenance
			Equipment: Repair / Maintenance		Property: Repair / Maintenance
			Recruitment / Advertising			Fuel(s)
			Training / Honorarium			Travel / Mileage
			Incentive Program			Capital Expenditures
			Reserve Funds
All Budget Items must be supported by quoted pricing from recognized suppliers and / or qualified contractors.

5) Insurance:
Both the LSB and Fire Dept. insurance requirements will be funded by, and covered under the LSB Insurance Policy and will be renewed on an annual basis. To this end the SVFD Chief will provide details of Building and Equipment (as identified in the Inventory Report) to be insured. Insurance will provide adequate Liability Coverage for Vehicle Accidents, Property Damage, and Active Firefighter Insurance & Theft.

6) Honorarium’s and Incentive’s:
The LSB will, at its sole discretion, provide a monthly Honorarium to the LSB Secretary and Fire Chief as a token of the Boards appreciation for their service to the community. Actual administration and payout of the Honorarium’s will be though the LSB. Revenue Canada considers this type of compensation as potentially taxable.
The LSB will, at its sole discretion, support and fund an Incentive Program for the Fire Dept. With input from the Fire Chief, the LSB will provide a written overview of its Incentive Program which will be based on a Point System that can be entered and tracked on a spreadsheet. The Point Criteria will be developed by the Fire Chief and her team. The LSB will review the program with the Fire Chief on an annual basis. Actual payout of the Incentive Program to individual team members will be though the LSB. Revenue Canada considers this type of compensation as potentially taxable.
Tax Treatment: Canada Revenue Agency considers these types of compensation as “Honorariums”. Current Tax laws provide that the first $1,000.00 might be tax free. Volunteers are required to provide their Social Insurance Numbers. The LSB forwards the amount earned as well as the SIN to BDO accounting who will determine if deductions are to be withheld, and provide the LSB with the final amount to be presented the volunteer.    

7) Procurement:
Purchasing shall be limited to goods and services specifically identified as line items in the various categories of the LSB and Fire Dept budget which are part of the overall Annual Estimates and Budget. Any alternatives must be reviewed and approved by the LSB in advance.
All procurement will be as per the Shebandowan Local Services Board Procurement Policy and through LSB purchase orders which are issued through the LSB secretary.
Any incidental purchase (max. $200.00) made by either Board Members or Fire Dept. personnel, by cash or credit card, will be reimbursed within seven (7) working days after submission and approval. All purchases will be documented on the LSB / Shebandowan Fire Department Expense Statement and must be accompanied with ORIGINAL RECEIPTS. Credit card slips alone are not sufficient.
The LSB secretary / treasurer will provide an update of all purchasing to the board members during regular monthly meetings.
  
8) LSB Fuel Log:
The LSB will maintain a detailed and up-to-date Fuel Log related to the consumption of both Gas and Diesel Fuels which are funded through the LSB. The Fuel Log will identify the fuel consumption numbers before and after each removal of fuel from the main storage tanks. The log shall also identify the vehicle / equipment for which the fuel removed is to be used and the vehicle odometer reading will be recorded at time of fueling.  Each log entry will be dated and signed by the SVFD individual removing the fuel and counter-signed by one other fire team member. The Fuel Log will be kept adjacent the Fuel Pump Activation Switch and available to members of the fire team at all times. Fuel is for the exclusive use in Fire Department Equipment. Under no circumstance will fuel be removed from the Dept. fuel tanks for any other purpose.  
The LSB secretary / treasurer will provide an update of entries to the board members during regular monthly meetings.

9) Meetings:
THE LSB holds Monthly Public Meetings. Notification of all meetings will be as outlined by the Ministry of Northern Development and Mines guidelines. The Fire Chief (or designate if the Chief is unavailable) must attend each Public Meeting. The SVFD representative will provide a summary report covering the following topics:
· Call out activities for the previous month
· Operating Status Update
· Review of Training Activities held in the previous month
· Review of planned Training Activities for the upcoming month, consistent with those identified in the SVFD Budget
· Review of all Documentation submitted directly to the OFM, confirm compliance with all OFM documentation requirements and timeliness of submission(s)
· Review of all proposed Procurement Activities for the upcoming month, consistent with the LSB Procurement Policy Bylaw.
