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A. Introduction 

Mississippi Valley Conservation Authority is a non-share corporation, established under Section 3 of 
the Conservation Authorities Act. Under the Act, municipalities within a common watershed are 
enabled to petition the province to establish a conservation authority. The purpose of the Act is to 
provide for the organization and delivery of programs and services that further the conservation, 
restoration, development and management of natural resources in watersheds in Ontario. The 
Authority is comprised of its Members, appointed as representatives by the Participating 
Municipalities: 

• Township of Central Frontenac 
• Township of Addington Highlands 
• Township of Greater Madawaska 
• Tay Valley Township 
• Township of Beckwith 
• Town of Carleton Place 
• Township of Drummond/North Elmsley 
• Township of Lanark Highlands 
• Town of Mississippi Mills 
• Township of North Frontenac 
• City of Ottawa 

The Members of the Mississippi Valley Conservation Authority form the General Membership of the 
Conservation Authority. The Members are bound by the Act and other applicable legislation. The 
Authority must always act within the scope of its powers.  As a non-share corporation, the Authority 
has the capacity and, subject to the Act and other applicable legislation, the rights, powers and 
privileges of a natural person.  The powers of a conservation authority to accomplish its objects are set 
out in the Act, including those identified under subsection 21(1): 

Powers of authorities 

21 (1) For the purposes of accomplishing its objects, an authority has power, 

(a) to research, study and investigate the watershed and to support the development and 
implementation of programs and services intended to further the purposes of this Act; 

(b) for any purpose necessary to any project under consideration or undertaken by the authority, to 
enter into and upon any land, with consent of the occupant or owner,  and survey and take levels of it 
and make such borings or sink such trial pits as the authority considers necessary; 

(c) to acquire by purchase, lease or otherwise any land that it may require, and, subject to subsection 
(2), to sell, lease or otherwise dispose of land so acquired; (Amended by Resolution B02/17/21-4) 

(d) despite subsection (2), to lease for a term of five years or less land acquired by the authority; 



 

(e) to purchase or acquire any personal property that it may require and sell or otherwise deal 
therewith; 

(f) to enter into agreements for the purchase of materials, employment of labour and other purposes 
as may be necessary for the due carrying out of any project or to further the authority’s objects; 

(g) to enter into agreements with owners of private lands to facilitate the due carrying out of any 
project; 

(h) to determine the proportion of the total benefit afforded to all the participating municipalities that 
is afforded to each of them; 

(i) to erect works and structures and create reservoirs by the construction of dams or otherwise; 

(j) to control the flow of surface waters in order to prevent floods or pollution or to reduce the adverse 
effects thereof; 

(k) to alter the course of any river, canal, brook, stream or watercourse, and divert or alter, as well 
temporarily as permanently, the course of any river, stream, road, street or way, or raise or sink its 
level in order to carry it over or under, on the level of or by the side of any work built or to be built by 
the authority, and to divert or alter the position of any water-pipe, gas-pipe, sewer, drain or any 
telegraph, telephone or electric wire or pole; 

(l) to use lands that are owned or controlled by the authority for purposes, not inconsistent with its 
objects, as it considers proper; 

(m) to use lands owned or controlled by the authority for park or other recreational purposes, and to 
erect, or permit to be erected, buildings, booths and facilities for such purposes and to make charges 
for admission thereto and the use thereof; 

(m.1)  to charge fees for services approved by the Minister;  

Note: On a day to be named by proclamation of the Lieutenant Governor, clause 21 (1) (m.1) of 
the Act is repealed. (See: 2017, c. 23, Sched. 4, s. 19 (3)) 

(n) to collaborate and enter into agreements with ministries and agencies of government, municipal 
councils and local boards and other organizations and individuals; 

(o) to plant and produce trees on Crown lands with the consent of the Minister, and on other lands 
with the consent of the owner, for any purpose; 

(q) generally to do all such acts as are necessary for the due carrying out of any project or as may be 
desirable to further the objects of the authority.   

In 2021, the Board approved the following mission and vision for MVCA to address changes occurring 
in the legislative framework, climate, urban and rural development, and other current issues. 



 

Mission 

MVCA delivers programs and services that further the conservation, restoration, 
development and management of natural resources in the Mississippi and Carp 
watersheds and areas draining directly to the Ottawa River for the protection of people, 
property and ecological functions and services. 

Vision 

Watershed stakeholders working together to foster a sustainable landscape where 
ecological integrity is maintained and community needs are met. 

(Amended May 2022) 

B. Definitions 

“Authority” means the Mississippi Valley Conservation Authority 

“Act” means the Conservation Authorities Act, R.S.O. 1990, chapter C.27 

 “Chair” means the Chairperson as referenced in the Act as elected by the General Membership of the 
Authority.  

“Elector” means a person who has the right to vote in a participating municipality. 

“General Manager” means the Chief Administrative Officer of the Authority, and which may, by 
resolution of the Authority, include the responsibilities of the Secretary-Treasurer if so designated by 
resolution of the Authority.  

“Fiscal Year” means the period from January 1 through December 31. 

“General Membership” means all of the Members, collectively.  

“Levy” means the amount of costs apportioned to participating municipalities in accordance with the 
Act and Regulations under the Act.  

“Majority” means half of the votes plus one.  

“Members” shall mean the members appointed to the Authority by the participating municipalities in 
the Authority’s area of jurisdiction.  

“Non-matching Levy” means that portion of an Authority’s levy that meets the definition of non-
matching levy as found in Ontario Regulation 139/96.  

“Officer” means an officer of the Authority empowered to sign contracts, agreements and other 
documents on behalf of the Authority in accordance with section 19.1 of the Act, which shall include 
the Chair, Vice-Chair(s) the Chief Administrative Officer and the Secretary-Treasurer (or the 
CAO/Secretary-Treasurer, if applicable). 

“Participating Municipality” means a municipality that is designated by or under the Act as a 
participating municipality in a conservation authority.  



 

“Pecuniary Interest” includes the financial or material interests of a Member and the financial or 
material interests of a member of the Member’s immediate family.  

“Secretary-Treasurer” means Secretary-Treasurer of the Authority with the roles specified in the Act.  

“Staff” means employees of the Authority as provided for under Section 18(1) of the Act. 

“Vice-Chair” means the Vice-Chairperson as elected by the General Membership of the Authority. If a 
first and second Vice-Chair are elected, they shall be called First Vice-Chair and Second Vice-Chair. 

“Weighted Majority” means the votes of 51 per cent of those represented after the votes are 
weighted by the percentage that applies under Ontario Regulation 139/96 for Municipal Levies.   

C. Governance 

1. Members  

a) Appointments 

Participating Municipalities within the jurisdiction of the Mississippi Valley Conservation Authority may 
appoint Members in accordance with Section 14 of the Act. 
Appointed Members must be an elector in a Participating Municipality within the Authority’s area of 
jurisdiction and may include citizens as well as elected members of municipal councils.  

 
Collectively, the appointed Members comprise the Authority, and for the purposes of this by-law are 
also referred to as the General Membership.  
 
At least 70 per cent of a municipality’s appointees must be selected from among the  
members of the municipal council, unless the municipality obtains permission from the  
Minister to select less than 70 per cent of its appointees from among the members of the  
municipal council. (Amended by Resolution B02/17/21-4) 

b) Term of Member Appointments 

In accordance with Section 14 of the Act, a Member shall be appointed for a term of up to four years 
at the discretion of the appointing municipal council; such term beginning at the first meeting of the 
Authority following his or her appointment and ending immediately before the first meeting of the 
Authority following the appointment of his or her replacement.  The Secretary-Treasurer shall notify 
the appropriate municipality in advance of the expiration date of any Member’s term, unless notified 
by the municipality of the Member’s reappointment or the appointment of his or her replacement. A 
Member is eligible for reappointment. A Member can be replaced by a Participating Municipality at 
the municipality’s discretion prior to the end of their term.  

c) Powers of the General Membership 

Subject to the Act and other applicable legislation, the General Membership is empowered without 
restriction to exercise all of the powers prescribed to the Authority under the Act. In addition to the 
powers of an authority under s.21 of the Act for the purposes of accomplishing its object, as referenced 



 

in the introduction of this By-law model, the powers of the General Membership include but are not 
limited to: 

i. Approving by resolution at the Annual General Meeting, the creation of Committees and/or 
Advisory Boards, the members thereof and the terms of reference for these Committees 
and/or Advisory Boards; 

ii. Appointing a Chief Administrative Officer and/or Secretary-Treasurer;  
iii. Terminating the services of the Chief Administrative Officer and/or Secretary-Treasurer. 
iv. Approving, establishing and implementing regulations, policies and programs; 
v. Approve the establishment of special reserves for special projects or programs.  The minimum 

amount for a restricted reserve shall be $25,000.00; 
vi. Awarding contracts or agreements where the approval of the Authority is required under the 

Authority’s purchasing policy. 
vii. Approving by resolution, any new capital project of the Authority; 
viii. Approving by resolution, the method of financing any new capital projects; 
ix. Approving details on budget allocations on any new or existing capital projects; 
x. Approving of the total budget for the ensuing year, and approving the levies to be paid by the 

Participating Municipalities; 
xi. Receiving and approving the Financial Statements and Report of the Auditor for the preceding 

year; 
xii. Authorizing the borrowing of funds on the promissory note of the Authority in accordance with 

subsection 3(5) of the Act; 
xiii. Approving by resolution, any proposed expropriation of land or disposition of land, subject to 

the requirements under the Act;  
xiv. Delegating to the General Manager or a designate the approval of permits as may be required 

under any regulations made under Section 28 of the Act.  
xv. Appointing a Regulations Committee (see Terms of Reference in Appendix 4) to conduct 

hearings for the purpose of reviewing permit applications pursuant to any regulations made 
under Section 28 of the Act, to deliberate on the evidence presented at the hearing, grant or 
deny such permission on behalf of the Authority and provide the applicant with reasons in 
writing thereof. 

xvi. The Executive Committee may carryout items ii, iv, vi, and xv above on behalf of the Board 
when MVCA is in a state of Emergency Operations. 
(Amended May 2022) 

d) Member Accountability 

Participating Municipalities appoint Members to the Authority as their representatives. Members have 
the responsibilities of Directors of the corporation that is the Authority. While the administration is 
responsible for the day-to-day operations, the General Membership is responsible for matters of 
governance, ensuring compliance with applicable legislation, and ensuring appropriate policies are in 
place and for financial soundness of the Authority. 

All Members have the responsibility to be guided by and adhere to the Code of Conduct (Appendix 1) 
and Conflict of Interest Policy (Appendix 2), as adopted by the Authority. 

Members are responsible for: 

i. Attending all meetings of the Authority; 



 

ii. Understanding the purpose, function and responsibilities of the Authority; 
iii. Being familiar with the Authority’s statutory and other legal obligations; 
iv. Setting strategic direction, together with the administration, for the Authority. 

e) Applicable Legislation   

In addition to the Act, the Members are subject to other legislation including, but not limited to: 
• Municipal Conflict of Interest Act  
• Municipal Freedom of Information and Protection of Privacy Act 

If any part of the by-law conflicts with any provision of the Municipal Conflict of Interest Act or the 
Municipal Freedom of Information and Protection of Privacy Act or a provision of a regulation made 
under one of those acts, the provision of that act or regulation prevails. 

f) Relationship Between Members and Staff 

The General Membership relies on the General Manager and/or Secretary-Treasurer to manage the 
operations of the organization, including all employees of the Authority. The General Manager and/or 
Secretary Treasurer is accountable to the Authority, working cooperatively to achieve the goals 
established by the Authority.  

The Chair and Vice-Chair will ensure that a process exists for regular performance evaluations of the 
General Manager and/or Secretary-Treasurer. 

2. Officers  

The Officers of the Authority, and their respective responsibilities, shall be:  

a) Chair 

• Is a Member of the Authority; 
• Presides at all meetings of the General Membership; 
• Calls special meetings if necessary;  
• Acts as a public spokesperson on behalf of the General Membership; 
• Serves as signing officer for the Authority;  
• Ensures relevant information and policies are brought to the Authority’s attention;  
• Keeps the General Membership apprised of significant issues in a timely fashion; 
• Performs other duties when directed to do so by resolution of the Authority.  

b) Vice-Chair(s) 

• Is/are a Member(s) of the Authority; 
• Attends all meetings of the Authority; 
• Carries out assignments as requested by the Chair;  
• Understands the responsibilities of the Chair and acts as Chair immediately upon the death, 

incapacity to act, absence or resignation of the Chair until such time as a new Chair is 
appointed or until the Chair resumes his/her duties; 

• Serves as a signing officer for the Authority. 



 

c) General Manager  

Responsibilities of the General Manager as assigned by the Authority include, but are not limited to 
the following: 

• Is an employee of the Authority; 
• Attends all meetings of the General Membership or designates an acting General Manager 

if not available;  
• Works in close collaboration with the Chair and Vice-Chair(s) and keeps them apprised of 

relevant information and significant issues in a timely fashion;  
• Develops a strategic plan for approval by the General Membership and implements short 

and long-range goals and objectives;  
• Is responsible for the management of the operations of the Authority, including all staff and 

programs of the Authority;  
• Ensures resolutions of the Authority are implemented in a timely fashion; 
• Develops and maintains effective relationships and ensures good communications with 

Participating Municipalities, federal and provincial government ministries/agencies, 
Indigenous communities, other conservation authorities, Conservation Ontario, 
stakeholders, community groups and associations; 

• Serves as a signing officer for the Authority. 
• Is the official liaison between the MVCA Board and the Mississippi Valley Conservation 

Foundation Board, and may appoint a designate for this purpose. 
 (Amended by Resolution B04/17/19-6) 

d) Secretary-Treasurer  

• Is an employee of the Authority; 
• Fulfills the requirements of the Secretary-Treasurer as defined in the Act;  
• Attends all meetings of the General Membership; 
• Is the custodian of the Corporate Seal;  
• Serves as a signing officer for the Authority.  

e) Treasurer 

• Is an employee of the Authority; 
• Serves as a signing officer for the Authority.  

(Amended by Resolution B04/17/19-4) 

f) General Manager/Secretary-Treasurer  

The duties of the General Manager/Secretary-Treasurer may be combined and assigned to a 
single position, in which case the person will be an Officer called the General 
Manager/Secretary-Treasurer. 

3. Absence of Chair and Vice-Chair(s) 

In the event of the absence of the Chair and Vice-Chair(s) from any meeting, the members shall appoint 
an Acting Chair who, for the purposes of that meeting, has all the powers and shall perform all the 
duties of the Chair.  



 

4. Maximum Term for Chair and Vice-Chair(s) 

The term of office for the Authority Chair and Vice-Chair shall be limited to two (2) consecutive years 
unless otherwise decided by a resolution of the General Membership and approved by the Minister 
per Section 17 of the Act. (Amended by Resolution B02/17/21-4) 

5. Representatives to Conservation Ontario Council 

The Authority may appoint up to three Representatives to Conservation Ontario Council (“Council”), 
designated as Voting Delegate and Alternate(s). Council will consist of the Voting Delegates appointed 
by each Member Conservation Authority. The Voting Delegate and Alternates shall be registered with 
Conservation Ontario annually.  

6. Election of Chair and Vice-Chairs 

The election of the Chair and one or more Vice-Chairs shall be held at the first meeting of the General 
Membership each year or at such other meeting as may be specified in accordance with the Authority’s 
Procedures for Election of Officers (Appendix 3). Successors to the position of Chair shall be a Board 
Member appointed by a different municipality to the incumbent. Successors to the position of Vice 
Chair shall be a Board member appointed by a different municipality to the incumbent. (Amended by 
Resolution B02/17/21-4) 

7. Appointment of Auditor 

The General Membership shall appoint an auditor for the coming year at the Annual General Meeting 
in accordance with Section 38 of the Act.  

8. Financial Statements and Report of the Auditor  

The General Membership shall receive and adopt the Audited Financial Statements and Report of the 
Auditor annually for the previous year at the Annual General Meeting.  

The Authority shall forward copies of the Audited Financial Statements and Report of the Auditor to 
Participating Municipalities and the Minister of Natural Resources and Forestry in accordance with 
Section 38 of the Act and will make the Audited Financial Statements available to the public on the 
Mississippi Valley Conservation Authority website. 

9. Borrowing Resolution  

If required, the Authority may establish a borrowing resolution by March 31 of each year and such 
resolution shall be in force until it is superseded by another borrowing resolution. 

10. Levy Notice  

The levy due to the Authority from participating municipalities shall be communicated to those 
municipalities in accordance with the Act and any applicable Regulations.  



 

11. Signing Officers  

All deeds, transfers, assignments, contracts, and obligations entered into by the Authority shall be 
signed by the signing officers of the Authority, as follows:  

The signing officers of the Authority shall be the Chair, Vice-Chair, General Manager and the Treasurer;  

The Treasurer or General Manager together with the Chair or Vice-Chair shall sign all deeds, transfers, 
assignments, contracts or legal obligations on behalf of the Authority, and the corporate seal shall be 
fixed to such instruments as require same; 

Financial obligations up to and including $25,000.00 will require two signatures from any of the 
following four individuals: Chair; Vice-Chair; General Manager; Treasurer; 

Financial obligations in excess of $25,000.00 will require two signatures as shown in the following 
table.  

One Board Member One Staff Member 
Chair or Vice-Chair General Manager or Treasurer 

(Amended by Resolution B04/17/19-4) 

12. Advisory Boards and Other Committees  

In accordance with Section 18(2) of the Act, the Authority shall establish such advisory boards as 
required by regulation and may establish such other advisory boards or committees as it considers 
appropriate to study and report on specific matters.  

The General Membership shall approve the terms of reference for all such advisory boards and 
committees, which shall include the role, the frequency of meetings, and the number of members.  
The Terms of Reference for each Advisory Board and committee are attached as Appendix 4. 

Resolutions and policies governing the operation of the Authority shall be observed in all advisory 
board and committee meetings. 

Each advisory board or committee shall report to the General Membership, presenting any 
recommendations made by the advisory board or committee. 

The dates of all advisory board and committee meetings shall be made available to all Members of the 
Authority and shall be posted on the Authority website.  

13. Remuneration of Members  

The General Membership shall pass a motion annually at the Annual General Meeting specifying a per-
diem rate to be paid to Members for attendance at General Meetings and Advisory Board or 
Committee meetings, and at such other business functions as may be from time to time requested by 
the Chair, through the Secretary-Treasurer. In addition, an honorarium may be approved by the 
Authority for the Chair and Vice-chair(s) as compensation for their additional responsibilities. A single 
per-diem will be paid for attendance at more than one meeting if they occur consecutively on the 
same day.  



 

The Authority shall reimburse Members’ reasonable travel expenses incurred for the purpose of 
attending meetings and/or functions on behalf of the Authority. A per-kilometre rate to be paid for 
use of a personal vehicle shall be approved by Resolution of the General Membership from time-to-
time. Requests for such reimbursements shall be submitted within a timely fashion and shall be 
consistent with Canada Revenue Agency guidelines.  

14. Records Retention  

The Authority shall keep full and accurate records including, but not limited to: 
i. Minutes of all meetings of the Authority, including registries of statements of interests in 

accordance with the Municipal Conflict of Interest Act; 
ii. Assets, liabilities, receipts and disbursements of the Authority and Financial Statements and 

Reports of the Auditors; 
iii. Human Resources Files for all employees and Members as applicable; 
iv. Workplace Health and Safety documents including workplace inspections, workplace 

accidents, investigations, etc.; 
v. Electronic Communications including emails; 
vi. Contracts and Agreements entered into by the Authority; 
vii. Strategic Plans and other documents providing organizational direction; 
viii. Projects of the Authority; 
ix. Technical Studies and data gathered in support of Programs of the Authority; 
x. Legal Proceedings involving the Authority; 
xi. Incidents of personal injury or property damage involving the Authority and members of the 

public. 

Such records shall be retained and protected in accordance with all applicable laws and the Records 
Retention Policy of the Authority as approved by the General Membership from time-to-time. 

15. Records Available to Public 

Records of the Authority shall be made available to the public, subject to requirements of the 
Municipal Freedom of Information and Protection of Personal Privacy Act (MFIPPA). 

The Authority shall designate a Member or a committee of Members to act as head of the Authority 
for the purposes of MFIPPA. 

16. By-law Review 

In accordance with the Act, these by-laws shall be reviewed by the Authority to ensure the by-laws are 
in compliance with the Act and any other relevant law. The Policy & Priorities Advisory Committee will 
review the by-laws on a bi-annual basis with recommended updates to the General Membership to 
ensure best management practices in governance are being followed.  

17. By-law Available to Public 

In accordance with the Act, the Authority shall make its by-laws available to the public on the 
Authority’s website. By-laws shall also be available for review by any member of the public at the 
Authority’s administration centre or provided in alternative formats, in accordance with the 
Accessibility for Ontarians with Disabilities Act, if requested by interested parties. 



 

18. Enforcement of By-laws and Policies 

The Members shall respect and adhere to all applicable by-laws and policies (for example, the Code of 
Conduct and Conflict of Interest). The Authority may take reasonable measures to enforce its by-laws 
and policies, including the enforcement mechanisms under the Municipal Conflict of Interest Act.  The 
procedure includes: 

- an investigation being conducted regarding the alleged breach; 
- an opportunity being provided to the affected member to respond to the allegation;  
- the findings of the investigation and the affected member’s response will be communicated 

to the General Membership in a closed meeting;  
- notification to the appointing municipality of the outcome of the investigation.  

19. Indemnification of Members, Officers and Employees  

The Authority undertakes and agrees to indemnify and save harmless its Members, Officers and 
Employees and their heirs and legal representatives, respectively, from and against all costs, charges 
and expenses, including all amounts paid to settle an action or satisfy any judgement, reasonably 
incurred by any such Member, Officer or Employee in respect of any civil, criminal or administrative 
action or proceeding to which any such Member, Officer or Employee is made a party by reason of 
being a Member, Officer or Employee of the Authority (except in respect of an action by or on behalf 
of the Authority to procure a judgment in its favour) if; 

• such Member, Officer or Employee acted honestly, in good faith with a view to the best interests 
of the Authority and within the scope of such Member's, Officer's or Employee's duties and 
responsibilities, and, 

• in the case of a criminal or administrative action or proceeding that is enforced by a monetary 
penalty,  that such Member, Officer or Employee had reasonable grounds for believing that the 
conduct was lawful. 

D. Meeting Procedures 

The Meeting Procedures below governing the procedure of the Authority shall be observed in General 
Membership and Advisory Committee meetings, as far as they are applicable, and the word Advisory 
Committee may be substituted for the word Authority as applicable. 

1. Rules of Procedures 

a) General 

In all matters of procedure not specifically dealt with under the Act and this By-law, the current edition 
of Robert’s Rules of Order or other generally accepted rules of procedure shall be binding. 

(Amended April 2020; repealed June 2021) 

b) Emergency Operations 

The General Manager, in consultation with the Chair and Vice Chair of the Board of Directors, will 
determine whether the organization should move into or out of Emergency Operations. 



 

(Amended April 2020) 

(Amended April 2020, Proposed for repeal) 

2. Notice of Meeting 

The General Membership shall approve a schedule for regular meetings in advance. The Secretary-
Treasurer shall send Notice of regular meetings to all Members at least five calendar days in advance 
of a meeting. Notice of all regular or special meetings of the General Membership or its committees 
shall be made available to the public as soon as possible after its delivery to General Membership. 

Notice of any meeting shall indicate the time and place of that meeting and the agenda for the 
meeting. All meetings shall be posted on the Authority website. 

All material and correspondence to be dealt with by the Authority at a meeting will be submitted to 
the Secretary-Treasurer in advance of the meeting where it is to be dealt with  typically 7-14 days, if it 
is to be included in the published agenda, or 1-4 days if it is to be introduced at the meeting.  

The Chair may, at his/her pleasure, call a special meeting of the Authority as necessary on three to five 
calendar days notice in writing or email. That notice shall state the business of the special meeting and 
only that business shall be considered at that special meeting. Any member, with 50% support of the 
other members, may also request the Chair to call a meeting of the Authority and the Chair will not 
refuse.  

The Chair or the Secretary-Treasurer may, by notice in writing or email delivered to the members so 
as to be received by them at least 12-24 hours before the hour appointed for the meeting, postpone 
or cancel any meeting of an Advisory Committee or other committee until the next scheduled date for 
the specific Advisory Board or committee affected.  

The Chair or the Secretary-Treasurer may, if it appears that a storm or like occurrence will prevent the 
members from attending a meeting, postpone that meeting by advising as many members as can be 
reached. Postponement shall not be for any longer than the next regularly scheduled meeting date. 

3. Meetings Open to Public 

All meetings of the General Membership, Advisory Committee and Special Committees, if applicable, 
shall be open to the public.  

A meeting or part of a meeting may be closed to the public if the subject matter being considered is 
identified in the closed meeting section of the Agenda and the subject matter meets the criteria for a 
closed meeting as defined in this by-law.  

4. Agenda for Meetings 

Authority staff, under the supervision of the Secretary-Treasurer, shall prepare an agenda for all 
regular meetings of the Authority that shall include, but not necessarily be limited to, the following 
headings: 

1. Roll Call 
2. Adoption of Agenda 



 

3. Declarations of Interest (to be submitted in written format) 
4. Delegations 
5. Items For Decision  

- Minutes of Previous Meeting 
- Business Arising from the Minutes 
- Reports Requiring Decisions 

6. Items for Information – Reports for Information 
7. Consent Agenda (Amended May 2022) 
8. Other Business 
9. Adjournment 

The agenda for special meetings of the Authority shall be prepared as directed by the Chair. 

Agendas for meetings shall be forwarded to all Members at least five calendar days in advance of the 
meeting. Such agendas shall be made available to the public on the Authority’s website at the same 
time, unless the meeting is closed to the public in accordance with this by-law. Such agendas shall also 
be available in alternative formats, in accordance with the Accessibility for Ontarians with Disabilities 
Act, if requested by interested parties. 

5. Consent Agenda 

a) Administrative Procedure 

1) The Board may use a Consent Agenda to approve report recommendations and receive 
information items without discussion and debate. 

2) Consent Agenda may be used at Board meetings and at Standing Committee meetings. 
3) Meeting Agenda shall identify items to be included in the Consent Agenda at the time of 

distribution. 
4) Board members may direct that an item be removed from the Consent Agenda in 

advance of or during consideration of the Consent Agenda by informing the meeting 
Chair. 

5) If a Member declares a pecuniary interest in an item that is on the Consent Agenda, the 
Chair shall remove it from the Consent Agenda. 

b) Meeting Procedure 

1) The meeting Chair will ask for a Motion to adopt the Meeting Agenda. 
2) At this time, Members will identify any items to be moved from the Consent Agenda to 

the Meeting Agenda for discussion.  If nothing is identified to be moved, it is understood 
that the items contained in the Consent Agenda have then been approved. 

(Approved June 2021) 

6. Quorum  

At any meeting of the General Membership, a quorum consists of one-half of the Members appointed 
by the Participating Municipalities, At any Advisory Committee or special committee meeting, a 
quorum consists of one-half of the Members of the Advisory Committee or special committee. 



 

If there is no quorum within one half hour after the time appointed for the meeting, the Chair for the 
meeting shall declare the meeting adjourned due to a lack of a quorum, or shall recess until quorum 
arrives, and the recording secretary shall record the names of the Members present and absent.  

If during an Authority or Advisory Committee or Special Committee meeting a quorum is lost, then the 
Chair shall declare that the meeting shall stand recessed or adjourned, until the date of the next 
regular meeting or other meeting called in accordance with the provisions of this by- law. Agenda 
items including delegations present may be covered and presented and issues discussed, but no formal 
decisions may be taken by the remaining Members which do not constitute a quorum.   

Where the number of Members who are disabled from participating in a meeting due to the 
declaration of a conflict of interest is such that at that meeting the remaining Members are not of 
sufficient number to constitute a quorum, the remaining number of Members shall be deemed to 
constitute a quorum, provided such number is not less than two. 

7. Order of Business 

The business of the Authority shall be taken up in the order in which it stands on the agenda unless 
otherwise decided by a majority of those Members present.  

No Member shall present any matter to the Authority for its consideration unless the matter appears 
on the agenda for the meeting of the Authority or leave is granted to present the matter by the 
affirmative vote of a majority of the Members present.  

8. Debate 

The Authority shall observe the following procedures for discussion/debate on any matter coming 
before it:  

a) A Member shall be recognized by the Chair prior to speaking;  
b) Where two or more Members rise to speak, the Chair shall designate the Member who has 

the floor, who shall be the Member who in the opinion of the Chair was first recognized;  
c) All questions and points of discussion shall be directed through the Chair;  
d) Where a motion is presented, it shall be moved and seconded before debate;  
e) No Member shall speak more than once to the same question without leave from the Chair, 

except in explanation of a material part of the speech;  
f) No Member shall speak more than 10 minutes without leave of the Chair;  
g) Any Member may ask a question of the previous speaker through the Chair;  
h) The Member who has presented a motion, other than a motion to amend or dispose of a 

motion, may speak again to the motion immediately before the Chair puts the motion to a 
vote;  

i) When a motion is under debate, no motion shall be received other than a motion to amend, 
to defer action, to refer the question, to take a vote, to adjourn, or to extend the hour of 
closing the proceedings;  

j) When a motion is under consideration, only one amendment is permitted at a time. 

9. Matters of Precedence 

The following matters shall have precedence over the usual order of business:  



 

a) a point of order; 
b) matter of privilege;  
c) a matter of clarification;  
d) a motion to suspend a rule of procedure or to request compliance with the rules of procedure 
e) a motion that the question be put to a vote; 
f) a motion to adjuourn.a motion to adjourn. 

10. Members’ Attendance 

The Authority shall provide a listing of Members’ attendance at scheduled meetings of the Authority 
to the Participating Municipalities at least annually. 

Upon a Member’s vacancy due to death, incapacity or resignation occurring in any office of the 
Authority, the Authority shall request the municipality that was represented by that Member appoint 
a Member replacement.  

If a Member is unable to attend any meeting and wishes to bring any additional information or opinion 
pertaining to an agenda item to the General Membership, the Member shall address in writing or email 
to the Chair or Secretary-Treasurer such correspondence prior to the start of the meeting. The 
correspondence shall be read aloud by the Secretary-Treasurer without comment or explanations. 

11. Electronic Meetings and Electronic Participation 

a) Applicability 

i) It is the expectation of the Board that Members attend meetings in-person wherever possible in 
order to facilitate easy communications and Board cohesion.  

ii) Board meetings and Standing Committee meetings may occur in whole or part electronically in 
accordance with the provisions of this by-law, with specific care taken to ensure compliance with 
sections C.3, C.11, and C.13 governing public participation, delegations, and closed sessions, 
respectively. 

iii) Electronic meetings will only be arranged upon request by the Chair or GM, a Member or a 
Delegate, or as required to comply with legislation.  Requests for electronic participation must be 
made in writing to the General Manager at least five (5) working days in advance of the scheduled 
meeting. 

iv) The method of electronic meeting shall be shared with Members, Delegates, and the Public at 
least two (2) working days in advance of the Meeting and include instructions for participation. 

b) Quorum, Voting, and Confidentiality 

i) Members participating electronically shall be counted in determining whether a Quorum is 
present. 



 

ii) Members participating electronically may vote in all meetings of the Board and Standing 
Committees, including a meeting that is closed to the public. 

iii) Members participating electronically are subject to the same rules and share the same 
responsibilities as those participating in-person.  Members participating electronically shall take 
particular care to ensure the confidentiality of in-camera items. 

iv) At any time during a closed meeting, the Chair may ask Members to confirm that: 

v) No other persons can overhear the deliberations; and 

vi) The internet connection is secure and not publically accessible. 

vii) Members participating electroncially shall inform the Chair of their intention to leave the 
meeting either on a temporary or permanent basis. 

viii) Members participating electroncially will be deemed to have left the meeting when they are no 
longer electronically connected to the meeting. 

ix) All votes shall be by a show of hands or by verbal consent (yes or no). 

c) Technical Matters 

i) It is the responsibility of Members, Delegates, and the Public to secure appropriate telephonic or 
internet service, and hardware and software/applications to participate in a meeting electronically. 

ii) Unless Quorum is lost, meetings will continue if the electronic connection of one or more 
Members is lost.  Where Quorum is lost, the Chair will call a Recess of up to 15 minutes to allow 
connections to be re-established. If Quorum cannot be re-established, the meeting shall adjuourn. 

iii) Meeting participants should Mute their microphones unless speaking and operate their phone 
or other electronic device as directed by the Chair. 

iv) Recordings of open meetings shall be published on the corporate website, and preserved for no 
less than 12 months from the date of recording. 

12. Delegations 

Any person or organization who wishes to address the Authority may make a request in writing or 
email to the Secretary-Treasurer. The request should include a brief statement of the issue or matter 
involved and indicate the name of the proposed speaker(s). If such request is received 10 days in 
advance of a scheduled meeting, the delegation shall be listed on the published agenda.  

Any person or organization requesting an opportunity to address the Authority, but not having made 
a written request to do so in the timelines specified above, may appear before the meeting if approved 
by a majority of Members present, or shall be listed on the published agenda for the following meeting. 



 

Except by leave of the Chair or appeal by the leave of the meeting, delegations shall be limited to one 
(1) speaker for not more than 10 minutes. 

Speakers will be requested not to repeat what has been said by previous speakers at the meeting. A 
returning delegation will only be allowed to speak again if new, relevant information has become 
available since their previous presentation. The Chair may choose to end a returning delegation’s 
presentation if, in the opinion of the Chair, the new information being presented is not relevant to a 
decision facing the General Membership. 

13. Annual Meeting 

The Authority shall hold the Annual General Meeting prior to March 1 of each calendar year and shall 
include the following items on the agenda, in addition to the normal course of business: 

i. Appointment of the Auditor for the upcoming year; 
ii. Approval of Financial Statements and Report of the Auditor for the prior year; 
iii. Election of Officers; 
iv. Approval of Budgets and Levies; 
v. Committee Appointments; 
vi. Appointment of delegates to Conservation Ontario; 
vii. Approval of Member Per Diem, Honorarium and mileage rates. 

14. Meetings with Closed Sessions  

Every meeting of the General Membership, and Advisory and Special Committees, if applicable, shall 
be open to the public as per Section 15(3) of the Act, subject to the exceptions set out below. 

Meetings may be closed to the public if the subject matter being considered relates to: 

a) The security of the property of the Authority; 
b) Personal matters about an identifiable individual, including employees of the Authority; 
c) A proposed or pending acquisition or disposition of land by the Authority; 
d) Labour relations or employee negotiations; 
e) Litigation or potential litigation, including matters before administrative tribunals (e.g. Local 

Planning Appeal Tribunal), affecting the Authority; 
f) Advice that is subject to solicitor-client privilege; 
g) A matter in respect of which the General Membership, Executive Committee, Advisory Board 

or committee or other body may hold a closed meeting under another act; 
h) Information explicitly supplied in confidence to the Authority by Canada, a province or 

territory or a Crown agency of any of them; 
i) A trade secret or scientific, technical, commercial, financial or labour relations information, 

supplied in confidence to the Authority, which, if disclosed, could reasonably be expected to 
prejudice significantly the competitive position or interfere significantly with the contractual 
or other negotiations of a person, group of persons, or organization; 

j) A trade secret or scientific, technical, commercial or financial information that belongs to 
the Authority and has monetary value or potential monetary value; or 

k) A position, plan, procedure, criteria or instruction to be applied to any negotiations carried 
on or to be carried on by or on behalf of the Authority. 



 

The Authority shall close a meeting if the subject matter relates to the consideration of a request under 
MFIPPA, and the Authority is the head of an institution for the purposes of MFIPPA. 

Before holding a meeting or part of a meeting that is to be closed to the public, the Members shall 
state by resolution during the open session of the meeting that there will be a meeting closed to the 
public and the general nature of the matter to be considered at the closed meeting. Once matters have 
been dealt with in a closed meeting, the General Membership shall reconvene in an open session.  

The General Membership shall not vote during a meeting that is closed to the public, unless: 
a) the meeting meets the criteria outlined in this by-law to be closed to the public; and 
b) the vote is for a procedural matter or for giving directions or instructions to Officers, 

employees or agents of Authority. 

Any materials presented to the General Membership during a closed meeting shall be returned to the 
Secretary-Treasurer prior to departing from the meeting and shall be treated in accordance with the 
Authority’s procedures for handling confidential material. 

A meeting of the Authority, Advisory or Special Committee may also be closed to the public if: 
a) the meeting is held for the purpose of educating or training the Members, and 
b) at the meeting, no Member discusses or otherwise deals with any matter in a way that 

materially advances the business or decision-making of the authority, Advisory or Special 
Committee. 

15. Voting 

In accordance with Section 16 of the Act: 

a) each Member including the Chair is entitled to one vote, and 
b) a majority vote of the Members present at any meeting is required upon all matters coming 

before the meeting.  

On a tie vote, the motion is lost. 

Interrelated motions shall be voted on in the order specified in Roberts Rules of Order. 

Unless a Member requests a recorded vote, a vote shall be by a show of hands or such other means 
as the Chair may call. No question shall be voted upon more than once at any meeting, unless a 
recorded vote is requested. 

If a Member present at a meeting at the time of the vote requests immediately before or after the 
taking of the vote that the vote be recorded, each member present recorded by alphabetical surname 
with the Chair voting last, except a member who is disqualified from voting by any Act, shall announce 
his or her vote openly answering “yes” or “no” to the question, and the Secretary-Treasurer shall 
record each member name and vote which shall be included in the minutes of the meeting. 

At the meeting of the Authority at which the Non-Matching Levy is to be approved, the Secretary-
Treasurer shall conduct the vote to approve of Non-Matching Levy by a Weighted Majority of the 
Members present and eligible to vote, in accordance with Ontario Regulation 139/96. 



 

Where a question under consideration contains more than one item, upon the request of any Member, 
a vote upon each item shall be taken separately. 

Except as provided in Section B, Paragraph 6 of this By-law (Election of Chair and Vice-Chair), no vote 
shall be taken by ballot or by any other method of secret voting, and every vote so taken is of no effect. 

Voting by Proxy is prohibited except by resolution of the General Membership.  The resolution must 
deal with no more than one agenda item and be adopted a minimum of 5 working days in advance of 
the scheduled vote.  Once the resolution is carried, Members wishing to vote by proxy shall provide 
the Secretary-Treasurer with the following information a minimum of 24 hours before the scheduled 
vote: 

• the agenda item to which the proxy vote is assigned 
• the meeting and date on which the agenda item will be considered 
• the name of the Member assigned the proxy vote, and 
• written acceptance by the Member to exercise the proxy vote 

The Secretary-Treasurer shall notify the General Membership of proxy votes during Roll Call. 

A Member exercising a proxy vote shall be entitled to vote on all motions considered under the agenda 
item specified by the Member voting by proxy. 

An absent member voting by proxy shall not be considered “present” during meeting Roll Call and will 
not be included in the calculation of Quorum. 

A member will exercise no more than one (1) proxy vote per agenda item. 
(Amended by Resolution B04/17/19-5) 

16. Notice of Motion  

Written notice of motion to be made at an Authority meeting or Advisory Committee meeting may be 
given to the Secretary-Treasurer by any Member of the Authority not less than 7 business days prior 
to the date and time of the meeting and shall be forthwith placed on the agenda of the next meeting. 
The Secretary-Treasurer shall include such notice of motion in full in the agenda for the meeting 
concerned. 

Recommendations included in reports of advisory committees that have been included in an agenda 
for a meeting of the General Membership shall constitute notice of motion for that meeting. 

Recommendations included in staff reports that have been included in an agenda for a meeting of the 
General Membership shall constitute notice of motion for that meeting. 

Notwithstanding the foregoing, any motion or other business may be introduced for consideration of 
the Authority provided that it is made clear that to delay such motion or other business for the 
consideration of an appropriate advisory committee or special committee would not be in the best 
interest of the Authority and that the introduction of the motion or other business shall be upon an 
affirmative vote of a majority of the Members of the Authority present.  



 

17. Motion to Reconsider 

If a motion is made to reconsider a previous motion, a two-thirds majority vote shall be required in 
order for reconsideration to take place. If a motion to reconsider is passed, the original motion shall 
then be placed on the agenda at a future meeting to be debated and voted upon, and the result of 
that vote, based on a simple majority, shall supersede. 

18. Duties of the Meeting Chair 

It shall be the duty of the Chair, with respect to any meetings over which he/she presides, to: 
a) Preserve order and decide all questions of order, subject to appeal; and without argument or 

comment, state the rule applicable to any point of order if called upon to do so;  
b) Ensure that the public in attendance does not in any way interfere or disrupt the proceedings 

of the Members;  
c) Receive and submit to a vote all motions presented by the Members, which do not contravene 

the rules of order or regulations of the Authority;  
d) Announce the results of the vote on any motions so presented;  
e) Adjourn the meeting when business is concluded. 

19. Conduct of Members 

Members shall maintain a high standard for conduct and at all times comply with applicable laws and 
the Authority’s Code of Conduct (Appendix 1). 

No Member at any meeting of the Authority shall: 

a) Speak in a manner that is discriminatory in nature based on an individual’s race, ancestry, 
place of origin, citizenship, creed, gender, sexual orientation, age, colour, marital status, family 
status or disability;  

b) Leave their seat or make any noise or disturbance while a vote is being taken or until the result 
is declared; 

c) Interrupt a Member while speaking, except to raise a point of order or a question of privilege;  
d) Speak disrespectfully or use offensive words against the Authority, the Members, staff, or any 

member of the public;  
e) Speak beyond the question(s) under debate;  
f) Resist the rules of order or disobey the decision of the Chair on the questions or order or 

practices or upon the interpretation of the By-laws. 

20. Minutes of Meetings 

The Secretary-Treasurer shall undertake to have a recording secretary in attendance at meetings of 
the Authority and each advisory committee or special committee. The recording secretary shall make 
a record in the form of minutes of the meeting proceedings and in particular shall record all motions 
considered at the meeting. 

If a recording secretary is not present in a closed session, the Secretary-Treasurer shall take notes of 
any direction provided, for endorsement by the Chair and Vice-Chair.  
Minutes of all meetings shall include the time and place of the meeting and a list of those present and 
shall state all motions presented together with the mover and seconder and voting results.  



 

The Secretary-Treasurer or designate shall include draft minutes of the previous meeting available to 
each member of the Authority at the same time as agendas for the next meeting are distributed.  

After the minutes have been approved by resolution, original copies shall be signed by the Secretary-
Treasurer and copies of all non-confidential minutes shall be posted on the Authority’s website. Such 
minutes shall also be available for review by any member of the public at the Authority’s 
administration centre or provided in alternative formats, in accordance with the Accessibility for 
Ontarians with Disabilities Act, if requested by interested parties.  

Within 30 days after any meeting of the Authority or of an executive committee, the  
General Manager shall send a copy of the Draft minutes of the meeting to the Clerk of each  
member municipality and make them available to the public. 

(Amended by Resolution B02/17/21-4) 
 



 

D. Approval of By-law and Revocation of Previous By-law(s) 

Administrative Rules and Procedures approved July 2006 is hereby repealed; 

Administrative By-Law #1 shall come into force on the _____ day of __________, 20____ 

Signed:    _____________________________________ 
Chair 

 
_____________________________________ 

  Secretary-Treasurer 
 

  



 

E. Appendices to the Administrative By-law 

Appendix 1 - Code of Conduct 

1. Background 

The Mississippi Valley Conservation Authority demands a high level of integrity and ethical conduct 
from its General Membership. The Authority’s reputation has relied upon the good judgement of 
individual Members. A written Code of Conduct helps to ensure that all Members share a common 
basis for acceptable conduct. Formalized standards help to provide a reference guide and a 
supplement to legislative parameters within which Members must operate. Further, they enhance 
public confidence that Members operate from a base of integrity, justice and courtesy.  

The Code of Conduct is a general standard. It augments the laws which govern the behaviour of 
Members, and it is not intended to replace personal ethics.  

This Code of Conduct will also assist Members in dealing with confronting situations not adequately 
addressed or that may be ambiguous in Authority resolutions, regulations, or policies and procedures.  

2. General  

All Members, whether municipal councillors or appointed representatives of a municipality, are 
expected to conduct themselves in a manner that reflects positively on the Authority. 

All Members shall serve in a conscientious and diligent manner. No Member shall use the influence of 
office for any purpose other than for the exercise of his/her official duties.  

It is expected that Members adhere to a code of conduct that:  

i. upholds the mandate, vision and mission of the Authority; 
ii. considers the Authority’s jurisdiction in its entirety, including their appointing municipality; 
iii. respects confidentiality; 
iv. approaches all Authority issues with an open mind, with consideration for the organization as 

a whole;  
v. exercises the powers of a Member when acting in a meeting of the Authority; 
vi. respects the democratic process and respects decisions of the General Membership, Executive 

Committee, Advisory Boards and other committees; 
vii. declares any direct or indirect pecuniary interest or conflict of interest when one exists or may 

exist; and 
viii. conducts oneself in a manner which reflects respect and professional courtesy and does not 

use offensive language in or against the Authority or against any Member or any Authority 
staff. 

3. Gifts and Benefits  

Members shall not accept fees, gifts, hospitality or personal benefits that are connected directly or 
indirectly with the performance of duties, except compensation authorized by law.  



 

4. Confidentiality  

The members shall be governed at all times by the provisions of the Municipal Freedom and 
Information and Protection of Privacy Act. 

All information, documentation or deliberations received, reviewed, or taken in a closed meeting are 
confidential.  

Members shall not disclose or release by any means to any member of the public, either in verbal or 
written form, any confidential information acquired by virtue of their office, except when required by 
law to do so.  

Members shall not permit any persons, other than those who are entitled thereto, to have access to 
information which is confidential.  

In the instance where a member vacates their position on the General Membership they will continue 
to be bound by MFIPPA requirements. 

Particular care should be exercised in protecting information such as the following:  
i. Human Resources matters;  
ii. Information about suppliers provided for evaluation that might be useful to other suppliers;  
iii. Matters relating to the legal affairs of the Authority;  
iv. Information provided in confidence from an Aboriginal community, or a record that if 

released could reasonably be expected to prejudice the conduct of relations between an 
Aboriginal community and the Authority; 

v. Sources of complaints where the identity of the complainant is given in confidence; 
vi. Items under negotiation;  
vii. Schedules of prices in tenders or requests for proposals;  
viii. Appraised or estimated values with respect to the Authority’s proposed property 

acquisitions or dispositions; 
ix. Information deemed to be “personal information” under MFIPPA. 

The list above is provided for example and is not exhaustive. 

5. Use of Authority Property  

No Member shall use for personal purposes any Authority property, equipment, supplies, or services 
of consequence other than for purposes connected with the discharge of Authority duties or 
associated community activities of which the Authority has been advised. 

6. Work of a Political Nature  

No Member shall use Authority facilities, services or property for his/her election or re-election 
campaign to any position or office within the Authority or otherwise. 

7. Conduct at Authority Meetings  

During meetings of the Authority, Members shall conduct themselves with decorum. Respect for 
delegations and for fellow Members requires that all Members show courtesy and not distract from 
the business of the Authority during presentations and when others have the floor.  



 

8. Influence on Staff  

Members shall be respectful of the fact that staff work for the Authority as a whole and are charged 
with making recommendations that reflect their professional expertise and corporate perspective, 
without undue influence.  

9. Business Relations  

No Member shall borrow money from any person who regularly does business with the Authority 
unless such person is an institution or company whose shares are publicly traded and who is regularly 
in the business of lending money.  

No Member shall act as a paid agent before the Authority, the Executive Committte or an advisory 
board or committee of the Authority, except in compliance with the terms of the Municipal Conflict of 
Interest Act. 

10. Encouragement of Respect for the Authority and its Regulations 

Members shall represent the Authority in a respectful way and encourage public respect for the 
Authority and its Regulations.  

11. Harassment  

It is the policy of the Authority that all persons be treated fairly in the workplace in an environment 
free of discrimination and of personal and sexual harassment. Harassment of another Member, staff 
or any member of the public is misconduct. Members shall follow the Authority’s Harassment Policy 
as approved from time-to-time. 

Examples of harassment that will not be tolerated include: verbal or physical abuse, threats, 
derogatory remarks, jokes, innuendo or taunts related to an individual’s race, religious beliefs, colour, 
gender, physical or mental disabilities, age, ancestry, place of origin, marital status, source of income, 
family status or sexual orientation. The Authority will also not tolerate the display of pornographic, 
racist or offensive signs or images; practical jokes that result in awkwardness or embarrassment; 
unwelcome invitations or requests, whether indirect or explicit and any other prohibited grounds 
under the provisions of the Ontario Human Rights Code. 

12. Breach of Code of Conduct  

Should a Member breach the Code of Conduct, they shall advise the Chair and Vice-Chair, with a copy 
to the Secretary-Treasurer, as soon as possible after the breach. 

Should a Member allege that another Member has breached the Code of Conduct, the said breach 
shall be communicated to the Chair, with a copy to the Secretary-Treasurer, in writing. In the absence 
of the Chair, or if a Member alleges that the Chair has breached the Code of Conduct, the said breach 
shall be communicated the Vice-Chair, with a copy to the Secretary-Treasurer, in writing.  

Should a member of the public or a municipality allege that a Member has breached the Code of 
Conduct, the party making the allegation will be directed to follow the notification procedure outlined 
above.  



 

Any breach, or alleged breach, of the Code of Conduct shall be investigated in accordance with the 
Enforcement of By-laws and Policies procedure outlined or referred to in the Authority’s 
Administrative By-law.  



 

Appendix 2 - Conflict of Interest 

1. Municipal Conflict of Interest Act 

The Authority Members commit themselves and the Authority to ethical, businesslike, and lawful 
conduct when acting as the General Membership.The Authority is bound by the Municipal Conflict of 
Interest Act. This appendix to the By-law is intended to assist Members in understanding their 
obligations. Members are required to review the Municipal Conflict of Interest Act on a regular basis.  

2. Disclosure of Pecuniary Interest 

Where a Member, either on his or her own behalf or while acting for, by, with or through another, has 
any pecuniary interest, direct or indirect, in any matter and is present at a meeting of the Authority, 
Executive Committee, Advisory Board or committee at which the matter is the subject of 
consideration, the Member: 

a) shall, prior to any consideration of the matter at the meeting, disclose the pecuniary interest 
and the general nature thereof;  

b) shall not take part in the discussion of, or vote on any question in respect of the matter; and, 

c) shall not attempt in any way whether before, during or after the meeting to influence the 
voting on any such question.  

3. Chair’s Conflict of Interest or Pecuniary Interest  

Where the Chair of a meeting discloses a conflict of interest with respect to a matter under 
consideration at a meeting, another Member shall be appointed to chair that portion of the meeting 
by Resolution. 

4. Closed Meetings 

Where a meeting is not open to the public, a Member who has declared a conflict of interest shall 
leave the meeting for the part of the meeting during which the matter is under consideration.  

5. Member Absent 

Where the interest of a Member has not been disclosed by reason of their absence from the particular 
meeting, the Member shall disclose their interest and otherwise comply at the first meeting of the 
Authority, Executive Committee, Advisory Board or Committee, as the case may be, attended by them 
after the particular meeting.  

6. Disclosure Recorded in Minutes 

The recording secretary shall record in reasonable detail the particulars of any disclosure of conflict of 
interest or pecuniary interest made by Members and whether the Member withdrew from the 
discussion of the matter. Such record shall appear in the minutes/notes of that particular meeting of 
the General Membership, Executive Committee, Advisory Board or committee, as the case may be. 



 

7. Breach of Conflict of Interest Policy 

Should a Member breach the Conflict of Interest Policy, they shall advise the Chair and Vice-Chair, with 
a copy to the Secretary-Treasurer, as soon as possible after the breach. 

Should a Member allege that another Member has breached the Conflict of Interest Policy, the said 
breach shall be communicated to the Chair, with a copy to the Secretary-Treasurer, in writing. In the 
absence of the Chair, or if a Member alleges that the Chair has breached the Conflict of Interest Policy, 
the said breach shall be communicated the Vice-Chair, with a copy to the Secretary-Treasurer, in 
writing. 

Should a member of the public or a municipality allege that a Member has breached the Conflict of 
Interest Policy, the party making the allegation will be directed to follow the notification procedure 
outlined above.  

Any breach, or alleged breach, of the Conflict of Interest Policy shall be investigated in accordance with 
the Enforcement of By-laws and Policies procedure outlined or referred to in the Authority’s 
Administrative By-law. 

  



 

Appendix 3 - Procedure for Election of Officers 

1. Voting  

Voting shall be by secret ballot and no Members may vote by proxy. 

2. Acting Chair 

The General Membership shall appoint a person, who is not a voting Member, as Acting Chair for the 
purpose of Election of Officers. 

3. Scrutineer(s) 

The appointment of one or more scrutineers is required for the purpose of counting ballots, should an 
election be required. All ballots shall be destroyed by the scrutineers afterwards. The Acting Chair shall 
call a motion for the appointment of one or more persons, who are not Members, to act as scrutineers. 
A Member, who will not stand for election, may be appointed as an additional scrutineer if requested. 

4. Election Procedures 

The Acting Chair shall advise the Members that the election will be conducted in accordance with the 
Act as follows:  

a) The elections shall be conducted in the following order: 
i. Election of the Chair, who shall be a Member of the Authority 
ii. Election of one or more Vice-chairs, who shall be Members of the Authority.  

b) The Acting Chair shall ask for nominations to each position; 
c) Only current Members of the Authority who are present may vote; 
d) Nominations shall be called three (3) times and will only require a mover; 
e) The closing of nominations shall require both a mover and a seconder;  
f) Each Member nominated shall be asked to accept the nomination. The Member must be 

present to accept the nomination unless the Member has advised the Secretary-Treasurer in 
writing or by email in advance of the election of their willingness to accept the nomination.  

If one Nominee: 

g) If only one nominee, the individual shall be declared into the position by acclamation. 

If More than One Nominee: 

h) In the event of an election, each nominee shall be permitted not more than three (3) minutes 
to speak for the office, in the order of the alphabetical listing by surnames.  

i) Upon the acceptance by nominees to stand for election to the position of office, ballots shall 
be distributed to the Members by the scrutineers for the purpose of election and the Acting 
Chair shall ask the Members to write the name of one individual only on the ballot. 

j) The scrutineers shall collect the ballots, leave the meeting to count the ballots, return and 
advise the Acting Chair who was elected with more than 50% of the vote. 

A majority vote shall be required for election. If there are more than two nominees, and upon the first 
vote no nominee receives the majority required for election, the name of the person with the least 
number of votes shall be removed from further consideration for the office and new ballots shall be 



 

distributed. In the case of a vote where no nominee receives the majority required for election and 
where two or more nominees are tied with the least number of votes, a special vote shall be taken to 
decide which one of such tied nominees’ names shall be dropped from the list of names to be voted 
on in the next vote.  

Should there be a tie vote between two remaining candidates, new ballots shall be distributed and a 
second vote held. Should there still be a tie after the second ballot a third vote shall be held. Should 
there be a tie after the third vote, the election of the office shall be decided by lot drawn by the Acting 
Chair or designate. 

  



 

 

Appendix 4 – Terms of Reference for Committees 

The Authority has three types of committees established per Sections 18 and 28 (3) of the Conservation 
Authorities Act: 

• A Regulation Committee comprised of Board members delegated by the Board to fulfill specific 
responsibilities on its behalf. 

• Standing Advisory Committees of the Board comprised entirely of Board Members. 
• Public Advisory Committees that may be established by the Board to provide for broader input on a 

specific subject.  These committees have no corporate governance roles or responsibilities, and 
have no decision-making or other corporate authority. 

(Amended May 2022) 

1. REGULATIONS COMMITTEE 

a) General Terms 

The Mississippi Valley Conservation Authority has enacted regulations pursuant to Section 28 of the 
Conservation Authorities Act.  Section 28(3) of the Act requires that the applicant be party to a hearing by 
the local Conservation Authority before an application made under the regulation is refused.    The Mississippi 
Valley Conservation Authority has delegated this responsibility to a Hearing Board and more specifically 
referred to as a Regulations Committee.  The Regulations Committee is an Administrative Tribunal within the 
definitions of the Statutory Powers Procedure Act.  It is the purpose of the Regulations Committee to evaluate 
the information presented at the hearing by both Conservation Authority staff and the applicant and to 
decide whether the application will be approved or refused. 

The Regulations Committee membership will consist of the Chair and Vice-Chair of the Board of Directors of 
the Mississippi Valley Conservation Authority and three additional members from the Board of Directors.  
The Chair and Vice-Chair of the Board of Directors shall be the Chair and Vice-Chair of the Regulations 
Committee. 

b) Specific Terms 

The role of the Regulations Committee will be to: 

• hear applications pursuant to Ontario Regulation 153/06 
• deliberate on the evidence presented at the hearing 
• grant or deny such permission on behalf of the Mississippi Valley Conservation Authority and provide 

the applicant with reasons, in writing, thereof. 

c) Prehearing Procedures 

In considering the application, the Regulations Committee is acting as a decision making tribunal.  The 
tribunal is to act fairly.  Under general principles of administrative law relating to the duty of fairness, the 
tribunal is obliged not only to avoid any bias but to avoid the appearance or apprehension of bias.  The 
following steps will be taken by the members of the Regulations Committee to avoid apprehension of bias 
where it is likely to arise: 



 

• no member of the Regulations Committee who will take part in the decision regarding the permit 
should be involved, either through participation in committee or intervention on behalf of the 
applicant or other interested parties with the matter, prior to the hearing 

• if material relating to the merits of an application that is the subject of a hearing is distributed to 
Regulations Committee members before the hearing, the material should be distributed to the 
applicant.  The applicant may be afforded an opportunity to distribute similar pre-hearing material. 

• In instances where the Regulations Committee has doubts as to whether it can accept a staff 
recommendation to grant a permit, care must be taken to avoid making a final decision until such 
time as a hearing is held. 

d) Hearing Procedures 

The following is the set-up for a Regulations Committee hearing pursuant to the Statutory Powers Procedure 
Act: 

• Chair of the Regulations Committee opens the hearing 
• Secretary-Treasurer (recording secretary) takes the roll call 
• Chair of the Regulations Committee introduces the hearing format 
• Staff presents evidence 
• Applicant presents evidence 
• After each witness has given evidence the members of the Regulations Committee or the 

applicant/staff may question the presenter.  The questions must be relevant to the application 
• Once all evidence is given, the Regulations Committee adjourns.  All but the members of the 

Regulations Committee and the recording secretary must leave the room to allow for deliberation 
on the application.  Discussion of the application privately between individual Committee members 
must not occur until a decision has been finalized.  All discussion must be in an open forum. 

• Once the decision is made the motion is tabled 

The Regulations Committee votes on the motion and the resolution is recorded. 

2. STANDING ADVISORY COMMITTEES (Amended May 2022) 

a) Mandate 

The Board has three standing committees, whose general allocation of responsibilities are summarized 
below. 

Executive Finance & Administration (F&A) Policy & Planning (P&P) 

• Review and provide 
guidance regarding 
agenda. 

• Annual work planning 
and performance review 
of the General Manager.   

• May approve the tender 
and award of WECI-
funded contracts falling 

• Annual budget, audit, and 
financial statements 

• Borrowing and reserve fund 
management 

• Wages, benefits, per diems, 
honorariums, and mileage 
rates 

• Fee setting and other cost 
recovery 

• CA legislative and regulatory 
matters, and policies and plans 
thereunder that are not 
financial in nature. 

• This includes resource 
management, conservation 
and other matters falling 
under Sections 20 and 21 of 
the Act. 



 

within budgets approved 
by the Board. 

• While in a state of 
Emergency Operations, 
may also carryout items 
B) 1. c) ii, iv, vi, and xv on 
behalf of the Board. 

• Personnel matters 
• Organizational structure 
• Employee Manual policies 
• H&S Manual policies 
• Procurement policies 
 

• All Administrative By-law 
matters and policies and plans 
thereunder that are not 
addressed by the F&A Advisory 
Committee per this table. 

All reports having to do with priority-setting should either go to both the F&A and P&P committees or directly 
to the Board, for example: 

• Corporate Strategic Plan 
• Interim Financial Plan 
• 10-year Capital Plan 
• Workforce Plan 

b) General Terms 

Standing committees will meet at the call of the Committee Chair and will likely be limited to 3 – 4 
meetings per year. 
The Committee will consider a variety of issues and provide recommendations for consideration by the 
Board of Directors. 

c) Committee Chair and Vice Chair 

The Chair and Vice-Chair of the Board shall stand as the Chair and Vice-Chair of the Executive 
Committee, respectively.  All other standing committees shall elect a Chair and Vice Chair from 
amongst the Committee members at the first meeting following the Annual General Meeting, and as 
required thereafter. 

The Committee Chair, or in his/her absence the Committee Vice-Chair will: 

• preside over the meetings of the committee 
• in conjunction with the General Manager, prepare and distribute agendas and other items of 

business 
• report to the Board of Directors as appropriate. 

3. PUBLIC ADVISORY COMMITTEES  

A - MILL OF KINTAIL MUSEUM ADVISORY COMMITTEE 

i) General Terms 

The Mill of Kintail Museum Committee will advise Mississippi Valley Conservation Authority on the 
protection, promotion and presentation of the Dr. R. Tait McKenzie Collection and James Naismith 
Collection, and help to facilitate the development of the Mill of Kintail site and programming.  At the first 
meeting of the Committee, a Committee Chair and Committee Vice-Chair will be elected from among the 
members of the Committee. 



 

ii) Duties of the Committee Chair and Committee Vice-Chair 

The Committee Chair, or in his/her absence the Committee Vice-Chair will: 

• preside over meetings of the Committee 
• in conjunction with the General Manager, prepare and distribute agendas and other items of 

business 
• report to the Board of Directors as appropriate 

iii) Specific Terms 

The Committee will work specifically on: 

• assisting in developing recommendations and strategies to improve Museum operating standards 
• initiate projects and activities that will help to implement the development plans 
• assist staff with special and regular programming 
• consult with outside agencies, groups and individuals as appropriate 
• review annual budget requirements and provide recommendations to the Board of Directors 
• investigate additional funding sources 

iv) Committee Membership 

Membership on the Committee will be appointed annually by the Mississippi Valley Conservation Authority 
Board of Directors and consist of: 

• one Mississippi Valley Conservation Authority member from the Board of Directors 
• public representatives, six of whom are voting members 

B - MISSISSIPPI WATERSHED PUBLIC ADVISORY COMMITTEE 

i) General Terms 

The Mississippi River Watershed Plan Advisory Committee will make recommendations to the Mississippi 
Valley Conservation Authority regarding prioritization and implementation of actions identified under the 
Mississippi River Watershed Plan.   

ii) Specific Terms 

The Committee will: 

• help gauge community interest in specific actions; 
• provide input to the annual prioritization of actions; 
• disseminate and collect information within their target sectors and communities to support project 

design and delivery; 
• support community uptake and project implementation by engaging with member municipalities 

and community partners; and 
• provide constructive feedback regarding implementation successes and challenges. 



 

iii) Committee Membership 

Members of the Committee will be appointed annually by the Mississippi Valley Conservation Authority 
Board of Directors, and may be renewed at the discretion of the Board.  Membership will consist of: 

• A Member of the MVCA Board of Directors who will act as Board-liaison and Co-Chair; and; 
• Up to 10 members of the public representing a cross-section of geographic areas, interests, 

expertise and experience including the following from within the Mississippi River watershed: 
o ratepayers with well or surface water intakes 
o conservationists 
o forestry sector 
o aggregate sector 
o agriculture sector 
o recreational tourism 
o land development 
o water resource management 
o drinking water systems 

iv) Duties of the Co-Chairs 

At the first meeting of the Committee each year, committee members will elect a Co-Chair from amongst 
the public appointees to the Committee.  It is the responsibility of the co-chairs to: 

• preside over meetings of the Committee 
• in conjunction with the General Manager, prepare and distribute agendas and other items of 

business 
• report to the Board of Directors as appropriate 

(Amended May 2022) 

  



 

Appendix 5 – Purchasing Policy and Procedures (Dec 2006) 

Amended – September 18, 2013 – Signing Authority Increased from $10,000.00 to $25,000.00 

1. Policy and Purchasing Principles 

Purpose and Objectives - The purpose of this document is to establish policies and procedures to 
provide authority and guidelines to conduct purchasing transactions for the Mississippi Valley 
Conservation Authority (MVCA). 

Accountability – Staff authorized to undertake purchasing functions on behalf of the MVCA should at all 
times be cognizant of their responsibility to the Board of Directors, funding partners and other members 
of staff. 

All Costs Considered – In evaluating bid submissions from responsible and responsive bidders all 
purchasing shall be completed in a manner which considers all costs, including acquisition, operating, 
residual and disposal costs rather than a manner which bases a decision solely on the lowest bid price. 

Canadian Products – Preference may be given to the purchase of Canadian Goods and/or Services and 
Consulting Services when all else being equal, it is reasonable in the circumstances to do so. 

Cooperative Purchasing – Where the best interest of the MVCA will be served, MVCA may participate 
with other Conservation Authorities, other Governments or their agencies or public authorities in 
cooperative purchasing ventures or joint contracts. 

Document Retention – Documents related to purchases shall be retained for inspection by the MVCA 
auditors, external auditors and appropriate MVCA staff. Financial records must be retained in 
accordance with Canada Revenue Agency guidelines which currently is five years, at the end of such 
records may be disposed of in an appropriate manner. 

Efficient/Effective Purchasing – Staff will procure the necessary quality and quantity of goods and 
services, including professional and technical consulting services in the most efficient and cost effective 
manner feasible. 

Exemption from Procedure – The General Manager may request an exemption from any procedure 
outlined in this Policy by obtaining approval from the Board of Directors through a motion recorded 
in the MVCA minutes. 

Freedom of Information and Protection of Privacy Act – The information collected in response to 
MVCA’s purchasing and tendering policy for goods and/or services is collected under the authority of the 
Conservation Authorities Act solely for the purpose stated. Documents submitted by bidders shall 
become the property of MVCA and shall be subject to the Freedom of Information and Privacy Act. 

Non-Responsive Bids – Bids which are late, illegible, unsigned, do not contain a deposit or are in any 
other way incomplete shall be rejected as non-responsive. 



 

Occupational Health & Safety – All contractors required to do work for the MVCA will be required 
to comply with the Occupational Health & Safety Act. 

Sustainability Ethic – The MVCA will procure necessary goods and services with due regard to the 
preservation of the natural environment, will encourage vendors to supply goods made by a method 
resulting in the least damage to the environment and vendors will be encouraged to supply goods 
incorporating recycled materials where possible. 

2. Definitions and Interpretations 

“Authorized Buyers” means those senior staff members or designated buyers purchasing goods and 
services on behalf of the MVCA. 

“Bid” means an offer or submission from a vendor in response to a request for quotation, tender or 
proposal, which is subject to acceptance or rejection. 

“Board of Directors” refers to all those appointed members appointed by the member municipalities to 
act as representatives to the MVCA and subsequently form the Board of Directors for the MVCA. 

“Chair” means the Chairperson of the MVCA. 

“Contract” means a binding agreement between two parties. 

“Contractor” means the party responsible for providing the service. 

“Cooperative Purchasing” refers to the participation of two or more governments or public 
agencies in a bid solicitation. 

“Disposal” is an act through which MVCA gives up title to real property, and includes a sale, a gift, or 
the discarding of an item for purposes of this policy, excluding land. 

“Goods and/or Services” mean any one or more of: supplies, materials, maintenance and service 
contracts. 

“GST” means the goods and services tax. 

“Proposal” means an offer from a vendor in response to a request for proposal, acceptance of 
which may be subject to further negotiation. 

“Purchases” include acquisitions, leases (whether MVCA is the lessee or the lessor) and/or disposal of all 
purchases and services excluding land. 

“Purchase Order” means a written offer to purchase goods and/or services or a written acceptance of an 
offer submitted in an approved form sent to the accounting department. 

“Quotation” means an offer from a bidder to buy or sell goods and services at a specified rate or 
price. 



 

“Staff” refers to the staff of the MVCA. 

“MVCA” means the Mississippi Valley Conservation Authority. 

“Program Supervisor” means senior staff including the General Manager, Secretary-Treasurer, Water 
Management Coordinator, Communications Coordinator, Operations Supervisor and the Water 
Management Supervisor. 

“Signing Officer” means persons authorized with the bank to sign cheques or legal contracts on behalf of 
the MVCA. Currently MVCA’s authorized signing officers are the Chair, Vice-Chair, General Manager and 
the Secretary-Treasurer. 

“Tender” means an offer received from a supplier of goods and/or services in response to a formal 
request for tenders, the acceptance of which will result in the formation of a bidding contract between 
the MVCA and the person submitting the tender. 

“Vice-Chair” means the Vice-Chairperson of the MVCA. 

3. Purchasing Limits and Authorization 

For purchases of goods and/or services where delivery is expected over a long period of time, or at 
irregular intervals (under contract, blanket or open orders), the purchase amount is deemed to be the 
total estimated cost for the contract period. In addition, purchases should not be subdivided to affect 
purchasing limits. 

Dollar amounts are the total cost before taxes. 

Purchase Orders will only be used when specifically requested by staff or the vendor. On all other 
purchases, the Invoice Approval Stamp will be used directly on every invoice and coded by Program 
Supervisors. 

It is the responsibility of all Program Supervisors to ensure that the GST is broken out on the Invoice 
Approval Stamp to ensure proper coding for reimbursement. The MVCA is entitled to a reimbursement of 
100% of the GST paid on every invoice. On invoices where the GST is not shown and for GST on member 
and staff mileage costs the GST will be determined through the authorized calculation ($$$ X 6 / 106 X 
100%). The GST amount will be coded to the GST Account Code and a claim for refund will be submitted 
annually for the period January 1 to December 31 each year. 

a) Purchases less than $2,500: 

• No quotations required. 
• Approval of the Program Supervisor is required. 

b) Purchases between $2,500 and $10,000: 

• Three verbal quotations required. When three quotations are not available the reasons must 



 

be documented. 
• Reasons for accepting other than the lowest quotation must be documented and retained on 

file for audit purposes. 
• Approval of the Program Supervisor is required. 
• Approval of the General Manager is required if the expenditure was not originally 

included in the approved annual budget for the MVCA. 

c) Purchases between $10,000 and $50,000: 

• Three written quotations required and retained on file for audit purposes. When three 
quotations are not available the reasons must be documented. 

• Reasons for accepting other than the lowest quotation must be documented and retained on 
file for audit purposes. 

• Approval of the Program Supervisor and the General Manager is required. 
• Approval of the Board of Directors is required if the expenditure was not originally 

included in the approved annual budget for the MVCA. 

d) Purchases $50,000 and above: 

• Goods and/or services exceeding $50,000 must be obtained by public tender. 
• The appropriate Program Supervisor is responsible for preparing the tender package, 

including detailed specifications. 
• Tenders must be routed to the appropriate Program Supervisor or his/her designate who will 

log and safeguard all tenders received. 
• Tenders shall be opened in the presence of a Tender Opening Committee comprised of the 

Program Supervisor, General Manager, one additional staff person at the level of senior staff 
and an administrative support person. 

• Approval of the Board of Directors is required before awarding of the successful tender and a 
motion to approve must be recorded in the MVCA’s official minutes. 

• Reasons for accepting other than the lowest tender must be documented. 
• A summary of the tenders and the reasons for accepting other than the lowest tender must be 

retained on file with the Secretary-Treasurer for post-audit purposes. 
• MVCA Signing Officers shall sign the appropriate documents as required. 

4. Responsibilities of Authorized Buyers 

a) The General Manager must: 
• Ensure that purchasing policies and principles are followed. 
• Ensure that purchasing limits and authorizations are adhered to. 

b) The Program Supervisor must: 
• Ensure that funds are available in the approved current year budget for the purchase of 

goods and/or services. 
• Ensure that the necessary quotations and approvals are obtained as outlined under 

Purchasing Limits and Authorization. 
• Ensure that the goods and/or services are received and are satisfactory. 



 

• Ensure that the Invoice Approval Stamp has been completed in full on the Invoice including 
calculation and coding of applicable GST and that the Stamp has been signed off with approval 
for payment. 

• Ensure that the invoices are in accordance with the goods and/or services received. 
• Ensure that accounting staff are notified when payment of the invoice is to be withheld. 

c) The Accounting Staff must: 
• Prepare a Purchase Order if requested by the Program Supervisor. 
• Ensure that every invoice received has been stamped with the Invoice Approval Stamp. 
• Ensure that all invoices are circulated to Program Supervisors in a timely fashion upon 

receipt. 
• Ensure that calculations and account coding on the Invoice Approval Stamp by the Program 

Supervisor have been verified for correctness and that appropriate signatures to authorize 
payment have been made. 

• Ensure that the invoice is paid prior to the date due. 

5. Invoice Approval Stamp Process 

Invoices are handled in the following manner: 
• The invoice is received, stamped with the Invoice Approval Stamp and the date received filled in 

by administrative staff. All calculations and totals on the invoice are verified for correctness by 
administrative staff. The Invoice Approval Stamp contains the following information: 

Date Inv Received      
Date Goods Received   Approved for Payment _     
Supervisor Approval    
Codes  Amount      

                                                          

Total Approved    
Extensions Checked     
Date Invoice Paid    
Cheque #     

• The invoice is given to the Program Supervisor for completion and signing off when 
payment is to be made. 

• Upon receipt of the invoice by the accounting staff, the signatures, calculations and coding 
are verified and the invoice is entered into the accounting system for payment. 

• Cheques are issued to ensure that due dates are adhered to. 

6. Use of Purchase Order Forms 

Purchase Order forms are available from the Accounting Department and will be prepared when 
requested by staff or a vendor. Purchase Order forms are in four parts and numbered sequentially. Use 
of the four part form shall be as follows: 

• First part (white) to supplier. 

• Second part (yellow) to Program Supervisor. 
• Third part (gold) and fourth part (pink) to the accounting staff. 



 

7. Use of Corporate Credit Cards 

Corporate credit cards are available for limited use by staff when purchasing requires mail order or 
credit card confirmations. Corporate credit cards are not intended to avoid or bypass appropriate 
purchasing or payment procedures, but to complement existing procedures. 
Corporate credit cards are issued to the Chairman, General Manager, Secretary-Treasurer and one 
Canadian Tire Commercial Master Card is available for limited use by Operations staff. The limit on 
each corporate credit card is $2,000.00. 

a) Cardholder responsibilities include: 
• Using the credit card in accordance with the guidelines set out in this policy. 
• Security of the card and ensuring that documents bearing the card number are kept in a 

secure location with controlled access. 
• Taking every precaution to avoid unauthorized use of the card. The credit card number must 

not be faxed or emailed at any time and the credit card number is only to be provided for 
internet purchases if it is known to be a secure site. 

• The cardholder must immediately notify the Secretary-Treasurer if the credit card is lost or 
stolen. 

• Obtaining original receipts for each purchase and reconciling the receipts with the 
monthly credit card statement prior to the due date to avoid late payment charges. 

• The Cardholder is responsible for the vendor search and selection, product/service specification, 
quality, quantity, price negotiation and resolving any problems arising from the purchase 
including returns and disputed charges. 

• Upon transfer of position with the Conservation Authority or termination from the 
Conservation Authority, the cardholder shall return the credit card to the Secretary- 
Treasurer for immediate cancellation of the card. 

8. Authority For Cheque Signing 

Upon preparation of all cheques by accounting staff, the following limitations will apply with respect 
to cheque signing: 

• The signing officers of the Authority shall be the Chair, Vice-Chair, General Manager and the 
Secretary-Treasurer. 

• The Secretary-Treasurer or General Manager together with the Chair or Vice-Chair shall sign all 
deeds, transfers, assignments, contracts or legal obligations on behalf of the Authority, and the 
corporate seal shall be fixed to such instruments as require same. 

• Cheques up to and including $25,000.00 will require two signatures from any of the following four 
individuals: Chair; Vice-Chair; General Manager; Secretary-Treasurer. 

• Cheques in excess of $25,000.00 will require two signatures in any of the following combinations: 
Chair/Vice-Chair; Chair/General Manager; Chair/Secretary-Treasurer; Vice-Chair/General 
Manager; Vice-Chair/Secretary-Treasurer. 

9. Disposal of Surplus Goods 

The General Manager or designate shall have the authority to sell, exchange or otherwise dispose of 
goods declared as surplus to the need of the MVCA and where it is cost effective and in the interest of 
the MVCA to do so, items or groups of items may: 



 

• Be offered to other public agencies. 
• Be sold by external advertisement, formal request, auction or public sale. 
• Be advertised internally to employees for sale and sealed bids will be received with award 

to the highest bidder. 

Obsolete or surplus goods may be sold or traded to the original supplier or others in that line of 
business where it is determined that a higher net return will be obtained. 

A reserve price may be established where it is deemed appropriate. 

The disposal of goods must be in accordance with current environmental procedures and in a 
responsible manner. A recommendation for safe disposal shall be obtained from the MVCA’s Joint 
Health and Safety Committee prior to disposal of hazardous materials. 

In the event that all efforts to dispose of goods by sale are unsuccessful, the Operations Supervisor will 
be directed to dispose of such items in an appropriate manner and document the disposition. 

  



 

Appendix 6 – Accounting for Tangible Capital Assets (Jan 1,  2008) 

1. Purpose 

The purpose of this policy is to set out the procedures used by the Authority to track and report tangible 
capital assets. Accounting for tangible capital assets will follow standard PS 3150 Tangible Capital Assets as 
per the CICA Public Sector Accounting Handbook. 

2. Definitions 

“Tangible Capital Assets” are non-financial assets having physical substance that: 
• are held for use in the production or supply of goods and services, for rental to others, for 

administrative purposes or for the development, construction, maintenance or repair of other 
tangible capital assets; 

• have useful economic lives extending beyond one year; 
• are used on a continuing basis; 
• are not for resale in the ordinary course of operations; and 
• meet the capitalization threshold. 

“Capitalization Threshold” is the minimum dollar value for which this policy will apply. Capital assets that 
do not meet the capitalization threshold will be expensed in the period. 

“Betterments” Subsequent expenditures on tangible capital assets that: 
• increase previously assessed physical output or service capacity; 
• lower associated operating costs; 
• extend the useful life of the asset; or 
• improve the quality of the output. 

“Fair Value” is the amount of consideration that would be agreed upon in an arm’s length transaction 
between knowledgeable, willing parties who are under no compulsion to act. 

“Capital Lease” is a lease with contractual terms that transfer substantially all the benefits and risks 
inherent in ownership of property to the Authority. For substantially all of the benefits and risks of 
ownership to be transferred to the Authority, one or more of the following conditions must be met: 

• There is reasonable assurance that the Authority will obtain ownership of the leased property by 
the end of the lease term. 

• The lease term is of such duration that the Authority will receive substantially all of the economic 
benefits expected to be derived from the use of the leased property over its life span. 

• The lessor would be assured of recovering the investment in the leased property and of earning a 
return on the investment as a result of the lease agreement. 

“Amortization” Write off of the cost of a tangible capital asset over its estimated useful life. Amortization is 
charged to expense in the current year and accumulated amortization is shown as a reduction from the 



 

cost of tangible capital assets to arrive at net book value. Straight line amortization is calculated as cost 
divided by the useful life.  

3. Policy Procedures 

1. This policy is effective January 1, 2008. 
2. Asset categories will be determined as required by the Secretary-Treasurer. Asset categories 

established at the time of this policy are: 
a. Land and land improvements 
b. Buildings 
c. Leasehold improvements 
d. Dams 
e. Roads and bridges 
f. Furniture and fixtures 
g. Equipment 
h. Vehicles 
i. Computer hardware 

3. Amortization rates will be determined as required by the Secretary-Treasurer. Amortization rates will 
be based on the useful lives of asset categories. Amortization at the established rate will commence in 
the year of asset acquisition. Amortization rates established at the time of this policy are: 

Land and land improvements n/a 
Buildings 40 years straight line 
Leasehold improvements Straight line over the lesser of lease 

term or useful life 
Dams 40 years straight line 
Roads and bridges 40 years straight line 
Furniture and fixtures 10 years straight line 
Equipment 10 years straight line 
Vehicles 5 years straight line 
Computer hardware 5 years straight line 

4. Capitalization thresholds will be determined as required by the Secretary-Treasurer. Capitalization 
thresholds established at the time of this policy are: 

Land and land improvements All 
Buildings $10,000 
Leasehold improvements $10,000 
Dams $10,000 
Roads and bridges $10,000 
Furniture and fixtures $1,000 
Equipment $2,500 
Vehicles $5,000 
Computer hardware $1,000 



 

Capitalization thresholds are based on single assets. Major assets need not be broken down into 
components. Similarly, minor assets need not be pooled. 

5. Betterments and capital leases are to be treated as tangible capital assets. 
6. Acquisitions of tangible capital assets must be authorized by the General Manager or designate. 

Tangible capital assets to be acquired shall be flagged and recorded as such through the acquisition 
process. 

7. The Secretary Treasurer is responsible for maintaining an asset register. The asset register would 
include: acquisition date, description, cost, asset category, amortization rate, asset location, and asset 
identification (e.g. serial number). 

8. Tangible capital assets should be recorded at cost plus all ancillary charges necessary to place the asset 
in its intended location and condition for use. 

9. For purchased assets, cost is the gross amount of consideration paid to acquire the asset. It includes all 
non-refundable taxes and duties, freight and delivery charges, installation and site preparation costs, 
etc. It is net of any trade discounts or rebates. The cost of land includes purchase price plus legal fees, 
land registration fees, transfer taxes, etc. Costs would include any costs to make the land suitable for 
intended use, such as pollution mitigation, demolition and site improvements that become part of the 
land. When two or more assets are acquired for a single purchase price, it is necessary to allocate the 
purchase price to the various assets acquired. Allocation should be based on the fair value of each 
asset at the time of acquisition or some other reasonable basis if fair value is not readily determinable. 

10. For acquired, constructed or developed assets, cost includes all costs directly attributable (e.g., 
construction, architectural and other professional fees) to the acquisition, construction or development 
of the asset. Carrying costs such as internal design, inspection, administrative and other similar costs 
may be capitalized. Capitalization of general administrative overheads is not allowed. Capitalization of 
carrying costs ceases when no construction or development is taking place or when the tangible capital 
asset is ready for use. 

11. Borrowing costs incurred by the acquisition, construction and production of an asset that takes a 
substantial period of time to get ready for its intended use should be capitalized as part of the cost of 
that asset. Capitalization of interest costs should commence when expenditures are being incurred, 
borrowing costs are being incurred and activities that are necessary to prepare the asset for its 
intended use are in progress. Capitalization should be suspended during periods in which active 
development is interrupted. Capitalization should cease when substantially all of the activities 
necessary to prepare the asset for its intended use are complete. If only minor modifications are 
outstanding, this indicates that substantially all of the activities are complete. 

12. For donated or contributed assets, the costs that meet the criteria for recognition are equal to the fair 
value at the date of construction or contribution. Fair value may be determined using market or 
appraisal values. Cost may be determined by an estimate of replacement cost. Ancillary costs should be 
capitalized. 

13. Disposals of tangible capital assets must be authorized by the General Manager or designate. When 
tangible capital assets are taken out of service, destroyed or replaced due to obsolescence, scrapping 
or dismantling, the General Manager or designate must notify the Secretary Treasurer of the asset 
description and effective date. The Secretary Treasurer is responsible for adjusting the asset registers 
and accounting records recording a loss/gain on disposal. 



 

Appendix 7- Reserve and Reserve Fund Policy (July 2022) 

1. General 

a) A resolution of the Board is required to establish and close a reserve and reserve fund. 

b) Every reserve and reserve fund should have a stated purpose, a target balance, identified funding 
source(s), and a projected end date (if applicable.) 

c) A resolution of the Board is required to make a contribution to, withdrawal from, and to make a 
final distribution from a reserve and reserve fund. 

d) The Treasurer shall invest reserves and reserve funds while ensuring adequate liquidity to meet the 
needs of Board-approved budgets, financial plans, and capital plans. 

2. Operating Reserve 

e) The purpose of the operating reserve is to: 

i) provide for day-to-day cashflow management; 

ii) accommodate moderate unplanned expenditures and revenue shortfalls; 

iii) implement short-term initiatives without creating undue burden on the municipal levy; and 

iv) provide the Authority with cash-on-hand to seize opportunities to make progress on projects 
within the Corporate Strategic Plan when funding opportunities arise and a financial 
contribution is required. 

f) During preparation of the annual budget, a risk-based approach will be used to establish a target 
year-end balance for the Operating Reserve.  Using current year data: 

i) Sum the following: 

(1) Total payroll cost for 2 pay-periods. 

(2) 2-months of the 3-year running-average annual expense (non-capital.)   

(3) 3-months of the average payroll burden per employee.   

(4) 6-months of the average payroll burden per employee.   

(5) 50% of the annual payroll of grant-subsidized positions.   

(6) 25% of the annual payroll of fee-subsidized positions.   

(7) 25% of the sum of all insurance deductibles. 

ii) Add AND subtract 10% of the sum to provide a target range. 



 

g) The operating reserve will be funded primarily by year-end surpluses, but may be funded by other 
sources to support delivery of specific programs and services and to maintain the target balance. 

h) The rationale for deviating from, and an approach for re-establishing the desired target range 
should be prepared when the Board considers: 

i) drawdown of the Operating Reserve below the target range; and 

ii) building the Operating Reserve above the target range. 

3. Restricted Reserve Funds 

i) Restricted reserve funds may be established for the purpose of: 

i) Carrying out projects identified in Board-approved plans and strategies; 

ii) Acquiring, rehabilitating, enhancing, and replacing tangible capital assets (TCAs); and 

iii) Supporting delivery of Category 1, 2 or 3 programs and services. 

j) Water and erosion control asset reserve funds should have a balance equal to or greater than 50% 
of the approved 8-year capital program, up to a maximum of $500,000 per project.  For projects 
greater than $500,000, add the annual cost to carry 50% of the project cost at 5% interest paid 
monthly, amortized over 20 years. 

k) All other reserve funds established for TCAs should have a balance equal to or greater than the 
approved 5-year capital program for those assets, or as specified in Table  

l) Table 1 identifies restricted reserve funds approved by the Board. 

 



 

 

Table 1:  Board-approved Restricted Reserve Funds 

  

                                                            
1 To be completed upon update of the 10-year Capital Plan in fall 2022. 
2 With the exception of the MOK Museum building.  The purpose of this fund will require update in advance of January 1, 2024. 
3 As of July 2022, funds in this account were obtained solely through the sale of Authority land that had been acquired using provincial funds (i.e. Glen Cairn property.)  As such, use of 
funds in this account must be approved by the province in accordance with provincial polies. 
4 This would allow for dollar matching of grants, hiring consultants, and/or the temporary hiring of staff to complete priority projects of the organization. 
5 Previously known as the “Museum Building & Art” reserve. 

Fund Name Purpose Funding Source(s) Target Balance1 End Date 
Category 1     

1) Building Rehabilitation and enhancement of the HQ building and 
works yard. 

Annual and special 
levy; and op surplus 

 n/a 

2) Conservation Areas Implementation of CA Master Plans and the 
rehabilitation, replacement, and enhancement of assets 
at CAs.2 

Annual and special 
levy; and op surplus 

 
n/a 

3) Information and 
Communications Technology 

Acquisition, enhancement, rehabilitation and 
replacement of hardware, software and peripherals. 

Annual and special 
levy; and op surplus 

 n/a 

4) Priority Projects Board-approved projects eligible for provincial grants 
under Section 39 of the Act.3 

Above, and land 
dispositions 

2x annual average 
payroll/ employee4 tbd 

5) Sick Pay To backfill a person on extended leave but not on long-
term disability. 

Operating surplus 
and annual levy 

Annual average 
payroll/employee n/a 

6) Vehicles Acquisition, rehabilitation and replacement of vehicles 
and related equipment (incl. boats and trailers.) 

Annual and special 
levy; and op surplus 

 n/a 

7) Water Control System Acquisition, enhancement, rehabilitation and 
replacement of erosion and water control structures 
and monitoring and measurement equipment  

Annual and special 
levy; and operating 

surplus 

 
n/a 

Category 2 & 3     
8) Non-passive CA Projects5 Implementation of the MOK Museum Strategic Plan, 

and other approved Category 3 plans. 
Operating surplus, 
grants, donations. 

 tbd 



 

 

Appendix 8 - Fee Policy and Schedule (December 2022) 

1. Purpose 

The purpose of this document is to describe the process for determining and implementing fees, and to 
set out the fees approved by MVCA’s Board of Directors.  These policies were developed in accordance 
with Section 21 of The Conservation Authorities Act (CAA) and Ontario Regulation 686/21, which allow 
for the charging of fees. 

2. Definitions 

“Category 1 Program and Service” Provincially mandated programs and services prescribed by 
Ontario Regulation 686/21. 

“Category 2 Program and Service” Municipal programs and services subject to Memoranda of 
Understanding (MOU) per Section 21.1.1 of the CAA. 

“Category 3 Program and Services” Community programs and services that may be subject to Cost 
Apportionment Agreements (CAA) per Section 21.1.2 of the CAA. 

3. Scope 

Table 2 sets out the types of programs and services subject to fees at MVCA. 

Table 2:  Programs & Services Subject to Fees by Category Type 

Program and Service Cat. 1 Cat. 2 Cat. 3 

a) Administration of Section 28 and 28.1 of the Conservation Authorities Act 
(CAA) including technical advice and studies. 

    

b) Response to legal, real estate and public inquiries regarding a CAA 
Section 28 and 28.1 and natural hazard inquiries under the Planning 
Act. 

    

c) Activities requiring a permit made pursuant to section 29 of the CAA.     

d) Review and commenting on applications under other legislation noted 
under O. Reg. 686/21 and associated inquiries. 

    

e) Access to Authority owned or controlled land for activities not requiring 
direct authority or another staff involvement. 

    

f) Municipal programs and services may include but are not limited to 
administering septic approvals and providing comment on Planning Act 
applications for technical and policy matters other than for consistency 
with natural hazard policies, such as related to natural heritage, storm 

    



 

 

Program and Service Cat. 1 Cat. 2 Cat. 3 

water management, or other matters requested by a municipality, 
county, corporation or individual. 

g) Extension Services (e.g. technical advice/implementation of erosion 
control measures, forest management/tree planting, wildlife/fisheries 
habitat management, management of forests/recreational land owned 
by others, technical studies.) 

    

h) Property rentals and recreational activities that are provided on land 
that is owned or controlled by the authority with the direct support or 
supervision of staff employed by the authority or by another person or 
body, or with facilities or other amenities maintained by the authority, 
including equipment rentals and renting facilities for special events. 

    

i) Community relations to help establish, maintain, or improve 
relationships between the authority and community members. 

    

j) Public education services to improve awareness of issues relating to the 
conservation, restoration, development, and management of natural 
resources in watersheds in Ontario. 

    

k) The provision of information to the public.     

l) The sale of products by the authority.     

m) Staff time and expenses for specific services not listed.       

4. Principles 

MVCA fees are set with consideration given to the following guiding principles: 

• Recover full-costs where feasible. 
• Balance user-pay principle with maintaining affordable access for all. 
• Harmonize fees with neighbouring conservation authorities in shared municipalities where 

feasible. 

5. Public Consultation 

MVCA will consult with the public a minimum of thirty (30) days prior to approving or amending the Fee 
Policy or Fee Schedule.  Notification shall consist of: 

• E-mail or direct mail to member municipalities and key stakeholder groups; 
• Posting proposed changes for comment on the MVCA website; and 
• Promotion of the web posting using social media. 

Comments received will be provided to the Board of Directors prior to consideration of any changes. 



 

 

6. Public Notification and Availability 

Following approval of new fees or fee policies, MVCA shall notify the public, member municipalities, and 
neighbouring conservation authorities of proposed changes no less than thirty (30) days before the 
changes take effect.  Notice shall consist of: 

• E-mail or direct mail to member municipalities and key stakeholder groups; 
• Posting proposed changes for comment on the MVCA website; and 
• Promotion of the web posting using social media. 

The MVCA website shall be updated as needed to ensure that posted fee policies and fee schedules are 
current and consistent with the Board’s direction. 

7. Review of Fees 

The fee policy will be reviewed a minimum of once every four years, and the fee schedule will be 
reviewed annually by MVCA staff to monitor their effectiveness.  Any proposed changes will be brought 
to the Board of Directors for consideration, normally in the fall during development of the annual 
budget.  This does not preclude the review and update of individual schedules as needed to fulfill the 
operational needs of the Authority. 

8. Collection of Fees 

Payment of fees for programs and services can be made: 

a) in person at the MVCA administrative office during posted business hours;  
b) over the telephone during posted business hours; 
c) using direct mail; 
d) using e-transfer; and 
e) through an MVCA-approved organization and process. 

Fees to be collected shall be based upon the fee schedule in effect on the date of the financial 
transaction.  MVCA will not commence processing of applications, program registrations, or other 
service requests until all applicable fees have been received in full. 

9. Refund of Fees 

MVCA may issue refunds when: 

• MVCA cancels a program or service or is otherwise unable to fulfill its service obligation; 
• A payee is overcharged or overpays; and 
• A payee cancels registration within pre-set timelines. 



 

 

MVCA does not issue refunds for permit and planning services unless the application or service request 
is withdrawn before action is taken by the Authority.  Where a refund is approved by the General 
Manager or designate, a 10% handing charge may apply. 

10. Fee Appeals 

Appeals shall be submitted in writing to the General Manager and state the reason for the request.  The 
General Manager may contact the appellant or others to enable proper consideration of the appeal.  
The General Manager may waive, uphold, or alter the fee.  The decision of the GM is final, and is not 
appealable to the Board of Directors.  Applicants will be notified of the GM’s decision and shall pay any 
and all stipulated fees. 

11. Implementation 

The Fee Policy and Schedules becomes effective as of the date set by the MVCA Board of Directors and 
shall be made available to the public on the MVCA website. 

The establishment of this Fee Policy and Schedules supersedes and replaces all previous fee policies 
and/or schedules. The Policy also applies to proposals not previously invoiced (e.g. planning applications 
that predate the new fee schedule.) 
  



 

 

Schedule "A" Fees - Planning Advisory Program 
 

Planning Application Type 

Fee for "natural hazards", 
"natural heritage" & water 

quality and quantity matters & 
on-site services review (when 

required) 
Official Plan Amendments (OPA) 
• Minor 
• Major (private applications associated with 

urban expansion and/or major development 
 

 
$820 

$4,000 

Zoning By-law, Amendments, 
Minor Variance Applications 
Site Plan — Single Residential 

$410 

Site Plan 
• Minor (Small commercial less than 0.8 ha, 

additions up to 200 sq. m.) 
• Major (Multiple Res., Commercial, 

Industrial, Institutional) 

 
$1,120 

 
$2,790 

Consent to Sever (per application) 
Clearance of Conditions (Severance or Variance) 

$500 
 

$185 
Plan of Subdivision/Condominium 
(To provision of Conditions of Draft Approval) 

$4,120 

Clearance of Conditions for Subdivision 
egistration (per phase) $2,070 

Draft Plan Approval Revisions 
(alterations to site/plan layout) $2,070 

Draft Plan Extensions 
(original conditions about to lapse) $4,120 

• Reactivation (all application types) – 50% reactivation fee based on the current schedule after two years of 
dormancy 

• A screening fee of $125.00 will be charged for written responses to address minor issues. 
• Fees are associated with Municipal Memorandums of Understanding and the Provincial One Window 

review service for natural hazards, natural heritage, water quality and quantity issues. 
• All fees are exclusive of the Technical Review Fees (see Schedule C) which are charged on a per issue 

basis in addition to the fees outlined in Schedule A. 
• All fees must be received PRIOR to the release of written comments to an approval authority. 
• The CA reserves the right to charge additional fees in the event that the review requires a substantially 

greater level of effort than normal, additional site visits etc. OR where additional processing past the initial 
submission period is required. 



 

 

Schedule "B" Fees - Development, Interference with Wetlands and Alterations to Shorelines 
and Watercourses 

Application Type Description Fee 

Culvert/Bridge 
(Water Crossing) 

Replacement (same dimension) ≤30 m and ≤ 1 m dia. $280 

Replacement (different dimension) or new ≤ 1 m dia. $665 

1 m diameter - 3 m diameter $1,040 

> 3 m diameter $2,050 
Infrastructure Modification (bridges with span <25 m) $1,040 
Infrastructure Modification (bridges with span >25 
m, storm water management pond) $2,685 

Resurfacing $280 

Superstructure or abutment works $665 

New bridge $2,685 

Fill Placement 
Fill Placement 

(m³) (including 
septic beds) 

Fill placement < 100 m³ $280 

Fill placement > 100 m³ – 500 m³ $685 

Fill placement > 500 m³ - 1000 m³ $1,075 

 Fill placement > 1000 m³ - 2000 m³ $2,115 

Buildings 

Auxiliary building/structures and additions with a 
total gross floor area <20 m² 

 
$280 

Auxiliary buildings/structures and additions with a 
total gross floor area between 20 m² and 100 m² $665 

Auxiliary buildings/structures and additions with a 
total gross floor area >100 m² 

New residential dwellings 

New single unit commercial/institutional building 

$1,075 

Multiple Residential units, Institutional, 
Industrial or Commercial Building $2,765 

 

  



 

 

Application Type Description Fee 

Shoreline Work & 
Watercourse 
Alteration 

Shoreline alterations, erosion protection, 
channelization ≤ 30m 

$280 

Shoreline alterations/protection >30m and < 100 m 

Private residential and/or non-municipal 
agricultural drain cleanout 

$665 

Shoreline alterations/protection, 
channelization 100 m - 500 m $1,040 

 Shoreline alterations/protection, 
channelization > 500 m  $2,050 

Docks Shoreline disturbance > 2 m and/or total surface > 20 m² 
$280 

Wetland 
 
Development 
/Interference within 
30m and 120m of a 
Provincially 
Significant Wetland or 
non-evaluated 
wetland 

Minor review $280 

Area affected ≤ 0.5 ha $665 

Area affected > 0.5 ha and ≤ 1.0 ha $1,040 

Area affected > 1.0 ha and ≤ 2.0 ha 
$2,050 

Municipal Drain Maintenance (DART Protocol) $95 

Screening Fee & Written Advice $125 

Permit Amendment with minor changes to proposal or site conditions $125 

S. 28 Application Review Hearing 

 

 

 

 

$400 
 
 
 
 

 

Major Projects (ex. Minister’s Zoning Order, applications that include several 
technical studies, >500 m shoreline work or watercourse realignment, 
development or interference with >2 ha wetland, subdivisions over 10 lots, fill 
placement over > 2000 m3 / > 2.0 ha). 

           

$5,525 

Issuance of new permit with no changes to proposal or site conditions will be reduced by 50% 

Security Deposit Minor $1,000 

Major $2,000 

 



 

 

Property Inquiry 

For written responses to legal, real estate and 
related financial (including CMHC) inquiries by 
landowners or others on their behalf for 
property inquiry letter; includes flood plain map 
(where applicable) and photocopy costs. 

File Search Only 

(10 business days) 
$280 

Expedited Search 

(3 business days) 
$385 

With Site Inspection $465 

 
Note: 
• Permit Application fees where the only change in the original application is the time 

frame will be reduced by 50%. 
 

 

  



 

 

Schedule "C" Fees - Technical Report Review 
 

Technical reports are routinely prepared by qualified professionals in the fields of water 
resources engineering, hydro-geological investigation, site servicing, geotechnical engineering, 
environmental assessments, ecology and planning. Such experts are familiar with profession 
standards and provincial and local requirements in such matters. 

 

Report Review (1st Submission) Development Type Fee 

Normal Review (20 business days) 
• Flood plain hydrology analysis 
• Geotechnical reports (unstable soils 

and slopes) 
• Wetland hydrology impact analysis 
• Environment impact studies 
• Stormwater management 
• Grading and drainage plan 
• Aquatic habitat assessment/fish 

habitat impact 
• Hydrological assessment 
• Groundwater and terrain analysis 
• Headwater Drainage Feature 

Assessment 

Development area 
<0.5 hectares 

$460 

Development area 
0.5 hectares - 
< 2 hectares 

$900 

Development area 
> 2 hectares - < 
5 hectares 

$1,890 

Development area 
> than 5 hectares $2,945 

Major Projects Hourly 

Additional Reviews Hourly 

Aggregate Resources Act Application Reviews  
(plus Schedule C fees as applicable) $4,000 

Written Technical Response to Inquiry  
(1 Letter with O. Reg. 153/06 Map) $30.00 

 
NOTE: 

• Technical report review services are tracked per file on an hourly basis. Where 
reviews exceed the standard allocation review time, or require multiple submissions 
and re-reviews, MVCA reserves the right to charge an hourly professional rate in 
addition to the initial fee. 

• Major projects are those with a high level of concern about the local environment, 
complex ecological, ground water and surface water interactions and which may 
require MVCA staff attendance at multiple meetings with proponents, consultants or 
public meetings to satisfy regulatory requirements. 

 



 

 

Schedule “D” Fees – Conservation Areas, Rentals, Programs and Administration 
(HST is in addition to all fees unless otherwise specified) 

 

Conservation Area Use Type Fee 

Conservation Area Use 
 

 
Day Pass* Purdon Donation Only 
Day Pass* Morris Island ³ $6 
Day Pass* Mill of Kintail ³ $6 
Seasonal Pass General ¹ $48 
Additional Car Pass $11 
Lost General Pass $11 

Mill of Kintail Rentals  
Cloister Area (Weddings) 780 
Picnic Shelter  

Per Day  $133 
Hourly $24 

Education Centre  
Per Day $133 
Hourly $24 

Gatehouse  
Per Day $212 
Hourly $38 
Community Groups 50% of rental fees 

Museum Tour Groups (per person) $3 
Night Sky Observatory (annual fee) $200 (2023 & 2024) 

Office Rentals  
Boardroom and Meeting Rooms   
Per Day $130 
Affiliated Groups2 FREE 
Office Space Work Station Per Month $104 

Staffing Fee for Rentals Per Hour $31.50 
*Day Pass Limited to 4 hours 
1) Seasonal Pass – only one vehicle pass be provided per annual pass; 
2) Affiliated Groups = meetings held at MVCA where MVCA staff participation/involvement is 
required and the Group objectives are in line with MVCA goals and visions; 
3) HST Included; 
4) HST Exempt. 



 

 

 
Administrative Task Type Fee 

Photocopies (Per page, 8.5”x11”)  

Black and white $0.35 

Colour $1.25 

Faxing $0.33 

Schedule "E" Fees – Stewardship Service 
Planting material Fee Rational 

All trees, shrubs, seedings and coco 
disks 

At cost, based upon average 
by material type 

Varies amongst suppliers and 
seasonally. 

Schedule "F" Fees – Permits for Class 2-5 Onsite Sewage Disposal Systems 

Application Type Description Fee 

Sewage System 

New Construction / 

Replacement 

Class 4 (Leaching Bed System) & Class 5 (Holding Tank) 

Residential  $910 
Commercial or Other Occupancies $1,175 
Class 2 & 3 Systems $445 
Class 4 Septic Tank Only $380 
Inspections (Subgrade, Partial Install, Squirt Height) $200 

Revisions to Existing Permit 

Major (e.g. Different Type of System, Different Location 
> 10 Meters) 50% of Fee 

Minor (e.g. Change Design Flow, Type of Treatment Unit) $200 
Administration (e.g. Change of Documentation only) $135 

Alteration to Existing System 
Major (e.g. Addition of Treatment Unit, Mantle) $380 
Minor (e.g. Level Header, Filter & Riser) $200 

Renovation / Change of Use 
Permits 

Renovation/Change of Use (OBC Part 10 & 11) $320 
Renovation/Change of Use (OBC Part 10 & 11) with Part 
8 Application $165 

 Property Clearance $165 



 

 

Application Type Description Fee 

File Search for Septic Records $165 
Lawyer’s Letters $165 

Renewals & Cancellations* 
Renewal & Review Fee $165 
Cancellation Within 12 Months of Issuance (refund) 

50% of Fee 

Permit to Demolish Permit to Demolish / Decommission a Septic System $165 

Clerical Surcharges* 
Operation & Maintenance Document Management Fee 
(Sec. 8.9 OBC) $11 

Planning 

Planning Comment (per lot for Subdivision Plan Review) $220 
Consent Application $330 
Additional Consent applications (same retained parcel) $150 

 

NOTES: 
*  If construction begins before a permit is issued a 50 percent (%) surcharge applies to all permits. 
*  A permit is valid for 12 months from the original date of issuance noted in permit. If lapsed, it 
may be renewed only once for a period of 12 months from the original date of expiry. 
*  Clerical surcharges are subject to HST 
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