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POLICY TITLE:
Annual Audit Policy
PURPOSE:

This policy meets the requirement of the Ministry of Health for an annual audit of the FHT’s operating and/or capital budgets. The audit is for the Ministry of Health funded portion of the books and includes the ASRER.
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POLICY:

The FHT Board shall ensure that an accredited, external auditor is engaged annually to produce audited financial statements.

PROCEDURE:
An auditor shall be selected and named each year at the Annual General Meeting of the FHT. 

The auditor shall be an arm’s length, accredited individual or firm.

The auditor shall be provided with the Ministry guidelines and instructions for a Family Health Team audit.  

The audit must be completed within 3 months following fiscal year-end as per the Ministry of Health and Long-Term Care’s requirement.
POLICY TITLE:
Budget Approvals and Reporting Policy
PURPOSE:

To provide guidelines for the preparation and monitoring of annual budgets, and to ensure the FHT meets its financial accountability and reporting obligations to its Board and to the Ministry of Health. It is recognized that budget approval from the Ministry of Health is often not received until 4 or 5 months into the fiscal year.
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POLICY:

Budget preparation is part of the FHT’s annual planning process.  A financial budget will be developed prior to the commencement of each fiscal year.  The budget will be approved by the Board of Directors and will be used to monitor and evaluate the financial status of the FHT throughout the fiscal year.  The Board of Directors reviews and approves financial statements in accordance with Board policy and within the parameters provided by its contract with the Ministry of Health.  Annual budgets should allow the FHT to meet its goals and successfully carry out its mandate within the community.

PROCEDURE:

The Executive Director shall prepare annually a budget for Board approval and for submission to The Ministry of Health, if required.

In the budgeting process, the operating and program costs, and a cost analysis of proposed new objectives are prepared.   Any budget developed must reflect the overall plan as reflected in the FHT’s Business Plan and funding guidelines provided by the Ministry of Health.  

The budget estimates are presented to the Board of Directors, with budget notes. The FHT shall operate under the financial parameters contained therein.

On a monthly basis, the Executive Director will compare actual results with the approved budget and will advise the Treasurer of any significant variances. The Executive Director will also recommend to the Board an action plan that will reduce or reverse significant ongoing negative variance.  The Board of Directors reviews the financial statements at least quarterly. 

POLICY TITLE:
Capital Assets Policy
PURPOSE:

The Ministry of Health provides guidelines on the accounting treatment of capital assets be consistent with accounting principles. This policy will ensure that the Family Health Team meets the requirements of the Ministry of Health for the treatment of capital assets.
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POLICY:

The Family Health Team shall adhere to the audit guidelines provided by the Ministry of Health and Accounting Standards for Not for Profit entities.
PROCEDURE:

The Family Health Team shall record the purchase of all capital assets and report these costs as current year costs in accordance with accounting standards for not for profit entities.

The capitalization policy shall only apply to capital assets purchased in excess of $2,500.

Capital assets shall be amortized annually at rates calculated to write-off the assets over their estimated useful lives as follows:

Leasehold improvements - 10 years straight-line

Furniture and equipment - 5 years straight-line

Capital Assets are kept in the clinic and the clinic is secured at night. Every effort will be made to secure FHT assets if taken off site. 
POLICY TITLE:
Investment/Banking Policy
PURPOSE:

This policy establishes guidelines for management of the FHT’s assets.
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POLICY:

The Family Health Team will maintain and abide by the investment/banking policies prescribed in its agreement with the Ministry of Health.  

PROCEDURE:

The Executive Director shall be responsible for ensuring that funds received from the Ministry of Health are invested as prescribed by the FHT’s contract with the Ministry.

Funds received shall be invested in an interest-bearing account in the name of the Family Health Team in a Canadian financial institution. Any interest earned on funds shall belong to the Ministry and shall be reported as required.

POLICY TITLE:
Cheque Signing and EFT approvals
PURPOSE:

To ensure the FHT meets its financial obligations in a timely manner and to provide checks and balances in financial management.
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POLICY:

All accounts from which funds are withdrawn require two authorized signatures, unless otherwise structured at the time of set up of the account.  

No staff or Board member will sign cheques made out in their name.

PROCEDURE:

1. All expenses shall be approved by the Executive Director in advance of cheque or EFT preparation. 

2. Cheques shall be produced regularly, but not less than once/month, for regular operating expenses, purchased services, and other corporate needs.

3. Two authorized signatures shall be placed on all cheques or EFT disbursements or as per the corporate By-law.

4. Cheques or EFTs over $10,000 shall be signed or approved by the Board Chair and other authorized Board signers as outlined in the By Laws.

POLICY TITLE:
Corporate Credit Card Use

PURPOSE:

To provide guidelines under which FHT staff and/or Board members may obtain and use a corporate credit card for FHT purchases.
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POLICY:

The FHT may have a corporate credit card to be used for the purchase of supplies and materials subject to the following guidelines:

· Use of the card and signatures required shall be governed by the agreement with the issuing financial institution

· Purchases on a credit card shall be subject to the same approval process as all other expenditures

· If the credit card is affiliated with a loyalty program, all points and rewards shall accrue to the Family Health Team

· Expenditures shall be paid in full upon receipt of monthly credit card invoices

· Purchases for the FHT shall not normally be paid for using personal credit cards.  In the event a personal credit card has to be used, reimbursement to the card holder shall be subject to the FHT’s expenditure approval process.

POLICY TITLE:
Purchasing Supplies and Resources

PURPOSE:

This policy shall provide guidelines for the purchase and recording of FHT supplies and resources.  
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POLICY:

The Family Health Team will be guided by purchasing protocols utilized by the Ministry of Health.  All invoices and payments shall adhere to accepted accounting principles.

PROCEDURE:

Expenditures less than $10,000:

All expenditures should have an accompanying invoice.  

Invoices must include:

· Payee name and address 

· Reason for payment/service delivered

· Dollar value for payment

· Current date

All invoices must be approved for payment by the Executive Director.  All approved expenditures must fall within the current year’s budget as approved by the Ministry of Health.  

In the absence of an invoice, a cheque requisition must be completed, including the details of the expenditure.

No invoices shall be paid by cash.

No cheques shall be made out to “Cash”.

Two signatures shall be required on all cheques 

Expenditures Greater than $10,000:

Three written quotations shall be obtained on planned purchases greater than $10,000.  

Under normal circumstances, the lowest quote shall be selected.

Invoices must include:

· Payee name and address 

· Reason for payment/service delivered

· Dollar value for payment

· Current date

All invoices greater than $10,000 must be approved for payment by two Board member signing officers.  All approved expenditures must fall within the current year’s budget as approved by the Ministry of Health and Long-Term Care.  

POLICY TITLE:
Records Retention
PURPOSE:

To ensure that official documents and records arising from the FHT’s operations are retained and preserved for documentation and future reference as set by the requirements outlined in the Income Tax Act and the Employment Standards Act.
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POLICY:

Following this policy will ensure that the FHT will comply with the requirements of the Federal and Provincial laws and audit requirements. 
DOCUMENTS

	1.0 Major Documents

	Retention Period

	· Minutes from Board/Council meetings
· Minutes of meetings of members (e.g. Annual General Meeting)
· Minutes of Managers and Staff meetings
· General Ledgers containing the summaries of the year to year transactions of FHT
· Special contracts or agreements necessary to understanding of the entries in the general ledger.
	Until seven (7) years after the date on the FHT is dissolved (Income Tax Act).

	
	

	
	

	
	


	
	

	
	

	
	

	2.0 Financial Documents and Records
	Retention Period

	· All financial books, records, related accounts and source documents, including sales invoices, purchase invoices, cash register receipts, formal written contracts, credit card receipts, deposit slips, bank statements, tax returns and payroll information


	Seven (7) years from the end of the last tax year to which they relate (Income Tax Act).

	
	

	3.0 Projects
	Retention Period

	· Adequate project and financial records


	Seven (7) years from the expiry of the funding period (National); 3 years from the end of the project (Provincial).

	
	

	4.0 Personnel Records
	Retention Period

	· All documentation related to the employee, including payroll


	Life of employment and three (3) years thereafter

All Pension files must be retained permanently

	
	

	5.0 Manager Files
	Retention Period

	· All documentation related to the employee

· All payroll information


	Three (3) year after termination of employee

	
	

	6.0 Administrative Records
	Retention Period

	· Contracts and Correspondence


	Five (5) years


DISPOSAL:

Once the FHT is no longer required to keep records, they will be disposed of as follows:

· Personnel records and confidential financial records will be shredded and deleted

· All other non-confidential materials may be discarded.

POLICY TITLE:
Use of Corporate Assets
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POLICY:

The Family Health Team will provide staff with the necessary tools to complete work (telephone, computer, internet access, office supplies etc.).  All equipment provided to employees remains the property of the FHT and/or the Clinic and is to be used as required for business purposes only. It is the responsibility of all staff members to make certain that the areas of work are kept in an orderly fashion and that equipment is clean and in working order at all times.  Any unauthorized use or abuse of these assets will be grounds for disciplinary action up to and including termination.

All personal spending on behalf of the Family Health Team must be pre-approved following approval limits set forth in policy.  The Family Health Team will reimburse employees for any expenses reasonably and properly incurred on behalf of the Family Health Team. Receipts acceptable to the Family Health Team or the management of the Clinic must be submitted within 30 days or more quickly at year end. All expenses shall be incurred in accordance with agreed budgets. 

An employee who is required to operate a personal vehicle in the course of employment is entitled to be reimbursed. Employees who use their vehicle for Family Health Team business are reimbursed at the current mileage rate set by the Canada Revenue Agency. 
To be reimbursed for mileage, employees submit an expense record of eligible mileage claim for each trip to include a description of the location of the travel. Normally, mileage expenses shall be calculated as though the trip started from and ended at the employee’s office.  However, when an employee starts a trip at other than his/her office, transportation costs shall be paid from point of origin to destination, OR office to destination, whichever is shorter.  When an employee finishes a trip at other than his/her office, transportation costs shall be paid from point of origin to final destination, OR his/her office, whichever is less.
Misuse of the Family Health Teams funds will be grounds for disciplinary action up to and including termination.
POLICY TITLE:
Staff Expenses
PURPOSE:

This policy ensures compliance with organizational and funder guidelines for reimbursement of expenses.
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POLICY:

The FHT shall reimburse staff for expenditures incurred in the process of meeting their job requirements according to procedures and limits established by the Board of Directors.  

PROCEDURE:

The Board shall establish the process for reimbursement of expenses and shall review it annually.

Reimbursement of expenses shall respect the limits and guidelines established by the Ministry of Health and Long-Term Care for such things as travel and meeting expenses while on business, vehicle allowance, employee training and development, and membership in professional associations.  

The FHT encourages employees to use TTC or a ride share business (such as Uber of Lyft) If not used, receipts for taxi fare or ride share receipts must be submitted. Receipts for TTC rides are not required.

Eligible Expenses

When travelling by personal automobile, mileage expenses will be reimbursed at the rate approved by the Board of Directors, such rate not to exceed the current rate allowed by Canada Revenue Agency. Long distance travel by rail, air or bus must receive prior approval.

Receipts must be provided in order to be reimbursed for the following types of expenses:

· Economy air, rail or bus fare

· Incidental travel by taxi

· Expenses associated with the use of a rented automobile (automobile rental must be pre-approved)

· Accommodation and registration expenses will be paid in accordance with the room rates/fees charged.  It is expected that all efforts will be made to book accommodation at a reasonable rate.  

· Meals and beverages.  

Ineligible Expenses

· Alcoholic beverages

· Expenses incurred by a spouse or companion

Claim Process

Costs for travel and accommodation must be pre-approved.

Expenses with accompanying receipts should be itemized and submitted to the Executive Director for reimbursement.

Expenses incurred by the Executive Director should be reviewed by the Treasurer as part of the quarterly review. The Treasurer will discuss questions with the Executive Director and if necessary, request that the funds be returned. The Treasurer will bring this expense issue to the Board if there is an inappropriate expense that is not paid back to the FHT. .  

POLICY TITLE:
Contracting for Consulting Services
PURPOSE:

This policy shall provide guidelines for the contracting of Consulting Services
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POLICY:

Inner City Family Health Team shall implement a competitive procurement process for all consulting services over $9,999 value of the contract. This includes contracts shared between the FHT and FHO. Consulting services refers to the provision of expertise or strategic advice that is presented for consideration and decision making. The requirements shall apply to all types of consulting services, including but not limited to:

i. Management Consulting

ii. Information Technology Consulting

iii. Technical Consulting

iv. Research and development

v. Policy Consulting, and

vi. Communication Consulting

An invitational competitive procurement process shall be used for services valued at $10,000 to $99,999. This process requires a minimum of three (3) qualified vendors to submit a written proposal in response to a written Request for Proposals. An open competitive procurement process shall be used for services valued at $100,000 or more.

Consultants shall not be paid for any hospitality, food, or incidental expenses. Travel expenses directly related to a consulting services assignment shall be reimbursed.

PROCEDURE:

1. The Board of Directors or the Executive Director will determine which consulting services may be required and will define the scope, objectives and estimated budget of the proposed assignments and determine the selection procedure to be followed.

2. The Executive Director will develop a Request for Proposals for the identified consulting services, which will include the criteria for evaluating the proposal.

3. For consulting services valued at under $100,000, the Executive Director will identify consultants or consulting firms that are qualified to perform the required services. A short list of a minimum of three (3) and no more than six (6) potential consultants or consulting firms will be prepared.

4. The Executive Director will forward the Request for Proposals to the identified qualified consultants or firms for projects valued at under $100,000.

5. The Executive Director will post a Request for Proposals for projects valued at over $100,000 on the MERX system or other public tender services.

6. The Executive Director will receive and open proposals received by the deadline date. Bids received after the deadline will not be opened.

7. The Executive Director, in collaboration with the other members of the FHT Board of Directors Executive Committee, or designates, will review the consulting proposals received based on the established evaluation criteria. The evaluation of consulting services proposals will be based on considerations including, but not limited to, experience in similar assignments, qualifications of key personnel proposed for the assignment, suitability and quality of proposed methodology and work plan, and projected budget.

8. The Executive Director will arrange for an interview with the leading consultant (s) or consulting firm(s). The Executive Director and Board of Director Executive Committee, or designates, will conduct the interview and will determine the successful candidate.

9. Upon a decision, the Executive Director will contact the successful consultant or consulting firm.

10. The Executive Director and the successful consultant or consulting firm will complete a contract for consulting services.
POLICY TITLE:
Corporate Governance

PURPOSE:

This policy shall provide guidelines for the lack of segregation of duties as well as the board’s oversight over the financial operations of the Family Health Team.
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POLICY:

Each month, the following documents and transactions must be approved and initialed by either the Treasurer or the Chair of the Board to ensure that the transactions are accurate. This is a detective control as there are very limited internal controls over the Executive Director’s ability to manage cash and payroll.

1. Monthly Bank Reconciliation

2. Monthly Credit Card Statements

3. Semi-Monthly Payroll Register

4. Bank transfers from/to the Family Health Organization or the Healthcare of Ontario Pension Plan initiated by the Executive Director.
PROCEDURE:

Each month the Executive Director will provide to the Board Chair or Treasurer the above documents for approval.
POLICY TITLE:
Petty Cash

PURPOSE:

This policy shall provide guidelines for the management and oversight of petty cash. 
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POLICY:

Petty Cash is kept in a locked file cabinet. The Executive Director and Clinical Manager each have a key. Petty cash is kept to reimburse employees for purchases made on behalf of the clinic. This could include food, office supplies, transportation. A receipt is required for every petty cash disbursement. 

PROCEDURE:

Every quarter, the Bookkeeper reconciles and enters all petty cash disbursements in Quick Books. Receipts and cash reconciliation are kept in with the annual financial documents.  

The Executive Director replenishes Petty Cash with a cheque written to Petty Cash of up to $400. It is cashed by a signing officer (usually Executive Director) at the Bank. Maximum cash on hand would be $500.00. If Petty Cash if to increase above $500, a deposit will be made of the excess into the FHT bank account.
POLICY TITLE: Accounting System
PURPOSE: 

This policy should provide guidelines on use of accounting system 

POLICY:

Accounting system should have controlled access limited to the Bookkeeper and Executive Director. Journal entries must be entered by the Bookkeeper and approved by the Executive Director. 

The software will be kept up to date.
The Board of Directors and Treasurer may access records in read only mode upon request. 
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