
THE CORPORATION OF THE TOWNSHIP OF PUSLINCH 
 

BY-LAW NUMBER 020-2017 
 

Being a by-law to adopt the Council, Committees and Other Appointments – 
Compensation, Benefits and Expense Policy and to amend By-law No. 016/12 and to 

amend By-law No. 013/16 and to Repeal By-law No. 014/16. 
 
WHEREAS the Municipal Act, S.O. 2001, c. 25, Section 270 (1) as amended, 
requires a municipality to adopt and maintain policies with respect to certain 
matters;  and 

 
WHEREAS one-third of the remuneration paid to elected members of Council 
continue to be considered as expenses incidental to the discharge of their duties 
as members of Council as per the provisions of Section 283 of the Municipal Act, 
2001; and 
 
WHEREAS Council deems it expedient to adopt a comprehensive policy 
regarding the Compensation, Benefits and Expenses payable to Council, 
Committees and Other Appointments. 
 
NOW THEREFORE the Council of the Corporation of the Township of Puslinch 
hereby enacts as follows: 

 
1. That the Council, Committees and Other Appointments – Compensation, 

Benefits and Expense Policy attached as Schedule A to this By-law is 
hereby adopted.  
 

2. That Schedule C to By-law No. 16/12 is hereby deleted. 
 

3. That Sections 16, 17, 21 and 22 of By-law No. 013/16 are hereby deleted. 
 

4. That By-law No. 014/16 is hereby repealed. 
 

READ A FIRST, SECOND AND THIRD TIME AND FINALLY PASSED THIS 15th 
DAY OF MARCH, 2017. 
 

 
 

____________________________  
Dennis Lever, Mayor 
 
 

      ____________________________ 
      Karen Landry, CAO/Clerk 
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Title: Council, Committees and Other Appointments – Compensation, 
Benefits and Expense Policy 

Date:  March 1, 2017 

Subject: Council, Committees and Other Appointments – Compensation, 
Benefits and Expense Policy 
File No. A09 EXP 
File No. C01 REM 

Policy Statement: 

The Township of Puslinch (“Township”) shall provide all Members of Council, Committee 
Members, and Other Appointments reasonable compensation, benefits (if applicable) and 
permitted expense reimbursement for carrying out their respective roles and responsibilities. 

Scope: 

This policy applies to all Members of Council, Committee Members, and other Appointments.  

Purpose: 

The policy outlined below addresses all financial provisions paid to Members of Council, 
Committee Members, and other Appointments for the carrying out of their respective roles and 
responsibilities.  

1. Compensation

1.1. One-third of the remuneration paid to elected Members of Council continue to be 
considered as expenses incidental to the discharge of their duties as Members of 
Council in accordance with the Municipal Act, 2001. All expenses not specifically stated 
in this policy are considered incidental to the Member of Council’s duties and are not 
reimbursable.  

1.2. The one-third tax free allowance indicated in Section 1.1 above shall be reviewed at a 
public meeting at least once during each term of Council as required in the Municipal 
Act, 2001. 

1.3. The following compensation amounts shall be adjusted annually by the cost of living 
increase approved through the budget process for staff for each year: 

 Annual compensation provided to the Mayor and Councillors.
 Per meeting compensation provided to Committee Chairs and Committee Members

(excluding Members of Council).
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 Per call compensation provided to Other Appointments including Poundkeeper,
Fence Viewer, Livestock Valuer, and Dog Control Officer.

2. Benefits (applicable to Members of Council, Excluding the Mayor)

2.1. Township Councillors shall be entitled to receive the following benefits which shall be 
provided, subject to carrier limitations, upon the same terms which are made available 
to the staff of the Township, including Extended Health Care, Hospital Semi-Private, 
Dental, Drug, Vision Care, and Out of Province Coverage. These benefits are provided 
until the end of the month in which the Member of Council attains the age of 70 or upon 
the date of leaving office.  

2.2. The Mayor is covered by the County of Wellington’s benefit program. 

2.3. When a Member of Council (excluding the Mayor) attains the age of 70, the premium 
that would be paid by the Township for benefit coverage shall be paid directly to the 
member of Council for the purpose of obtaining coverage and shall be treated as a 
taxable benefit. 

3. Expenses

3.1. The Township acknowledges and supports that all Members of Council, Committee 
Members, and Other Appointments incur various expenses when conducting Township 
business. The Township will reimburse the following permitted expenses: 

4. Equipment, Services, and Supplies (applicable to Members of Council)

4.1. At the commencement of each Term of Council, each member of Council will be 
provided with the equipment, services, and supplies as outlined below: 

 A laptop computer with a carrying case, one pointing device (mouse) and Township
supported software

 Township email account
 Business cards that meet the Township’s approved standards

4.2. Township equipment requiring replacement and/or service must be brought into the 
Township office. 

4.3. The technology equipment/software provided to Council remains the property of the 
Township and shall be returned to the Township when it is replaced with newer 
equipment or in the event that the Mayor or Councillor is no longer a Member of 
Council. 
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5. Mileage

5.1. Members of Council will be reimbursed for mileage outside the Township boundaries at 
the Township’s approved mileage rate when required to drive their personal vehicle for 
Township business purposes. A budget for mileage shall be included in the annual 
budget of Council.  

5.2. Committee Members and Other Appointments will be reimbursed for mileage at the 
Township’s approved mileage rate when required to drive their personal vehicle for 
Township business purposes. A budget for mileage shall be included in the annual 
budget of each Committee or the applicable cost centre. 

5.3. The following mileage expenses will not be reimbursed: 

 Meetings held within the Township’s municipal facilities.
 Attendance at social events (ie. open house, barbeque, fundraiser, awards,

ceremonial events, banquets, golf tournaments, etc.)
 Mileage for Township business conducted within the boundaries of the Township

(applicable to Members of Council).

5.4. The rate per kilometre will be set as follows: 

 An annual review of mileage rates shall be undertaken each year utilizing the
Canada Revenue Agency (CRA) per kilometre rates that are set at the end of
each year.

 The mileage reimbursement rate be set at $0.50 per kilometer unless an
adjustment to the rate is approved by Council through a report from the Director
of Finance/Treasurer or designate.

5.5. Mileage reimbursement shall be calculated at the Township approved rate and the 
driving distance where possible shall be calculated utilizing an odometer reading, 
Google Maps or a similar service. 

5.6. Mileage shall be calculated based on the kilometres from the individual’s normal work 
site, home or alternative location and returning to their normal work site, home or 
alternative location.  For multiple destinations on the same trip, mileage shall be 
calculated based on the kilometres from one destination to the next destination. Mileage 
is not reimbursable for the distance travelled from the individual’s normal work site to 
home or vice versa.  

5.7. When more than one individual is travelling to the same off-work site, it is encouraged 
that carpooling be utilized whenever possible. 
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6. Expenses Related to Conference/Seminar/Training Sessions

6.1. Conference, seminar, or training expenses for Members of Council and Committee 
Members are reimbursable and shall be itemized in the annual budget of Council and 
the Committee. Members of Council and Committee Members shall present at the time 
of budget the conference, seminar, or training session each member wishes to attend 
for the year. When a member attends a conference, seminar or training session, the 
member is required to provide a written or verbal report at a subsequent Council 
Meeting regarding the key takeaways from the session(s) attended.  

6.2. The reimbursable costs are outlined below: 

 Actual cost of registration fees.
 Use of a personal vehicle will be reimbursed at the Township approved mileage

rate but should be compared to the cost of economy air fare to determine the most
cost effective means of travel.

 Air travel costs will be reimbursed to a maximum of economy air fare.  For the
purpose of this policy, “economy air fare” shall mean the conference rate air fare
(if available) or the economy air fare which was generally available at the time
when travel arrangements were made.

 Ground transportation to and from the airport.
 Car rental use will only be reimbursed should there be no other alternative.
 Accommodation shall be paid at a single room rate or at the conference rate for

the duration of the event, plus one day travel when appropriate.
 Meals while attending a conference, seminar, or training session will be

reimbursed only if they are not included in the registration fees.

6.3. Conference, seminar, or training attendance is limited to Ontario unless otherwise 
approved by Council. 

6.4. Conference, seminar, or training attendance is limited to the following for Members of 
Council: 

 Two (2) municipal conferences per year in Ontario or one (1) outside of Ontario.
 Two (2) municipal training sessions per year in Ontario or one (1) outside of

Ontario.
 Conference, seminar, and training sessions must be itemized in the annual

budget of Council.

6.5. Conference, seminar, or training attendance must be pre-approved through the budget 
process by Council for Committee Members. 

6.6. Registration, accommodations and travel arrangements are to be made through the 
appropriate administrative support staff and paid with the Township credit card. 
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6.7. Third party billing is not permitted.  

7. Other Expenses

7.1. The following are reimbursable expenses (must be supported by original receipts) and 
shall be included in the annual budget of Council and the Committee: 

 Corporate Business Meal * (applicable to Council Members)
 Food or beverage items available to all invitees for Appreciation Night, Beef on a

Bun Event, and the Staff Barbeque event.
 Gratuities (within reason and no greater than fifteen percent)
 Parking fees for your vehicle while engaged in Township business
 Taxi, bus and train fares
 407 ETR trip toll charges. Reimbursement for 407 toll charges will be limited to the

trip toll charges and will not include any amounts related to the acquisition of a
transponder or related service fees.

* A Corporate Business Meal must be pre-approved by Council. A Corporate
Business Meal must show the name of the guest(s) and state the business
purpose or reason for the meeting/meal. The guest(s) does not include a
Township employee(s) or a Member of Council. A Corporate Business Meal
may include a luncheon or dinner event.

7.2. The Township is an inclusive employer and will reimburse accessibility related 
expenses required to carry out the responsibilities of the job. 

8. Expense Approval – General

8.1. An Expense Report (Template form provided by Finance) and a receipt of the actual 
vendor/business providing the goods/services must be submitted in order for a claim to 
be processed, unless provided otherwise by this Policy. The receipt must include the 
date, description of goods/services and breakdown of all costs. A credit card slip for any 
expense will not be accepted in place of a vendor’s receipt. 

8.2. The following expenses will not be reimbursed: 

 An expense for a spouse or companion
 Alcoholic beverages
 Cost of a fine
 Loss or damage to a vehicle
 Food or beverage items not identified as being permitted in this policy

unless an overnight stay is involved
 Telephone calls from a hotel room
 Personal entertainment expenses
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 Dry cleaning or alteration expenses for uniforms/clothing
 Community memberships
 Tickets for social events (ie. open house, barbeque, fundraiser, awards,

ceremonial events, banquets, golf tournaments, etc.)

8.3. The above list is a guideline and may not cover all possibilities of non-reimbursable 
items.  

8.4. Where a conference or other event is hosted out of the country, foreign exchange will 
be paid on actual costs and converted at the exchange rate prevailing at the time the 
costs were incurred. 

8.5. The appropriate signing authority shall be responsible for the approval of requests for 
payment/reimbursement of eligible expenses subject to completion of the Expense 
Report and supporting documentation.  All payment/reimbursement of eligible expenses 
are reviewed by the Director of Finance/Treasurer or designate prior to issuing a 
cheque. 

8.6. For the purpose of this policy, the signing authority shall be: 

Individual Incurring Expense Signing Authority 
Member of Council Director of Finance/Treasurer or CAO/Clerk 
Committee Member Deputy Clerk or Designate 
Other Appointee Director of Finance/Treasurer or CAO/Clerk 

8.7. An Expense Report is to be submitted to the appropriate signing authority by the 15th of 
the month following the month in which the expense was incurred. It will be at the 
discretion of the Director of Finance/Treasurer or designate if expenses submitted after 
this date will be approved. 

9. Accountability

9.1. The following steps set out the action(s) to be taken to resolve a dispute or 
extraordinary circumstance that may arise regarding reimbursement of expenses: 

 The appropriate signing authority shall meet with the Member of Council,
Committee Member or Other Appointee and make every reasonable effort
to resolve the matter.

 Where a matter cannot be resolved, the Director of Finance/Treasurer or
designate shall prepare a report to Council for its consideration.

9.2. The Director of Finance/Treasurer or designate shall report annually the Remuneration 
and Expenses paid to Members of Council. The Finance Department shall ensure that 
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the annual Remuneration and Expense reports and monthly expense reports for 
Members of Council are posted on the Township website.  
 

9.3. Upon submission of a signed Expense Report including all original receipts, Members of 
Council, Committee Members and Other Appointees warrant all claims are related to 
Township business and are eligible in accordance with this policy. 

 
9.4. The Council, Committees and Other Appointments – Compensation, Benefits and 

Expense Policy will be reviewed every five (5) years in accordance with the Township’s 
policy review schedule.  

 
10. Reference and Related Documents: 

 
10.1. Expense Report Template 
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Township of Puslinch
Expense Report

Updated March 1, 2017

I warrant that I have a valid 
driver's  licence and 
vehicle insurance Claimant's Signature Date (DD/MM/YY)
coverage.

Approval Date (DD/MM/YY)

Item 
No.

Date 
(dd/mm/yy) Destination/Explanation Daily Travel 

(km) From (Location) To (Location)
Includes 
return km 
(Yes/No)

1

2

3

4

5

6

7
Total Kilometers -              

Rate/km 0.50$          
Total Mileage -$            

Item 
No.

Date 
(dd/mm/yy)

Total Expenses 
(including taxes)

General 
Ledger 
Account 
Code

1

2

3

4

5

6

7

Totals -$  

Total $ Amount Due  $ -   

Business Travel Detail

Check if the above 
is not applicable

Name of Claimant: Surname, First NameFrom (dd/mm/yy) To (dd/mm/yy)

Business Expense Detail (Attach all original and itemized invoices/receipts)

Item Description
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