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Register in advance for webinar: 

https://us02web.zoom.us/j/82709754685?pwd=aXGF0VtowsTypgOMsY2Ryd82dn6wVF.1 

 
Meeting ID: 827 0975 4685 

Passcode: 141873 
 

Dial by your location 
+1 778 907 2071  
+1 438 809 7799  
+1 587 328 1099  
+1 613 209 3054  
+1 647 374 4685  
+1 647 558 0588  

 
Find your local number:https://us02web.zoom.us/u/kHTW1tJeh 

 

A G E N D A 
 

DATE:  May 13, 2025 
MEETING: 7:00 PM   

      
≠ Denotes resolution prepared   

 
1. Call the Meeting to Order  

2. Roll Call 

3. Moment of Reflection  

4. Confirmation of the Agenda ≠   

5. Disclosure of Conflict of Interest  

6. Consent Agenda ≠ 
6.1 April 8, 2025 Planning and Development Committee Meeting Minutes  
 

7. Delegations  
7.1. Specific Interest (Items Listed on the Meeting Agenda)  

https://us02web.zoom.us/j/82709754685?pwd=aXGF0VtowsTypgOMsY2Ryd82dn6wVF.1
https://us02web.zoom.us/u/kHTW1tJeh
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7.1.1.   None 
 
7.2. General Interest (Items Not Listed on the Meeting Agenda) 
7.2.1.   None 

 
8. Notice of Public Meetings/Hearings 

8.1.   None 
 

9. Reports 
9.1. Land Division (Consents) 

9.1.1. B11-25 (KUR) – Kuruvilla, Jacob – 4059 Sideroad 20 S, Township of 
Puslinch ≠ 

 
Proposed severance is 56m fr x 150m = 0.84 hectares, existing agricultural use for 
proposed rural residential use. 
 
Retained parcel is 29.4 hectares with 468m frontage, existing and proposed agricultural 
use with existing dwelling and barn. 

 
RECOMMENDATION: 
 
That Report D10-2025-002 entitled Consent Application D10/KUR be received; 
and 
 
Whereas the Township has reviewed the proposal to create new rural residential 
lot along Sideroad 20 South for the purpose of providing its comments to the 
approval authority, the County of Wellington Land Division Committee; and 
 
Whereas the request for consent to convey includes a proposed severed vacant 
land of 0.84 ha, 56 m of frontage, depth of 150 m; and the retained parcel being 
29.4 ha, 290 m of frontage on Concession 1 Road, with an unoccupied barn, 
manure storage, dwelling and 2 sheds; and 
 
Therefore, the Planning and Development Advisory Committee, in consultation 
with Township staff, recommend that the Township submit the following 
comments to the County Land Division Committee for consideration: 
 
That the Township of Puslinch Planning and Development Advisory Committee 
recommends approval of the application subject to the following conditions: 
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1. That the Owner satisfy all the requirements of the Township of Puslinch, 
financial and otherwise (included but not limited to Taxes paid in full and 
Consent Review/Condition Clearance Fee and Safe Access Clearance 
Fee) which the Township of Puslinch may deem to be necessary at the 
time of issuance of the Certificate of Consent for the proper and orderly 
development of the subject land; and further, that the Township of 
Puslinch file with the Secretary-Treasurer of the Planning and Land 
Division Committee, a letter of clearance of this condition. 
 

2. That the Owner obtain zoning compliance for the proposed severed parcel 
and proposed retained parcel including and not limited to item 2.1 to be 
demonstrated to the satisfaction of the Township of Puslinch; and further 
that the Township file with the Secretary-Treasurer of the Planning and 
Land Division Committee a letter of clearance of this condition. 

 
a. That the Owner demonstrates MDS I compliance for barn located at 

property municipally known as 4048 Sideroad 20 South; and 
further, that the Township of Puslinch file with the Secretary-
Treasurer of the Planning and Land Division Committee, a letter of 
clearance of this condition. 
 

3. That any fees incurred by the Township of Puslinch for the review of this 
application will be the responsibility of the applicant; and further, that the 
Township of Puslinch file with the Secretary-Treasurer of the Planning and 
Land Division Committee, a letter of clearance of this condition. 
 

4. That the Owner provides a predevelopment site plan to the satisfaction of 
the Township of Puslinch, denoting the existing (if applicable) and 
proposed driveway, buildings, well and on-site septic field locations to 
ensure the site will accommodate development of a single dwelling 
residence. Provide dimensions to illustrate compliance with setback 
requirements. 

 
9.2. Zoning By-law Amendment Applications 

9.2.1 None 
 

9.3. Staff Reports 
9.3.1. PDAC-2025-001 – Minor Variance Questionnaire   
9.3.2. PDAC-2025-003 – Finance and Budget Training 
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10. Correspondence 
10.1. None  

 
11. New Business 

 
12. Adjournment ≠  
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M I N U T E S 

 

DATE:   April 8, 2025 

MEETING: Following Committee of Adjustment 

 

The April 8, 2025 Planning and Development Advisory Committee Meeting was held on the 

above date and called to order at 8:00 p.m. via electronic participation and in-person at 7404 

Wellington Road 34, Puslinch.  

1. CALL THE MEETING TO ORDER 
 

2. ROLL CALL  

 
ATTENDANCE:   
 
PRESENT: 
Councilor John Sepulis, Chair 
Kim McCarthy 
Amanda Knight 
Chris Pickard 
Paul Sadhra 
 
ABSENT: 
None 
 
STAFF IN ATTENDANCE: 
Lynne Banks, Secretary/Treasurer 
Mehul Safiwala, Jr. Planner 
 

3. MOMENT OF REFLECTION 
 

4. CONFIRMATION OF THE AGENDA 

 

     Resolution No. 2025-010:                Moved by Committee Member Amanda Knight and 
                   Seconded by Committee Member Kim McCarthy 
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That the Committee approves the April 8, 2025 PDAC Agenda as circulated. 

CARRIED 

5. DISCLOSURE OF CONFLICT OF INTEREST: 

     None 

6.    DELEGATIONS  

     None  
     

7. CONSENT AGENDA 

 

     7.1  Approval of the Minutes 
      February 11, 2025 
 
Resolution No. 2025-011:                Moved by Committee Member Paul Sadhra and  

 Seconded by Committee Member Chris Pickard 

 
That the Planning and Development Advisory Committee approves the Minutes from the 
meeting held February 11, 2025. 

CARRIED  
 
 

8.  NOTICE OF PUBLIC MEETINGS/HEARINGS   
  None 
 

9. REPORTS   
     None 

 
    9.1. LAND DIVISION (Consents) 
           None   
  

  9.2 ZONING BY-LAW AMENDMENT APPLICATIONS         

  None 
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9.3.  Staff Reports 

       9.3.1  PDAC-2025-002 - 2022-2026 Committee Goals and Objectives 

 

     Resolution No. 2025-012               Moved by Committee Member Chris Pickard and            
                             Seconded by Committee Member Paul Sadhra 
 

That Report PDAC-2025-002 – 2022-2026 Committee Goals and Objectives be received for    
information; and 

 
That Committee Member Kim McCarthy be appointed to the Planning and Development   
Advisory Committee Sub-Committee – Housekeeping Recommendations.   

 
CARRIED.  

10. CORRESPONDENCE   
None  
 

11. NEW BUSINESS    
      None 

 
12.  ADJOURNMENT  
 

       Resolution No. 2025-013              Moved by Committee Member Amanda Knight and            
                             Seconded by Committee Member Paul Sadhra 
 
      That the Planning and Development Advisory Committee hereby adjourned at 8:08 p.m.   

 
CARRIED.  



REPORT D10-2025-003

TO: Planning and Development Advisory Committee Chair and Members of
Committee

PREPARED BY: Mehul Safiwala, Junior Planner

PRESENTED BY: Mehul Safiwala, Junior Planner

MEETING DATE: May 13th, 2025

SUBJECT: Consent Application D10/KUR (Kuruvilla)
4059 Sideroad 20 South
Part of Lot 20, Concession Gore
County File No. B11-25

RECOMMENDATION

That Report D10-2025-002 entitled Consent Application D10/KUR be received; and

Whereas the Township has reviewed the proposal to create new rural residential lot along
Sideroad 20 South for the purpose of providing its comments to the approval authority, the
County of Wellington Land Division Committee; and

Whereas the request for consent to convey includes a proposed severed vacant land of 0.84
ha, 56 m of frontage, depth of 150 m; and the retained parcel being 29.4 ha, 290 m of frontage
on Concession 1 Road, with an unoccupied barn, manure storage, dwelling and 2 sheds; and

Therefore, that the Planning and Development Advisory Committee, in consultation with
Township staff, recommend that the Township submit the following comments to the County
Land Division Committee for consideration:

That the Township of Puslinch Planning and Development Advisory Committee recommends
approval of the application subject to the following conditions:
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1. That the Owner satisfy all the requirements of the Township of Puslinch, financial and
otherwise (included but not limited to Taxes paid in full and Consent Review/Condition
Clearance Fee and Safe Access Clearance Fee) which the Township of Puslinch may deem to be
necessary at the time of issuance of the Certificate of Consent for the proper and orderly
development of the subject land; and further, that the Township of Puslinch file with the
Secretary-Treasurer of the Planning and Land Division Committee, a letter of clearance of this
condition.

2. That the Owner obtain zoning compliance for the proposed severed parcel and proposed
retained parcel including and not limited to item 2.1 to be demonstrated to the satisfaction of
the Township of Puslinch; and further that the Township file with the Secretary-Treasurer of
the Planning and Land Division Committee a letter of clearance of this condition.

2.1 That the Owner demonstrates MDS I compliance for barn located at property
municipally known as 4048 Sideroad 20 South; and further, that the Township of
Puslinch file with the Secretary-Treasurer of the Planning and Land Division Committee,
a letter of clearance of this condition.

3. That any fees incurred by the Township of Puslinch for the review of this application will be
the responsibility of the applicant; and further, that the Township of Puslinch file with the
Secretary-Treasurer of the Planning and Land Division Committee, a letter of clearance of this
condition.

4. That the Owner provides a predevelopment site plan to the satisfaction of the Township of
Puslinch, denoting the existing (if applicable) and proposed driveway, buildings, well and on-
site septic field locations to ensure the site will accommodate development of a single dwelling
residence. Provide dimensions to illustrate compliance with setback requirements.
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Subject Property Map

Summary of Agency/Staff/Public Comments:

1. Township Planning comments:

Regulation & By-law
Section

Required
(retained
parcel)

Proposed
(retained
parcel)

Required
(severed
parcel)

Proposed
(severed
parcel)

Minimum Lot Area 4 ha 29.4 ha 0.4 ha 0.84 ha
Minimum Lot
Frontage

120 m 290 m 25 m 56 m

Minimum Distance
Separation (MDS I)

N/A N/A Not provided
by applicant

410 m

Zoning Compliance –
Permitted Uses

Existing - Single
family dwelling,
Livestock
facility

No change Permitted –
Single family
dwelling

Single
Detached
Dwelling
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2. Conservation Authority: The Township did not received comments by the report publication
deadline.

3. County of Wellington Preliminary Planning comments: The Township did not received
comments by the report publication deadline.
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4. Safe Access: The Director of Public Works, Parks and Facilities has determined safe access can
be achieved for the property.

5. Source Water comments: No concerns.

6. Building comments: No concerns.

7. By-law Enforcement comments: No comments or concerns at this time.

8. Fire Prevention comments: No concerns.

9. Public comments: No comments received by the report publication deadline.

Conclusion

In conclusion, Township planning staff recommend that the Committee support approval of the
application with conditions as noted. Staff trust that this report will be of assistance to the
Committee in their consideration of this matter and, providing comments to the County Land
Division Committee accordingly.

Engagement Opportunities

Planning and Development Advisory Committee Meeting
Public Comment Period
Township Active Planning Map

Resources

Township Zoning By-law - Puslinch.ca/government/by-laws/Zoning
Wellington Official Plan - Wellington.ca/planning-development/official-plan-land-use
Interactive Mapping - Wellington.ca/business-development/maps-guides

- Grandriver.ca/planning-development/map-your-property
- Conservationhamilton.ca/regulated-areas-map-tool

Attachments

Schedule “A” Application
Schedule “B” Sketch
Schedule “C” Staff/Public/Agency Comments

https://puslinch.ca/wp-content/uploads/2025/04/Puslinch_ZBL_023-18_with_schedules_Full_Doc_April_2025.pdf
https://www.wellington.ca/media/file/wcop-july-2024pdf
https://experience.arcgis.com/experience/2c215613fd664fbb9128f70495d21d50
https://maps.grandriver.ca/web-gis/public/?theme=MYP&bbox=556395.483,4804039.9616,578137.199,4824192.891
https://maps2.camaps.ca/GVH/Index.html?viewerConfigUri=https%3A%2F%2Fmaps2.camaps.ca%2FGVH%2FIndex.html%3FconfigBase%3Dhttps%3A%2F%2Fmaps2.camaps.ca%2FGeocortex%2FEssentials%2FREST%2Fsites%2FHRCA_public%2Fviewers%2FReg_Map_Tool%2Fvirtualdirectory%2FResources%2FConfig%2FDefault
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Respectfully submitted, Reviewed by:

Mehul Safiwala
Junior Planner

Justine Brotherston
Interim Municipal Clerk





































From: Andrew Hartholt
Sent on: April 17, 2025 3:31:51 PM
To: Lynne Banks
Subject: RE: Consent application B11-25 - Kuruvilla
   

Lynne,
 
Given the size of the lot, the building department has no concerns. Please add the standard condition for the pre-
development plan.
 

Andrew Hartholt
Chief Building Official
Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 229  www.puslinch.ca
 
My work hours may not match yours, and I do not expect you to respond outside your working hours.
 

From: Lynne Banks <lbanks@puslinch.ca>
Sent: April 17, 2025 1:28 PM
To: Andrew Hartholt <ahartholt@puslinch.ca>; Jacob Normore <jnormore@puslinch.ca>; Jamie MacNeil <jmacneil@puslinch.ca>;
Mike Fowler <mfowler@puslinch.ca>
Subject: Consent application B11-25 - Kuruvilla
 
Hi Everyone –
 
I thought I sent this out, but just in case, attached is a consent application and supporting documents for your
review and comment.  Please provide comments by April 30th.
 
Thanks –
 
Lynne
 

Lynne Banks
Development and Legislative Coordinator
Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 226 Fax 519-736-5846 www.puslinch.ca
 

mailto:ahartholt@puslinch.ca
mailto:lbanks@puslinch.ca
http://www.puslinch.ca/
http://www.puslinch.ca/


From: Jacob Normore
Sent on: April 17, 2025 1:36:18 PM
To: Lynne Banks; Andrew Hartholt; Jamie MacNeil; Mike Fowler
Subject: RE: Consent application B11-25 - Kuruvilla
   

Hi Lynne,
 
By-law has no comments or concerns at this time.
 
Sincerely,
 

Jacob Normore
By-law Enforcement Supervisor, C.P.S.O.   
Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 215 Fax 519-736-5846 www.puslinch.ca
 
My hours may not match your working hours. If you received this email outside of
regular business hours, I do not expect an immediate response.

 
From: Lynne Banks <lbanks@puslinch.ca>
Sent: April 17, 2025 1:28 PM
To: Andrew Hartholt <ahartholt@puslinch.ca>; Jacob Normore <jnormore@puslinch.ca>; Jamie MacNeil <jmacneil@puslinch.ca>;
Mike Fowler <mfowler@puslinch.ca>
Subject: Consent application B11-25 - Kuruvilla
 
Hi Everyone –
 
I thought I sent this out, but just in case, attached is a consent application and supporting documents for your
review and comment.  Please provide comments by April 30th.
 
Thanks –
 
Lynne
 

Lynne Banks
Development and Legislative Coordinator
Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 226 Fax 519-736-5846 www.puslinch.ca
 

mailto:jnormore@puslinch.ca
mailto:lbanks@puslinch.ca
mailto:ahartholt@puslinch.ca
mailto:jmacneil@puslinch.ca
mailto:mfowler@puslinch.ca
https://us-west-2.protection.sophos.com/?d=puslinch.ca&u=aHR0cDovL3d3dy5wdXNsaW5jaC5jYQ==&i=NjY3NjQxZmZlNjE1MzgxZTM2ODdjMjc0&t=ZXdhQVhBc2t3alFKTE5nNDRvUmQxdGlKL3lmWW92cEs4S0gvVEFhdjY2bz0=&h=6c3350a6d1ac4031a646fcbab4385bbe&s=AVNPUEhUT0NFTkNSWVBUSVZPDX9bUGG9gTDxuYDQ1Bz7Hpc_UF0pPKKD_X3Voaa6aA
http://www.puslinch.ca/


From: Jamie MacNeil
Sent on: April 18, 2025 12:48:59 PM
To: Lynne Banks
Subject: Re: Consent application B11-25 - Kuruvilla
   

No issues from fire

   Jamie MacNeil
   Fire Chief
   Alt : CEMC
   Township of Puslinch
   7404 Wellington Rd. 34, Puslinch, ON N0B 2J0

                         P: 519-763-1226 Ext 301  www.puslinch.ca
 
 

 
My hours may not match your working hours. If you received this email outside of regular business hours, I do not expect an
immediate response
 
** Attention: There is zero tolerance for the harassment of Township staff. Any form of harassment of staff will not be
tolerated. Harassment of staff will result in service being terminated immediately.

From: Lynne Banks <lbanks@puslinch.ca>
Sent: Thursday, April 17, 2025 1:28 PM
To: Andrew Hartholt <ahartholt@puslinch.ca>; Jacob Normore <jnormore@puslinch.ca>; Jamie MacNeil <jmacneil@puslinch.ca>;
Mike Fowler <mfowler@puslinch.ca>
Subject: Consent application B11-25 - Kuruvilla
 
Hi Everyone –
 
I thought I sent this out, but just in case, attached is a consent application and supporting documents for your
review and comment.  Please provide comments by April 30th.
 
Thanks –
 
Lynne
 
Lynne Banks
Development and Legislative Coordinator

mailto:jmacneil@puslinch.ca
mailto:lbanks@puslinch.ca
http://www.puslinch.ca/


Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 226 Fax 519-736-5846 www.puslinch.ca
 

http://www.puslinch.ca/


From: Jeff Buisman
Sent on: April 17, 2025 11:35:34 AM
To: Lynne Banks
CC: Meagan Ferris; Thomas Freeman; Mehul Safiwala; Hailey Keast
Subject: RE: Consent Application B11-25 - Kuruvilla
Attachments: SEV LOT 21 (33750-24 Jacob) UTM 2010.pdf (883.48 KB)
   

This sender is trusted.

Lynne, good questions.  Thanks for letting us comment early in the process.
 
The tree line at the back is obvious. We are proposing to set the rear limit 30m in front of the tree line when we survey it.   I should
have probably added the note “rear limit to be set 30m from tree drip line”.   So the suggested distance of 150m deep for the
severance is based on air photos and considered to be approximate.  We generally find that we are within 5m accuracy.  Whether it is
145m deep or 150m deep is not very relevant.
 
As for the depth, the client would like a deeper lot, but more importantly, we feel that it blends in better with the lots in the area.  As
shown on the sketch, No. 3989 is a bit deeper (about 180m) and No. 4029 is 190m deep. So it matches the configuration of lots in the
area better.
 
Jeff Buisman, OLS

2106 Gordon Street; Guelph, ON; N1L 1G6
Office: 519-821-2763 X 225 
jeff.buisman@vanharten.com
www.vanharten.com
 
This communication is intended only for the party to whom it is addressed and may contain information which is privileged and/or confidential. Any other delivery, distribution, copying
or disclosure is strictly prohibited and is not a waiver of privilege or confidentiality. If you receive this communication in error, please notify the sender immediately by return electronic
mail and destroy the message. Please consider the environment before printing this email.

 
 
 
From: Lynne Banks <lbanks@puslinch.ca>
Sent: Thursday, April 17, 2025 11:11 AM
To: Jeff Buisman <Jeff.Buisman@vanharten.com>
Cc: Meagan Ferris <meaganf@wellington.ca>; Thomas Freeman <thomasf@wellington.ca>; Mehul Safiwala <msafiwala@puslinch.ca>;
Hailey Keast <Hailey.Keast@vanharten.com>
Subject: Consent Application B11-25 - Kuruvilla
 
Hi Jeff –
 

mailto:Jeff.Buisman@vanharten.com
mailto:lbanks@puslinch.ca
mailto:meaganf@wellington.ca
mailto:thomasf@wellington.ca
mailto:msafiwala@puslinch.ca
mailto:Hailey.Keast@vanharten.com
mailto:jeff.buisman@vanharten.com
https://us-west-2.protection.sophos.com/?d=vanharten.com&u=aHR0cDovL3d3dy52YW5oYXJ0ZW4uY29tLw==&i=NjY5MTRhZjQwMWRhN2MwNDEwMDkzMjc4&t=dnRyUjJiU2wxdGF6M0xLeGxONHNzQVJMczdGRmJKY0Vwa1c5T0krZUJyUT0=&h=9d05b2e843ef4fd28a276e651d4b220e&s=AVNPUEhUT0NFTkNSWVBUSVY-_GzbLsek14LO41HuwvKkkYqzYA393kT5A7A1CTYT0Q


We were doing a review of the above consent application and the question came up with respect to the size you
are proposing for the severed parcel.  In the past the Committee has questioned larger sized proposed severed
lot and I would expect the question will come up.  Also, can you confirm what the exact setback is for the severed
lot from the NE zone?  The sketch is showing +/-30m. 
 
Thanks –
 
Lynne
 

Lynne Banks
Development and Legislative Coordinator
Township of Puslinch
7404 Wellington Rd 34, Puslinch ON N0B 2J0
519-763-1226 ext. 226 Fax 519-736-5846 www.puslinch.ca
 

https://us-west-2.protection.sophos.com/?d=puslinch.ca&u=aHR0cDovL3d3dy5wdXNsaW5jaC5jYQ==&i=NjY5MTRhZjQwMWRhN2MwNDEwMDkzMjc4&t=TDRPa0hhemhiQTBFT2NKVzFSUXFIQW9RRTFiaGpZL29QQ0kvVkNpdWw1WT0=&h=9d05b2e843ef4fd28a276e651d4b220e&s=AVNPUEhUT0NFTkNSWVBUSVY-_GzbLsek14LO41HuwvKkkYqzYA393kT5A7A1CTYT0Q


COMMITTEE MEMO PDAC 2025-001 

 

TO:   Committee of Adjustment Members 

 

FROM:   Amanda Knight and Chris Pickard  

Members, Committee of Adjustment 

    

MEETING DATE: May 13, 2025   

 

SUBJECT: Minor Variance Questionnaire 
   
  

 

RECOMMENDATIONS 
 
That Committee Memo PDAC 2025-001 Minor Variance Questionnaire be received for 
information; and,  
 
That the Planning and Development Advisory Committee recommend that Council direct staff 
to include the following projects to be completed as part of the 2025/2026 Corporate Work 
Plan:  
 

1. Review and update of the Minor Variance Application Form in accordance with the 
recommendations outlined in the report; 

2. Review and update of the Minor Variance Application Process Guide in accordance 
with the recommendations outlined in the report; 

3. Review and update of the Building and Renovation Page in accordance with the 
recommendations outlined in the report.   

 
Purpose 
The purpose of this memo is to provide the Committee with feedback received regarding a 

questionnaire that was sent to applicants of previous Minor Variance applications for the purpose 

of improving processes and procedures related to the applications. 

Background 

On June 13, 2023 the Committee of Adjustment passed the following resolution, 

Sub-committee to draft a questionnaire for circulation to agents and/or property owners to be 

reviewed by staff and the Committee. Staff to provide a report regarding feedback received in 

December of each year. 
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 51 questionnaires were sent out, encompassing a two year period of Minor Variance applications 

with 9 responses received by end of December, 2024. 

The intent was that the sub-Committee and staff would analyze and summarize the results of this 

questionnaire and present those results to the Committee of Adjustment at the beginning of each 

calendar year, or at such other time as the Committee requests. For various reasons, this first 

such effort by the Committee was delayed.  The recommendations are to address how the 

process could potentially be approved, based solely on the feedback and its reasonableness.  The 

Committee will then make any appropriate recommendations to Council, and where Council 

approves the recommendations, the Committee and staff can implement the appropriate 

measures. 

Objective 

In an effort to ensure that the Township is conducting an effective and efficient Minor Variance 

application process, the Committee of Adjustment sub-committee members recommended that 

a questionnaire be created to obtain feedback from the public on their Minor Variance 

application experience.   

The Committee was also interested in gathering more information about the Minor Variance 

initiation process and the main catalysts for applications. The Committee self-identified the 

following categories: 

1. Complaint/enforcement related applications 

2. Proactive applications 

Targeted Audience 

The core audience that was suggested were agents and/or property owners who have been 

involved, in some capacity, in the Minor Variance application process, with the purpose of 

identifying participants with whom staff had been in most frequent contact with and would have 

the most first-hand experience. It was suggested that those who inquired about and/or started 

the process but did not see it through to completion be included within this audience, however, 

unless a minor variance application is submitted, this would be difficult to track.  

A secondary suggested audience was contractors and/or tradespersons involved in the planning, 

engineering and/or construction of the related project. Their insight into the Minor Variance 

Application process would be valuable to evaluate the reasonableness and practically of 

requested supporting documentation.  It should be noted that some of the agents acting for the 

homeowner were contractors or tradespersons and were included in the questionnaire 

circulation. 
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The questionnaire is attached to this memo as Attachment “A”.  A summary of the responses is 

attached to this memo as Attachment “B" 

Analysis of Responses 

Need for Minor Variance 

Four of the nine (4/9) responses indicated that the need for a minor variance was ‘reactive’; that 

is, the applicant or the applicant’s agent did not identify the need for a minor variance 

themselves, but that Township staff identified the need.  There is a small contradiction to the 

results of the third question, where respondents indicated that six of the nine (6/9) respondents 

relied on Township staff to identify the need for a Minor Variance.  Regardless, the conclusion 

that can be drawn is that staff are diligently identifying needs for Minor Variances but that 

applicants may not fully understand that a Building Permit or other similar approval may require 

a Minor Variance.  There is insufficient response information to the second question to offer a 

recommendation as to why applicants require retroactive relief. 

One respondent was unaware that the Zoning By-law would apply in this matter and complained 

regarding the level of fees involved for a matter they considered very minor; similarly, they were 

not aware of the natural environment characterization of their site.  It may be useful to more 

intentionally remind Township residents that the Zoning By-law applies to their properties, and 

includes matters such as how close sheds, propane tanks, swimming pool equipment, etc. can be 

to property lines. 

Recommendation: The sub-Committee recommends that: 

1. the Building Department add more information to their parts of the Township website to 

encourage applicants to review the Zoning By-law and self-determine their project’s 

compliance or non-compliance with the Zoning By-law prior to submitting an application, 

or to call for advice. Links to the interactive zoning map on the County website may be 

helpful 

2. the Township more intentionally advertise the applicability of the Zoning By-law to 

residents, to contractors, and to real estate agents. 

Ease of Application 

Four respondents found it easy to submit, four found it difficult to submit and one was neutral.  

In general, it seems that the professional planners found the process easy and individual property 

owners found the process more difficult.  There was one comment that complimented the 

Township on the quality of communications during the process, and the sub-Committee 

recommends that this support continue. 
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In reviewing the responses, there may have been misunderstandings in the ratings for ‘ease of 

submission’.  The rating number does not always correspond to the text comments.  For the 

purposes of this memorandum the numeric ratings are taken into account, but the next survey 

may want to assess the rating mechanism to support clearer responses. 

The survey contemplated the use of both paper and CloudPermit submissions, and as the 

Township has standardized on CloudPermit as the submission process, there are no comments 

or suggestions to make in this regard.  We make comments below regarding format and simplicity 

of the application. 

Seven of the nine (7/9) respondents found the deadlines easy to understand, while two of the 

nine (2/9) did not.  As the vast majority of respondents were satisfied, there are no 

recommendations to make in regard to changing that information. 

Six of nine (6/9) respondents felt that more information from the Township would be helpful, 

and most respondents use the Township website to get that information. 

Respondents included comments on the costs and the requirement for a Commissioner of Oaths.  

The requirement for the application to be witnessed by a Commissioner of Oaths is a legislative 

requirement and the sub-Committee has no comment on either that requirement or the level of 

fees. 

Two respondents suggested having a ‘minor’ minor variance process for the simplest requests, 

and one of the respondents suggested this could be at a reduced (or no) fee.  The sub-Committee 

suggests that having a separate process is not viable, but that a revised form could offer a solution 

to the simplest requests. 

Recommendation: The sub-Committee recommends three areas for potential improvement, 

based on responses from respondents: 

1. Consider reformatting the Minor Variance application form so that only the most basic 

and necessary information is requested for simple applications.  For example, consider 

making the MDS information a secondary form or appendix, with a statement in the main 

form as to whether or not it applies.  This may make it simpler for the non-professional 

applicant to understand and complete the form, and reduce the time demands on 

Township staff. 

2. Township staff should continue to refine the ‘Minor Variance Guide’ that staff have 

already produced, and which was most recently updated in January 2025; it is on the 

Township’s Planning and Development pages.  Consider adding a checklist to the Guide, 

such as a list of required documents…surveys, drawings, fees so that applicants have 

advance knowledge (to the extent possible) of the documentation needed; the sub-
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Committee acknowledges that some document requirements may only be determined 

after Township staff review the initial application.  Alternatively, add the checklist to the 

application.  Consider removing the imperial measurements component from the 

application and standardizing on metric to be consistent with the Zoning By-law. 

The availability of Township staff for consultation, guidance and support in preparing the 

Minor Variance applications be emphasized in the Township publications. 

Financial Implications 

None 
 
Attachments 

Attachment “A” – Questionnaire sent to Applicants/Agents 

Attachment "B” – Summary of Questionnaire Responses 
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Attachment “A” 

Proposed Questionnaire 

 

1. In the last 2 years you were involved in a minor variance application to the Township of 

Puslinch. Was this due to: 

a. Proactive planning such as knowing your initiative needed such planning approvals before 

you started construction. 

b. A Zoning By-law non-conformance was observed after the fact, and you needed to ask for 

retroactive relief? 

 

2. If the answer to Question 1.b. was yes, why did this non-conformance occur? 

a. Because you did not know the Zoning By-law applied to the matter? 

b. Because you relied on your contractor to know the Zoning By-law applied to your situation 

and you relied on them to follow the law? 

c. Because the non-conformance existed when you bought the property and you did not 

know at the time that there was a non-conformance? 

d. Other (please explain) 

 

3. How was the need for a minor variance identified? 

a. During the project planning process, such as by your designer or builder? 

b. During the Building Department’s review of the plans for a building permit? 

c. During an inspection of your property for other reasons, such as during construction? 

 

4. How easy was it to submit the minor variance application? Explain your answer. 

(insert sliding scale, 1 – 10: extremely difficult to extremely easy)  

5.  Timelines:   Did you understand the process and the timelines involved?  Please briefly explain 

your answer. 

6.  If you were also involved in a severance application that required a subsequent minor 

variance, did you understand the multistep process required for that to happen? 

7. Do you think the Township should provide more communication regarding the Zoning By-law 

and when a Minor Variance is required?  

(insert sliding scale, 1 – 10: extremely difficult to extremely easy)  

8. How do you typically search for Township information/what do you think is the most effective? 
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a. Social media (facebook, Instagram, twitter) 

b. Website 

c. Newspaper 

 

9. Are there any additional resources that would have assisted you through the process, such as: 

a. Minor Variance Checklist 

b. Minor Variance Guide  

c. Other: please offer your suggestions 
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Attachment “B” 

Summary of Questionnaire Responses 

 

Minor Variance questionnaire results 

In the last two years you were involved in a minor variance application with the 
Township of Puslinch. Was this due to:  

• Proactive application (e.g. Variance requirement identified prior to building permit 
submission) - 5 

• Reactive application (e.g. Variance requirement identified through Planning Act 
Application or Building Permit Application review) - 4 

 
How was the need of the minor variance identified?  

• By the agent or planner prior to application submission - 3 
• By Township staff during application review - 6 
• By Township staff during a site/building inspection 

. 
How was your application submitted?  

• Form on Township Website - 2 
• Paper Form - 1 
• CloudPermit - 6 

Note: As of March 2024 all Minor Variance Applications were required to submit 
applications through CloudPermit 
 
On a scale of 1-10, how easy was it to submit the minor variance application? (1 being 

extremely easy and 10 being extremely difficult).   4 easy, 4 difficult, 1 middle 

What aspects of the application process made it easier or more difficult?   

If more detailed information was requested by Township, application could have been 

expedited 

Ensuring data was correct.  Some issues regarding knowledge of process 

Too many questions in application for a simple structure replacement, questions were 

unrelated and fee was too high 

Had to attend at office to swear affidavit 

Great communication during process 

Provide as much info as possible 
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Question & answer information table 

Communication was easy, overall process was easy 

Easy to understand and follow 

 

Were the submission deadlines easy to understand?  Yes - 7     no - 2 

Do you think additional information would be beneficial from the Township regarding the 
Minor Variance process? 

• Yes - 6 
• No - 3 

 
How do you typically search for Township information?  

• Social media (Facebook, Instagram, X) 
• Township Website 8 
• Print Newspaper 1 
• Digital Newspaper 
• Township Newsletter (Sent bi-annually with property tax bill) 

 
What do you think is the most effective form of communication?  

• Social media (Facebook, Instagram, X) 
• Township Website - 8 
• Print Newspaper 
• Digital Newspaper 
• Township Newsletter (Sent bi-annually with property tax bill) - 1 

 

Are there any additional resources that would have assisted you through the process, 
such as:  

• Minor Variance Checklist - 4 
• Minor Variance Guide - 5 

Other – Minor variance category for small changes to avoid high cost and bureaucracy 

 

Were the submission deadlines easy to understand 

Yes – 8 

 No - 1 

 

 



REPORT PDAC-2025-003

TO: Planning and Development Advisory Committee

PREPARED BY: Mary Hasan, Director of Finance/Treasurer

PRESENTED BY: Mary Hasan, Director of Finance/Treasurer

MEETING DATE: May 13, 2025

SUBJECT: Finance and Budget Training

RECOMMENDATIONS

That staff report PDAC-2025-003 entitled Finance and Budget Training be received for
information.

Purpose

The purpose of this report is to provide the Planning and Development Advisory Committee
(“Committee”) with information regarding financial items specific to the Committee.

Background

The Township begins its annual budget process in June of each year to obtain Council’s
objectives regarding the overall direction of the proposed budget including the overall direction
of service levels.

As part of the budget process, the Township’s Advisory Committees must submit their 2026
budget requests for the year to support their goals and objectives as approved by the
Committee as a whole. The Committee’s approved budget proposal will be provided to Council
for consideration as part of 2026 budget deliberations.
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2025 Approved Capital and Operating Budget

There were no 2025 approved capital budget items applicable to the Committee. However,
Council approved the following projects pertaining to development in the Township:

 Development Charges Study Amendment – development charges (DC) funded; and
 Regionally Significant Economic Development Study Area Phase 2 (Residential) – grant

funded, DC funded, and discretionary reserve funded; and
 Development Standards Guidelines - DC funded and discretionary reserve funded; and
 External review of the Township's proposed amendments to the Township's Zoning By-

law's Home Industry Provisions, Short-term Accommodations, and Extractive Zone
Permissions.

Attached as Schedule A to this Report is the 2025 approved operating budget applicable to the
Committee.

2026 Proposed Capital and Operating Budget

Any new 2026 budget requests must include the following items which must be approved by the
Committee as a whole:

 Committee Memo
 Advisory Committee Goals and Objectives Proposal Form

The above two items including the Advisory Committee Goals and Objectives Standard
Operating Procedure is attached as Schedule B to this Report.

As of the date of publishing this report, no 2026 budget requests have been received.
Below is a chart the Committee may use to facilitate 2026 budget requests during an upcoming
Committee Meeting for the Committee’s approval. Supporting documents including a
completed Committee Memo and completed Advisory Committee Goals and Objectives
Proposal Form will be required to be submitted to the Committee Secretary for review with the
Municipal Clerk and Director of Finance/Treasurer prior to presenting this information to
Council for approval as part of 2026 budget deliberations. If there is a budget item that is not
connected to a current goal or objective this is also an opportunity for the Committee to add to
its goals and objectives for Council’s endorsement. In accordance with the Committee's Terms
of Reference, Committee's may only have two active goals/objectives unless authorized by
Council due a time sensitive initiative.
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# Project
Title

Description Related
Goal/

Objective

Priority
(High,

Medium
or Low)

Estimated
Project

Cost

One
Time/Continued

1.
2.

The Department Head or its designate is responsible for preparing base budget increase
requests (as applicable) or capital budget sheets (as applicable) pertaining to the new request
that has been approved by the Committee as a whole.

Summary of Budget Development and Control Policy

The Township adopted a Budget Development and Control Policy on October 27, 2021 to serve
as a guideline for the development and control of the Township’s annual budgets. The Budget
Development and Control Policy and information on current year and previous year approved
budgets is located on the Township’s website at Puslinch.ca/budget.

Outlined below is a high-level summary of information within the Budget Development and
Control Policy regarding the Ten Year Capital Budget and Forecast which may be applicable to
the Committee for any new 2026 budget requests:

 Capital budget sheets are prepared by Department Heads for current year proposed
projects and include a brief description of the project, explanation of the need for the
project, operating cost impacts, and any link to the Asset Management Plan, other
master plans, studies, inspections, etc.

Outlined below is a high-level summary of information within the Budget Development and
Control Policy regarding the Operating Budget Methodology which may be applicable to the
Committee:

 The base operating budget is prepared using the following methodology with focus on
the Township’s key initiatives as previously approved by Council:

o 2-years of historical data, current year to date data, and prior year approved
budget is reviewed when developing the proposed base operating budget.

o Consumer Price Index (CPI) adjustments for volatile commodity price shifts (ie.
fuel, natural gas, etc.).

o Unavoidable price changes as per contractual obligations (ie. insurance, etc.).
o Provincial or Federal funding announcements.
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o Efficiencies and cost savings achieved through new innovative approaches to
delivering services.

o Revenue and recovery amounts based on the approved User Fees and Charges
By-law.

 User fees and charges shall be automatically adjusted annually based on the CPI for
Ontario from May to May. When recommending a new user fee and charge or where
the pressure on user fees and charges indicates an alternate rate change over and
above the CPI inflation rate to ensure tax subsidization does not increase, the Township
will consider changes to the user fees and charges that closely reflect the actual cost for
providing the service while keeping in line with comparator municipalities.

 The Director of Finance/Treasurer or designate will determine and incorporate in the
base operating budget a cost of living adjustment for Council’s approval.

 Base budget increase requests are provided separately via a Base Budget Increase form
and require approval from the Chief Administrative Officer and Director of
Finance/Treasurer prior to being presented to Council. Base budget increase requests
are required if an operating line item expenditure is increasing due to a proposed new
project/initiative/service level/governing legislation. These requests are not
incorporated in the base operating budget. The Department Head must indicate
whether the base budget increase request is one-time or recurring.

Council, Committees and Other Appointments – Compensation, Benefits and Expense Policy

Council, Committees and Other Appointments – Compensation, Benefits and Expense Policy
including the Expense Report form and Conference Expense Guide are attached as Schedule C to
this Report.

Donation Policy

The Township adopted a Donation Policy on February 20, 2025 to serve as a guideline for
Donations that support Township projects, programs or services for purposes that are
consistent with the Township’s values, principles, and objectives.

Fundraising Campaigns may be established to raise funds to be donated to the Township to
support a particular Township project, program, or service. All Fundraising Campaigns require
the approval by Council in order to be established. The Township is currently accepting
donations for:

 Puslinch Community Centre Digital Sign Replacement
 Construction of the Killean School Bell Structure

These initiatives will be unveiled as part of the Township’s 175th anniversary at the 2025
Puslinch Community Showcase, Saturday October 4, 2025. Learn more at Puslinch.ca/175.



REPORT NO. PDAC-2025-003
Page 5 of 5

5

The Donation Policy and other relevant details regarding donations is located on the Township’s
website at Puslinch.ca/donate.

Financial Implications

Any new 2026 budget requests must include the following items which are to be approved by the
Committee as a whole prior to being provided to Council for consideration as part of 2026 budget
deliberations:

 Committee Memo
 Advisory Committee Goals and Objectives Proposal Form

The Department Head or its designate is responsible for preparing base budget increase
requests (as applicable) or capital budget sheets (as applicable) pertaining to the new request
that has been approved by the Committee as a whole.

Applicable Legislation and Requirements

Municipal Act, 2001

Attachments

Schedule A - 2025 Approved Operating Budget

Schedule B – Advisory Committee Goals and Objectives Standard Operating Procedure,
Committee Memo, and Advisory Committee Goals and Objectives Proposal Form

Schedule C - Council, Committees and Other Appointments – Compensation, Benefits and
Expense Policy including the Expense Report form and Conference Expense Guide



Department Account Type Account Description 2022 Actuals 2023 Actuals 2024 YTD 2024 Budget 2025 Budget
PDAC

Expenditures
01-0060-4001 Per Diems $4,240 $4,337 $4,677 $5,120 $5,274
01-0060-4200 Office Supplies & Equipment $0 $65 $40 $100 $100
01-0060-4308 Mileage $0 $0 $0 $150 $50
01-0060-4309 Professional Development $0 $400 $285 $500 $1,000
01-0060-4312 Meals $0 $0 $0 $50 $50
01-0060-4313 Travel - Accomodations & Parking $0 $0 $0 $200 $200

Expenditures Total $4,240 $4,802 $5,002 $6,120 $6,674
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SOP: Advisory Committee Goals and Objectives

Last updated: April 10, 2025

Department: Advisory Committees

Online form? No

Payment required? No

Staff responsible: Advisory Committees, Subcommittees, Committee Secretary

Purpose: Brief description of the department responsible and list the main job functions below:

 Review approved annual committee goals and objectives
 Develop a detailed proposal of how implementation of the goal or objective will be

achieved
 Provide a detailed break-down of budget implications if applicable
 The two different ways Committee goals or objectives are added to a Committee

workplan
 Limiting the number of Committee goals or objectives at any given times

Procedure:

1. Considerations when developing a detailed proposal:
o Review of the specific goal or objective.
o Has the demand or need been adequately established for the initiative? Provide

these details in the proposal.
o Are there legislative requirements that need to be considered and adhered to?
o Are there comparator municipalities offering something similar? This may not be

applicable to all initiatives but should be considered when developing the
proposal.

o Will any aspect of the initiative require Township funding? Are there alternatives
such as fundraising or grant options available? The committee secretary can
assist. If fundraising is recommended, be specific as to how fundraising will be
done and what Township resources are required.
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o Develop a detailed breakdown of the costs and include detail documentation for
any cost estimates.

o Consider sourcing options and whether any Township Policies such as the
procurement policy need to be adhered to. The committee secretary should
attend subcommittee meetings to provide this information.

o Does the initiative require marketing or advertising? Consider the Township
media platforms and/or Township events (Fall Fair, Puslinch Community
Showcase , etc.) and provide detail of how best to inform the community if
applicable. Include the cost of advertising if applicable.

o Will the initiative require staff resources? The committee secretary can assist.
Include how many hours per week, and how many staff.

o Will the initiative generate revenue? Provide details for revenue assumptions.
The committee secretary can assist with next steps if this is applicable.

o Will this be an expense each year or is this a one-time expense?

2. There are two different ways goals and objectives can be added to a Committee’s
workplan:

o Sub-committee writing a detailed goals and objectives proposal form for Council
to consider

o Council referring an item directly to the Committee

3. Once the goals and objectives have been approved by Committee and Council:
o If the item does not require funding, the subcommittee can work through the

initiative and report back to the committee at the frequency identified.
o If the item requires budget approval, the subcommittee can begin work once the

budget amount has been approved by Council.
o The committee secretary will work with their department head to complete

either a base budget increase request form (operating budget) or a capital
budget request form.

o The subcommittee will submit any quotes to the committee secretary who will
confirm the quote meets the approved proposal and budget amount in
collaboration with their department head, and ensure the purchase is in
compliance with the Township Procurement Policy.

o The committee member or committee secretary can then make the purchase. If
payment up-front is required, the committee secretary will use the corporate
credit card in accordance with Township policy. If the purchase can be invoiced,
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the committee member can proceed with the order once approved by the
committee secretary and department head. The committee member will then
provide the invoice to the committee secretary to ensure payment is made by
the Finance team.

o The committee secretary will report on the status of goals and objectives to
Council at year-end.

4. Committees are limited to a maximum of two goals or objectives at any given time:
o Goals and objectives referred by Council will be prioritized
o There is the ability to request special consideration from Council to permit more

than 2 active goals and objectives if there is a time sensitive matter the
Committee would like to work through
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COMMITTEE MEMO 

 

TO:      COMMITTEE NAME 
 
FROM:     COMMITTEE MEMBER NAME  
       
MEETING DATE:  MONTH DAY, YEAR   
 
SUBJECT:  NAME OF MEMO (e.g. Training Opportunities)  
    
   
 

RECOMMENDATIONS 

 
To be written by Staff if required and approved by Committee Member submitting memo.     
 
Purpose 

Indicate the purpose of the memo. Why is this subject being brought to the committee for 
consideration.  
 
Background 

Provide context to the memo. What events led to this subject being presented to the 
committee.  
 
Comments 

Provide any analysis of the subject or action items that are to be considered by the committee.  
 
Financial Implications 

Indicate  if  there  is  a  financial  implication  related  to  the  subject.  It  is  recommended  that 
committee  member’s  consult  the  Committee  Secretary  if  there  is  a  financial  implication 
associated with the topic of the memo.  
 
Attachments 

Indicate if there are any supporting materials to the memo such as presentations, pictures, 
applications, etc.  
 
Note: Memo’s must be provided to the Committee Secretary at least 48 hours prior to the 
agenda being published for review by staff. Agenda’s are posted one week before the 
meeting date.  

Schedule B to Report PDAC-2025-003



Township of Puslinch
Advisory Committee Goals and Objectives Proposal Form

Name of Goal/Objective:

Description of Goal/Objective:

Has the demand or need been adequately established for the initiative?

Yes

No

If yes, provide details supporting the demand/need for the initiative:

Are there legislative requirements that need to be considered and adhered to?

Yes

No

If yes, provide details of legislative requirements that need to be adhered to:
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Township of Puslinch
Advisory Committee Goals and Objectives Proposal Form

How will the initiative be funded? (Select all that apply)

Budget Request

Grant

Fundraising

Provide a description of how the initiative will be funded (e.g. If fundraising is recommended how will
the fundraising be done and what Township resources are required?)

Provide a detailed breakdown of the costs and attach documentation for any cost estimates.

Will this be an expense each year or will this be a one-time expense?

Expense each year

One-time expense
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Township of Puslinch
Advisory Committee Goals and Objectives Proposal Form

Provide how services or items for this project will be sourced. Consider if any Township Policies such as
the Procurement Policy need to be adhered to.

Does this initiative require marketing or advertising?

Yes

No

If yes, describe what marketing or advertising channels will be used (e.g. Social Media, Traditional or
Digital Advertising, Township Events, etc.) and provide detail on  why these channels are best to reach
the target audience. (Any costs associated with marketing or advertising should be included in the
detailed breakdown above. If an external advertisement is identified an external advertisement proposal
must be submitted as well.)

Will this initiative require staff resources?

Yes

No

If yes, describe the staff resources required. (Include how many staff and how many hours per week)
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Township of Puslinch
Advisory Committee Goals and Objectives Proposal Form

Will this initiative generate revenue?

Yes

No

If yes, provide details for the amount of revenue and indicate if there is a specific purpose proposed for
this revenue.

Will this goal and objective need special consideration from Council? Advisory Committees are
permitted to have two active goals and objectives at any given time. At the request of the Committee,
special consideration may be given by Council should a time sensitive initiative be brought forward while
the Committee has two ongoing goals/objectives.

Yes

No

If yes, provide details for the reasoning why more than two active goals and objectives are necessary.



 

 

 

 

 

Title:  Council, Committees and Other Appointments – Compensation, 
Benefits and Expense Policy 

 
Date:   December 18, 2024 through By‐law No. 072‐2024 
   
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. The  following  compensation amounts  shall  be  adjusted annually  by  the  cost of  living 

adjustment approved through the budget process for staff for each year: 
 

 Per meeting compensation of $125.46 provided to Committee Chairs or Acting Chair 
(excluding Members of Council) effective January 1, 2025. 

 Per meeting compensation of $109.87 provided to Committee Members (excluding 
Members of Council) effective January 1, 2025. 

 Per call compensation of $121.57 provided to Other Appointments effective January 
1, 2025. 
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Policy No. 2017‐001 
                    Township of Puslinch 

                    Corporate Policy 
Schedule A 

 

2 
   

1.2. The  following  annual  compensation  amounts  to  the  Mayor  and  each  Councillor  are 
effective January 1, 2025 and shall be adjusted annually by the cost of living adjustment 
approved through the budget process for staff for each year: 
 

 Annual compensation of $42,155.84 provided to the Mayor  

 Annual compensation of $22,112.04 provided to each Councillor  
 

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

2.1. Township Councillors and the Mayor 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,  Out  of  Province  Coverage,  and  Employee 
Assistance Program. These benefits are provided until the end of the month in which the 
Member of Council attains the age of 75 or upon the date of leaving office.  
 

2.2. The  Mayor  may  opt  to  receive  coverage  from  the  County  of  Wellington’s  benefit 
program. 
 

2.3. When a Member of Council attains the age of 75, 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. Members of Council shall request the completion of a T2200 – Declaration of Conditions 
of Employment Form after providing a draft, completed T2200 form to the Director of 
Finance/Treasurer for approval and signature, together with a brief statement outlining 
the types of expenses incurred and the basis for requesting the form T2200 (Template 
form provided by Finance). 
 

3.2. 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: 
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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 can be purchased by a Member 
of  Council  at  the  end  of  his  or  her  term  provided  that  the  technology 
equipment/software is removed from all Township networks and shared drives.  
 

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 Director of Finance/Treasurer or designate  is provided the delegated authority to 

apply an automatic annual adjustment to the mileage reimbursement rate based on the 
Canada Revenue Agency per kilometre rates that are set at the end of each year. 
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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.  
 

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.  
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 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.  
 

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, Fire and 
Rescue Services Hosted Event (ie. Beef on a Bun event), and Public Works, Parks 
and Facilities Hosted Event (ie. 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.   
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*   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 

 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 
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Report and supporting documentation.  All payment/reimbursement of eligible expenses 
are  reviewed  by  the  Director  of  Finance/Treasurer  or  designate  prior  to  issuing  the 
disbursement. 
 

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 

Committee Member  Deputy Clerk or Designate 

Other Appointee  Deputy Clerk or Designate 

 
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 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.  
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Claimant Signature:
Check if not applicable. From (mm/dd/yyyy)

   Date of Signature: To (mm/dd/yyyy)
CLAIMANT INFORMATION: (mm/dd/yyyy)

Name: Position:

Department: Manager:

Date
(mm/dd/yyyy) Hotel ($) Meals ($) Misc ($) From (Location) To (Location) Mileage (KM) x $0.72/km Total

-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$
-$ -$

-$ -$ -$ 0.0 -$
Total -$

APPROVAL SIGNATURE:

DATE OF SIGNATURE:
NOTES:

INSTRUCTIONS:

Township of Puslinch
Out of Pocket Expense Report

Description of Expense

I warrant that I have a valid driver's license
and vehicle insurance coverage.

(mm/dd/yyyy)

Updated: January 2025
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Conference Approval Process

Conference, seminar or training attendance must be pre-approved through the budget process by
Council.  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
Committee Meeting regarding the key takeaways from the session(s) attended.

If a Committee wants to amend the Approved Conferences for Committees as outlined below, the
Committee must complete an Advisory Committee Goals and Objectives Proposal Form for Council’s
approval through the annual budget process.

Approved Conferences for Advisory Committees

Heritage Advisory Committee

1. Ontario Heritage Conference (1-2 Members)
2. National Trust Conference (1-2 Members)

Recreation and Community Wellness Advisory Committee

1. 1. Parks and Recreation Ontario Conference or Ontario Parks Association Annual Parks
Education Forum (1-2 Members)

Planning and Development Advisory Committee

1. Ontario Association of Committees of Adjustment & Consent Authorities Conference (1-2
Members)

Youth Advisory Committee

1. Youth Leadership Conference (4-5 Members)

Conference Registration, Accommodation and Travel Arrangements

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

Registration, accommodations (at a single room rate or at the conference rate for the duration of the
event, plus one day travel when appropriate), and travel arrangements are to be made through the
appropriate administrative support staff and paid with the Township credit card. Third party billing is not
permitted.

Conference Travel

 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, bus fare, or train fare to determine the most cost-
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effective means of travel. 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.

 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.

 When more than one individual is travelling to the same off-work site, it is encouraged that
carpooling be utilized whenever possible.

 Parking fees for your vehicle while engaged in Township business are reimbursable, as required.
 407 ETR trip toll charges are reimbursable, as required. 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.

 If a personal vehicle is not the most cost-effective means of travel, ground transportation via
taxi, bus or train fare is reimbursable.

Other Conference Expenses

The following are reimbursable expenses and must be supported by original detailed receipts and shall
be included in the annual budget of the Committee:

 Meals while attending a conference, seminar or training session will be reimbursed only if they
are not included in the registration fees.

 Gratuities (within reason and no greater than fifteen percent).

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
 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.)

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

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

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 the disbursement.

The Expense Report is to be submitted to the appropriate support staff 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.

Upon submission of a signed Expense Report including all original receipts, Committee Members
warrant all claims are related to Township business and are eligible in accordance with the Council,
Committees and Other Appointments – Compensation, Benefits and Expense Policy
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