NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

North Bay-Mattawa Conservation Authority
Members Meeting for September 10, 2025
4:00 pm Hybrid meeting - In Person and Zoom
NBMCA’s Marc Charron Boardroom
15 Janey Avenue, North Bay, Ontario

AGENDA

Procedural Matters
1. Acknowledgement of Indigenous Traditional and Treaty Lands
2. Approval of the Agenda
3. Declaration of Pecuniary Interest
4. Adoption of Previous Minutes:
4.1 Adoption of Minutes of August 13, 2025
5. Correspondence
5.1 Correspondence from the City of North Bay dated August 21, 2025

Business Reports
6. Mattawa River Canoe Race 2025 Summary (Report #1)
7. Monthly Financials (Report #2)
8. Bonfield Township Property Matter Verbal update (Motion required)
9. Weather Stations (Report #3)

Other Business
10. Closed Meeting
10.1- Adoption of Minutes from Special Members Only Closed Meeting of August 13, 2025
10.2, 10.3, 10.4, 10.5 Client privilege including communications necessary for that
purpose and personnel matters about identifiable individuals
11. New Business
12. Adjournment

North Bay-Mattawa Conservation Authority is inviting you to a scheduled Zoom meeting.

Topic: NBMCA General Board Meeting

Time: Sep 10, 2025 04:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://usO6web.zoom.us/j/83839203115?pwd=0yzPdA0v9QqBBr3sWPqd37RrDdt49v.1
Meeting ID: 838 3920 3115

Passcode: 067269

One tap mobile+16475580588,,83839203115#,,,,067269# Canada



Correspondence item #1
09-10-2025

The Corporation of the
City of North Bay

L\ = 200 Mcintyre St. East
“‘% - North Bay, ON P1B 8V6
NORITH BAY

1925-2025

Thursday, October 9, 2025

Dear Rebecca Morrow, Deputy CAO:

Re: 2026 North Bay Mattawa Conservation Authority Budget

The City of North Bay has begun its annual budget process with the intent to have the
Preliminary 2026 Operating Budget, Preliminary 2026 Capital Budget, and the ten year 2027 —
2037 Capital Forecast available for City Council by November 10, 2025.

In order to meet our budget timelines, we are once again seeking your cooperation in providing
us with the following:

e By October 1, 2025 submit your Capital Forecast requests to the City identifying your
projected 10 year capital needs.

e By October 1, 2025, submit a briefing, describing details of any significant changes that
you anticipate may impact your 2026 Operating Budget and estimated municipal levy.

The Deputy Mayor would like to meet with you and your chair, and would like this scheduled the
afternoon of September 16, or September 18" or 19™. Please contact Crystal McLeod,
Financial Services, by email at crystal.mcleod@northbay.ca or by phone at 705-474-0626 ext
2251 to schedule your meeting. The Deputy Mayor would prefer an in-person meeting, but if
not possible, she can accommodate online meetings via Zoom or Teams.

As always, we are prepared to discuss ways in which the City can work together with all Service
Partners and share services to minimize the overall taxpayer burden.

We appreciate your cooperation and look forward to working with you and your Board to align

with Council’s requests.

Yours very truly,

Margaret Karpenko
Chief Financial Officer/Treasurer

cc: John Severino, Chief Administrative Officer
Maggie Horsfield, Deputy Mayor
Aaron Lougheed, Manager, Finance, NBMCA
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Report # 1
09-10-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

To: The Chairperson and Members of the Board of Directors

Origin: Paula Loranger, Community Relations Coordinator

Date: August 26, 2025

Report# /Subject: 25-COMM-01 - NBMCA’s Mattawa River Canoe Race

Background:

NBMCA'’s Mattawa River Canoe Race has been hosted by the North Bay-
Mattawa Conservation Authority since 1976. This longstanding event serves
as an excellent opportunity to showcase the natural beauty of our watershed
and highlight the unique offerings of our member municipalities. Many
paddlers return year after year, not only for race day, but also throughout
the seasons to experience and enjoy all that our watershed has to offer. One
hundred and two paddlers participated in 59 boats (canoe, kayak and SUP).

Analysis:

We received generous support from eleven sponsors who contributed a total
of $19,000, along with two additional sponsors who provided over $3,000 in
in-kind services. We received an additional $14,000 in fees and dinner ticket
sales.

The overall expenses to host the event was $25,750, which includes staff
salaries. Overall revenue to be put in the Mattawa River Canoe Race reserve
fund for 2026 is $7,250.

Year End 2024 Reserve (Audited) $7,264
2025 Revenue (Unaudited) $7,250
Anticipated YE2025 Reserve Total $14,514

Considerable effort went into promoting the canoe race across multiple
platforms and regions.



We shared a pre and post media release that was picked up the main local
news outlets, including North Bay Nugget, BayToday.ca, Report North Bay,
My North Bay Now, and the Mattawa Recorder.

We also did a radio interview with CBC Radio Canada, got a post-event
article in the Sudbury Star, and ran paid ads on Rogers Radio to help reach
even more people.

A promotional rack card was created and distributed by Tourism North Bay at
the Toronto Outdoor Adventure Show, a key event for outdoor and paddling
enthusiasts. Paddlers further supported outreach by hand-delivering the
cards to outfitters and outdoor retailers within their communities between
Bracebridge and Toronto.

We leveraged partnerships with several organizations to further amplify our
message. Northern Ontario Travel, Tourism North Bay, North Bay Amateur
Radio Club, the Ontario Marathon Canoe and Kayak Association, Kayak Sport
Canada, Conservation Ontario, See you on the River and even two Yukon
1000 participants and a participant in a race held in Hawaii contributed to
promotional efforts across their respective platforms and networks.

Social media - 32 posts/reels made by NBMCA on Facebook and Instagram

Posts 22
Reels 10
Views 45265
Reach 23322
Likes 705
Comments | 68
Shares 121

Social media - 9 posts/reels made by others (NBMCA tagged) on Facebook
and Instagram

Posts 4
Reels 5
Reach 6585
Likes 509
Comments | 32
Shares 120




The combined marketing efforts led to outstanding results. The event ranks
among the top five races in terms of participation, drew over 100 attendees
to the dinner, and attracted many spectators reflects the strong promotional
campaign and interest in the race.

A dedicated team of staff and volunteers played a key role in the success of
the event, including the support of a professional photographer who helped
capture the day. Mattawa River Resort provided a high-quality, well-received
dinner that was thoroughly enjoyed by all attendees.

Recommendation/Recommended Resolution:

That the Board receive and append to the minutes of this meeting.

Reviewed by:

Kris Rivard, CBO, Manager OSS
Aaron Lougheed, Manager, Finance



Report #2
09-10-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

TO: The Chairperson and Members of the Board of Directors
North Bay-Mattawa Conservation Authority

ORIGIN: Aaron Lougheed, Manager Finance
DATE: September 10, 2025
SUBJECT: July Financial Update Report

ANALYSIS:

Profit and Loss YTD Comparison — For the Period Ending July 31

Prorated YTD 2024 YTD Change to
2025 Budget Budget YTD Actual Actual LYTD %
Total Income 4,174,009 2,434,839 2,437,612 3,577,924 -32%
Total Expense 4,174,009 2,434,839 2,258,390 2,782,100 -19%
Net Ordinary Income 0 -0 179,222 795,824 -77%

RECOMMENDED RESOLUTION:
THAT the Members receive the July Financial Report for information and append
to the minutes of the meeting.

REVIEWED BY:
Management Team



Report # 3
09-10-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

To: The Chairperson and Members of the Board of Directors
North Bay-Mattawa Conservation Authority

Origin: Angela Mills, Water Resources Specialist
Date: September 10, 2025
Report #/ Subject: Climate Station and Stream Gauge Networks

Background:

There are four locations with existing rain gauge across the watershed,
however, none have data available in real-time to inform the Flood Forecast
and Warning. The spatial variability in precipitation also means that isolated
events, such as the downburst and excessive rain that fell in late June may
not be fully captured with the existing network. This network also informs
the Ontario Low Water Response program (monitoring for drought
conditions).

Analysis:

The Ecowitt Wi-fi Weather Station can measure wind speed, wind direction,
temperature, humidity, and liquid precipitation (i.e., rain but not snow).
These are economic stations that have an indoor console and outdoor sensor
array to be mounted on a 1” to 2” post away from obstacles such as
buildings and trees or anything that could impact readings (such as air
conditioners, high traffic roads, etc.)

By installing one in Corbeil, at the East Ferris Municipal office, the scientific
Ott Pluvio station that is being installed at the Corbeil Conservation Area and
the personal weather stations being proposed can be directly compared.
Additional stations are proposed for across the watershed. Staff require time
to coordinate with municipalities, scout for appropriate installation locations,
and determine what type of mounting equipment is needed (i.e., installing
free-standing posts or mounting to existing infrastructure) which will affect
installation costs.



Table 1: Summary of proposed climate station locations

Municipality Number of Targeted sensor location
sensors
City of North Bay 3 NBMCA office
Waste Water Treatment Plant or
Public Works Yard (near Chippewa
Creek)
Marshall Fire Hall (near Parks
Creek)
Municipality of 1 Fire Hall/Municipal office
Callander
Municipality of 2 Corbeil Municipal Office
East Ferris Astorville Fire Hall
Municipality of 1 250 Clark St/Municipal office
Powassan
Township of 1 Municipal office or Fire Hall
Chisholm
Township of 2 Bonfield Municipal office
Bonfield Rutherglen fire hall
Municipality of 1 Municipal office or fire hall
Calvin
Municipality of 1 Municipal office or fire hall
Mattawan
Town of Mattawa 1 Municipal office or works yard
Township of 1 Fire Department
Papineau-
Cameron
Unorganized 1 Fire Brigade

Township of
Phelps

In addition to the climate stations, two stream gauges have been proposed.
Since the last report on this project, staff have learned that the previously
proposed AquaSwift stations have significantly increased in price. This
information and that their customer service isn’t prompt has come from



another Conservation Authority. There is similar equipment available from
Onset, outlined in the Financial Implication section.

Table 2: Summary of proposed stream gauge locations

Municipality Number of Targeted sensor location
sensors

Municipality of 1 e La Vase River at Corbeil

East Ferris Conservation Area

Township of 1 e Wasi River at Beach Road

Chisholm

Financial Implication:

The intent for this project is to use existing funds in the 2025 budget or build
the costs into the 2026 budget. The cost breakdown for each station is
estimated in Table 3. Actual costs may vary based on site-specific factors.
Installing the rain gauge on existing infrastructure such as fencing or
signposts would reduce the costs for installation as a shorter post with
connecting hardware could be used. It is anticipated that the most expensive
option would involve installing a new post. Some Municipalities may also be
able to assist with support in-kind by installing the mounting post.

Table 3: Climate station cost estimates

Product Supplier Unit Cost

Ecowitt HP2561 Amazon.ca $299.99
21'17/8" M-W Fence Contractors $200.00
galvanized post (to

be cut to length)

Concrete (4 bags per Home Depot $47.04
post) $11.76 (x 4 per post)

Tax HST $71.50
Total All supplies $621.50

Budget line 109-50 (IWM Capital Equipment purchases) has $10,000.
$6305.40 (with tax) is going towards the fencing and footings for the Corbeil
Conservation Area Climate Station. With the remaining $3694.60, almost 6
of the proposed stations could be purchased and installed this year, with
other stations being acquired and installed in early 2026. For any stations
that can be affixed to existing infrastructure, the post and hardware expense



could be reduced to <$100 per station. The total cost for the 15 proposed
stations from Table 1 could be $9323, assuming each station requires the
installation of a new galvanized post.

The AquaSwift stream water level and temperature sensors that were
proposed in the August board meeting have significantly increased in price. A
colleague at another Conservation Authority received a quote in May 2025
for units starting from $1000 each with $360 annual fee, with upgraded
telemetry using the 4G network (instead of 3G). With the quality of the
sensors and the recent increase in price, Grey Sauble Conservation Authority
has replaced all of their AquaSwift sensors with those of the Onset HOBO
brand, which could cost $2,133 (+ HST) each with annual recurring data plan
of $145 (+HST) per station. Assuming there is no change to the data fees,
the Onset HOBO unit becomes more economic between 5 and 6 years after
installation, and Hoskin (Canadian distributor) is a reputable supplier with
generally good customer service. The battery should last 10 years on these
units and the company is well established.

Recommended Resolution:
That staff should purchase equipment as the 2025 budget allows and

That the costs of the remaining equipment (estimated at $10 200) be
incorporated into the 2026 budget.

Reviewed by:
Kris Rivard, Chief Building Official, Manager, On-Site Sewage System, and
Liza Vandermeer, Manager, Drinking Water Source Protection



NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

North Bay-Mattawa Conservation Authority
Members Meeting for August 13, 2025
at 4:00 pm IN PERSON
NBMCA’s Marc Charron Boardroom
15 Janey Avenue, North Bay, Ontario
AMENDED AGENDA

Procedural Matters

1.

2.
3.
4

5.

Acknowledgement of Indigenous Traditional and Treaty Lands
Approval of the Agenda

Declaration of Pecuniary Interest

Adoption

4.1 Regular Meeting Minutes of June 11, 2025
Correspondence

Business Reports

6.
7.
8.
9.

Eau Clair Gorge Repair (Report #1) — Motion Required

Financials — June 2025 Summary (Report #2) — Motion Required

Verbal Update — Introduction and SPA

Verbal Update — Reserve Policy, Purchasing Policy, and Marketing & Communications Policy

10. Weather Stations (Report #3)

11.
12.
13.

Other

On-Site Sewage System Permits — January to June 2025 Summary (Report #4)

0. Reg 41/24: Prohibited Activities, Exemptions and Permits - June & July 2025 Summary (Report #5)
Mattawa River Canoe Race 2025 Summary (Report To Be Provided)

Business

14. Closed Meeting

15.

14.1 — Adoption of Minutes from Special Members Only Closed Meeting of July 16, 2025

14.2, 14.3 — Client privilege including communications necessary for that purpose and personnel matters
about identifiable individuals.

OSIM Bridge Inspection

16. Insurance

17. Training with Conservation Ontario
18. Ski Hill Capital

19. New Business

e Parry Sound Office

20. Adjournment

Zoom

meeting Link

https://usO6web.zoom.us/j/89002398633?pwd=xKIS2mZMOCtiXWLi3guhy9Jf3tfiGY.1
Meeting ID: 890 0239 8633

Passcode: 655739

One tap mobile

+17806660144,,89002398633#,,,,*6557394# Canada

e +1 647 374 4685 Canada
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NORTH BAY-MATTAWA CONSERVATION AUTHORITY
MINUTES
of the

SEVENTH meeting of the North Bay-Mattawa Conservation Authority held at as a hybrid meeting
4:00 p.m. on August 13, 2025, in the NBMCA’s Marc Charron Boardroom, 15 Janey Avenue, North
Bay, Ontario and via zoom.

Bonfield, Township of - Steve Featherstone

Callander, Municipality of - Grant McMartin (Regrets)

Calvin, Township of - Bill Moreton

East Ferris, Municipality of - Lauren Rooyakkers

Mattawa, Town of - Loren Mick

North Bay, City of - Peter Chirico

North Bay, City of - Lana Mitchell

Papineau—Cameron, Township of - Shelley Belanger

Powassan, Municipality of - Dave Britton
MEMBER(S) ABSENT:

Chisholm, Township of - Nunzio Scarfone

Mattawan, Municipality of - Michelle Lahaye

North Bay, City of - Chris Mayne

ALSO PRESENT:
Aaron Lougheed, Manager, Finance
Paula Loranger, Community Relations Coordinator
Hannah Wolfram, Planning and Regulations Officer
Shawn Kozmick, GIS Specialist
Angela Mills, Water Resources Specialist
Liza Vandermeer, Manager, Drinking Water Source Protection
Kris Rivard, Manager, Chief Building Official, Manager On-Site Sewage Systems
Jennifer Hamilton-McCharles, Member of Media

1. Acknowledgement of Indigenous Traditional and Treaty Lands
The meeting was called to order at 4:05 pm, and afterwards Peter Chirico read a statement
acknowledging Indigenous and Treaty Lands.

2. Approval of the Agenda
The following resolution was presented:

Resolution No. 67-25, Mick-Moreton
THAT the amended agenda be approved as presented.
1) Ski Hill Capital

11



2) Update on training with Conservation Ontario
3) Insurance
4) OSIM Bridges

Carried Unanimously

3. Declaration of Pecuniary Interest
None declared.

4, Adoption of Previous Minutes of June 11, 2025
The following resolution was presented:

Resolution No. 68-25, Featherstone-Moreton
THAT the Minutes of the June 11, 2025, meeting be approved.

Carried Unanimously

5. Correspondence
None.
6. Eau Claire Gorge Repair

Aaron Lougheed presented the report on the Eau Claire Gorge Repairs report. After discussion,
the agenda item was deferred until a response has been received from the insurance company.

7. Financials
Aaron Lougheed presented the June 2025 Financial Summary Report. After discussion, Members
thanked Aaron and the following resolution was presented:

Resolution No. 69-25, Mick-Belanger
THAT the Members receive the June 2025 Financial Report for.information and append it to the
minutes of this meeting.

Carried Unanimously

8. Verbal update — Introduction and SPA
Members welcomed Liza Vandermeer as the new Manager, Drinking Water Source Protection.
Liza introduced herself and thanked Angela Mills for her assistance in the DWSP program.

9. Verbal Update — Reserve Policy, Purchasing Policy, and Marketing & Communications
Policy
Aaron Lougheed and Paula Loranger presented the reports. After discussion the members

12



thanked Aaron and Paula and the following resolutions were presented:

Resolution No. 70-25, Mick-Belanger
THAT the Board accepts the verbal update from Aaron Lougheed and adopt the Reserve Policy as
presented.

Carried Unanimously

Resolution No. 71-25, Britton-Mick
THAT the Board accepts the verbal update from Aaron Lougheed and adopt the Purchasing Policy
as presented.

Carried Unanimously

Resolution No. 72-25, Moreton-Belanger
THAT the Amended Marketing and Communications Policy as presented by Paula Loranger be
adopted as presented with delegated Authority for absences section to be added.

Carried Unanimously

10. Weather Stations

Angela Mills presented a report on weather stations. After the presentation members thanked
Angela for the presentation and requested more information to be given at the next meeting in
September on costing and funding.

11. On-Site Sewage System Permits — January toJune 2025 Summary
Kris Rivard presented the report on On-Site Sewage System Permits —January to June 2025
Summary. After discussion, Members thanked Kris and the following resolution was presented:

Resolution No. 73-25, Mick-Rooyakkers
THAT the Board members receive for information only the On-Site Sewage System Permits —
January to June 2025 Summary Board Report dated August 13, 2025, and

THAT this report be received and appended to the minutes of this meeting.

Carried Unanimously

12. 0. Reg 41/24: Prohibited Activities, Exemptions and Permits - June & July 2025
Hannah Wolfram presented the report on O. Reg 41/24: Prohibited Activities, Exemptions and
Permits - June & July 2025. After discussion, the members thanked Hannah and the following

resolution was presented:

Resolution No. 74-25, Moreton-Belanger

13



THAT the Board Members receive for information only the report on O. Reg 41/24 prohibited
Activities, Exemptions and Permits,

AND THAT this report be received and appended to the minutes of this meeting.
Carried Unanimously

13. Mattawa River Canoe Race 2025 Summary
This report was deferred to the next meeting.

14. Closed Meeting
The meeting moved into a closed session and the following resolutions were presented:

Resolution No. 75-25, Mick-Moreton

THAT the meeting moves into a closed session of “Committee of the Whole” to discuss advice that
is subject to client privilege including communications necessary for that purpose and personnel
matters about identifiable individuals:

Carried Unanimously

Resolution No. 76-25, Belanger-Moreton
THAT the Agenda be accepted for In Camera Session August 13, 2025.

Carried Unanimously

Resolution No. 77-25, Rooyakkers-Moreton
THAT the minutes of the Closed Special Members Only meeting held.on July 16, 2025 be approved
as presented.

Carried Unanimously

Resolution No. 78-25, Mick-Moreton
THAT the meeting moves out of a closed session of “Committee of the Whole” and back into an
open meeting at 7:14pm.

Carried Unanimously
15. OSIM Bridge Inspection

Staff presented information on the OSIM Bridge Inspection. After discussion, the members
thanked staff and asked for more information to be provided.
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16. Insurance

Staff informed the members of a request from NBMCA'’s insurance provider to inspect some of
NBMCA’s Conservation Areas on September 8, 2025. Members thanked staff for the information.

17. Training with Conservation Ontario

An update on the assistance and training being provided to staff from Conservation Ontario was
provided. Members thanked staff for the update.

18. Ski Hill Capital

Members discussed Laurentian Ski Hill Capital. After discussion, the following resolution was
presented:

Resolution No. 79-25, Moreton-Featherstone

THAT the board authorizes the Manager of Finance to utilize $54,000 from the Ski Hill Capital
Reserve, Plus Installation costs for the repair.and maintenance of safety bars on the Quad Lift and
utilize balance of capital Reserve for additional capital requests from Laurentian Ski Hill.

Carried Unanimously

19. New Business

Staff advised that there are numerous Municipalities in.the Parry Sound office area of jurisdiction
that are seeking to take over the Septic Program. This could affect the Septic Program. We are
awaiting Ministry direction.

19. Adjournment

Resolution No. 80-25, Britton-Featherstone

THAT the meeting be adjourned at 7:54pm, and the next meeting be held at 4:00 pm Wednesday
September 10, 2025, or at the call of the Chair.

Carried Unanimously

Lana Mitchell, Vice Chair
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Report  #2
08-13-2025

NORTH BAY - MATTAWA
' CONSERVATION

N AUTHORITY

TO: The Chairperson and Members of the Board of Directors
North Bay-Mattawa Conservation Authority

ORIGIN: Aaron Lougheed, Manager Finance
DATE: August 13, 2025
SUBJECT: June Financial Update Report

ANALYSIS:
Executive Overview

Revenues for the period were over budget by $251,042 (12%), and expenditures
for the period were under budget $95,549 (4.5%), resulting in a YTD surplus of
$346,591.

Revenues reflect a total year over year reduction of 27% compared to last YTD
(January through June 2024) and expenditures are down 25%. The YTD surplus
for the same period 2024 was $527.328

Revenue Summary

Total revenue across all conservation authority programs are down $860,893
(27%) compared to 2024. See below for a summary by program.

Prorated YTD 2024 YTD  Change to
2025 Budget  Budget YTD Actual Actual LYTD %
Income
3100 - Corporate Services 1,138,300 569,150 610,529 609,053 0%
9700 - Corporate Services Capital 205,987 102,994 0 0 0%
3500 - Planning and Regulations 174,480 87,240 132,551 204,671 -35%
3600 - Water Resources Management (WRM) 502,068 251,034 442,068 556,318 -21%
8300 - Source Water Protection 212,002 106,001 30,000 72,773 -59%
3200 - On-site Sewage System Program 960,365 480,183 330,961 433,597 -24%
6100 - Watershed Support Programs 37,500 18,750 33,071 45,103 -27%
6200 - Watershed Support Programs Capital 0 0 0 0 0%
6400 - Watershed Municipal Programs 12,000 6,000 12,000 23,197 -48%
7000 - Lands & Properties 508,324 254,162 498,884 503,312 -1%
8600 - Lands & Properties Capital 80,000 40,000 80,000 261,485 -69%
109-00 -WRM Capital 217,983 108,992 17,983 252,374 -93%
112-00 - LSHSC CAPITAL 65,000 32,500 65,000 51,564 26%
114-00 - LSHSC OPERATING 60,000 30,000 85,000 185,010 -54%

Total Income 44!64,009 2,087,005 2,338,047 3,198,457 -27%
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Decreases in revenues year over year are in line with the 19% reduction in the
overall budget for 2025.

Fee based programs such as Planning and Regulations and the On-site Sewage
System program have 35% and 24% lower revenue year over year respectively.

Source Water Protection continues to be a concern due to reductions in transfer
payments.

Expenditure Summary

Total expenses across all conservation authority programs are down $679,673
(25%) compared to 2024. See below for a summary by program:

Prorated YTD 2024 YID  Change to
2025 Budget  Budget YTD Actual Actual LYTD %
Expense
3100 - Corporate Services 1,138,300 569,150 616,124 665,296 -7%
9700 - Corporate Services Capital 205,987 102,994 36,353 5,608 548%
3500 - Planning and Regulations 174,480 87,240 54,490 211,948 -74%
3600 - Water Resources Management (WRM) 502,068 251,034 223,399 340,530 -34%
8300 - Source Water Protection 212,002 106,001 102,888 73,765 39%
3200 - On-site Sewage System Program 960,365 480,183 409,047 512,351 -20%
6100 - Watershed Support Programs 37,500 18,750 15,055 30,655 -51%
6200 - Watershed Support Programs Capital 0 0 0 0 0%
6400 - Watershed Municipal Programs 12,000 6,000 12,000 17,651 -32%
7000 - Lands & Properties 508,324 254,162 249,517 265,863 -6%
8600 - Lands & Properties Capital 80,000 40,000 29,414 238,041 -88%
109-00 - WRM Capital 217,983 108,992 24,141 58,245 -59%
112-00 - LSHSC CAPTIAL 65,000 32,500 83,239 78,665 6%
114-00 - LSHSC OPERATING 60,000 30,000 135,789 172,510 -21%
Total Expense 4,174,009 2,087,005 1,991,456 2,671,129 -25%

Savings across all programs are attributable to lower than budgeted staff costs.
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Surplus Summary

The visualization below highlights large surpluses in both Water Resources
Management and Lands & Properties Operations. These surpluses will shrink
throughout the year after receiving the bulk of their revenue through levies and
transfer payments earlier this year.

Actual Surplus by Department
NBMCA - YTD June 30, 2025
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RECOMMENDED RESOLUTION:
THAT the Members receive the April Financial Report for information and
append to the minutes of the meeting.

REVIEWED BY:

Dave Sweet Manager Lands and Stewardship

Kris Rivard CBO-Manager, OSS

18

-50,789

114-00- LSHSC OPERATING



Verbal Update
08-13-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

TO: The Chairman and Members of the Board of Directors,
North Bay-Mattawa Conservation Authority

ORIGIN: Aaron Lougheed, Finance Manager

DATE: August 13, 2025

SUBJECT: Approval of the North Bay-Mattawa Conservation Authority Reserve Policy
BACKGROUND:

During the April 9, 2025 meeting of the NBMCA it was discussed that a Reserve Policy should be
developed and put in place to guide the current and future creation, use, and closure of any Reserve
accounts.

ANALYSIS:

Staff took the recommendations of the board, reviewed other Conservation Authority policies, its
own financial policies, and the policies of Municipalities to guide in the drafting of the attached
Reserve Policy.

RECOMMENDATION:
That the Board receive and endorse this policy and append to the minutes of this meeting and/or
provide direction to staff on how to move forward with this policy with one of these 3 options:

Option 1: Open Deliberation/Discussion
Option 2: Provide comments or concerns by email by August 27th, 2025
Option 3: Table policy and continue as status quo.

Options 1 and 2 will see a Draft Reserve Policy come back to the Board for approval at the September
meeting. Option 3 can be revisited at any time.

RECOMMENDED RESOLUTION:
THAT the Board endorse the Reserve Policy with immediate effect and implementation.

Reviewed By
Management Team
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POLICY

FINANCE - RESERVE - FI16-07
Approved: Resolution No. X-25 Date: X, 2025

A. Purpose Statement

The purpose of the Reserve Policy is to ensure ongoing financial stability by setting

aside monies for the long-term fiscal strategy of the Authority and ensuring that those

funds will be available when needed.

B. Policy Objective

1. Maintain Reserves to:

Ensure financial stability of the Authority.

Segregation of funds for a specific purpose or agreement.

To protect against financial impacts of risk and unforeseen events.
Provide a funding source for future life cycle replacement of capital assets.
Moderate fluctuations of the operating and capital budget.

Provide for obligations payable in the future.

Provide for future expenditures.

Provide internal financing sources.

Use Reserves solely for the intended purpose.

Manage Reserves in a responsible manner.

Prohibit the spending of any Reserve balance below zero.

Scope/Application

1.  Section 417 (1) of the Municipal Act, 2001 specifically allows a Conservation

Authority to “provide in its budget for the establishment or maintenance of a

reserve fund for any purpose for which it has authority to spend money”.
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This policy shall be applied fairly and consistently in a manner that maintains the

objective, purpose, intent, and meaning of the policy.

Definitions

‘Reserve” means an allocation of accumulated net revenue that does not require
the physical segregation of money or assets. Individual reserves do not earn
interest on their own. Any earnings derived from investment are reported as
general earnings.

“‘Deferred Revenue” means revenue that is considered a liability on the Authority’s
financial statements, until such time it becomes relevant to current operations.
“Authority” means The North Bay-Mattawa Conservation Authority.
“Contribution” means funds added to a Reserve account, for example revenues
directly to reserves as included in the annual budget documents or an expense
included in the operating budget.

“Commitment” means approval by the Authority to spend funds up to a specified
amount on projects or task, such as capital projects, one-time expenditures, or
direct from reserve expenditures.

“Expenditure” means disbursement of funds associated with a commitment.
“Non-recurring Revenue” means revenue that is unlikely to occur again in the

normal course of business.

Reserve Guidelines
Creation

(a) The Authority Board, on recommendation of the CAO Secretary-Treasurer and
the Manager, Finance, will approve the establishment of new Reserves.

(b) The following will be established:
e purpose and use

e funding sources and target funding level (if applicable)
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2. Consolidation/Close

(a) If the purpose of a Reserve has been accomplished or is no longer necessary,
the Authority Board, on the recommendation of the CAO Secretary-Treasurer and
the Manager, Finance, will approve the closure or consolidation, and transfer of

any remaining funds.

3. Contribution, Commitments, and Expenditures

(a) The Authority Board, as a part of the budget approval process, approves the
contributions and commitments from Reserves. If not approved through the
budget, a resolution approved by the Board is required, except for contributions
such as interest, donations, and net recoveries of prior year events.

(b) Expenditure is managed by Managers within the Authority Board approved
Commitments.

(c) At times the Ski Hill may need to utilize Operating and/or Capital Reserves in
advance of a regular scheduled Authority Board meeting. The CAO, Secretary-
Treasurer and Manager, Finance are approved to approve expenditures up to
$10,000, with notice to the Authority Board at the next scheduled meeting.

(d) At times, additional funds may be required due to uncontrollable factors and
needed immediately. The CAO, Secretary-Treasurer and Manager, Finance are
authorized to approve Reserve expenditures, with notice to the Authority Board at
the next scheduled meeting.

(e) At times, implementation does not occur as originally planned due to unexpected
conditions. Solutions may vary without additional approval if they are aligned with
the purpose for which the Commitment was approved. Otherwise, repurposing
committed funds requires the approval of the Authority Board.

(f) Reserves cannot have a balance below zero. If additional funds are required due
to uncontrollable factors, and the Reservice balance falls below zero, the
expenditure will be allocated through the applicable operating budget with a

report to the Authority Board to advise and identify the implications.
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4. Lifting of Commitments

(a) Commitments that are not fully spent at the end of the project will be lifted
(removed). Projects that are not initiated within two years of approval will be
closed and commitments lifted. Renewing these closed projects must be made
through the regular budget process and re-approved by the Authority Board.

5. Interest Allocation

(a) First, interest on Reserve balances will be calculated and added to the annual
budget as general operating income of the Corporate Service or Admin account.

(b) Second, reserves with balances above $500,000 at the start of any fiscal year
shall have interest calculated on an individual basis and amounts added to the

balance annually.

6. Reporting
(a) The Manager, Finance will prepare the following reports, as a minimum, in
relation to Reserves:

(i) Annual Audited Financial Statements— for financial reporting purposes,
Reserve amounts set aside by legislation, regulation, or agreement
(obligatory), are reported as deferred revenue, a liability on the
Consolidated Statement of Financial Position. Other Reserves are
balances within the accumulated surplus.

(i) Budget Process — includes review of current forecast of revenue and

expenditures and adequacy to meet future needs.

7. Adequacy and Targets
(a) Reserve balances will be monitored on a regular basis and reported on during
budget process, or as deemed necessary by the Manager, Finance. When
inadequate balances occur, the CAO, Secretary-Treasurer and Manager, Finance
will make recommendations to the Authority Board regarding strategies to work
toward the target.
(b) Adequacy will be assessed by reviewing actual balances versus specific targets

and reviewing various ratios.
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(c) As warranted, targets will be calculated for Reserves on a case-by-case basis,
and the CAO, Secretary-Treasurer and Manager, Finance will make
recommendations to the Authority Board. Consideration will be given to the
following: purpose of the Reserve, predictability of revenues and volatility of
expenditures, certainty of future liability, economic factors (inflation, interest rates,
cyclical pressures) and industry/government/accounting standards and best-

practices.

8. Operating Surplus/Deficit and Non-Recurring Revenues

(a) Reserves shall receive priority consideration for the distribution of surplus funds
and non-recurring revenues.

(b) Unless extraordinary conditions exist or specified targets are exceeded, any
annual operating surplus/deficit from an audited year-end will be transferred as
designated in Section F — Authority Approved Reserves.

(c) If the transfer would result in a negative balance, an alternative will be
recommended to the Authority Board, with the use of capital reserves for

operational funding being least desirable.

9. Reserve Fund Borrowing

(a) Inter-fund borrowing between reserve and reserve funds is permitted, except for
the province mandated Septic/OSS Reserve, with Authority Board approval.
(b) Interim fund borrowing for the annual Operating and Capital approved budget is

permitted when waiting for municipal levies and provincial transfers payments.
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F. Authority Board Approved Reserves

Reserve

Purpose & Use

Funding Source

Target Level

Lands & Properties
Capital

For capital projects
related to the lands
and properties of the
NBMCA

YE Surplus Lands
& Property
Capital

No Set Target

Land Acquisition

For purchase of
lands that meet the
goals of the
organization and/or
assist in the meeting
of CA Act mandated

responsibilities

Proceeds from
the disposition of

surplus land

No Set Target

Water Resources

For capital projects

YE Surplus Water

No Set Target

Capital related to Resources
flood/erosion control | Management
infrastructure and to
assist in the CA Act
mandated
responsibilities
Septic/OSS To ensure YE Surplus Six (6) Months of
appropriate funding | Septic/OSS OSS Program
for the OSS Program Operating
program Expenses
MRCR For Mattawa River YE Surplus One (1) Year of
Canoe Race Mattawa River MRCR Operating
expenditures Canoe Race Expenses
Ski Hill For expenditures YE Surplus No Set Target
Operating/Capital related to the Ski Hill | Laurentian Skill

Hill
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G. Roles and Responsibilities

1.

Authority Board
(a) Evaluate and approve the Policy.
(b) Direct the transfer of funds to and from Reserves through the budget process.
(c) Direct the transfer of funds to and from Reserves through Resolution outside of
the budget process.
(d) Direct the creation of new Reserves.
(e) Direct the closure or amalgamation of existing Reserves that are no longer

required.

CAO, Secretary-Treasurer and Manager, Finance

(a) Provide recommendations for the establishment, closure, or consolidation of
Reserves.

(b) Provide analysis and recommendations on the adequacy levels of Reserves.

(c) Provide recommendations on the repurposing of commitments and transfer of
funds to and from Reserves.

(d) Provide recommendations on the borrowing/lending to and from Reserves.

(e) Manage Reserves in accordance with legislation, Authority Board financing
strategies, and approved commitments.

(f) Provide long range financial planning recommendations to link the capital and

asset management plan with a reserve plan (when prepared).

Managers
« Manage expenditures within Authority Board-approved commitments.
« Consult with Manager, Finance to determine when Reserves should be created,
consolidated or closed.
o Consult Manager, Finance regarding requests to the Authority Board to commit
Reserve monies outside of the annual budget process.
e Provide cost and revenue estimates to guide long-term planning and adequacy

review.
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« Plan for long-term asset management replacement and rehabilitation with
consideration for minimizing general levy and user rate increases in conjunction

with the remainder of Authority services.
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Verbal Update
08-13-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

TO: The Chairman and Members of the Board of Directors,
North Bay-Mattawa Conservation Authority

ORIGIN: Aaron Lougheed, Finance Manager

DATE: August 13, 2025

SUBJECT: Approval of the North Bay-Mattawa Conservation Authority Purchasing Policy
BACKGROUND:

The North Bay Mattawa Conservation Authority currently has three related finance policies.
- Purchasing Policy, last full update was May 2016, increases to limits were approved in May
2022
- Credit Card Policy, last updated was May 2016
- Travel and Expense Policy, last updated in October 2017

ANALYSIS:

Upon review of the financial policies and procedures of other comparable Conservation Authorities
the NBMCA purchasing policy was updated to reflect the increased cost pressures following a long
period of high inflation and to amalgamate the credit card policy and travel and expense policy within
the purchasing policy.

RECOMMENDATION:
That the Board receive and endorse this policy and append to the minutes of this meeting and/or
provide direction to staff on how to move forward with this policy with one of these 3 options:

Option 1: Open Deliberation/Discussion
Option 2: Provide comments or concerns by email by August 27th, 2025
Option 3: Table policy and continue as status quo.

Options 1 and 2 will see a Draft Purchasing Policy come back to the Board for approval at the
September meeting. Option 3 can be revisited at any time.

RECOMMENDED RESOLUTION:
THAT the Board endorse the Purchasing Policy with immediate effect and implementation.

Reviewed By
Management Team
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POLICY

FINANCE - PURCHASING - FI16-01
Approved: Resolution No. X-25 Date: X, 2025

A. Purpose Statement

This policy provides a standardized framework for all procurement and purchasing

activities to ensure they are:

Legal and transparent
Accountable and auditable
Environmentally and socially responsible

Cost-effective and competitive

It applies to all purchases made using organizational funds, including contracts for goods,

services, and construction.

B. Policy Objective

1.
2.

Open Competition: Promote fair and open access to procurement opportunities.
Best Value: Consider total cost of ownership, not just price (e.g., quality, lifecycle,
support).

Ethics & Fairness: Avoid conflicts of interest and comply with all applicable
legislation.

Sustainability: Prefer goods/services that support environmental stewardship.
Accessibility: Incorporate accessibility features unless impractical, per AODA.
Occupational Health & Safety: All contractors required to do work for NBMCA will
be required to provide NBMCA with evidence that they comply with the
Occupational Health & Safety Legislation and NBMCA Health and Safety Policies.
Co-operative Purchasing: Where the best interest of NBMCA will be served
NBMCA may participate with other governments or their agencies or public

authorities in co-operative purchasing ventures or joint contracts.

29



C. Definitions

1.  Contract: A binding agreement between the organization and a supplier to provide
goods, services, or construction at agreed terms and prices.

2. Evaluation Criteria: The standards or benchmarks used to assess and compare
proposals, which may include price, quality, experience, delivery, and sustainability.

3. Formal Competitive Procurement: A method open to all qualified suppliers via
public advertisement, promoting fairness and transparency.

Goods: Tangible products including equipment, materials, and supplies.
Informal Procurement: A less formal purchase method used for low-value or
routine purchases, typically requiring minimal documentation.

6. Proposal: A submission made in response to a Request for Proposal (RFP), which
may be subiject to further negotiation.

7. Purchase Order (PO): A formal document issued to a supplier confirming the
purchase of goods or services under specific terms.

8. Request for Proposal (RFP): A document requesting vendors to propose solutions
for the provision of complex goods or services, considering both qualitative and
guantitative factors.

9. Services: Includes all professional, consulting, and contracted work provided to the
organization, including construction, repairs, and technical expertise.

10. Single Source: A procurement where a specific supplier is selected despite the
existence of other potential sources, based on documented justification.

11. Sole Source: A procurement where only one supplier can provide the required

goods or services.

D. Procurement Methods and Threshold
Purchases shall be made using one of the following procurement methods, depending on
the estimated total value (before taxes) of the goods, services, or construction:
e Purchases up to $999:
e Aninformal procurement process may be used.
e The purchase must be approved by the Program Manager responsible.

¢ No Purchase Order (PO) required.
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e Purchases between $1,000 and $4,999:
e Informal procurement may be used, such as direct vendor contact or written
communication.
e A written rationale must be provided to justify the selection.
e Approval must be obtained via PO from the Program Manager.
e Purchases between $5,000 and $49,999:
e A competitive procurement method should be used using a Quote Sheet.
¢ A minimum of three written quotations must be obtained, or a written explanation
provided if not feasible.
e Evaluation should consider cost, quality, and other relevant factors.
e Sole sourcing or single sourcing must have written justification.
e The CAO or Secretary-Treasurer must approve the purchase through PO.
e Purchases between $50,000 and $99,999:
e A formal competitive procurement process must be followed, such as public
tender or open RFP.
e At least three written proposals are required, unless a valid non-competitive
justification is documented.
e An evaluation matrix or scoring criteria should be used to assess proposals.
e Construction Contracts of $100,000 or more:
¢ A public tender process is mandatory.
¢ A detailed tender package and evaluation matrix must be prepared.
e The Board of Directors must approve the contract based on staff

recommendation.

In all cases, procurement must be aligned with the approved organizational budget.
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E. Purchase Orders

The NBMCA shall implement a purchase order (PO) system as a financial control
mechanism for all purchases exceeding $999, excluding utility payments, employee travel

reimbursements, incidental expenses, and payroll expenditures.

1. Purchase Order System Administration
e The purchase order system shall use pre-numbered forms controlled and issued by

the Finance Department.
e Centralized purchasing is encouraged for commonly used supplies and services to
ensure efficiency and cost-effectiveness.

2. Initiation and Approval
e A purchase order must be prepared and approved before a commitment is made to

a supplier.
e Each PO must include:
e Date of request
e Name and signature of the requesting employee
e Project or program name (if applicable)
¢ Item description, quantity, estimated cost
e Proper account coding
e The PO must be approved by:
e The employee’s immediate supervisor, and
e The Chief Administrative Officer (CAQ), or a designated signing authority
within approved budget limits.
e For purchases that exceed the approved budget, prior written authorization
from the CAO is required before proceeding.

3. Invoice Matching and Payment
e The Finance Department shall:

e Match the approved PO with the supplier invoice
e Review for compliance with policy, budget availability, and account coding
e Process for payment according to standard financial procedures

4. Exceptions and Compliance
¢ Any non-compliance with the purchase order procedure may delay payment or

result in the expense being deemed unauthorized.
e Frequent non-compliance may be subject to review by the CAO.
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F.

Credit Card Use

1.1 Purpose

Corporate credit cards are issued to authorized employees of the NBMCA for the efficient
procurement of goods and services necessary for conducting organizational business.
Their use is governed by strict controls to ensure accountability, compliance, and
protection of public funds.

1.2 Limits and Conditions of Use

Each NBMCA-issued VISA corporate credit card shall be subject to a transaction limit
for business expenditures.

e Front Line and Field Staff Shall have cards with limits not exceeding $2,500

e Management and Senior Staff shall have cards with limits not exceeding $5,000
e The CAO and designates shall have cards with limits not exceeding $10,000
Cards may only be used by the named cardholder to whom the card is issued. Usage
for online and in-office purchases is permitted, subject to prior approval of the
cardholder.

Credit cards are strictly for official NBMCA business. Personal purchases are
prohibited under all circumstances. Credit card transactions will be monitored by
the Manager, Finance to ensure compliance.

Violations of this policy may result in:

e Cancellation of the card

e Suspension or permanent loss of credit card privileges

e Payroll deduction for any unauthorized charges

e Disciplinary action up to and including termination of employment

1.3 Cardholder Responsibilities

Authorization: All purchases over $999 must be supported by a PO, which specifies

the method of payment, and must be approved by the cardholder’s supervisor.

Receipts: Original receipts must be retained and submitted to the Finance

Department with appropriate coding and descriptions of the expense, including

relevant program or project information.

Security and Maintenance:

e Report lost or stolen cards immediately to both the issuing credit card company
and the Finance, Manager

e All maintenance or updates to the card must be coordinated through the Finance
Manager and CAO.

e Prior to leaving employment with the NBMCA, credit card accounts must be
reconciled and surrendered.
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G. Travel and Expenses
1.1 Purpose and Scope

The purpose of this policy is to ensure that expenses incurred by North Bay-Mattawa
Conservation Authority (NBMCA) staff, board members, and volunteers are necessary,
reasonable, and represent the best value for the organization.

This policy applies to all employees, members of the Board of Directors, and volunteers
who incur expenses while conducting approved NBMCA business. All expenditures must
align with this policy's guidelines, and any deviations must be pre-approved by the CAO or
an authorized designate.

1.2 Budget Authority and Submission

e Annual travel and expense budgets shall be approved by the Board of Directors as
part of the Operating Budget.
e All claims must be submitted using the current, approved NBMCA form titled Claim
for Travel and Incidental Expenses.
e Claims must be submitted within four (4) weeks of the date the expense was incurred.
e Forms must:
e Be signed by the employee submitting the claim.
e Be reviewed and co-signed by the claimant’s supervisor for verification and
approval.
e Be accompanied by original receipts. | cases where receipts are lost or
unavailable, a signed explanation may be submitted for consideration but does not
guarantee reimbursement.

1.3 Travel Guidelines

e Employees must choose the most economical mode of transportation that also
ensures safety and reasonable convenience.

e NBMCA fleet vehicles should be used where available.

e The employee must:

e Hold a valid driver’s license.

e Be pre-approved for insurance coverage under NBMCA'’s vehicle policy.

If a fleet vehicle is unavailable:

e Employees may rent a vehicle through an approved supplier with preferred rates.

¢ Do not purchase additional rental insurance—NBMCA coverage applies.

Staff may travel with a companion at their own discretion, provided that:

e No additional cost to NBMCA is incurred (e.g., double occupancy costs)
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e Prior approval from the employee’s supervisor is obtained if a companion will travel
in an NBMCA fleet vehicle.

1.4 Accommodations and Accessibility

¢ Any additional expenses required to accommodate an employee’s disability will be
reimbursed, provided:
e Prior approval is obtained from a supervisor or manager
e The expense is necessary and documented.
e Supporting documentation may be required to ensure compliance with

accessibility standards.

e Lodging should be reasonably priced and appropriate for the business purpose and
duration of the stay.

e Accommodations must:
e Be near the location of the event (conference, meeting, etc.).
e Be justifiable and defensible under public scrutiny.
¢ Not be selected based on loyalty/reward programs.
e Ultilize government rates or negotiated group discounts when available.

1.5 Meal Reimbursement

e Maximum combined breakfast, lunch and dinner Per Diem Meal Allowance is $100.

e Detailed receipts (including itemization and tax breakdown) are required for
reimbursement.

e Meals included in a conference package or hotel rate cannot be claimed.

e Alcoholic beverages are not reimbursable and must be deducted from submitted
receipts.

¢ Reimbursement is only provided for meals where travel or meetings extend over a
mealtime or where meals are required to conduct official business.

1.6 Incidental Expenses
e Reimbursable incidentals include:

e Gratuities (reasonable)
e Public transit, taxis, ride-shares
e Parking
e Non-reimbursable items include:
e Alcohol
e Mini-bar purchases
¢ In-room movies or Personal Entertainment
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Verbal Update
08-13-2025

NORTH BAY - MATTAWA
' CONSERVATION
N AUTHORITY

To: The Chairperson and Members of the Board of Directors
North Bay-Mattawa Conservation Authority

Origin: Paula Loranger, Community Relations Coordinator
Date: July 31, 2025
Subject: Marketing & Communications Approval Policy

Background:

A draft marketing and communications approval policy was presented to the
Board on March 10, 2025, and May 14, 2025. Maintaining consistent
messaging across all channels strengthens the brand’s voice, enhancing its
recognition and credibility with the audience. Staff will be provided with
branded templates, AODA compliance guidelines, logo usage standards, and
other relevant documentation.

Analysis:
The board reviewed the policy and requested that its approval be deferred.
No comments or suggestions have been submitted since the May meeting.

Recommendation:

That the Board receive and endorse this policy and append to the minutes of
this meeting. And/or provide direction to staff on how to move forward with
this policy with one of these 3 options:

Option 1: Open Deliberation/Discussion

Option 2: Provide comments or concerns by email by August 27%, 2025
Option 3: Table policy and continue as status quo.

Options 1 and 2 will see a Draft Marketing & Communications Approval Policy

come back to the Board for approval at the September meeting.
Option 3 can be revisited at any time.
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Recommended Resolution:

That this Communications and Marketing Policy be an approved
Communication policy that guides the work of the Communications
Department and staff to ensure that all materials are developed and
executed in a quality, compliant, consistent and coordinated manner to
maintain a strong brand and positive reputation.

Reviewed by:

Kris Rivard, CBO - Manager, OSS

Dave Sweet, Manager, Lands and Stewardship
Aaron Lougheed, Manager, Finance
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Marketing & Communications
Approval Policy

Intent

The purpose of this policy is to establish a clear and effective process for
reviewing and approving marketing and communication materials. North Bay
Mattawa Conservation Authority (NBMCA) communications want to ensure
that all materials are developed and executed in a quality, compliant,
consistent, and coordinated manner to:

¢ maintain a strong brand (brand standards to be given) and
positive reputation;

e ensure materials are compliant with internal and external policies
and legislation, such as code of conduct, social media policy and
Accessibility for Ontarians with Disabilities Act (AODA); and

e ensure NBMCA is utilizing media resources effectively and
efficiently.

Definitions

Communications: information exchanges in any form (i.e., verbal, written,
audio) produced to officially represent NBMCA.

Marketing materials: any type of material used to promote NBMCA to
external audiences, including branded print and digital materials related to
advertising, promotional items, graphic design, media relations, emergency
communications, website changes, presentations to an external audience.

Branding: all materials must be appropriately branded, including name,
logo, color scheme, typography, tone and voice, as well as graphics and

imagery, brand standards will be developed.

Media: professional or citizen journalists representing either themselves or a
news media organization.
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Scope

This policy applies to all NBMCA activities targeting external audiences,
including any communication or marketing efforts undertaken by staff,
students, volunteers, or third-party vendors acting on behalf of NBMCA. This
includes outreach to clients, partners, stakeholders, and the public. If
possible, two weeks notice should be given for Marketing and
Communications materials.

Exemptions:
o Internal communications (e.g., internal memos/activities).
o Permits and communications related solely to the internal functioning
of NBMCA.

1. Roles and responsibilities

1.1 Communications and Outreach

Communications Department, under the Chief Administrative Officer (CAO),
Secretary-Treasurer, is to have pre-distribution review and approval of all
external general communication materials, including but not limited to:

e Social media posts and campaigns

e Signage

e Marketing materials

e Program applications

e Presentations to the public (template to be provided)

e Presentations/Reports to the Board of Directors (only new
presentations/reports needing branding and AODA compliance)

e Media releases/advertisements

¢ RFP, RFQ, tenders (template to be provided)

e Email signature (sample to be provided)

e Clothing

a) Will review and make necessary revisions within 48 hours of receipt or
as agreed upon.

b) Is authorized to take appropriate steps to improve, correct, and/or
modify materials should it be necessary to maintain brand integrity and
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stay true to brand guidelines, and accessibility standards.

c) Acts as Social Media Coordinator, and offers guidance, support, and
oversight of all social media accounts.

d) Acts as the Accessibility Officer and is authorized to take appropriate
steps to improve, correct, and/or modify materials should it be
necessary to maintain AODA compliance and accessibility from a
broader perspective. AODA tips and tricks will be provided to all staff to
get their document started.

It is highly recommended that materials be sent in the earliest stage of
completion to allow time for necessary changes prior to circulation. Please
ensure that a budget is approved by your Manager for any materials that
may have a fee associated.

1.2 Executive Assistant/HR Coordinator

NBMCA'’s Executive Assistant/HR Coordinator, under the management of
CAOQ/ Secretary-Treasurer, has technical review and final approval of certain
external corporate communications, including but not limited to:

e Job postings

e Reports to the Board of Directors

e Presentations to the Board of Directors
Will review and make necessary revisions within 48 hours of receipt or as
agreed upon.

2. Policy Statements

2.1 General

All campaigns related to departmental goals are to be approved by the
Department Manager and receive joint technical approval by the Commes.
Department before final approval by the CAO/Secretary-Treasurer.
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2.2 Advertising

The content of any advertising must be approved by the Department
Manager, CAO/Secretary-Treasurer and Communications Department.

2.3 Communications to media

a) Departments are to provide content (verbiage and images) for their
media releases as well as an accompanying Frequently Asked
Questions document (if necessary) to the Communications Department
for composition/review.

b) All media releases and media advisories will receive technical review
and be sent to the media by the Communications Department with
approval from the CAO/ Secretary-Treasurer.

c) Designated contacts will be listed as the point of contact on the media
release, and if contacted by the media may engage directly (if
approved by CAO/Secretary-Treasurer); however, if any other staff are
contacted by the media, they must notify the designated contact and
the CAO/Secretary-Treasurer before commenting.

d) Preferably, the Community Relations Coordinator will be listed as a
second point of contact on all media releases.

e) The Community Relations Coordinator will be available as needed for
guidance in responding to any media inquiry.

2.4  Presentations to the public

a) Departments are to compose their own content for presentations. A
template will be provided for use. The Communications Department will
review the presentation for brand, format and AODA requirements.

b) If there are no suitable images available to the department, the
Communications Department may source updated or stock
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photography to support the presentation.

c) The Communications Department may adjust the content to maintain
an appropriate reading level score for the intended audience.

d) Depending on the content and the audience, presentations may have
final technical review and approval by the CAO.

2.5 Request for proposal (RFP), request for quotation (RFQ), tender notices

a) All RFP, RFQ and tender documents are to use the templates available
to staff, or a custom template provided directly to them by the
Communications Department.

b) All RFP, RFQ and tender documents, unless exempt via approval by the
CAO/Secretary-Treasurer, are to have technical edit/approval by the
Community Relations Coordinator, acting as Accessibility Officer.

2.6 Job Postings

a) All job postings are to use the current format available to staff,
document available from the Human Resources Coordinator.

b) Departments are to provide content for their job postings; however, all
job postings must be approved by the CAO/Secretary-Treasurer and
Human Resources Coordinator.

c) Once approved the job posting is to be shared with the Community
Relations Coordinator for posting on website, Conservation Ontario and
social media, the Human Resources Coordinator will be responsible for
other posting location such as Indeed.

42



Review

This policy will be reviewed every two (2) years and revised as needed. If
any changes or updates are made, all employees will be given updated
copies within 30 days of the revised version of the policy being prepared.

Effective Date

Policy approved on:
Policy amended on:
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