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Introduction 

 

 

Thrive Counselling operates its financial policies to ensure accountability to our 

funders and stakeholders.  Direction for our financial policies is guided by our 

Corporate Bylaw #1, the Governance  Manual, Audit Committee Terms of 

Reference , the agency Policy and Procedure Manual as well as specific policies 

developed for our operations 

 

This Manual is divided into five sections to assist in describing these areas that 

define financial policy for Thrive.  The Financial Policies are reviewed annually. 

 

 

Section A -  Corporate Bylaw 

Section B – Thrive Board Governance Manual 

Section C – Audit Committee Terms of Reference 

Section D – Thrive Counselling Policy and Procedure Manual 

Section E –  Thrive General Financial Policies andPprocedures 
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Section A 

 

These Excerpts reflect the components of By-law Number 1 which refer to financial policy 

 

BY-LAW NUMBER 1 

 

A by-law relating generally to the organization 

and the transaction of the affairs of 

 

Thrive Counselling Services Halton Inc. 

(hereinafter referred to as the "Corporation") 

 

5.  Duties and Number. The affairs of the Corporation shall be managed by a board of directors. The 

board of directors shall consist of eleven (11) directors or such other number of directors as may 

be determined from time to time by special resolution.  Subject to the Letters Patent, this By-law 

and applicable laws, the board’s role and responsibilities shall include but not be limited to the 

following: 

g)   annually to conduct the Executive Director’s formal performance evaluation, review and approve     
his or her compensation as and when required, and to set the Executive Director’s goals and objectives 
for the coming year, all of which shall be subject to the employment contract of the Executive Director 
in force and effect from time to time; 
 

h) delegate responsibility and concomitant authority to the Executive Director for the 
management and operation of the Corporation, subject to the employment contract of 
the Executive Director in force and effect from time to time; 

l) perform finance, audit and investment duties, meet with the external auditor at least 
once a year to approve the annual budget for the Corporation and to report to the 
Members the finance, audit and investment activities of the board during each reporting 
period; and 
 

m) establish an investment policy and monitor the control and management of the 
Corporation’s investments. 
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13.  Remuneration of Directors. The directors shall serve as such without remuneration and no 

director shall directly or indirectly receive any profit from occupying the position of director; 

provided that a director may be reimbursed for reasonable expenses incurred by the director in 

the performance of the director's duties. 

23.  Administer Affairs.  

 

(a) The board of directors of the Corporation may administer the affairs of the Corporation in all 
things and make or cause to be made for the Corporation, in its name, any kind of contract 
which the Corporation may lawfully enter into and, save as hereinafter provided, generally, 
may exercise all such other powers and do all such other acts and things as the Corporation 
is by its Letters Patent or otherwise authorized to exercise and do. 
 

(b) Without in any way derogating from the foregoing, the directors are expressly empowered to 
purchase, lease or otherwise dispose of shares, stocks, rights, warrants, options and other 
securities, lands, buildings and other property, movable or immovable, real or personal, or 
any right or interest therein owned by the Corporation, for such consideration and upon such 
terms and conditions as they may deem advisable. 

 

24.  Expenditures. The board of directors shall have power to authorize expenditures on behalf of the 

Corporation from time to time and may delegate, by resolution to an officer or officers of the 

Corporation, the right to employ and pay salaries to employees. The board of directors shall have 

the power to make expenditures for the purpose of furthering the objects of the Corporation. The 

board of directors shall have the power to enter into a trust arrangement with a trust company 

for the purpose of creating a trust fund in which the capital and interest may be made available 

for the benefit of promoting the interest of the Corporation in accordance with such terms as the 

board of directors may prescribe. 

 

25.  Borrowing Power. The board of directors of the Corporation may from time to time: 

(a) borrow money on the credit of the Corporation; 
 

(b) issue, sell or pledge debt obligations (including bonds, debentures, debenture stock, notes or 
other like liabilities whether secured or unsecured) of the Corporation; 
 

(c) charge, mortgage, hypothecate or pledge all or any currently owned or subsequently acquired 
real or personal, movable or immovable property of the Corporation, including book debts, 
rights, powers, franchises and undertakings, to secure any debt obligations or any money 
borrowed, or other debt or liability of the Corporation; and 
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(d) delegate the powers conferred on the board of directors under this paragraph to such officer 
or officers of the Corporation and to such extent and in such manner as the directors shall 
determine. 

 

The powers hereby conferred shall be deemed to be in supplement of and not in substitution for 

any powers to borrow money for the purposes of the Corporation possessed by its directors or 

officers independently of this Bylaw. 

 

26. Rules and Regulations.  The Board of Directors may prescribe such rules and regulations not 

inconsistent with this By-law relating to the management and  operation of the Corporation as 

they deem expedient. 

27.  Fund Raising. The board of directors shall take such steps as they may deem requisite to enable 

the Corporation to acquire, accept, solicit or receive legacies, gifts, grants, settlements, bequests, 

endowments and donations of any kind whatsoever for the purpose of furthering the objects of 

the Corporation. 

28.  Agents and Employees. The board of directors may appoint such agents and engage such 

employees as it shall deem necessary from time to time and such persons shall have such 

authority and shall perform such duties as shall be prescribed by the board of directors at the 

time of such appointment. 

29.  Remuneration of Agents and Employees. The remuneration of agents, employees and committee 

members shall, subject to the other provisions of this By-law, be fixed by the board of directors 

by resolution. 

32.  Remuneration of Officers. Any officer that is also a director shall serve as such without 

remuneration. Any officer that is not a director may be employed and remunerated by the 

Corporation. All officers shall be entitled to be reimbursed for reasonable expenses incurred in 

the performance of the officer's duties. 

35.  Powers and Duties. All officers shall sign such contracts, documents or instruments in writing as 

require their respective signatures and shall respectively have and perform all powers and duties 

incident to their respective offices and such other powers and duties respectively as may from 

time to time be assigned to them by the board of directors. The duties of the officers shall include: 

(a) Treasurer. Subject to the provisions of any resolution of the board of directors, the Treasurer 
shall have the care and custody of all the funds and securities of the Corporation and shall 
deposit the same in the name of the Corporation in such bank or banks or with such 
depository or depositories as the board of directors may direct. The Treasurer shall keep or 
cause to be kept the requisite books of account and accounting records. The Treasurer may 
be required to give such bond for the faithful performance of the Treasurer's duties as the 
board of directors in their uncontrolled discretion may require but no director shall be liable 
for failure to require any bond or for the insufficiency of any bond or for any loss by reason of 
the failure of the Corporation to receive any indemnity thereby provided. 
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FOR THE PROTECTION OF DIRECTORS AND OFFICERS 

 

36.  For the Protection of Directors and Officers. Except as otherwise provided in the Act no director 

or officer for the time being of the Corporation shall be liable for the acts, receipts, neglects or 

defaults of any other director or officer or employee or for any loss, damage or expense 

happening to the Corporation through the insufficiency or deficiency of title to any property 

acquired by the Corporation or for or on behalf of the Corporation or for the insufficiency or 

deficiency of any security in or upon which any of the moneys of or belonging to the Corporation 

shall be placed out or invested or for any loss or damage arising from the bankruptcy, insolvency 

or tortious act of any person including any person with whom any moneys, securities or effects 

shall be lodged or deposited or for any loss, conversion, misapplication or misappropriation of or 

any damage resulting from any dealings with any moneys, securities or other assets belonging to 

the Corporation or for any other loss, damage or misfortune whatever which may happen in the 

execution of the duties of the director's or officer's respective office or trust or in relation thereto 

unless the same shall happen by or through the director's or officer's own wilful neglect or default. 

 

INDEMNITIES TO DIRECTORS AND OTHERS 

 

37.  Indemnities to Directors and Others. Pursuant to Section 80 of the Act, every director or officer 

of the Corporation or other person who has undertaken or is about to undertake any liability on 

behalf of the Corporation or any corporation controlled by it and their heirs, executors and 

administrators, and estate and effects, respectively, shall from time to time and at all times, be 

indemnified and saved harmless out of the funds of the Corporation, from and against: 

(a) all costs, charges and expenses whatsoever which such director, officer or other person 
sustains or incurs in or about any action, suit or proceeding that is brought, commenced or 
prosecuted against the director, officer or other person for or in respect of any act, deed 
matter or thing whatever, made, done or permitted by them, in or about the execution of the 
duties of such office or in respect of any such liability; and 

 

(b) all other costs, charges and expenses which the director, officer or other person sustains or 
incurs in or about or in relation to the affairs thereof, except such costs, charges or expenses 
as are occasioned by their own willful neglect or default. 
 

The Corporation shall also indemnify any such person in such other circumstances as the Act or law 

permit or requires. Nothing in this By-law shall limit the right of any person entitled to indemnity 

to claim indemnity apart from the provisions of this By-law to the extent permitted by the Act or 

law. 

 

INTERESTED DIRECTOR CONTRACTS 
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38.  Conflict of Interest. A director who is in any way directly or indirectly interested in a contract or 

proposed contract with the Corporation shall make the disclosure required by the Act. Except as 

provided by the Act, no such director shall vote on any resolution to approve any such contract. 

In supplement of and not by way of limitation upon any rights conferred upon directors by Section 

71 of the Act and specifically subject to the provisions contained in that section, it is declared that 

no director shall be disqualified by, any such office from, or vacate any such office by reason of, 

holding any office or place of profit under the Corporation or under any corporation in which the 

Corporation shall be a shareholder or by reason of being otherwise in any way directly or indirectly 

interested or contracting with the Corporation as vendor, purchaser or otherwise or being 

concerned in any contract or arrangement made or proposed to be entered into with the 

Corporation in which the director is in any way directly or indirectly interested as vendor, 

purchaser or otherwise. Subject to compliance with the Act, no contract or arrangement entered 

into by or on behalf of the Corporation in which any director shall be in any way directly or 

indirectly interested shall be voided or voidable and no director shall be liable to account to the 

Corporation or any of its members or creditors for any profit realized by or from any such contract 

or arrangement by reason only of the director holding that office or of the fiduciary relationship 

established thereby. 

CUSTODY AND VOTING OF SHARES AND SECURITIES 

 

52.  Voting Shares and Securities. All of the shares or other securities carrying voting rights of any 

company or corporation held from time to time by the Corporation may be voted at any and all 

meetings of shareholders, bondholders, debenture holders or holders of other securities (as the 

case may be) of such company or corporation and in such manner and by such person or persons 

as the board of directors of the Corporation shall from time to time determine. The duly 

authorized signing officers of the Corporation may also from time to time execute and deliver for 

and on behalf of the Corporation proxies and/or arrange for the issuance of voting certificates 

and/or other evidence of the right to vote in such names as they may determine without the 

necessity of a resolution or other action by the board of directors. 

 

53.  Custody of Securities. All shares and securities owned by the Corporation shall be lodged (in the 

name of the Corporation) with a chartered bank or a trust company or in a safety deposit box or, 

if so authorized by resolution of the board of directors, with such other depositories or in such 

other manner as may be determined from time to time by the board of directors. 

 

All share certificates, bonds, debentures, notes or other obligations belonging to the Corporation 

may be issued or held in the name of a nominee or nominees of the Corporation (and if issued or 

held in the names of more than one nominee shall be held in the names of the nominees jointly 

with the right of survivorship) and shall be endorsed in blank with endorsement guaranteed in 

order to enable transfer to be completed and registration to be effected. 



8 
 

EXECUTION OF INSTRUMENTS 

 

54.  Execution of Instruments. Contracts, documents or instruments in writing requiring the signature 

of the Corporation may be signed by any two (2) of the Chair, Vice-Chair and the Executive 

Director.  The board of directors shall have power from time to time by resolution to appoint any 

officer or officers or any person or persons on behalf of the Corporation either to sign contracts, 

documents and instruments in writing generally or to sign specific contracts, documents or 

instruments in writing. 

The term "contracts, documents or instruments in writing" as used in this By-law shall include but 

not be limited to deeds, mortgages, hypothecs, charges, conveyances, transfers and assignments 

of property real or personal, immovable or movable, agreements, releases, receipts and 

discharges for the payment of money or other obligations, conveyances, transfers and 

assignments of shares, share warrants, stocks, bonds, debentures or other securities and all paper 

writings. 

CHEQUES, DRAFTS, NOTES, ETC. 

 

55.  Cheques, Drafts, Notes. Etc. All cheques, drafts or orders for the payment of money and all 

notes and acceptances and bills of exchange shall be signed by such officer or officers or person or 

persons, whether or not officers of the Corporation, and in such manner as the board of directors may 

from time to time designate by resolution.  

AUDITORS 

 

60.  Auditors. Unless the corporation qualifies under the exemption in section 96.1 of the Act, the 

members shall at each annual meeting appoint an auditor to audit the accounts of the 

Corporation for report to members who shall hold office until the next following annual meeting; 

provided, however, that the directors may fill any casual vacancy in the office of the auditor. If an 

appointment is not so made, the auditor in office must continue until a successor is appointed. 

The remuneration of the auditor shall be fixed by the members or by the directors if they are 

authorized to do so by the members, and the remuneration of an auditor appointed by the 

directors shall be fixed by the directors. The members may by resolution passed by at least two-

thirds of the votes cast at a general meeting of which notice of intention to pass the resolution 

has been given, remove any auditor before the expiration of the auditor's term of office and shall 

by a majority of the votes cast at that meeting appoint another auditor in such auditor's stead for 

the remainder of the term 

.FINANCIAL YEAR 

 

61.  Financial Year. The financial year of the Corporation shall terminate on the 31st  day of March in 

each year or on such other date as the directors may from time to time by resolution determine. 
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SECTION B 

 

Thrive Board Governance Manual 

 

This section includes the relevant financial policies from the Board Governance Manual. 

 

 

Policy Name and Number 
 

1.7  Corporate Members 

Policy Type Board Structures and Processes 

Approval Date November 8, 2016 

Review Date  
 

  

Preamble 

Corporate members are the “shareholders” of the corporation.  Their role is to oversee the performance 

of the Board of Directors.   

 

At Thrive Counselling, the members of the corporation are also the directors.  This is considered to be a 

“closed membership”.   

 

Policy 

The Board recognizes all directors as members of the corporation, as per Bylaw Clause 40.   

 

The members shall be responsible to: 

(a) elect or appoint the Corporation’s directors and officers;  
(b) receive the auditor’s report and audited financial statements for the immediately preceding 

fiscal year and vote upon the approval of such report and financial statements; 
(c) appoint the Corporation’s auditor for the following fiscal year; 
(d) consider such other matters as may be properly brought before the membership or the board. 

 

 

 

Reference 

Bylaw #1 
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Policy Name and Number 
 

1.8  Board roles and responsibilities 

Policy Type Board Structures and Processes 

Approval Date November 8, 2016 

Review Date  
Preamble 

This policy confirms the specific role and responsibilities of the Board of Directors in providing 

leadership to Thrive Counselling and oversight of management and operations. 

Policy 

The Board is ultimately responsible for the strategic direction of Thrive and for ensuring that the 

organization meets its program, service and funding obligations in a responsible manner.  One of the 

board’s most important roles is to recruit, support and evaluate a competent Executive Director.  

Specifically, the Board is responsible for: 

 Strategic Planning, including the establishment of Strategic Directions 

 Establishing and monitoring policies which provide the framework for the 
management and operation of the corporation 

 Measuring the performance of the corporation’s Executive Director 

 Ensuring service quality and excellence 

 Ensuring financial viability 

 Ensuring effectiveness in governance (establishing effective governance structures 
and processes including committees and/or advisory bodies).  On an annual basis, 
establishing Board goals and objectives (separate from the Corporate goals and 
objectives) 

 Achieving a common understanding of roles, responsibilities and accountabilities for 
Board and management staff who report to the Board 

 Engaging in succession planning for Board members 

 Developing a succession plan for the Executive Direction 

 Ensuring timely and effective conflict resolution 

 Building relationships with stakeholders 

 Identifying, monitoring and managing risk 

 Approving expenditures of the Corporation for amounts in excess of $10,000 as per 
the Executive Limitations policy 

 Ensuring that all professional staff are appropriately credentialed 
 

Reference 

Bylaw #1 

Executive Limitations policy 
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Policy Name and Number 
 

1.9  Board member job description 

Policy Type Board Structures and Processes 

Approval Date November 8, 2016 

Review Date  
 

 

Preamble 

Board members have a legal obligation to oversee and monitor the organization’s activities.  It is 

important that board members understand their obligations and perform their role effectively.   

 

Policy 

As per the Bylaw, Thrive  Board members are responsible to: 

n) establish and review on a regular basis the mission, objectives and strategic plan of the 
Corporation in relation to the provision, within available resources, of appropriate programs 
and services in order to meet the needs of the community; 
 

o) establish, on an annual basis, board goals and objectives (separate from the corporate goals 
and objectives) to ensure the effective and efficient governance of the Corporation; 
 

p) establish a policy outlining eligibility criteria and the nomination process for election as a 
Director;  
 

q) establish procedures for monitoring compliance with these By-laws and applicable laws; 
 

r) establish policies that will provide the framework for the management and operation of the 
Corporation; 
 

s) as and when required, establish the selection process for the engagement of an Executive 
Director and to hire the Executive Director in accordance with such process; 
 

t) annually to conduct the Executive Director’s formal performance evaluation, review and 
approve his or her compensation as and when required, and to set the Executive Director’s 
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goals and objectives for the coming year, all of which shall be subject to the employment 
contract of the Executive Director in force and effect from time to time; 
 

u) delegate responsibility and concomitant authority to the Executive Director for the 
management and operation of the Corporation, subject to the employment contract of the 
Executive Director in force and effect from time to time; 
 

v) ensure that the Corporation has properly qualified staff and appropriate facilities of the 
purposes of the provision of its services; 
 

w) ensure mechanisms and policies are in place to provide a high quality of care for clients; 
 

x) ensure that quality assurance, risk management and utilization review methods are 
established for the regular evaluation of the quality of care of clients receiving services from 
the Corporation; 
 

y) perform finance, audit and investment duties, meet with the external auditor at least once a 
year to approve the annual budget for the Corporation and to report to the Members the 
finance, audit and investment activities of the board during each reporting period; and 
 

z) establish an investment policy and monitor the control and management of the Corporation’s 
investments. 

 

 

Reference 

Bylaw #1 
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Policy Name and Number 
 

1.15  Risk Management and Quality 
Assurance 

Policy Type Board Structures and Processes 

Approval Date December 2016 

Review Date  
 

Preamble 

An important role of the Board is to ensure that plans are in place to manage potential risk to the 

agency.  Risk may arise from a number of areas including business practices, clinical practices, and the 

environment.  It is incumbent on the Board to establish a process to monitor all potential risk factors 

and to develop strategies to mitigate risk.   

 

 

Policy 

The Board of Directors shall be responsible for overseeing and monitoring internal and external risk 

factors that may impact operations and performance of Thrive Counselling. 

 

PROCEDURE: 

The Board shall ensure that the following processes are in place to monitor risk and to assure the 

provision of quality programs: 

 

Risk Identification ad Assessment – Agency management should undertake annual reviews of potential 

risk and should report these to the Board.  This review should also include consideration of risk 

mitigation strategies and contingency plans. 

 

Insurance – management shall ensure that the organization and its employees have adequate insurance 

coverage and should report on such to the Board annually. 

 

Effective Financial and Capital Planning – management shall be responsible for undertaking regular 

budget reviews and should report budget results to the Board on at least a quarterly basis.  

Management should monitor cash flow requirements and report potential shortages to the Board.  The 

Board shall ensure that internal financial controls are adequate (e.g., cheque signing authorities, 

contractual obligations, compliance with financial controls) 
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Quality Management – management must ensure that there are policies, procedures and processes in 

place to monitor the quality of services provided to Thrive clients. 

 

Contingency Planning – contingency plans should be prepared to respond to identified and non-

identified risks (e.g., emergency preparedness, pandemic planning, threats to staff and/or clients). 

 

Board Behaviour – the Board must ensure that all of its members have the knowledge, ability and 

commitment to their role as Board members to effectively meet the standards of care imposed by 

legislation.   

 

Section 3: Executive Leadership 

 

 

Policy Name and Number 
 

2.1  Executive Limitations 

Policy Type Executive Leadership 

Approval Date January 2016 

Review Date January 2017 
 

Preamble 

It is important that the Board delegate authority to its Executive Director and allow the Executive 

Director to exercise that authority within established limits.  This policy supports the Board and 

Executive Director to understand and exercise their respective roles and responsibilities.   

 

Policy 

This policy articulates the delegation of decision making and operating authority between the Board of 

Directors and management at Thrive Counselling.  

 

Procedure 

Matters requiring the approval of the Board 

Finance and Operations: 

 The approval of any multi-year or annual business, capital or operating plans or budgets of 
the organization, or any amendment thereto; 

 Any material deviation from the approved business, capital or operating plans or budgets; 
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 Any expenditure that is over and above management’s delegated expenditure limits set by 
the Board; 

 Any material change in accounting policies or practices of the organization; 

 The approval of annual financial statements of the  organization; 

 Any purchase, commitment, lease or expenditure which, if completed, would raise the total 
of capital expenditures of the organization in any fiscal year to more than the dollar amount 
authorized pursuant to an approved business plan for any fiscal year; 

 Any material contracts out of the ordinary course of business; and 

 Any matter that presents a real or perceived material risk to the financial position of the 
organization. 

 

Appendix 1: Financial Limits of Delegated Authority 

1. These financial limits of aggregate expenditures are subject to review and revision 
through the appropriate resolution passed by the Board. 

2. The financial limits listed below prevail in the event of any inconsistency with 

delegation (and limits of authority) in other Thrive policies and/or employee position 

descriptions. 

 

Category Amount Approval Authority 

Debt Instruments All Board of Directors by Resolution 

Contractual 

commitments for the 

provision of goods 

and/or services from a 

third party (eg: Leases, 

IT support agreements; 

office equipment, 

marketing services) 

 >$10,000 Board of Directors by Resolution 

>5000 but <=$9999 Executive Director and Chair 

>$1000but <= $5000 Executive Director  

<=$1000 
Employees delegated by ED and their direct 

manager 

Cheque Signing Limits 

 >$10,000 Board of Directors by Resolution 

>$5,000 but <=$9999 Executive Director and Chair 

>$1001 but  

<= $5,000 

Executive Director and ED’s direct reports as 

delegated 

<=$1000 
Employees delegated by ED and their direct 

manager 

Offers of Employment 

Executive Director Board of Directors by Resolution 

ED’s Direct Reports Executive Director  

Other Employees Executive Director 

Tax Returns  Executive Director and Chair 
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Splitting of Transactions: The splitting of transactions to allow a lower financial limit to be used is 

expressly prohibited. Approval must always be sought for the aggregate 

expenditure. If the aggregate expenditure exceeds or may exceed a 

delegate’s authority limits, approval at a higher authority level must be 

obtained. 

Aggregate Expenditure The aggregate expenditure of a financial obligation is the greater of: (i) 

the minimum contractual financial obligation for the entire period of an 

agreement; or (ii) the expected contractual financial obligation for the 

entire period of an agreement. 

Section 3 Financial Policies 

 

Policy Name and Number 
 

3.1  Fund Raising 

Policy Type Finance 

Approval Date January 2017 

Review Date  
 

 

Preamble   

It is common that not-for-profit organizations need to raise funds in support of the organization’s 

mission beyond those funds received directly from Ministries in accordance with service agreements.  

This policy provides guidance on the types of activities and approaches that Thrive Counselling may use 

to raise additional funds in an ethical, focused way.   

 

Policy 

Thrive Counselling may from time to time generate additional funds in support of the organization’s 

mission, provided that such revenue generating activities shall 

 Comply with the law 

 Not conflict with funding agreements with other funders 

 Not conflict with the agency’s charitable objects or charitable status 

 Be in keeping with the organization’s mission, vision and values 

 Be in accordance with the Strategic and Operational Plans, and 

 Be conducted ethically and with transparency. 
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Procedure 

The agency may raise funds through a variety of means including, but not limited to, 

 Partnerships with United Way and other funding bodies (service clubs, foundations, 
community organizations);  

 Direct solicitation of business organizations (subject to restrictions from other funders 
including United Way) 

 Raffles and lotteries 

 Special events 

 Mail and personal solicitation (e.g. Christmas campaigns, planned giving campaigns, 
capital campaigns). 

 

Fund raising will not include: 

 Telephone solicitation of the general public 

 The sale of donor lists or information 

 Partnerships with any group or organization not approved by the Board of Directors. 
 

Thrive’s fund raising approaches will be guided by the following principles: 

 Members of the Board and Fund Raising Committee (if one exists), its partners and 
representatives shall always act with fairness, honesty, integrity and openness 

 Fund raising activities will comply with the Agency’s principles, practices, and applicable 
laws and regulations 

 Without limiting the generality of the above, fund raising activities will not and will not 
be perceived to  

o Condone or promote the abuse of any substance including illegal drugs, 
prescription drugs and alcohol 

o Condone or promote acts of violence 
o Condone or promote the exploitation of victims or children 
o Condone or encourage any activities that lead to the types of social or personal 

problems that bring people to our agency requesting service.  For example, while 
the Agency might choose to serve alcohol at an event, it will not sell wine and 
alcohol as a main fund raiser 

 Fund raising activities will not demean or discriminate against any person or group by 
virtue of their race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, 
sexual orientation age, marital status, gender identity, gender expression, family status 
or disability.   

 Members of the Committee/Board, its partners and representatives shall not exploit 
their position for personal gain. 

 Donors have the right to obtain complete and timely information on how their funds are 
used. 
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 All funds raised will be used for the purpose for which they were raised, and within a 
reasonable timeframe. 

 Fund raising costs shall at all times be held to a percentage of revenue which is generally 
acceptable within the fund raising profession and by the public.  There shall be a proper 
balance between costs, revenue and quality. 

 A recognized accounting method shall be used to track and control donations.  Accurate 
and timely reports shall be available to the public including the amounts raised, how it 
was spent, and the net proportion used for the purpose or cause.   
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Policy Name and Number 
 

3.2  Investments 

Policy Type Finance 

Approval Date January 2017 

Review Date  
 

Preamble: 

This policy establishes guidelines for management of the Agency’s assets. 

 

Policy 

Thrive Counselling will maintain and abide by the investment/banking policies prescribed in its 

agreement with the Ministry of Community and Social Services and/or with any other funding body.   

 

 

Procedure 

The Executive Director shall be responsible for ensuring that funds received from funders are invested as 

prescribed by the terms of any agreements with those funders. 

 

Funds received shall be invested in an interest bearing account in the name of the Agency in a Canadian 

financial institution. 

 

Any interest earned on funds provided by the Ministry as part of a Ministry-agency funding agreement 

shall belong to the Ministry and shall be reported as required. 

 

Subject to approval by the Board of Directors, cash not required to meet immediate obligations may be 

invested in conservative, government-backed investment vehicles including Treasury Bills, bonds and 

Term Notes provided that such investments are short-term in nature (ie. Not greater than one year) and 

provide a guaranteed return not less than what could be achieved in a comparable savings/chequing 

account.   

 

At no time shall the Agency’s assets be invested in equities, mutual funds or high risk investment 

vehicles. 
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Policy Name and Number 
 

3.3  Contingency Reserve Fund 

Policy Type Finance 

Approval Date January 2017 

Review Date  
 

Preamble 

The purpose of the Contingency Reserve Fund is to cover unexpected budget shortfalls, emergency 

expenses, cash flow problems and other expenses deemed necessary by the Board of Directors. 

 

Policy 

The Board of Directors shall endeavor to build and maintain a Contingency Reserve Fund amounting to 

approximately 6 months of regular operating expenses.  The Board will replenish this reserve, as 

necessary, while complying with all legally binding contracts with funders.   

 

Any funds in excess of the amount required, above, shall be invested according to the terms of the 

Investment Policy (see Policy  3.2).   
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SECTION C 

 

This section includes the Terms of Reference of the Audit Committee of the Board of Directors. 

 

Terms of reference Audit Committee 

 

Committee Mandate 

The Audit Committee of Thrive Counselling is a committee of the Board of Directors 

charged with responsibility for overseeing and monitoring the financial affairs of the 

Organization, to ensure that the Organization has the appropriate financial policies and 

internal controls in place and on an annual basis review and recommend changes to the 

Organization’s insurance policies to ensure they remain adequate in light of changing 

circumstances 

Responsibilities 

a) Satisfy itself, on behalf of the Board of Directors that the financial statements are 

presented fairly in accordance with generally accepted accounting principles, that the 

information contained in Thrive’s financial statements and Annual Report to Members and 

other financial publications and disclosures, are true and accurate and do not contain any 

untrue statement of any material fact or omit to state a material fact that is required or 

necessary to make a statement not misleading, in light of the circumstances under which it 

was made.  

b) Recommend to the Board of Directors approval of the audited Annual Financial 

Statements for presentation and distribution to the Membership. 

c) Review and approve the release of any reports or other financial information of Thrive 

submitted to any government, government agency, regulatory body, financial institution or 

the public, including any certification, report, opinion, or review rendered by the external 

auditors. 

d) Satisfy itself, on behalf of the Board of Directors, that all material statutory deductions 

have been withheld by Thrive and remitted to the appropriate authorities. 

e) Manage the external audit relationship including: 

 Assuming the primary reporting relationship between Thrive and the external 

auditors. 

 Reviewing the audit plan of the external auditors and the auditor’s engagement 

letter. 

 Pre-approving all non-audit services to be provided to Thrive by the external 

auditor. 

 Reviewing the independence and performance of the external auditors, and 



22 
 

 Annually recommending to the Board of Directors the appointment of the external 

auditors including their remuneration and any other significant compensation to 

be paid to them. 

f) Review with management and the external auditors the relevance and appropriateness of 

Thrive’s accounting policies and approve all significant changes to such policies. 

g) Satisfy itself, on behalf of the Board of Directors, that management has implemented an 

appropriate system of internal controls over its financial reporting and the safeguarding of 

Thrive’s assets. 

h) Review the Organization’s banking arrangements and policies and make recommendations 

to the Board for any changes thereto including approval of signing officers not so 

mandated in the Organization’s By-Laws 

i) To monitor the terms and conditions of any debt or financial obligation being 

contemplated by management and to recommend to the Board of Directors acceptance or 

rejection of said obligation. 

j) To monitor the situation of the Organization to ensure that it remains compliant with all 

the terms and conditions of any indebtedness or other financial commitment entered into 

by it. 

k) Review on an annual basis the Organization’s insurance program to ensure it remains 

appropriate to the risks faced by Thrive and Directors in light of the changing financial, 

operational and legal circumstances of the Organization, and to recommend to the Board 

of Directors any changes that may be required including changes to existing insurance 

policies or new policies that may be required in light of the evolving operational 

environment.  

l) To consider any other financial matter as it deem appropriate or as may be referred to it by 

the Board of Directors or the Executive Director from time to time.  

Committee Composition 

a) The Board of Directors shall appoint annually from among its members a committee to be 

known as the Audit Committee (the "Committee") to be composed of no fewer than three 

(3) directors and no more than one less than that number of directors which constitutes a 

majority of the board of directors as constituted from time to time. 

b) Committee members shall serve until the next annual meeting or until their successors are 

duly appointed. To ensure continuity, at least one member of the Committee must be a 

returning member. 

c) The Chair of the Committee shall be elected by the Committee Members which shall meet 

following the annual reorganization meeting of the Board and shall serve until the next 

such meeting or until their successors shall be duly appointed and qualified. 

d) All members of the Committee shall be financially literate. (Financial literacy is defined 

as being able to read and understand basic financial statements). At least one Committee 

member must have the requisite professional certification in accounting or any other 

comparable experience or background such as having been a chief executive officer, chief 

financial officer or other senior financial officer with financial oversight responsibilities.  

e) Any member of the Committee may be removed or replaced at any time by the Board of 

Directors. 
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f) A committee member shall cease to be a member of the Committee as soon as such 

member ceases to be a Director. 

g) The Executive Director may participate as an ex-officio, non-voting member of the 

Committee at the discretion of the Chair of the Committee. 

h) Guests may attend any meeting at the invitation of the Committee Chair. 

Resources 

a) Resource staff to the Committee will be appointed by the Executive Director (ED) as 

required by the Committee and shall have no vote. 

b) In order to properly carry out its responsibilities with respect to its mandate, the 

Committee may retain outside consultants at the expense of the organization, on the prior 

approval of the Board Chair. 

Committee Process 

a) No business may be transacted by the Committee except at a meeting of its members at 

which a quorum of the Committee is present. 

b) A quorum will consist of a simple majority of the Committee members subject to a 

minimum number of 3. 

c) The Committee will meet as many times as is necessary to carry out its responsibilities, 

but no less frequently than four times each year at a time and place agreeable to all 

Committee Members. 

d) Regular meetings will be called by the Chair of the Committee. Meetings may be called at 

any time by the Chair of the Committee or any two Committee members subject to 

reasonable notice 

e) An agenda and any supporting materials will be circulated at least seven (7) days in 

advance of the time the meeting is to be held. 

f) Meetings may be held in person, by telephone conference or by other electronic means 

providing all persons participating can communicate simultaneously and instantaneously. 

g) The Chair of the Committee will ensure that minutes of the proceedings of all meetings of 

the Committee are maintained, and that decisions are properly recorded. The minutes will 

form part of the official records of Thrive. 

h) The Chair of the Committee shall report to the Board at the next Board meeting following 

the meeting of the Committee. Reports to the Board may take place “in-camera”. 

i) The Committee shall develop and maintain an annual timetable of tasks to be completed in 

the execution of its mandate. 

j) The Committee shall review its Terms of Reference annually to ensure they remain 

appropriate to the evolving needs of the organization and submit recommendations for 

changes to the Governance Committee for review.1 

 

 

 

 

                                                            
1 It is the mandate of the Governance Committee to review the Terms of Reference of all Board Committees for 

consistency and recommend to the Board approval of any recommended changes. 
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SECTION D 

 

This Section contains items from the agency Policy & Procedure Manual. 

 

Policy Name and Number 
 

3.3  Contingency Reserve Fund 

Policy Type Finance 

Approval Date January 2017 

Review Date  
 

Preamble 

The purpose of the Contingency Reserve Fund is to cover unexpected budget shortfalls, emergency 

expenses, cash flow problems and other expenses deemed necessary by the Board of Directors. 

 

Policy 

The Board of Directors shall endeavor to build and maintain a Contingency Reserve Fund amounting to 

approximately 6 months of regular operating expenses.  The Board will replenish this reserve, as 

necessary, while complying with all legally binding contracts with funders.   

 

Any funds in excess of the amount required, above, shall be invested according to the terms of the 

Investment Policy (see Policy  3.2).   
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SECTION E  

 

This section contains Thrive’s General Financial Policies & Procedures 

 

Policy 1.0 General Financial Policies & Procedures 
 

Policy 

The Business Manager and the Executive Director, who may solicit the advice and input of the 

Audit/Finance Committee and the Board of Directors, as considered appropriate, shall review 

this policy at least annually.  It is the responsibility of the Executive Director to ensure that 

current written financial procedures are in place and followed at all times. 

Scope 

 

The following operating procedures are intended to ensure that proper procedures are established 

and followed in all of Thrive’s financial transactions.  

 

Procedures 

 

1. Accounting and Bookkeeping: 

1.1 Basis of Accounting: 

 The Thrive Books of Account are maintained in accordance with Generally 

Accepted Accounting Principles (GAAP), as outlined from time to time in the 

Handbook of the Canadian Institute of Chartered Accountants. 

 In particular, Thrive applies fund accounting, the deferral method of accounting for 

contributions and restricted revenues.  Restricted funding and contributions are 

recognized in the year in which the related expenses are incurred.  Unrestricted 

contributions are recognized as revenue when received or receivable if the amount 

to be received can be reasonably estimated and collection is reasonably assured. 

 The general fund reports the assets, liabilities, revenues and expenses related to the 

agency's administrative and fundraising activities. 

 The restricted funds report the assets, liabilities, revenues and expenses related to 

the agency's externally funded operations and projects. 

 The capital fund reports the assets, liabilities, revenues and expenses related to the 

agency's capital assets. 

 Restricted investment income is recognized as revenue in the year in which it is 

earned and payable back to the funder to which it relates.  Unrestricted investment 

income is recognized in the year in which it is earned. 

 As well, Thrive applies the accounting principle of accrual accounting, in which 

revenues, expenses, assets and liabilities are recorded when they occur, regardless 
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of the associated cash flows.  This gives rise to accounts receivable, when money is 

due but not yet received, and accounts payable, when payment becomes due but is 

not made until a later date.  

1.2 Computer Records: 

 The accounting books and records are maintained in AccPac, which is housed on 

the Agency’s server and backed up on a regular basis. 

1.3 Chart of Accounts: 

 The Business Manager is responsible for maintaining and updating the Chart of 

Accounts.  As part of the AccPac system, the Chart of Accounts is included in the 

computer backup. 

 Account numbers are in the format xxxx-x.  The first segment is four digits, and 

represents the following main areas: The second segment is one digit, and 

represents different funded programs, or "Cost Centres".  The general structure of 

the Cost Centres is as follows: 

 

 

 

 

 

 

 

  

 

 This two-segment account structure allows Thrive to generate reports on selected 

Cost Centres, thereby implementing fund accounting and reporting on specific 

funding and activities. 

1.4 Finance Staff: 

 Finance Staff currently consists of one position: 

Business Manager 

 (including responsibilities for payroll, accounts payable, revenues / receivables and 

other matters) 

 

1.5 Separation of Duties: 

0100 Assets 

0200 Liabilities and deferred 

0300  Revenues 

0400 Salaries and Benefits 

0500 and up Expenses 

 1 Individual/Couple/Family 

2 Not used 

3 Credit Counselling 

4 Violence Against Women 

5 Safety Zone 

6 Supervised Access 

7 PAR 
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 Thrive implements separation of duties in accounting and finance in several ways.  

The most important separation of duties is the separation of operational 

responsibility from record keeping responsibility.  The Business Manager has 

primary record keeping, accounting and reporting responsibility, and the Directors 

of Clinical Services  have primary operating responsibility.  While both of these 

positions report to the Executive Director, thereby possibly creating a control 

weakness, there is a compensating control in the oversight built into the Board’s 

Approval Authority. 

1.6 Accounting Principles Applied: 

a) Revenues 

 

Grant revenues are recognized when the related expenses are incurred.  In practice, 

this is achieved by recording grant revenues when received, and then at the year-

end recording unspent revenue as a liability on the balance sheet.  Depending on the 

requirements of particular funders unspent revenue is either deferred to a future 

period or else is returned to the funder. 

 

Donations, memberships, and other revenues are recognized when they are 

received. 

 

Thrive occasionally issues invoices.  Usually invoices are issued for the recovery of 

expenditures incurred on behalf of other organizations. 

 

b) Expenses 

 

Expenses for staffing, goods and services shared by programs are allocated across 

programs.  These allocations are made based on the most relevant cost driver.  In 

the case of staffing, specific employees are authorized to work specific portions of 

their time for specific programs, and the costs are allocated on this basis 

Expenses for specific programs are charged directly to those programs. 

 

c) Capital Assets 

 

Capital assets are recorded at cost.  Frequently, funders require that funding for 

capital purchases be reported to them as spent in the year authorized.  When this is 

the case that spending is reported to the funder in the required manner. 

 

As well, under GAAP capital assets must be amortized over the estimated useful 

life of the asset.  Thrive uses the following categories: 
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Equipment, furniture and 

fixtures 

4 years 

Computers 4 years 

 

1.7 Storage and Safekeeping: 

 The Business Manager is responsible for keeping source documents for the current 

and preceding fiscal year under lock and key. The Business Manager also maintains 

corporate and financial record in a locked cabinet.  

 The Board of Directors has not decided to implement the use of a Corporate Seal at 

this time. 

 The Secretary/Treasurer is responsible for the safekeeping of the minutes of the 

Finance Committee. 

 Working with the Secretary/Treasurer of the Board of Directors, the Executive 

Director is responsible for ensuring that the originals of the Incorporation 

Documents, Corporate Registers and Minute Books are maintained and stored. 

 All records for the current fiscal year and the fiscal year just ended are kept on site 

at 235 Lakeshore Road East, Oakville for the reference of staff and the auditors.  

Records that date back further may be kept either on site or off site in an 

appropriate storage facility [and according to legislation].  All records are to be 

stored in a safe, dry, secure manner. 

1.8 Storage Period:  

 In keeping with the Income Tax Act, all financial records are kept a minimum of 

six years from the date of assessment of each year's Annual Return (T3010).  

Although as a registered charity and not-for-profit organization Thrive does not pay 

income tax, we are still governed by the Act.  These records include but are not 

limited to: 

a) Invoices 

b) All payroll and human resources records 

c) Deposit books and supporting documents 

d) Funder contracts 

e) Duplicate charitable donation receipts 

f) Annual audited financial statements 

g) General ledger 

h) Auditor’s adjustments (if any) 

i) Insurance policies 

1.9 Bank Reconciliation: 

 The Business Manager is responsible for ensuring each bank account is reconciled.  

Bank statement information is available online.  A reconciliation is performed 

monthly.   

1.10 General Journal: 

 The Business Manager is responsible for such general journal entries as are 

necessary to ensure the books and records are correct and in accordance with 

GAAP. 
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1.11 Internal Financial Reports: 

 Internal financial statements are generally prepared within two weeks of the end of 

each month. 

 At a minimum a statement of operations is prepared for each active Cost Centre, 

and distributed to the Executive Director.  For some cost centres, custom financial 

reports are designed that follow the funder's reporting requirements. 

  For each quarter the Business Manager prepares for the Finance Committee at least 

the following reports: 

a) Budget Consolidated Statement of Operations 

b) Budget Statement of Operations by Cost Centre 

c) Year-to-date Consolidated Statement of Operations 

d) Year-to-date Statement of Operations by Cost Centre 

e) Financial Conditioning Report 

 At the discretion of the Executive Director, or at the request of the Finance 

Committee, other reports may be presented from time to time. 

 From time to time funders require that reports they specify be approved by the 

Board.  In these situations these reports must be sent to the Executive Director who 

will present to the appropriate Board members for approval. 

1.12 Financial Reports to Funders: 

 The Business Manager, in consultation with the Executive Director, prepares 

financial reports for individual programs as required by funders, usually using 

forms and reporting requirements specified by the funders. 

1.13 Annual Audit: 

 The external auditors are appointed each year at the Annual General Meeting.  As 

soon after the financial year-end as permitted by Generally Accepted Auditing 

Standards the auditors conduct fieldwork at Thrive to substantiate their audit report. 

 The Business Manager cooperates fully with the auditors.  As well, in preparation 

for the audit the Business Manager prepares as many audit working papers as 

possible. 

1.14 Distribution of Audited Financial Statements: 

 Before distribution the audited financial statements must be approved by the 

Finance Committee and the Board of Directors. 

 The Treasurer, in conjunction with the Business Manager and the Executive 

Director ensures the statements are available at the Annual General Meeting. 

 The Annual Report and the Audited Financial Statements , which is distribute are 

made available on the Agency’s website. 

1.15 Government Reporting: 

 The Business Manager is responsible for the following government reporting: 

a) T4s and T4As – prepared by Payworks Inc and approved by the Business 

Manager 

As an employer Thrive must complete and submit these forms by February 28th 

each year. 

b) T3010 
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Under the Income Tax Act Registered Charities do not submit T2 income tax 

returns.  They are, however, required to complete and submit the T3010 Charity 

Information Return within six months of each year-end. 

 

2. Banking and Investing: 

2.1 Signing Officers: 

 The Board of Directors designates signing officers for banking and investing 

purposes.  Usually, the Board requires any two signatures. 

2.2 Institutions and Accounts: 

 Operating Accounts 

Currently, Thrive has two bank accounts, one with the Bank of Montreal at 239 

Lakeshore Road East, Oakville Ontario L6J 1H7 

  

Chequing Acct # 1038-278 

 

The other account is with the 

Toronto Dominion Bank at 510 

Brant Street, Burlington Ontario 

Acct #306433 

 

 The Business Manager and the Executive Director  has the authority and the 

passwords to view transaction data for these accounts on the (Bank) web site. 

 As well, the Agency currently has investment accounts at both of the above 

Financial Institutes. 

  

  

 

2.3 Cash Management and Investments: 

 The Business Manager is responsible for managing cash flow.  The balance in the 

operating account should not fall below one month's operating requirements.  Cash 

surplus to these needs may be invested ,with the approval of the Board of Directors 

and any two signing authorities, in the Securities investment accounts. 

2.4 Line of Credit: 

 Thrive currently does not have a line of credit.   

 

3. Receipts, Accounts Receivable and Other Income: 

3.1 Receipts: 

 Cheques, cash or Moneris payments received at the office or in the mail are 

recorded daily in either the Cash Book or in AccPac by Reception.  . 

 Payments received are stored in the safe until the next bank deposit date. 

 All items for deposit are kept in the safe until taken to the bank.  Someone other 

than the person who makes up the deposit, goes to the bank weekly.  Complete 
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records are kept of all bank deposits.  Once the bank deposit is made, the Business 

Manager is responsible for updating the AccPac records. 

 Increasingly, funders are moving to electronic funds transfer.  As part of the bank 

reconciliation process the Business Manager is responsible for correctly accounting 

for these deposits. 

3.2 Expense Recoveries: 

 Many funders' budgets include rent and administration fees paid to the Agency.  

The Business Manager is responsible for ensuring these amounts are correctly 

booked each month. 

3.3 Sales Invoices: 

 Thrive makes occasional use of sales invoices.  Often they are used to recover 

expenditures for FSEAP counselling on behalf of other organizations.  In 

consultation with the Business Manager the Receptionist is responsible for 

preparing invoices in AccPac or manually in Excel and mailing them.  The 

Receptionist is also responsible for follow-up on outstanding amounts. 

 Accounts Receivable is also made up of clients’ fees that were not paid at the time 

of the appointment or for missed appointments.  These accounts are reviewed 

periodically by the Business Manager and written off after 90 days. 

 

 

4. Purchases, Accounts Payables and Payments: 

4.1 Vendor Invoices, Cheques and Cheque Signing:   

 Cheques are prepared generally every week, depending on volume. 

 Directors of Clinical Services  are responsible for approving expenses for their 

programs. 

 Invoices are submitted to the Business Manager  for processing and payment.   

 The Business Manager then enters them into the accounts payable module of 

AccPac and then posts Invoice batches. 

 Cheques are prepared and printed.  Two signing authorities are required.  The 

Business Manager is responsible for distributing the cheques and ensuring the 

supporting documents are correctly filed.  Paid invoices are kept in files by vendor, 

with a new file started for each fiscal year.  Fiscal years are split by the dates of the 

cheques, not the dates of the invoices. 

4.2 Expense Claim Approval: 

 As part of the vendor invoice process described above, employees, volunteers and 

others associated with Thrive may submit expense and mileage claims.  Thrive has 

standard forms for this purpose.  First, such claims must pass through all the same 

steps noted in the preceding section.  As well, in cases where the expense claim is 

for a payment to a person who would in any other case approve the expenditure, for 

example a Director of Clinical Services, the claim must be approved by that 

person's supervisor, the Executive Director.  Expense claimants cannot approve 

their own claims. 

4.3 Expenditure Approval Limits: 

 Thrive has dollar limits on what expenditures may be approved.  The Executive 

Director has authority to approve all expenditures within the limits imposed from 

time to time in budgets approved by the Board.  Outside of budgeted figures the 
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Executive Director may approve disbursements up to $5,000.  Disbursements that 

fall outside these limits require Board approval. 

4.4 Petty Cash Funds: 

 Petty cash funds have been established for many office locations to cover minor 

expenditures.  The Business Manager is responsible for keeping an up-to-date list 

of petty cash boxes that matches the Agency's accounting records. 

 Once the cash runs low a Reconciliation form is prepared.  This form must be 

backed up with receipts.  It must show the total of the receipts that are attached, and 

it must show the accounts and Cost Centres to which those expenditures are to be 

charged.  This form is submitted for, payment and processing in the same manner 

as all other invoices and bills. 

 The payment cheque is made out in the name of Petty Cash.  This cheque is then 

cashed at the bank and the funds put back into the cash box. 

4.5 Employee Reimbursements: 

 Conferences, Seminars, Travel, Automobile and Other Expenses 

Employees may be reimbursed for these types of expenses with the approval of 

their Supervisors.  The Agency has standard forms for expense claims, automobile 

expenses and travel expenses.  These forms must be properly completed by the 

employee, then submitted to their Supervisor for approval.  In most cases the 

Agency  require their staff to obtain prior approval for such activities. . 

 

5. Payroll and Personnel: 

5.1 References: 

 Nothing in this section overrides anything in the Thrive HR Manual.  As well, the 

Agency and its employees are governed by the policies and procedures of any 

companies providing any Thrive personnel fringe or health benefits, and all relevant 

payroll and human resources laws. 

 Payroll and human resources documentation are the responsibility of the Business 

Manager.  This information is highly confidential, and access to it is limited to the 

following people in the course of their duties: 

Executive Director   Directors of Clinical Services 

Business Manager    

5.2 Pay Periods: 

 

 Payroll is done on a bi-weekly basis and according to the Collective Bargaining 

Agreement 

 Payroll is administered by Payworks Inc and monitored by the Business Manager.  

5.3 Tally Sheets: 

 All employees are responsible for keeping track of their sick days, vacation days 

and any other adjustments to their normal work hours, by way of a tally sheet that is 

customized for them by the Business Manager.  These tally sheets will be sent to 

the Business Manager monthly and reviewed, keeping their supervisor apprised of 

any discrepancies or errors. 

5.4 Payroll Authorization: 
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 Changes are only made to the payroll records on the signed approval of the 

Executive Director. 

5.5 Payroll: 

 The Business Manager enters the payroll information into the Payworks system on-

line prior to payday. All reports are printed and kept in a locked cabinet with the 

Business Manager. 

 All paystubs are on-line for each employee to view and are advised by Payworks 

when the stubs are available to be viewed. 

5.6 Mandatory Government Remittances: 

 As Thrive’s payroll provider, Payworks is responsible for submitting all appropriate 

government payments, forms and submissions, with the exception of WSIB which 

is the responsibility of the Business Manager. 

5.7 Record of Employment: 

 Payworks’ on-line system allows the Business Manager to request Record of 

Employments both manually and automatically upon termination.  By submitting 

through Payworks, Service Canada receives notification immediately. 

5.8 Payroll Benefits: 

 Because of the reporting requirements of various funders and programs, Thrive has 

a complex system of accounts for payroll expenses.  When an employee is paid the 

salary cost must be charged to at least one account.  In cases where an employee is 

employed partially for one purpose and partially for another purpose the salary 

must be apportioned between two or even more accounts.   

 When an employee is paid there are also benefit costs that must be accounted for.  

While taxes are entirely the responsibility of the employee, in the case of the 

Canada Pension Plan and Employment Insurance Thrive is required to match (or 

more) the employees' contributions.  As well, depending on their employment 

status certain Thrive employees participate in a health benefits plan the cost of 

which is partially borne by the employee and partially by the Agency.  These costs 

must be distributed among various expense accounts.  In order to account for these 

costs correctly the Business Manager prepares a spreadsheet each pay that allocates 

these costs correctly to the required expense accounts.  This spreadsheet is then 

posted to AccPac by the Business Manager. 

5.9 Pension Contribution: 

 Certain Thrive employees belong to a Pension plan.  The plan has two parts - an 

employee must make a contribution of 5% from each paycheque, and Thrive 

matches this contribution by contributing another 5%.  Once a month the Business 

Manager prints a report for that month's Pension contributions and enters the 

information on-line, including an automatic payment through ManuLife’s website.  

6. Budgeting: 

6.1 Program Budgets: 

 All significant Cost Centres have budgets.  In many cases the budgets are arrived at 

in agreement with the program funder, and form a significant part of the financial 

reporting to those funders.  The budget for the Agency, is the responsibility of the 

Executive Director, in consultation with the Business Manager. 

6.2 Budget Preparation and Approval: 
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 All Thrive budgets, regardless of funder requirements, are subject to the approval of 

the Board of Directors.  As discussed in Internal Financial Reports above, all 

budgets are presented to the Board for review.   

  The Business Manager is responsible for tracking all budgets entered into the 

AccPac system, all changes to those budgets, and the dates and reasons for those 

changes. 

6.3 New Program Proposals – Approval and Budgeting: 

 All new program proposals are presented  for review among the Senior Leaders  

and Executive Director before they are submitted to funders.  The Business 

Manager is responsible for reviewing overall budgeting, particularly the application 

of the Agency's Budget Policies discussed above. 

 

7. Inventory of Assets: 

7.1 What Qualifies as Inventory: 

 Note: if an item is discovered that is not specified here and it is unclear which 

category it belongs in, the Finance Manager shall decide. 

 Furniture  

All furniture automatically qualifies as inventory items including, but not limited 

to: 

Desks, desk extensions Chairs, sofas, love seats 

Cabinets, shelves, bookcases File drawers and overhead compartments 

Tables Cubicle Dividers 

Coat Racks Plant Stands 

  

 

 Office Equipment 

The following list of items will be considered Office Equipment and will be 

tracked: 

Telephones  

      Postage Meters  

Fax Machines  

Cameras/Security Cameras  

Printers, printer stands Safes 

Projectors (overhead, film, 

PowerPoint) 

 

Screens Lamps 

Monitor Stands  

Screen Blockers  

Adding Machines Flip Charts 
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 Computer Hardware  

The maintenance of the Inventory of Computer Equipment is the responsibility of 

the BSC Solutions Group. 

Computer hard drives and monitors are the only computer equipment that will be 

tracked for inventory purposes. Other computer related equipment, such as 

keyboards and speakers need not be tracked. 

 Computer Software Licences  

BSC tracks all computer software licences.   As these software licences are in many 

cases not linked to specific physical software discs these software licence tracking 

systems are maintained separately from the physical inventory list. 

 Appliances  

All appliances purchased for staff or client use will be tagged and tracked as 

inventory. This includes, but is not limited to: 

Televisions Toasters 

VCRs Dishwashers 

Microwaves Fans 

Refrigerators Dust Busters, Vacuum Cleaners 

Coffee Makers  

 

 Kitchen Supplies  

Items that are deemed Kitchen Supplies need not be tracked for inventory purposes. 

This includes, but is not limited to: 

Utensils Mugs, Glasses 

Dishes Tupperware, etc… 

 

 Office Supplies  

Items deemed Office Supplies need not be tracked. Office Supplies are items that 

are used up and replaced on a frequent or regular basis, or items that are necessary 

to meet the requirements of basic administrative duties.  Examples of the former 

would be, but are not limited to:  paper, pens, glue, etc...  Examples of the latter 

would be, but are not limited to:  hole punches, staplers, calculators, (of a value of 

less than $50), file trays, tape dispensers, etc... 
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 Policy 2.0  Purchasing & Procurement Policy 

 

Purchasing Policy 

Intent 

Thrive Counselling has adopted this policy to ensure that all necessary goods and services are 

acquired in a consistent manner that provides the agency with the greatest possible value. Thrive 

Counselling will purchase products and service, and form appropriate contract agreements using 

an open, competitive and non-discriminatory selection process to determine the most qualified 

suppliers by requiring written proposals detailing price points, features and benefits. 

Staff that require the purchase of products and/or services shall be required to make a  request to 

the Business Manager/E,D. for review and approval. They will collaborate with staff to 

determine the requirements, and ensure that any purchases made provide the best possible value, 

financially, environmentally, and in terms of overall use. 

Guidelines 

Ethical Behaviour 

Thrive Counselling will endeavour to utilize open and fair selection processes for choosing 

vendors / suppliers of products and/or services, and will avoid any conflict of interest in the 

selection bias of any vendor/supplier. 

Thrive Counselling will disqualify any vendor / supplier from consideration where it becomes 

apparent that they have attempted to gain an unethical advantage through the offer of bribery or 

other means. Any instance of unethical behaviour that occurs in the selection process must be 

reported to the E.D. 

Thrive Counselling will follow ethical standards in our selection process, and shall ensure that: 

 Thrive Counselling prohibits any staff member from receiving any personal benefit / 

advantage as a result of any purchases. 

 Thrive Counselling staff members are required to report any potential conflict of interest 

to the E.D. 

Expectations 

 Requests will be reviewed  to ensure they are reasonable and appropriate, and fit with the 

stated objectives of the agency. 
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 Requests for the purchase of goods / services shall be created providing detailed 

information and plans for implementation. Staff will  work with the Business Manager in 

the process of determining vendors / suppliers as needed, including required delivery 

date, etc. 

 

 Purchasing Procedures 

Initiate the Request / Requirement for Goods / Services 

1. Identify the business requirement for the purchase. 

Thrive Counselling requires that he purchase must: 

 Be intended specifically for Thrive Counselling business purposes; 

 Provide the best possible value regarding initial and ongoing costs that must be allocated 

for the purchase; 

 Be purchased following fair and open practices, with the option for competitive bidding. 

2. Estimate the cost of the purchase and ensure that funding is available. 

The cost of the purchase will, in most cases, determine the method of payment that will be used. 

Preparation of Documentation 

Staff requesting goods / services must prepare a  request that provides as much detail regarding 

intended use, rationale for purchase, technical specifications, and benefit to the organization. 

Vendor Selection 

1. Identify potential vendors / suppliers: 

 Thrive Counselling shall use pre-approved vendors where possible.( i.e Staples) 

2. Review initial costs, terms of sale, warranties, ongoing costs and return policies: 

 This measure is required to ensure the protection of Thrive Counselling's financial 

interests and productivity against any adverse effects that may arise in the event that 

problems or defects occur in the products / services purchased, and to ensure that the 

purchase may be reviewed appropriately with all available information, allowing Thrive 

to make an informed decision. 

Placing an Order 

Depending on the size and/or nature of the order, Thrive may require a written confirmation of 

the terms of agreement in the form of a contract or purchase order. 

Small Purchases 
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For small purchases (Under $100) that meet the criteria for Thrive Counselling business 

purposes, and where the need is immediate, purchases may be made as necessary. 

Documentation of these purchases will be required. 

The payment options available for small dollar value purchases are: 

 Petty Cash 

 Invoice / Company Issued Cheque 

Reception of Goods / Services 

1. Upon receipt of goods / service, the Business/Office Manager shall be responsible for the 

inspection of the goods / services to ensure that they meet the agreed upon terms of purchase/sale 

regarding quality, specifications, quantity, etc. and to ensure that the bill of lading is accurate, 

and that the billing is appropriate. 

2. The Business/Office Manager is responsible for ensuring that Thrive  is made aware of any 

discrepancies, and pays only for items received/consumed that meet the agreed upon 

requirements. 

Payment for Goods / Services 

1. Obtain approval for payment of the invoice from the Business Manager/E.D. 

2. Determine the source of funding for the purchase, and ensure that sufficient funds are 

available to cover the payment. 

3. Provide payment to vendor / supplier: 

Review of Purchasing Requests 

1. For every purchase request, the Business Manager shall create a file for all documentation 

required in the purchasing process. 

2. The Business Manager shall ensure that all purchasing requests are reviewed in the following 

manner: 

 Determine the required date of delivery and whether a rush is necessary; 

 Ensure that the purchasing request includes all pertinent information; 

 Determine the source of funding for the purchase, and the process required for 

completion of the transaction, e.g. small purchase, open to bidding, etc.; 

 Identify the lead-time between negotiations, the purchase of the product / service and the 

actual delivery date, and whether or not this will meet the requirements of the 

organization. 

3. The Business Manager will contact the requesting stafffor clarification where appropriate. 

Competitive Purchasing 
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1. All purchases with a total cost in excess of $10,000.00 must be made open to a competitive 

bidding process through a request for proposal process. Where possible, a minimum of 3 

qualified bidders must be obtained. 

2. Thrive Counselling shall not divide the order to reduce the overall value of the contract to fall 

below the threshold requiring a competitive bidding process in an effort to avoid the 

requirement. 

3. Where necessary, a written solicitation shall be sent to prospective vendors / suppliers, 

requesting their submission of a bid for the opportunity to provide goods / services to Thrive 

Counselling. The submission must include detailed specifications, costs associated and any other 

pertinent information. 

Evaluation of Tenders / Awarding Contracts 

Vendors / suppliers shall be selected based on their bid, and shall be selected where their 

proposal meets the requirements of the organization, and provides a better offer than their 

competition.. 

Rejection of Vendors 

Thrive Counselling reserves the right to decline offers of goods / services and reject any or all 

vendors, request additional information and/or clarification, and to request an interview with the 

vendor as appropriate. Rejection may occur for the following reasons: 

 Cost estimates exceed the budgetary allowance; 

 Vendor / supplier offers fail to meet the required specifications; 

 The requirement for the product / service no longer exists; 

 Thrive Counselling has reason to believe that vendors / suppliers are in collusion, or a 

potential conflict of interest exists. 

Contract Administration 

Contract creation and administration shall be performed by the Business Manager/ ED and shall 

include: 

 Creation of appropriate contracts stipulating costs, specifications, delivery dates, 

penalties, payment structures and quantities. 

 Notification to the successful vendor as well as to all other unsuccessful vendors. 

 Addressing necessary changes in current contracts. 

 Ensuring supplier / vendor compliance with the contractual agreements. 
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