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1.0 PURPOSE AND PRINCIPLES

1.1 Purpose
The purpose of these guidelines is to help the Board:
(a) manage the use of limited public resources in a prudent, efficient and cost effective manner; and
(b) ensure consistency and accountability in the reimbursement of Director expenses and payment of Director per diems.

1.2 Principles
Directors will abide by the following principles when carrying out the Director’s duties:
(a) expenses associated with a Director’s duties should minimize costs and maximize the benefits to the LHIN;
(b) Directors should be reimbursed for legitimate work-related expenses;
(c) reimbursable expenses, travel time and per diems should support program objectives of the LHIN;
(d) Directors will make the most practical and economical arrangements for transportation, accommodation, meals and hospitality;
(e) Directors will consider total costs including the costs of transportation, accommodation, meals, per diems and travel time when making travel decisions;
(f) Directors will make reasonable use of teleconferencing and video-conferencing facilities to reduce the need for travel;
(g) Meetings should be organized to minimize Board and Director costs; and
(h) Directors recognize their shared responsibility to ensure that governance costs are managed responsibly and in line with both Board goals and the LHIN budget.

2.0 INTERPRETATION
In these guidelines, the following definitions are applicable: 
[bookmark: _GoBack]“Authorize LHIN Business” means:
(a) Preparation Time;
(b) Time spent in Meetings;
(c) Time spent undertaking any duties assigned by the Board.
(d) Time spent by Committee Chairs on committee administration and undertaking any duties assigned by the committee; and
(e) Time spent by Chairs on Board administration, undertaking any duties assigned by the Board and communicating with the CEO, other Chairs, the Ministry and/or the Minister.

“Board” means the Board of Directors of the LHIN;

“Chair” means the Director designated by the Lieutenant Governor in Council to be the chair of the LHIN;

“Directive” means the Travel, Meal and Hospitality Expense Directive;

“Director” means an individual appointed by the Lieutenant Governor in Council to be a member of the Board;

“LHIN” means the South East Local Health Integration Network;

“Meeting” or Meetings” mean one or more Board meetings, Board Committee meetings, LHIN or Ministry orientation or education sessions; LHIN or Ministry working group meetings; and if pre- approved by the Chair, meetings with health service providers and attendance at community engagement events;

[bookmark: _bookmark0][bookmark: _bookmark1]“pre-approved by the Chair” means that the Chair has approved the reimbursement prior to the incurring of the work or the expense, not prior to the submission of the claim; and

“Preparation Time” means time spent preparing for Meetings and includes reading any materials that are related to the Meeting and circulated prior to the Meeting.   Preparation Time includes time spent reading and responding to materials or requests issued by or on behalf of the LHIN, the Chair, a Committee Chair, or the Ministry, that specifically require a response from the Director.  Unless pre- approved by the Chair, Preparation Time does not include opening e-mails and reading incidental communications or materials that are not required for Meetings but are circulated by the LHIN for background interest only.

3.0 APPLICATION

3.1	The procedures outlined in these guidelines apply to all LHIN Directors.

4.0 AUDIT and DISCLOSURE

4.1 Audit
	All payments made to Directors for expenses, travel time and per diems are subject to internal or external audit or audit by the Auditor General.
4.2 	Disclosure
The total annual remuneration (i.e. per diems and travel time), will be reported in the LHIN’s annual report, as total amounts for the Board and as individual amounts by Director.  A director’s reimbursement of expenses and travel time will be disclosed quarterly on the LHIN’s web-site in accordance with the Public Sector Expenses Review Act, 2009.

4.3	Freedom of Information and Protection of Privacy Act
Expenses, travel time and per diems claimed by Directors are subject to disclosure under FIPPA.

5.0 EXPENSES

5.1	Expenses Must be Reasonable and Consistent with the Directive.
	Reimbursable expenses must be (i) incurred as a result of traveling or entertaining on LHIN Authorized Business; (ii) modest and appropriate; and (iii) strike a balance among economy, health & safety, and efficiency of operations. These expenses must be incurred, and will be reimbursed, in accordance with the Directive.

5.2	Entertaining or Hospitality Expenses
All entertaining or hospitality expenses must be pre-approved by the Chair.

5.3	Other Expenses
Expenses other than those identified in the Directive are reimbursable if pre-approved by the Board.

5.4 Travel and Transportation Costs Must be Practical and Economical
	Care must be taken when traveling on government business to ensure that travel costs are reasonable.  In general, the least expensive means of transportation should be adopted unless otherwise pre-approved by the Chair. When considering alternate means of transportation, care should be taken to factor into account the cost of transportation, the cost of travel time, and any cost of accommodation and other expenses that would be incurred as a result of the different modes of transportation. In some instances it will be less expensive over all to drive or take the train, than it would be to fly.  In other instances, it would be cheaper and faster to fly, than to drive.


6.0 TRAVEL TIME

6.1 Travel Time Must be Reasonable
	Directors should arrange their travel to minimize payment for travel time. Travel time is time spent in transit. It does not include the time between arriving at a hotel and the start of a Meeting.3   Travel time is not to be included in calculating the time for a Meeting.

6.2	Same Day Travel
[bookmark: _bookmark3]	Travel time incurred on the same day as a Meeting, can only be claimed if the total of work time and travel time incurred on the same day exceed 9.5 hours – i.e. the total of a normal work day of 7.5 hours and normal daily travel time of 2.0 hours (home to work and back).
6.3   Day Before/Day After Travel
	If a Director must travel the day before a Meeting3 and/or return the day after a Meeting,3 travel time may be claimed, if it exceeds 1.0 hour on any given day.

6.4 Calculation of Travel Time
	Travel time beyond that undertaken as part of the normal day’s work may be remunerated at an average hourly rate based on the appointee’s per diem rate. The hourly rate is equal to the Director’s per diem rate divided by 7.5.

6.5 Total Payment for Travel Time
	The total payment for travel time may not exceed 60 percent of the approved per diem rate.

7.0 PER DIEMS

7.1	Per Diem Compensation4
A per diem represents the total amount of money paid for more than three hours spent on Authorized LHIN Business during a given day.  If a Director is required to work less than 3 hours, the Director is entitled to claim one half of the per diem.  Per diems are not paid for activities or events that are not Authorized LHIN Business, unless prior pre-approval is obtained from the Chair.

Expensing per diems for multiple meetings that are held for one purpose within one month (eg. event planning) will be consolidated and collapsed into one half day per diem as required. 

7.2 Rate of Per Diem

a)      Basic Per Diem by Order in Council.   A Director is entitled to the rate of per diem for the position to which the Director was appointed by his or her Order in Council. These rates can be found against the Director’s name under the LHIN to which the Director was appointed on the Public Appointments Secretariat’s website.  See:  http://www.pas.gov.on.ca/scripts/en/BoardsList.asp.

b) Per Diems when “Acting” Chair or “Acting” Vice Chair. When a Director assumes an “acting” role, for example the role of “Acting” Chair or “Acting Vice Chair, the Director is not entitled to the higher per diem associated with the new role until the Director is confirmed in that role by an Order in Council.  

7.3 Preparation Time Compensation

Subject to the Chair’s approval in respect of a Director, or the Board’s approval in respect of the Chair, a Director may claim no more than the following for Preparation Time:

a) If a LHIN Chair or a Director acting as Chair up to 3 per diems per month;
b) All other LHIN Directors; up to one (1) per diem per month in which a board meeting is held; and
c) Committee Chairs: up to an additional half (½) per diem per month per committee meeting as required.

Per Diems for Preparation Time may not be claimed for months in which no Meetings occurred.
[bookmark: _bookmark4]
8.0 NON COMPENSABLE TIME AND EXPENSES

8.1	Only Authorized LHIN Activities6
A Director may only claim per diems, expenses or travel time for Authorized LHIN Activities.


9.0  CLAIMS FOR COMPENSABLE TIME AND EXPENSES

9.1	Claims Must be Made Within a Reasonable Time.
Claims for per diems, travel time and expense reimbursement must be made promptly and in any event should be submitted with receipts within 30 days of the end of the month in which they were incurred.   No claim incurred within a given fiscal year may be claimed later than 60 days after the fiscal year end.

9.2	Original Receipts are Required and Exceptions Must be Documented
Original receipts, not photocopies, must be submitted for and with each expense claim.  For audit purposes, any claims for expenses that exceed the limits must be accompanied by a written explanation of the circumstances.  Further if the Chair pre-approved the exception, the date on which prior approval was given, or where possible, a copy of the e-mail in which permission was granted, should be included with the explanation.

9.3 Claims Must be Approved.
The Chair will approve all claims before they are submitted for payment. The Vice-Chair or other designated board member will approve the Chair’s claims.
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