
 

 

 

 
Tuesday, September 10, 2019 

 
9:30 a.m. – Regular Meeting 

 

Closed Session (See Item 10) – Following Regular Business 
 (Under Section 239 of the Municipal Act, SO, 2001) 

 

Council Committee Room – 4th Floor – City Hall 
 
 
 

Council Members: Regional Councillor M. Medeiros – Wards 3 and 4 (Chair) 
 Regional Councillor R. Santos – Wards 1 and 5 (Vice Chair) 
 Regional Councillor M. Palleschi – Wards 2 and 6 

 Regional Councillor G. Dhillon – Wards 9 and 10 
 City Councillor J. Bowman – Wards 3 and 4 
 City Councillor D. Whillans – Wards 2 and 6 
 City Councillor H. Singh – Wards 9 and 10 
 
 

Citizen Members: Iqbal Ali 
 Rishi Jain 
 Abid Zaman 

 
 
 
 
 
 
 
 
For inquiries about this agenda, or to make arrangements for accessibility accommodations for 
persons attending (some advance notice may be required), please contact:   
 

Sonya Pacheco, Legislative Coordinator 
Telephone (905) 874-2178, TTY (905) 874-2130, cityclerksoffice@brampton.ca 

  

Note: Meeting information is also available in alternate formats, upon request. 
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1. Approval of Agenda 
 

 
2. Declaration of Interest under the Municipal Conflict of Interest Act 

 

 
3. Consent 

 

* The following items listed with an asterisk (*) are considered to be routine 
and non-controversial by the Committee and will be approved at this time. 
There will be no separate discussion of any of these items unless a 
Committee Member requests it, in which case the item will not be consented 
to and will be considered in the normal sequence of the agenda. 

 

(nil) 
 

 
4. Delegations/Presentations 

 
4.1. Delegation from Rob Hacking, Manager, KPMG LLP, re: Review of Council 

Budget and Staffing Model. 
 
A copy of the report will be distributed prior to the meeting. 
 
 

5. Reports – Internal Audit 
 

5.1. Report from F. Velji, Director and Chief Audit Executive, Office of Internal Audit, 
dated June 21, 2019, re: Chris Gibson Recreation Centre Cash Handling and 
Revenue Audit Report. 
 

To be received 
 

 
5.2. Report from F. Velji, Director and Chief Audit Executive, Office of Internal Audit, 

dated June 30, 2019, re: Driver Certification Program (DCP) Specified 
Procedures Inspection Compliance Audits. 
 

To be received 
 

 
5.3. Report from F. Velji, Director and Chief Audit Executive, Office of Internal Audit, 

dated August 7, 2019, re: Status of Management Action Plans – June 30, 
2019. 
 

To be received 
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5.4. Report from F. Velji, Director and Chief Audit Executive, Office of Internal Audit, 
dated July 30, 2019, re: Corporate Fraud Prevention Hotline Update. 
 

Recommendation 
 

 
6. Reports – Finance 

 
 

7. Other/New Business 
 
 

8. Question Period 
 
 

9. Public Question Period 
 
15 Minute Limit – (regarding any item discussed as part of this agenda) 
 
 

10. Closed Session 
 

Note:  A separate package regarding these agenda items are distributed to 
Members of Council and senior staff only. 

 
10.1. Litigation or potential litigation, including matters before administrative tribunals, 

affecting the municipality or local board 
 
 

11. Adjournment 
 
Next Regular Meeting:  Tuesday, November 19, 2019 

 



 
 
 Report 

Audit Committee 
The Corporation of the City of Brampton  

September 10, 2019 
 

 

 

 
Date: 

 

 
June 21, 2019 
 

Subject: Chris Gibson Recreation Centre Cash Handling and Revenue 
Audit Report 

 
Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 

foruzan.velji@brampton.ca   

 
 

 

Executive Summary: 

 
The 2019 Internal Audit Work Plan included Cash Handling and Revenue audit at 

Chris Gibson Recreation Centre (Centre). Staff at the Centre process payments for 
memberships, rentals, registered programs and collect fees for drop-in programs.  

 
This Centre is one of the 25 Community Centres in the Recreation Division providing 
community access to an ice rink, leisure pool, racquet ball courts, sauna/hot tub, and 

various rooms for classes and meetings.  
 

Overall results 

While Chris Gibson Recreation Centre was found to be generally in compliance with 
cash handling procedures, opportunities to improve controls and management 

oversight were identified. The staff at the Centre is reconciling and verifying 
transactions on a daily basis, however the cash handling Manual and related 

Standard Operating Procedures are not reflective of current practices and should be 
revised. 

Additional opportunities exist for process improvement for banking, refunds 

processing and daily revenue package reports, which will improve the processes and 
enhance staff capacity, providing better value for money as well as enhanced 

Customer Experience. 

Topic Findings and Recommendations Audit Rating 

Policies and 
Procedures are 

not current 

Update the Cash Handling Standards Manual 
and Standard Operating procedures, to ensure 

that these reflect current practices. 

 
P2 

Enhancement Required 
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Non-Compliance 

with procedures 

The Recreation Supervisor should ensure that 
bank deposits are prepared on time and the 

safe combination distribution log is kept current 
to ensure compliance with procedures. 

 
Recreation Services should review the need for 
three scheduled bank deposit pickups a week 

as the average daily deposit was approximately 
$200. 

 

Inadequate 

Management 
Oversight 

The Recreation Supervisor should be provided 

with training on how to review cancelled 
transactions in order to ensure adequate 
management oversight. 

 

Inefficient 

Processes 

The refunds process and daily revenue package 

reports should be reviewed for better customer 
experience and to improve process efficiency. 

 

 

 

 
Background: 

 

The Recreation Division engages the community through the delivery of arts, culture, 
sports, and recreation activities. In 2018, the Chris Gibson Recreation Centre 

generated over $790K in revenue, with the majority of revenue originating from 4.3K 
program registrations. 
 

 
 
The Recreation Supervisor at the Centre is also responsible for daily operations at 
Huttonville Community Centre and Central Public School. A $2 Million investment 

budget has been approved for the Centre in the 2018-2020 Capital Budget, to include 
another arena ice pad and a gymnasium that will double the current facility size. 

 

P2 

P3 

P2 
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Audit Scope and Objectives: 

 
The objective of this audit was to assess if adequate and effective controls were in 

place to handle and reconcile funds, ensuring revenue is accurately and completely 
recorded in the financial system. The audit period covered Chris Gibson Recreation 

Centre transactions from January 1, 2018 to December 31, 2018. 

Our audit included,  examining on a test basis the following: 

 Review of policies and procedures in place to safeguard cash, record 

revenues and accounts receivables; 

 Recreation Centre’s compliance with the Cash Handling Manual; 

 Reconciliation and verification of cash handling transactions; and 

 Adequacy and effectiveness of related Management Oversight.  

 
The following was not included in the scope of this audit: 
 

 Efficiency and effectiveness of other operational processes at the facility; 

 Payroll processes; 

 Human Resources processes; and 

 Evaluation of the performance / success of the programs offered at the 

community center. 
 

 
 
Findings and Recommendations: 

 

 
1: Policies and Procedures Are Not Current  

The Cash Handling Standards Manual was developed to act as reference manual for 
employees who, in the course of their duties, are responsible for handling cash. The 

primary objective of the manual is to define the responsibilities and required 
procedures related to the safeguarding of cash, processing of payments, segregation 

of duties and the application of cash handling processes.  

The manual has not been reviewed since June 2015 and the web links to various 
forms and procedures do not work properly. The management of the manual is 

indicated as responsibility of the “business services office”, which was eliminated in 
2016.  

14 of the 15 cash handling standard operating procedures should have been 
reviewed prior to December 31, 2018, including six procedures with review dates in 
2016. 

Recreation Administrative Services indicated that they are in process of transferring 
and updating all the process and procedural documents on to their website and as a 

result updating the cash handling standards manual has not been completed. 

Priority 2 
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Recommendation: 
 

1. Recreation Administrative Services should ensure that Cash Handling 

Standards Manual and related Standard Operating Procedures are updated to 
provide clarity around roles and responsibilities.  

 
Management’s Response: 

 
 
 

2: Non-Compliance with Procedures  

Bank deposits: 

The bank deposits are to be prepared on a daily basis and bank deposit pick up is 
scheduled for every Tuesday, Wednesday, and Friday.  
 

On 17 occasions the pick-up was not performed due to either the contractor failing to 
arrive for the pick up or the deposit not being ready at the time of contractor’s arrival, 

resulting in a cost of $382.50. 
 
The Centre is required to call the contractor for inquiry and/or request another pick 

up, but there is no requirement to document these actions. 
 

Frequency of pick-ups: 
A total of 351 deposits were prepared by the Centre for cash and cheque deposits. 
As shown in Figure 1 below, a review of the 2018 deposits indicated that: 

 39% of the deposits were less than $100; 
 90% of the deposits were less than $400;  

 The daily deposit amounts ranged from $7.10 to $1,973.19; and 
 Average daily deposit was approximately $200. 

 

 
 

 
 
 

 

Rec. # Management Action  Person 
Responsible  

Target  
Completion 

Date 

1 The Cash Handling Standards Manual and 
related Standard Operating Procedures will be 
updated to provide clarity around roles and 

responsibilities and incorporate new 
procedures related to the new registration 

software system being launched in 2020. 

Manager, 
Recreation 
Administrative 

Services 

Q2 2020 

Priority 2 
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Figure 1 

 
 

According to the Cash Handling Standards Manual, a site must request an additional 
pick up if the total on-site cash/cheque deposits are in excess of $20,000.  
 

Figure 2 below indicates that if pick-ups were reduced at the Centre, the associated 
costs could be reduced. 

 
Figure 2 

 
 

Specifically, by reducing the frequency of pick-ups from three times to once a week 
for this Centre, the City could reduce associated costs by $6,480 over the three year 

contract. 
 
Safe Combination Distribution Log: 

There is a dual compartment drop safe in a controlled access office, and the 
Recreation Supervisor is required to maintain a record of employees to whom the 
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safe codes were distributed. The codes are required to be changed either annually or 
when staff are no longer working at the Centre. 
 

The safe combination distribution log was not maintained as required, and one of the 
employees on the log was no longer working at the Centre. 

 
Counterfeit Bills: 

To safeguard the corporation from the potential of fraud, an employee receiving any 

form of payment is responsible to ensure the authenticity of cash received by 
undertaking an examination to ensure the cash is not counterfeit. 

 
The counter staff were not checking and verifying the authenticity of the bills or coins 
received. Once this was brought to the attention of the Centre’s facility clerk, staff 

were directed to undertake an examination of all cash received. 
 

Recommendations: 
 

1. Recreation Services should ensure that bank deposits are prepared on time 

and ready at the time of contractor’s arrival. 
2. Recreation Administrative Services should ensure that Cash Handling 

Standards Manual contains procedures to follow for missed bank deposit pick-
ups including creating a log and reporting instructions for the incident. 

3. Recreation Administrative Services should review the requirement for three 

scheduled picks ups for the Centre, given the deposit amounts. 
4. Recreation Services should ensure that the safe combination distribution log is 

current and maintained on a regular basis. 
 
Management’s Response: 

 

Rec. # Management Action  Person 

Responsible  

Target  

Completion 
Date 

1 Bank deposits will be prepared on time and 
ready at the time of contractor’s arrival. 

Supervisor, 
Recreation 

Q3 2019 

2 The Cash Handling Standards Manual will 

be updated to include procedures to follow 
for missed bank deposit pick-ups. 

Manager, 

Recreation 
Administrative 

Services 

Q2 2020 

3 The number of scheduled picks ups for the 
recreation centre will be reviewed and 

adjusted accordingly. 

Manager, 
Recreation 

Administrative 
Services 

Q3 2019 

4 The safe combination distribution log will be 
kept current and maintained properly. 

Supervisor, 
Recreation 

Q3 2019 
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3: Inadequate Management Oversight  
 

Cancelled transactions oversight: 

Cancelled transaction refers to the cancelling of an entire transaction (item and 

payment). There were 90 cancelled transactions totalling $578.55 during the audit 
period, and 24 transactions totalling $166.95 from March and July 2018 were 
reviewed. 

 
The Cancelled Transaction Summary report was attached to the daily revenue 

package on a daily basis as required, however the summary report does not provide 
details about the transactions in order to assist the supervisor’s review.  
 

The supervisor advised that the Cancelled Transaction Report is signed along with all 
other reports in the revenue package without any follow up as to the reasons for the 

cancellation.  
 
Security Cameras: 

During the site visit, it was identified that the monitor with the video feed of the 
security camera in the cash handling area was not working. The supervisor, 

contacted security and resolved the issue. 
 
Recommendation: 

 
1. Recreation Services should provide training to the Supervisor on how to 

review the daily revenue package, including the specific items to look for in the 
cancelled transaction reports, to ensure adequate management oversight. 

 

Management’s Response: 

 
 
4: Inefficient Processes  

 
Refunds 

To complete a refund request, there are eight steps that need to be completed by the 
clerks at the Centre and Recreation Administrative Services. It takes 4-6 weeks for a 
refund to be issued to the customer. 

 

Rec. # Management Action  Person 
Responsible  

Target  
Completion 
Date 

1 Training will be provided to the Supervisor 

on the daily revenue package and the 
specific items to look for in the cancelled 

transaction reports to ensure adequate 
management oversight. 

Manager, 

Recreation 
Services 

Q3 2019 

Priority 2 

Priority 3 
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Given that credit and debit card transactions are refunded back to the same cards as 
the original transaction, the refund process could be completed at the Centre within 
minutes, leading to cost savings and better customer experience. 

 
 
Daily Revenue Package 

There are 14 reports printed and filed as part of the daily revenue package. Some of 
these reports (Daily Revenue Summary form, Payment Processing List, Daily Cash 

Balance Report – Detailed Revenue, and PLU sales) repeat information already 
provided in the package and do not appear to add value to the reporting and 

reconciliation of revenue on a daily basis. 
 
Elimination of these reports will improve process efficiency. As an example, 

elimination of just the Daily Revenue Summary form would result in savings of 12 
hours a year at this Centre and 300 hours across all community centres, along with 

cost savings as a result of reduced paper usage. 
 
Recommendations: 

1. Recreation Administrative Services should review the Refunds process and 
assess the feasibility of allowing customer services representatives to perform 

the refund on site for customers with credit or debit card as payment method. 
2. Recreation Administrative Services should review and assess the 

requirements for Daily Revenue Package to ensure that only relevant and 

required reports are being printed and filed. 
 

Management’s Response: 

 
 
 

 
 

 

Rec. # Management Action  Person 

Responsible  

Target  

Completion 
Date 

1 The refunds process will be reviewed to 

assess the feasibility of allowing customer 
services representatives to perform the 
refund on site once the new registration 

software system is implemented. 

Manager, 

Recreation 
Administrative 
Services 

Q2 2020 

2 The Daily Revenue Packages will be 
reviewed and assessed to ensure that only 

relevant and required reports are being 
printed and filed once the new registration 
software system is implemented. 

Manager, 
Recreation 

Administrative 
Services 

Q2 2020 
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Conclusion: 

 
The recommendations in this report will further support the Recreation Services to 

improve processes, internal controls and management oversight.  
 

The Office of Internal Audit thanks the staff of Chris Gibson Recreation Centre and 
Recreation Administration Services for their cooperation in the completion of this 
audit. 

 
 
Appendices: 
 
Appendix A: Criteria for Audit Report Rating 

Appendix B: Criteria for Evaluating Audit Findings  
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Appendix A: Criteria for Audit Report Rating                                                                                 

 

         

          

          

          

          

          

          

          

          
          

 Effective 

- Key controls are adequately and appropriately designed, and are operating 
effectively to support objectives and manage risks.    

- Audit recommendations resulted in only minor enhancements to the 
effectiveness or efficiency of controls and processes. 

- One or more Priority 3 findings. 

- Insignificant cumulative financial impact when all audit findings have been 
considered. 

- Audit findings would not be subject to a follow-up by Internal Audit. 
          

 Enhancement 
Required 

- A few key control weaknesses were noted that require enhancements to 
better support objectives and manage risks. 

- One Priority 2 finding and Priority 3 findings. 

- Priority 3 findings only where the cumulative financial impact is significant. 

- Corrective action and oversight by management is needed. 

- Audit findings could be subject to a follow-up by Internal Audit. 

          

 
Significant 

Improvement 
Required 

- Numerous key control weaknesses were noted that require significant 
improvement to support objectives and manage risks. 

- One Priority 1 finding, or more than one Priority 2 findings and Priority 3 
findings. 

- Priority 2 and 3 findings only where the cumulative financial impact is 
significant. 

- Corrective action and oversight by senior management is required. 

- Audit findings will be subject to a follow-up by Internal Audit. 
          

 
Immediate 

Action 
Required 

- Key controls are either not adequately or appropriately designed and are not 
operating effectively, or there is an absence of appropriate key controls to 
support objectives and manage risks. 

- More than one Priority 1 finding, combined with Priority 2 or 3 findings. 

- Regardless of the type of findings, the cumulative financial impact is 
material to the City's financial statements. 

- Confirmed fraud by management or staff. 

- Corrective action and oversight by Corporate Leadership Team is required 
immediately. 

- Follow-up of such audit findings by Internal Audit would be of high priority. 

 

The audit report rating is intended to provide management with an indication of the overall status 
of internal controls and processes in the audited area.  The audit report rating is based on Internal 
Audit's overall assessment of the significance of issues identified during the audit process, and in 
conjunction with professional judgement also considers the following: 
 

1. Design and effectiveness of internal controls, processes, procedures, policies, and systems. 
2. Compliance with policies, standard operating procedures, and other requirements (i.e. legal, 

regulatory, accounting, contractual). 
3. Quality of the data and information provided by management and related systems. 
4. Efficiency of systems, processes and procedures. 
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Appendix B:    Criteria for Evaluating Audit Findings                                                                                                                                                               

 

 Priority 1 (P1)   

   
One or more of the following conditions exist that require immediate attention of the 
Corporate Leadership Team.  Corrective actions by senior management must be 
implemented. 

 
 
 
 
 
 
 
 
 

 

 
 Priority 2  (P2)   

   
One or more of the following conditions exist that require attention by senior 
management.  Corrective actions by management should be implemented. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Priority 3  (P3)   

   
One or more of the following conditions exist that require attention by management.  
Corrective actions by management should be implemented. 

 

- Financial impact of both actual and potential losses is material.  

- Management's actions, or lack thereof, have resulted in the compromise of a key process or control, which 
requires immediate significant efforts and/or resources (including time, financial commitments, etc.) to mitigate 
associated risks.  Failure by management to remedy such deficiencies on a timely basis will result in the City 
being exposed to immediate risks and/or financial loss. 

- One or more of the following conditions is true: i) management failed to identify key risks; ii) management 
failed to implement processes and controls to mitigate key risks. 

- Management's actions, or lack thereof, have resulted in a key initiative to be significantly impacted or delayed, 
and the financial support for such initiative will likely be compromised. 

- Management failed to implement effective control environment or provide adequate oversight, resulting in a 
negative pervasive impact on the City or potential fraudulent acts by City staff. 

- Fraud by management or staff, as defined by the Corporate Fraud Prevention Policy (policy 2.14). 
 

- Financial impact of both actual and potential losses is significant. 

- Management's actions, or lack thereof, may result in a key process or control to be compromised, which 
requires considerable efforts and/or resources (including time, financial commitments, etc.) to mitigate 
associated risks. 

- Management correctly identified key risks and have implemented processes and controls to mitigate such 
risks, however, one or more of the following is true: i) the processes and controls are not appropriate or 
adequate in design; ii) the processes and controls are not operating effectively on a consistent basis. 

- Management's actions, or lack thereof, have impacted or delayed a key initiative, and the funding for such 
initiative may be compromised. 

- Management failed to provide effective control environment or oversight on a consistent basis, resulting in a 
negative impact on the respective division, or other departments. 

- Management failed to comply with Council-approved policies, by-laws, regulatory requirements, etc., which 
may result in penalties. 

- Management failed to identify or remedy key control deficiencies that may impact the effectiveness of anti-
fraud programs. 

 

- Financial impact of both actual and potential losses is insignificant. 

- A non-key process or control if compromised may require some efforts and/or resources (including time, 
financial commitments, etc.) to mitigate associated risks. 

- Processes and controls to mitigate risks are in place; however, opportunities exist to further enhance the 
effectiveness or efficiency of such processes and controls.  Management oversight exists to ensure key 
processes and controls are operating effectively. 

- Minimal risk of non-compliance to Council-approved policies, by-laws, regulatory requirements, etc. 

- Low impact to the City's strategic or key initiative. 

- Low impact to the City's operations. 
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 Report 

Audit Committee 
The Corporation of the City of Brampton  

September 10, 2019 
 

 

Date: June 30, 2019 

 
Subject: Driver Certification Program (DCP) Specified Procedures 

Inspection Compliance Audits 

 
Contact: Foruzan Velji, Director, Office of Internal Audit, 905-874-2215, 

foruzan.velji@brampton.ca   
 
 
Recommendations: That the report from Foruzan Velji, Director, Office of Internal 

Audit, dated June 30, 2019, to the Audit Committee Meeting of September 10, 2019, re: 
Driver Certification Program (DCP) Specified Procedures Inspection Compliance 
Audits, be received. 

 

Overview: 

 

 Internal Audit conducted two compliance audits as per the 2019 Internal Audit 
Work Plan; 

 The audits were conducted in conformance with the requirements outlined by the 
Ministry of Transportation (MTO); 

 Driver Certification Program (DCP) Specified Procedures Inspection Compliance 
Audits (Audit) were performed on behalf of the Brampton Transit, Brampton Fleet 

Services and Brampton Fire & Emergency Services. 

 Based on the audit work performed, Brampton Transit is in compliance with the 
driver certification program requirements for the period March 2016 to May 2019;  

 Based on the audit work performed, Brampton Fleet Services and Brampton Fire 
& Emergency Services were largely in compliance but one major and one minor 

infraction were identified. Actions have been taken to remedy the two instances 
of non-compliance and are in effect as of the date of this report.  

 Recommendations to strengthen the oversight over the program have been 
provided to management. 
 

 

 
Background: 

 
 

Brampton Transit was granted Recognized Authority status (allows an entity to train, 

test, upgrade and renew driver’s licenses) in October 1988. Brampton Fleet Services 
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was granted recognized authority status in December 1982 and Fire and Emergency 
Services were amalgamated into Brampton Fleet Services DCP Program as of January 
2015. Under the DCP, recognized authorities are permitted to train, conduct both written 

and road test examinations, and grant license upgrades and renewals for several 
classifications of driver’s licenses.  

 
In 2014 MTO implemented a process delegating the authority to conduct audits on their 
behalf to prescribed categories of auditors. The City of Brampton’s Office of Internal 

Audit meets the criteria to conduct the DCP audits on behalf of MTO. The first DCP audit 
was reported to the Audit Committee on February 2015; the second DCP audit was 

reported to the Audit Committee on June 2016. Both audits showed that the Brampton 
Transit and Brampton Fleet Services and Fire & Emergency Services were in 
compliance with the requirements of the DCP. 

 
 
Current Situation: 

 
The Office of Internal Audit conducted the 2019 DCP audits for Brampton Transit and 

Brampton Fleet and Fire & Emergency Services for the period March 2016 to May 2019. 
The audits were completed in conformance with the requirements of MTO and results 

were reported to MTO prior to the MTO deadline of July 1, 2019. 
 
Brampton Transit was found to be fully compliant with the requirements of the DCP and 

the results were communicated to MTO on May 31, 2019. 
 

Brampton Fleet and Fire & Emergency Services was found to have one minor and one 
major infraction. Steps were taken to rectify the infractions. At the time of this report, 
MTO was still reviewing the results of the audit and no communication had been 

received from MTO.  
 

The results of the audit were communicated to MTO on June 28, 2019. 
Recommendations were provided to management of Brampton Fleet and Fire & 
Emergency Services to ensure continued full compliance with the DCP.   

 
 
Corporate Implications: 

 
Financial Implications: 

The Brampton Transit DCP trains all new bus operators that join the City. This ensures 
that all bus operators are trained to the same standard and the City has control over the 

quality and level of training operators receive before they are allowed to drive busses on 
behalf of the City. Brampton Transit has seen an explosive growth in training demands 
as increases in transit demand across the City translates into a demand for more 

operators. In 2018, the program trained twice the yearly average of new bus operators 
of previous years. Having the ability to control the quality and level of training will allow 
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the City to also control the quality of customer service and safety of its transit on-road 
operations. Over the total audit period, Brampton Transit provided training and testing 
and upgraded 206 new bus operators to C/Z class licenses required to drive a bus, and 

renewed 553 existing licenses.  
 

Brampton Fire & Emergency Services (Brampton Fire) require that its new employees 
who are required to drive fire engines have a valid D/Z driver’s license. Brampton Fire 
provides its employees with the opportunity to renew their D/Z licenses in-house, which 

reduces time away from work to renew a driver license with a Drive Test or Service 
Ontario location. Brampton Fire performed 218 renewals during the audit period.  

 
Brampton Fleet Services provides training, both classroom and on-road, for employees 
who require to have an upgraded driver’s license, for example, from a G license to an A 

or D license, required to operate a truck. The demand for this type of training is fairly low 
and is provided as an on-demand service. During the audit period, Brampton Fleet 

Services provided training and testing for 13 drivers and renewed 126 licenses.  
 
Other Implications: 

 None 
 
Strategic Plan: 

None 
 

 
Conclusion: 

 
Based on the results of the specified audit procedures carried out by the Office of 
Internal Audit, Brampton Transit was in compliance with the Ministry of Transportation 

Ontario’s Driver Certification Program requirements for the period March 2016 to May 
2019. 

 
Brampton Fleet Services and Fire & Emergency Services had one minor and one major 
infraction, which have been addressed, and were in compliance with the remainder of 

the Ministry of Transportation Ontario’s Driver Certification Program requirements for the 
period March 2016 to May 2019.  

 
 
 

Approved by:  
 

 
       

Foruzan Velji, CPA, CA, CFI, CISA  
Director, Office of Internal Audit 
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 Report 

Audit Committee 
The Corporation of the City of Brampton  

September 10, 2019 
 

 

Date: August  7, 2019  

 
Subject: Status of Management Action Plans- June 30, 2019 

 
Contact: Foruzan Velji, Director & Chief Audit Executive, Office of Internal 

Audit, 905-874-2215, foruzan.velji@brampton.ca   

 
 
Recommendations: 

 
That the report from Foruzan Velji, Director & Chief Audit Executive, Office of Internal 

Audit, dated August 7, 2019 to the Audit Committee Meeting of September 10, 2019, re: 
Status of Management Action Plans – June 30, 2019, be received.  

 
 
 

Overview: 

 

 As part of the internal audit follow-up process, departments are required to 

provide the Office of Internal Audit with an update on the Management Action 
Plan status and progress of outstanding audit recommendations; 

 

 The objective of this report is for the Office of Internal Audit to inform Audit 
Committee members on the progress of the implementation of 

recommendations, as reported by management; 
 

 The comments reflect the status of the implementation of recommendations due 

to be completed by or prior to June 30, 2019;  
 

 As of June 30, 2019, 24 recommendations were implemented by management, 
and 1 recommendation has been deferred; 

 

 The Office of Internal Audit may validate results at a subsequent date as part of 
the follow-up audit process; 

 

 Details concerning the individual recommendations are available upon request. 
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Background: 

 

In accordance with the requirements of Standard 2500.A1 of the International Standards 
for the Professional Practice of Internal Auditing, the Office of Internal Audit has 

established a follow-up process to monitor and ensure that management action plans for 
audit recommendations have been implemented. This process has been in place since 
2006. 

 
For the follow-up process, departments are required to provide an update to the Office 

of Internal Audit on the progress of implementing agreed-upon audit recommendations.  
The Office of Internal Audit reviews the comments submitted by the department, and 
where necessary, the Director of Internal Audit will meet with Management to discuss 

the respective progress and comments.  Upon complete implementation of the audit 
recommendations by Management, Internal Audit will assess whether a follow-up audit 

is necessary to validate that the implemented processes and procedures are operating 
effectively.  Such follow-up audits are included in Internal Audit’s annual work plan, 
which is approved by the Audit Committee.   

 
The implementation status updates from Management are reported to the Audit 

Committee.  This report summarizes the statuses of audit recommendations due to be 
implemented by management on or prior to June 30, 2019.   
 

 
Current Situation: 

 
As of June 30, 2019, 24 audit recommendations were implemented by management on 
or prior to this date. 5 of these 24 recommendations were implemented ahead of their 

target completion dates. 1 recommendation was deferred. The remaining 
recommendations identified as “not yet due” have anticipated completion dates over the 

period 2019-2020.  
 
 
Please refer to Appendix 1 for the details of the recommendations as of June 30, 2019. 

 

 
Corporate Implications: 

 

Financial Implications: 

None 

 

Other Implications: 

None 
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Strategic Plan: 

 

This report achieves the Strategic Plan priority of Good Government through the 

establishment of an internal audit follow up procedure for the implementation of audit 
recommendations, which promotes corporate accountability, values, and governance 
best practice. 

 
 

Conclusion: 

 
The Office of Internal Audit is committed to continuously collaborating with management 

in identifying, reviewing, improving, and updating policies, procedures, and processes 
on a regular basis, and enhancing efficiencies and process effectiveness. 

 
The Office of Internal Audit encourages management and staff to continue striving to 
meet the target completion dates of audit recommendations. 

 
 

 
 
Approved by:        

 
________________________   

Foruzan Velji     

Director & Chief Audit Executive, Office of Internal Audit     
 

 
Attachments: 

 
Appendix 1: Audit Recommendations as of June 30, 2019 
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Appendix 1: Audit Recommendations as of June 30, 2019 

      As of 
June 30, 

2019 

 

Audit Report Rating Year Recs Total 
Completed 

Completed Deferred Not Yet 
Due 

Transit: PRESTO Revenue N/A 2016 7  7 - - - 

Property Tax Revenue  2017 5 5 - - - 

Human Resources Salary Administration  2017 13 12 - 1 - 

Cash Handling and Revenue-Cassie Campbell 
Community Centre 

 2017 8 6 - - 2 

Employee Expense Reimbursement  2017 6 6 - - - 

Library Operations  2017 4 4 - - - 

Building Permits  2017 3 2 - - 1 

Mayor & Councillor Expenses N/A 2017 7 7 - - - 

Review of Logical Access Management N/A 2018 6 - - - 6 

Building Inspections  2018 4 1 1 - 2 

By-Law Enforcement/Parking Infractions  2018 13 2 5 - 6 

Fire and Emergency Services  2018 14 7 4 - 3 

Corporate Security  2018 14 8 1 - 5 

Road Resurfacing  2018 15 15 - - - 

IT Service Desk  2019 10 - 2 - 8 

Mobile Phone Management   2019 13 - 2 - 11 

Payroll Services  2019 10 - - - 10 

Construction- Countryside Dr. Road Widening  2019 13 - 9 - 4 

Active Directory  2019 8 - - - 8 

  TOTAL 173 82 24 1 66 
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 Report 

Audit Committee 
The Corporation of the City of Brampton  

September 10, 2019 
 

 

Date: July 30, 2019 

 
Subject: Corporate Fraud Prevention Hotline Update  

 
Contact: Foruzan Velji, Director & Chief Audit Executive, Office of Internal 

Audit, 905-874-2215, Foruzan.Velji@brampton.ca  

 
 
Recommendations:  

1. That the report from Foruzan Velji, Director & Chief Audit Executive, Office of 
Internal Audit, dated July 30, 2019, to the Audit Committee Meeting of September 
10, 2019, re: Corporate Fraud Prevention Hotline Update, be received. 

2. That Audit Committee adopt the updated Draft Corporate Fraud Prevention 

Policy, as set out in Appendix 2. 

 

Overview: 
 

 The Corporate Fraud Prevention Hotline (“Fraud Hotline”) was launched on July 

4, 2016 for the use of City of Brampton employees.  
 

 Since the launch, the Fraud Hotline has received a total of 27 reports of alleged 
fraud. Since the last update to Audit Committee on June 26, 2019, 2 reports were 

received by the Fraud Hotline. Internal Audit conducted investigations of all 9 
reports, 7 of which have been closed and 2 of which are open.  
 

 Internal Audit will provide ongoing updates on the status of the Fraud Hotline to 
the Audit Committee. 
 

 Minor revisions were made to the Corporate Fraud Prevention Policy, highlighted 
in Appendix 1. 

 

 
 

Background: 

 

As part of the City of Brampton’s (“the City”) commitment to protecting its assets, a 
Fraud Framework to prevent, detect, and report incidents of fraud, as well as investigate 
any suspected acts of fraud, was established.  On July 4, 2016 the City launched the 
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Corporate Fraud Prevention Hotline, which allows City employees to report alleged 
incidents of fraud. The Fraud Hotline allows employees to report incidents anonymously 
and confidentially 24 hours a day, seven days a week.  To report an incident of 

suspected fraud, employees can submit a report through the third-party secure website 
or over the phone through a third-party dedicated toll-free number.  

 
As a result of low activity related to the Fraud Hotline and the number of new employees 
joining the City, the Fraud Framework was re-launched in 2018, consisting of the 

updated Fraud Prevention Policy and the Fraud Hotline. The Fraud Framework 
complements other existing Policies, which taken together, are intended to support and 

strengthen the City’s commitment to the Corporate Values of courage, trust, 
compassion, and integrity.  
 

Internal Audit performs its assurance and consulting activities guided by a philosophy of 

adding value to improve the operations of the City of Brampton. As part of this 
commitment, Internal Audit has created and maintains an Employee Fraud Awareness 
Program, providing employees with tools and information and encouraging the use of 

the Fraud Hotline, if required, so that employees feel empowered to do the right thing to 
ensure the City’s assets are protected.  

 
 
Current Situation: 

 
Internal Audit updates the Audit Committee on the status of the Fraud Hotline, including 

statistics on the number and types of reports received.  Since the update report was 
presented at the March 19, 2019 Audit Committee, the Fraud Hotline has received 2 
new reports. Currently, there are 2 open reports, and investigations are being conducted 

by Internal Audit.  
 

The following table provides a summary of all ongoing investigations between January 1 
and June 30, 2019: 
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In completing the annual review of the Corporate Fraud Prevention Policy, some minor 
revisions were identified. The updated draft policy can be found in Appendix 2.  

 
 
Corporate Implications: 

 
Financial Implications: 

 
The 2019 operating budget approved by Council, includes amounts for a third-party to 
operate the Corporate Fraud Prevention Hotline.   

 
Other Implications: 

None 
 
 
Strategic Plan: 

This report achieves the Strategic Plan priority of Good Government through the support 

of the Corporate Fraud Prevention Policy and Fraud Hotline which promotes corporate 
accountability, our Corporate Values and governance best practices. 
 
 
Conclusion: 

The Corporate Fraud Prevention Policy and Hotline enhances and strengthens the City’s 
governance structure. It reinforces Council’s expectations regarding rules of behavior 
and emphasizes the values of the City. The Office of Internal Audit will continue to 

New Reports Submitted as of Q2 2019 

Date Submitted Report Category Report Method Report Status 

April 2019 Unethical conduct   Web Closed  

May 2019 Theft  Client transcribed  Ongoing investigation 
Other Investigations 

Date Submitted Report Category Report Method Report Status 

March 2018 Embezzlement or Fraud Web Closed   

May 2018 Theft Client transcribed Closed 

May 2018 Theft Client transcribed Closed 

May 2018  Theft Client transcribed Closed 

November 2018 Non-compliance with Policy 
or Procedure  

Web  Closed    

March 2019 Embezzlement or Fraud  Client transcribed Closed  

March 2019 Manipulation or Falsification 
of Data, Records, Reports, 
Contracts 

Client transcribed  Ongoing investigation 
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update the Audit Committee on the status of the Fraud Hotline and any ongoing and/or 
completed fraud investigations.                            
 

 
Approved by:  

  
 
       

Foruzan Velji, CPA, CA, CFI, CISA  

Director & Chief Audit Executive, 
Office of Internal Audit 

  

 
 
 

 
Attachments: 

Appendix 1: Draft Corporate Fraud Prevention Policy- Marked 
Appendix 2: Draft Corporate Fraud Prevention Policy- Clean 
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Appendix 1: Draft Corporate Fraud Prevention Policy- Marked  
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 Council Policy 

Category:  Governance 

Title: Corporate Fraud Prevention Policy 

Policy Number: GOV-110 

Approved by: XXX  

Administered by: Office of Internal Audit 

Effective: September 1, 2019 

 

1. Background  

The operation of municipalities is subject to risk of  Fraud.   
 
The City’s goal is to establish and maintain an environment of fairness, ethical behaviour 
and honesty for employees, contractors, suppliers and those with whom the City has a 
relationship. To maintain such an environment requires the active assistance of each and 
every employee every day. 
 
The City is committed to the deterrence, detection and correction of Fraud, 
implementation of measures to prevent, detect and report Fraud, and investigation of any 
suspected acts of Fraud.   

2. Purpose 

The purpose of this Policy is to provide guidance and establish responsibilities for the 
prevention, detection and reporting of Fraud, the conduct of Fraud investigations and the 
consequences when Fraud is found to have occurred. 

3. Application and Scope 

3.1 This Policy applies to:  

• all employees or persons acting on behalf of the City, including management, 
bargaining unit staff, and regular and temporary employees; and   

• contractors, vendors and outside agencies doing business with the City who have 
agreed to be bound by this Policy.  
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3.2 This Policy does not apply to the Mayor and Members of Council who are governed 
by a separate Council Code of Conduct.  Any behaviour or activity that contravenes 
that Code may be directed to the Office of the Integrity Commissioner. 

3.3 This policy applies to acts of unethical or dishonest conduct defined as Fraud for 
the purposes of this Policy.  

4. Outcomes 

4.1 Intended outcomes of this Policy are: 

a. An environment of fairness, ethical behaviour and honesty for our employees, 
contractors, suppliers and other parties with whom the City has established 
a relationship; 
 

b. Zero tolerance for Fraud; and 
  

c. Reasonable efforts to obtain recovery of any losses due to Fraud. 

5. Policy Statements 

5.1 Any person who suspects an act of Fraud by anyone who falls under the scope of 
this Policy must immediately report the event. Reports shall be made directly to the 
Chief Audit Executive (CAE), to their supervisor, or anonymously via the Fraud 
Prevention Hotline. 

5.2 The City will not tolerate any form of retaliation against Whistleblowers who, in good 
faith, provide information concerning Fraud.  

5.3 City staff are responsible for reporting, in good faith, any suspected Fraud. 

5.4 Suspected acts of Fraud will be investigated in an impartial manner regardless of 
the suspected person’s length of service, position, title or relationship to the City. 

5.5 Due to the important and sensitive nature of suspected Fraud, effective professional 
follow-up and investigation is critical.  Persons reporting suspected Fraud should 
not, under any circumstances, perform investigative or other follow-up steps on their 
own. 

5.6 The Office of Internal Audit should be contacted if there are any questions or for 
clarification of what constitutes Fraud. 

6. Definitions  

6.1 In this Policy, 
 
Assets – All property of the City, including but not limited to equipment, financial 
assets, land, vehicles, material, uniforms, cell phones, computers, electronic mail, 
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internet services, records, information and work time; 
 

City – The Corporation of the City of Brampton; 
 

Fraud – All unethical or dishonest acts, deception, abuse, waste and misconduct 
including, but not limited to:  

 
a.  Intentional diversion, manipulation, misapplication, mistreatment or misuse of 

City resources; 
b.  A false representation of facts, including making false or misleading 

statements, or trying to hide wrongdoing by a person or an organization; 
c.  Deception which is intentional and results in a benefit to a person and/or 

causes damage, harm, or loss to the City or others; 
d.  Unnecessary spending or careless squandering of the City’s resources;  
e.  Conduct contrary to the Employee Code of Conduct, specifically:  

• Failure to disclose a conflict of interest of whether direct or indirect;  

• Breach of trust;  

• Solicitation of gifts and/or benefits; and 

• Unauthorized use of City property and Assets for personal benefit, gain 
or enjoyment.  

f.  Examples of fraud under this Policy include: 

• Obtaining a benefit or service from the City for which the person does not 
qualify; 

• Providing a City benefit or service to a person for which that person does 
not qualify; 

• Unauthorized reductions in fees or fines; 

• Suspending or terminating enforcement action based on a personal 
relationship; 

• Bid-fixing; 

• Authorizing contracts in violation of City purchasing laws; 

• Failure to disclose an actual or potential conflict of interest; 

• Accepting bribes or kickbacks;  

• Accepting gifts in excess of $50;  

• Carrying on a personal business during City of Brampton work hours using 
City resources; 

• Wilful destruction of City property; 

• Forgery or alteration of a cheque, document, or account belonging to the 

City; 

• Misappropriation or embezzlement of City funds, securities, supplies or 

other Assets;  

• Unauthorized personal use of Assets;  

• Personal use of procurement cards (P-Card) without reimbursement; 

• Making an allegation of fraud known to be false; 

• Profiting as a result of insider knowledge; 

• Theft of cash, cheques, procurement cards or other Assets; 
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• Falsifying records such as timecards, expense reports or official 

documents; 

• Any activity (including computer related) involving the alteration, 

destruction, forgery or manipulation of data for fraudulent purposes or 

misappropriation of City-owned software, hardware or other Assets; 

• Breach of federal, provincial or municipal legislation; 

• Disclosure of confidential information for personal gain; 

• Accepting or seeking anything of material value from contractors, vendors, 

or persons providing services/material to the City or City job applicants; 

• Unauthorized use or misuse of City facilities, equipment, vehicles or other 
Assets; 

• Falsifying time worked or leave taken on a timesheet; 

• Retaining ineligible dependents on health care coverage; and 

• Incurring unnecessary costs as a result of inefficient or negligent practices, 
systems or controls.  
 

Good Faith – A sincere belief or motive without any malice or the desire to defraud 
others. 
 
Person – Includes individuals and companies; 
 
Whistleblower – A person who, in good faith, reports an activity which he or she 
believes to be Fraud.   

7. Investigating Fraud 

7.1 The Office of Internal Audit has the primary responsibility for the management and 
coordination of the investigation of all suspected Fraud and related investigative 
activities with appropriate parties, as required.  

   
7.2 The Office of Internal Audit and, if applicable, the members of the investigative team 

will have: 
  

• Free and unrestricted access to all City records, except records which are 
protected by law, and premises, whether owned or rented. 

• The authority to examine, copy and/or remove all or any portion of the contents 
of files, desks, cabinets and other storage facilities (whether in electronic or other 
format) without the prior knowledge or consent of any person who might use or 
have custody of such items or facilities when it is within the scope of investigation 
or related follow up activities. 

 
7.3 Any person involved in an investigation of suspected Fraud shall keep the content 

of the investigation confidential. Investigation results will not be disclosed or 
discussed with anyone other than those who have a legitimate need to know.  
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7.4 At the conclusion of an investigation, the CAE will report to a member of the Senior 
Leadership Team whom the CAE considers appropriate on any findings of active 
fraud or a breach of this Policy. 

8. Acting in Good Faith 

8.1 Anyone reporting a Fraud must act in good faith or have reasonable grounds for 
believing the information provided. No person shall make an allegation that is known 
to be false. 
 

8.2 No disciplinary action will be recommended or taken against  a person who makes 
an allegation of fraud in good faith, regardless of the outcome of the investigation. 
 

9. Whistleblower Protection 

9.1 All Whistleblowers’ identities will remain confidential and anonymous. 

9.2 No one governed by this Policy shall retaliate against a Whistleblower for reporting 
in good faith an act that the Whistleblower believes to be fraudulent or dishonest 
with the intent of adversely affecting the terms or conditions of employment or 
otherwise. 

9.3 Protection from retaliation does not prohibit managers or supervisors from taking 
action, including disciplinary action, as part of their normal duties and based on 
valid performance-related factors. 

10. Fraud Awareness Training 

10.1 Each City employee is required to attend at least one session of Fraud Awareness 
Training every two years.  Coordination and tracking of training will be done by the 
Human Resources Division. 

11. Distribution 

11.1 All newly hired employees and volunteers will be provided with a copy of the Policy 
as part of their orientation and will be required to provide a written 
acknowledgement upon receipt of the Policy. 

11.2 On an annual basis, all employees are required to read and acknowledge 
understanding of this Policy by signing an acknowledgement form. 

12. Related Policies and Administrative Directives 

12.1 This Policy is designed to augment the Corporate policies, identified in Section 15, 
and is not intended to replace or preclude them.  
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12.2 To the extent that this Policy may conflict with any other policies containing related 
information, this Policy shall apply.   

13. Roles and Responsibilities 

13.1 Council is responsible for: 

a. ensuring adequate resources are made available to support investigations. 

13.2 Chief Audit Executive (CAE) is responsible for: 

a. Management and coordination of investigations; 
  

b. Advising Council and, if appropriate, the CAO, of any allegations that, if true, may 
involve significant, imminent risk to the City; 
 

c. Administration, recommended revision, interpretation and application of this 
Policy; and 
 

d. Management and coordination of the investigation of all suspected Fraud and 
related investigative activities with appropriate parties and authorities, as required. 

13.3 Employees with direct reports are responsible for: 

a. Recognizing the types of Fraud, risks and potential exposures within their area of 
responsibility and be alert for any indications of such; 
  

b. Creating and maintaining effective monitoring, review and control procedures to 
prevent and detect Fraud; and 
 

c. Retaining accountability for the effectiveness of the above responsibilities even 
when authority to carry them out is delegated to subordinates. 

13.4 All Employees are responsible for: 

a. Reporting, in good faith, any suspected Fraud. 

13.5 Human Resources Division is responsible for: 

a. Providing a copy of this Policy to all newly hired City employees and volunteers as 
part of their orientation; 
 

b. Retaining a copy of the written acknowledgement that the individual(s) have 
received this Policy; and  

c. Obtaining annual confirmation of adherence to this Policy from all employees. 
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13.6 Senior Leadership is responsible for; 

a. Management action on confirmed fraud breach; 
 

b. Creating monitoring for the detection and prevention of fraud.  

14. Monitoring and Compliance 

14.1 Consequences of non-compliance  

a.  Non-compliance with this policy by a person who falls under the scope of this 
Policy may result in disciplinary action up to and including dismissal and/or 
prosecution by appropriate authorities.  The Director of Human Resources and/or 
the City Solicitor will be consulted by the Chief Audit Executive in advance of such 
action being taken. 

b. Failure to comply by a consultant, vendor, contractor, outside agency, person 
doing business with the City or otherwise within the scope of this Policy,  may result 
in action being taken, including the cancellation of the business or other 
relationship between the entity and the City, or the termination of any contract in 
accordance with its terms.  

c. Any evidence of Fraud may be reported to the appropriate regulatory or other 
authorities.  

d. The City will pursue every reasonable effort to obtain recovery of losses due to 
Fraud. 

15. References and Resources 

References to related bylaws, Council policies, and administrative directives 

• Respectful Workplace Policy 

• Employee Code of Conduct 

• Conflict of Interest Policy 

• Conflict of Interest Provincial Offences Act Policy 

• Information Technology Use Policy  

• Purchasing Card Policy 

• Purchasing By-Law 

• Employee Expense Policies (various) 

 

CONTACT: 
Foruzan Velji 
Director, Office of Internal Audit 
Chief Audit Executive (CAE) 
Phone: 905-874-2215 
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Revision History 

Date Description 

2018/03/07 Replaces Policy 2.14.0 Corporate Fraud Prevention Policy 

2019/08/06 Policy Revision  

2020/08/05 Next Scheduled Review (annual review) 
 

5.4-12



Appendix 2: Draft Corporate Fraud Prevention Policy- Clean  

 

Page 1 of 8 

 Council Policy 

Category:  Governance 

Title: Corporate Fraud Prevention Policy 

Policy Number: GOV-110 

Approved by: XXX  

Administered by: Office of Internal Audit 

Effective: September 1, 2019 

 

1. Background  

The operation of municipalities is subject to risk of  Fraud.   
 
The City’s goal is to establish and maintain an environment of fairness, ethical behaviour 
and honesty for employees, contractors, suppliers and those with whom the City has a 
relationship. To maintain such an environment requires the active assistance of each and 
every employee every day. 
 
The City is committed to the deterrence, detection and correction of Fraud, 
implementation of measures to prevent, detect and report Fraud, and investigation of any 
suspected acts of Fraud.   

2. Purpose 

The purpose of this Policy is to provide guidance and establish responsibilities for the 
prevention, detection and reporting of Fraud, the conduct of Fraud investigations and the 
consequences when Fraud is found to have occurred. 

3. Application and Scope 

3.1 This Policy applies to:  

• all employees or persons acting on behalf of the City including management, 
bargaining unit staff and regular and temporary employees; and   

• contractors, vendors and outside agencies doing business with the City who have 
agreed to be bound by this Policy.  
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3.2 This Policy does not apply to the Mayor and Members of Council who are governed 
by a separate Council Code of Conduct.  Any behaviour or activity that contravenes 
that Code may be directed to the Office of the Integrity Commissioner. 

3.3 This policy applies to acts of unethical or dishonest conduct defined as Fraud for 
the purposes of this Policy.  

4. Outcomes 

4.1 Intended outcomes of this Policy are: 

a. An environment of fairness, ethical behaviour and honesty for our employees, 
contractors, suppliers and other parties with whom the City has established 
a relationship; 
 

b. Zero tolerance for Fraud; and 
  

c. Reasonable efforts to obtain recovery of any losses due to Fraud. 

5. Policy Statements 

5.1 Any person who suspects an act of Fraud by anyone who falls under the scope of 
this Policy must immediately report the event. Reports shall be made directly to the 
Chief Audit Executive (CAE), to their supervisor, or anonymously via the Fraud 
Prevention Hotline. 

5.2 The City will not tolerate any form of retaliation against Whistleblowers who, in good 
faith, provide information concerning Fraud.  

5.3 City staff are responsible for reporting, in good faith, any suspected Fraud. 

5.4 Suspected acts of Fraud will be investigated in an impartial manner regardless of 
the suspected person’s length of service, position, title or relationship to the City. 

5.5 Due to the important and sensitive nature of suspected Fraud, effective professional 
follow up and investigation is critical.  Persons reporting suspected Fraud should 
not, under any circumstances, perform investigative or other follow up steps on their 
own. 

5.6 The Office of Internal Audit should be contacted if there are any questions or for 
clarification of what constitutes Fraud. 

6. Definitions  

6.1 In this Policy, 
 
Assets – All property of the City, including but not limited to equipment, financial 
assets, land, vehicles, material, uniforms, cell phones, computers, electronic mail, 
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internet services, records, information and work time; 
 

City – The Corporation of the City of Brampton; 
 

Fraud – All unethical or dishonest acts, deception, abuse, waste and misconduct 
including, but not limited to:  

 
a.  Intentional diversion, manipulation, misapplication, mistreatment or misuse of 

City resources; 
b. A false representation of facts, including making false or misleading 

statements, or trying to hide wrongdoing by a person or an organization; 
c.  Deception which is intentional and results in a benefit to a person and/or 

causes damage, harm, or loss to the City or others; 
d.  Unnecessary spending or careless squandering of the City’s resources;  
e.  Conduct contrary to the Employee Code of Conduct, specifically:  

• Failure to disclose a conflict of interest of whether direct or indirect;  

• Breach of trust;  

• Solicitation of gifts and/or benefits; and 

• Unauthorized use of City property and Assets for personal benefit, gain 
or enjoyment.  

f.  Examples of fraud under this Policy include: 

• Obtaining a benefit or service from the City for which the person does not 
qualify; 

• Providing a City benefit or service to a person for which that person does 
not qualify; 

• Unauthorized reductions in fees or fines; 

• Suspending or terminating enforcement action based on a personal 
relationship; 

• Bid-fixing; 

• Authorizing contracts in violation of city purchasing laws; 

• Failure to disclose an actual or potential conflict of interest; 

• Accepting bribes or kickbacks;  

• Accepting gifts in excess of $50;  

• Carrying on a personal business during City of Brampton work hours using 
City resources; 

• Wilful destruction of City property; 

• Forgery or alteration of a cheque, document, or account belonging to the 

City; 

• Misappropriation or embezzlement of City funds, securities, supplies or 

other Assets;  

• Unauthorized personal use of Assets;  

• Personal use of procurement cards (P-Card) without reimbursement; 

• Making an allegation of fraud known to be false; 

• Profiting as a result of insider knowledge; 

• Theft of cash, cheques, procurement cards or other Assets; 
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• Falsifying records such as timecards, expense reports or official 

documents; 

• Any activity (including computer related) involving the alteration, 

destruction, forgery or manipulation of data for fraudulent purposes or 

misappropriation of City-owned software, hardware or other Assets; 

• Breach of federal, provincial or municipal legislation; 

• Disclosure of confidential information for personal gain; 

• Accepting or seeking anything of material value from contractors, vendors, 

or persons providing services/material to the City or City job applicants; 

• Unauthorized use or misuse of City facilities, equipment, vehicles or other 
Assets; 

• Falsifying time worked or leave taken on a timesheet; 

• Retaining ineligible dependents on health care coverage; and 

• Incurring unnecessary costs as a result of inefficient or negligent practices, 
systems or controls.  
 

Good Faith – A sincere belief or motive without any malice or the desire to defraud 
others. 
 
Person – Includes individuals and companies; 
 
Whistleblower – A person who, in good faith, reports an activity which he or she 
believes to be Fraud.   

7. Investigating Fraud 

7.1 The Office of Internal Audit has the primary responsibility for the management and 
coordination of the investigation of all suspected Fraud and related investigative 
activities with appropriate parties, as required.  

   
7.2 The Office of Internal Audit and, if applicable, the members of the investigative team 

will have: 
  

• Free and unrestricted access to all City records, except records which are 
protected by law, and premises, whether owned or rented. 

• The authority to examine, copy and/or remove all or any portion of the contents 
of files, desks, cabinets and other storage facilities (whether in electronic or other 
format) without the prior knowledge or consent of any person who might use or 
have custody of such items or facilities when it is within the scope of investigation 
or related follow up activities. 

 
7.3 Any person involved in an investigation of suspected Fraud shall keep the content 

of the investigation confidential. Investigation results will not be disclosed or 
discussed with anyone other than those who have a legitimate need to know.  
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7.4 At the conclusion of an investigation, the CAE will report to a member of the Senior 
Leadership Team the CAE considers appropriate on any findings of active fraud or 
a breach of this Policy. 

8. Acting in Good Faith 

8.1 Anyone reporting a Fraud must act in good faith or have reasonable grounds for 
believing the information provided. No person shall make an allegation that is known 
to be false. 
 

8.2 No disciplinary action will be recommended or taken against  a person who makes 
an allegation of fraud in good faith, regardless of the outcome of the investigation. 
 

9. Whistleblower Protection 

9.1 All Whistleblowers’ identities will remain confidential and anonymous. 

9.2 No one governed by this Policy shall retaliate against a Whistleblower for reporting 
in good faith an act that the Whistleblower believes to be fraudulent or dishonest 
with the intent of adversely affecting the terms or conditions of employment or 
otherwise. 

9.3 Protection from retaliation does not prohibit managers or supervisors from taking 
action, including disciplinary action, as part of their normal duties and based on 
valid performance-related factors. 

10. Fraud Awareness Training 

10.1 Each City employee is required to attend at least one session of Fraud Awareness 
Training every two years.  Coordination and tracking of training will be done by the 
Human Resources Division. 

11. Distribution 

11.1 All newly hired employees and volunteers will be provided with a copy of the Policy 
as part of their orientation and will be required to provide a written 
acknowledgement upon receipt of the Policy. 

11.2 On an annual basis, all employees are required to read and acknowledge 
understanding of this Policy by signing an acknowledgement form. 

12. Related Policies and Administrative Directives 

12.1 This Policy is designed to augment the corporate policies, identified in Section 15 
and is not intended to replace or preclude them.  
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12.2 To the extent that this Policy may conflict with any other policies containing related 
information, this Policy shall apply.   

13. Roles and Responsibilities 

13.1 Council is responsible for: 

a. ensuring adequate resources are made available to support investigations. 

13.2 Chief Audit Executive (CAE) is responsible for: 

a. Management and coordination of investigations; 
  

b. Advising Council and, if appropriate, the CAO of any allegations that, if true, may 
involve significant, imminent risk to the City; 
 

c. Administration, recommended revision, interpretation and application of this 
Policy; and 
 

d. Management and coordination of the investigation of all suspected Fraud and 
related investigative activities with appropriate parties and authorities, as required. 

13.3 Employees with direct reports are responsible for: 

a. Recognizing the types of Fraud, risks and potential exposures within their area of 
responsibility and be alert for any indications of such; 
  

b. Creating and maintaining effective monitoring, review and control procedures to 
prevent and detect Fraud; and 
 

c. Retaining accountability for the effectiveness of the above responsibilities even 
when authority to carry them out is delegated to subordinates. 

13.4 All Employees are responsible for: 

a. Reporting, in good faith, any suspected Fraud. 

13.5 Human Resources Division is responsible for: 

a. Providing a copy of this Policy to all newly hired City employees and volunteers as 
part of their orientation; 
 

b. Retaining a copy of the written acknowledgement that the individual(s) have 
received this Policy; and  

c. Obtaining annual confirmation of adherence to this Policy from all employees. 
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13.6 Senior Leadership is responsible for; 

a. Management action on confirmed fraud breach; 
 

b. Creating monitoring for the detection and prevention of fraud.  

14. Monitoring and Compliance 

14.1 Consequences of non-compliance  

a.  Non-compliance with this policy by a person who falls under the scope of this 
Policy  may result in disciplinary action up to and including dismissal and/or 
prosecution by appropriate authorities.  The Director of Human Resources and/or 
the City Solicitor will be consulted by the Chief Audit Executive in advance of such 
action being taken. 

b. Failure to comply by a consultant, vendor, contractor, outside agency, person 
doing business with the City or otherwise within the scope of this Policy,  may result 
in action being taken, including the cancellation of the business or other 
relationship between the entity and the City or the termination of any contract in 
accordance with its terms.  

c. Any evidence of Fraud may be reported to the appropriate regulatory or other 
authorities.  

d. The City will pursue every reasonable effort to obtain recovery of losses due to 
Fraud. 

15. References and Resources 

References to related bylaws, Council policies, and administrative directives 

• Respectful Workplace Policy 

• Employee Code of Conduct 

• Conflict of Interest Policy 

• Conflict of Interest Provincial Offences Act Policy 

• Information Technology Use Policy  

• Purchasing Card Policy 

• Purchasing By-Law 

• Employee Expense Policies (various) 

 

CONTACT: 
Foruzan Velji 
Director, Office of Internal Audit 
Chief Audit Executive (CAE) 
Phone: 905-874-2215 
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Revision History 

Date Description 

2018/03/07 Replaces Policy 2.14.0 Corporate Fraud Prevention Policy 

2019/08/06 Policy Revision  

2020/08/05 Next Scheduled Review (annual review) 
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Executive summary

Summary of findings

Our audit assessed the processes and controls in place around formulation of Councillor budgets and expenses, as well as 
assessing the recent change to the new political support model. Overall we found processes and controls were well designed, with
only minor exceptions identified in the capture and reporting of Council expenses, as well as key challenges and benefits realized 
throughout implementation of the new political support model.  

The new political support model allows Councillors more accountability in the way their budgets and expenses are managed. Each 
Councillor is given a pre-determined budget for the year, including a non discretionary amount for their own salaries and benefits, 
and a discretionary amount to cover their support staff salaries and benefits, along with any other expenses. Our assessment of the 
above, and testing of a sample of Councillor expenditure identified that while expenses were processed appropriately, the process 
and required documentation for the submission and approval of Councillor expense claims is not clearly captured in one 
consolidated policy specifically for City Councillors.

We also noted inconsistencies in how costs are being allocated to Councillor budgets, with not all costs being directly allocated to 
budgets. Instead, in some cases costs are being picked up by the relevant service department before being allocated to Councillor 
budgets at a later date. The relevant department is responsible for ensuring this is done. (e.g. internal print room and mail room 
costs). Management should clarify those staff responsible for tracking and allocating costs to Councillor budgets and implement 
policies and procedures to clarify those responsibilities and the frequency and timeliness of allocating these expenses. We also
identified issues where cost type codes had been reported differently than when approved by Councillors. Accounting staff 
confirmed this was a manual entry error and will correct in the reporting next month.

Our review also considered the transition process to the new political staffing model, including the subsequent benefits and 
challenges that have occurred since the new model was rolled out in April 2019. As the change in support model now allows for
more accountability and flexibility for Councillors, it is likely that varying processes and actions will be adopted, with Councillors 
now having the added responsibility of managing their own support staff. While an HR Business Partner is available for assistance 
and consultation, there remains an increased risk around the application and compliance will all HR policies.

Introduction: As part of the 2019/20 audit plan, we have undertaken a review of the Councillor budget and staffing model
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Executive summary

Summary of findings (continued)

Given the change in model is still relatively new for Councillors and City staff, there remains ongoing education and knowledge 
sharing between Councillors and staff around the operations of the new model and compliance with key legislative requirements 
(e.g. Employment Standards Act). We noted that there is no central person assigned to managing the people and change aspect of 
the new model, rather questions are being directed by Councillors to staff they feel they are able to reach out to. 

As part of our review we also considered the benchmarking activities performed by the City across other municipalities. Around 16 
municipalities were contacted in total, and a benchmarking comparison table was drawn up with various comparisons including 
support model used, budgets, staff roles and staff numbers. While the items considered as part of the benchmarking exercise were
appropriate, we noted that the table was not complete for all municipalities surveyed as full responses were not provided. We also 
noted that some municipalities used a hybrid model however this option was not fully considered or presented to Council as a 
decision had already been made to move to the support model. We have not raised a specific recommendation around this, 
however the City should ensure that, for future benchmarking exercises, that appropriate time is allocated to ensure responses are 
received from all sources to allow for appropriate/timely decisions and considerations to be made. 

Despite the change in political support model for Councillors, the City Mayors office support model has not changed. Despite this, 
the methods for reporting expenses are the same as those of Councillors. As such, the City should ensure the issues identified in 
our review around reporting and capturing of expenses are resolved to ensure consistency in how these are processed and 
reported amongst Councillors and the Mayor. 

Scope of audit and summary of recommendations raised

The table below highlights the findings from our review against the review objectives. 

Area of scope
Recommendations raised

High Medium Low

Formulation of Councillor budgets 0 2 0

Review of staffing models 0 2 0

Total 0 4 0
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Objectives
The table below summarizes the work completed during the 2019 Councillor budget and staffing model review, and provides our 
objectives for each piece of work completed. 

Objective Description of work completed

Objective one

Formulation of 
Councillor 
budgets

Given the recent decision to adopt a political office model, it is important that costs in relation to the political 
officers and other key costs are captured accurately in budgeting and reporting. We have reviewed the current 
process for formulation of Councillor budgets and capturing Councillor expenditure. As part of this we have:

• Reviewed the current Councillor budgets and the processes for formulating and approving these budgets;

• Through discussions with staff, formulated an understanding of the different facilities and services used and 
how the budgets capture costs relating to the use of these facilities/services;

• Assessed how Councillors’ staffing resources will be captured, such as salary costs for Assistants and 
benefits; and

• Reviewed the process for capturing other Councillor expenses and ensured that these are set up to ensure 
accuracy and completeness.

Where appropriate, we have undertaken sample testing of transactions and tests of operating effectiveness of 
controls. 

Objective two 

Review of 
staffing models

We have undertaken a review of the proposed change to the new political support model. As part of this we 
have:

• Held discussions with members of staff to further understand the decision making process and the 
identified benefits of moving to the new political support model; 

• Compared the new model against comparable municipalities such as Mississauga, Hamilton and Toronto 
(where information is available or can be obtained in a reasonable timeframe);

• Assessed the current progress in implementing the change and any foreseen challenges or risks that have 
occurred; and

• Identified any further opportunities or risks in the proposed model for consideration by the City.
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Recommendations

# Issue noted by Internal Audit Recommendation Management action Owner Due date

1 Councillor and staff support

M
ed
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m

 –
P
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y 
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The new support model gives 
more flexibility to Councillors 
however increases the risk of 
inconsistent processes being 
applied around people 
management, communication, 
training, HR matters, and budget  
management. 

We noted that there is no central 
officer responsible for dealing 
with questions from Councillor’s 
and their support staff around 
their duties under the new 
support model. 

We recommend the City 
appoint a liaison officer or 
designated staff member who 
acts as a central point of contact 
for Councillor’s and their 
support staff to answer 
questions or queries around 
their day to day operations. 

As part of this, the City should 
highlight to Councillors the 
importance of compliance with 
HR processes for their staff 
including on-boarding, training 
and any other HR matters and 
ensure regular communications 
/ reminders are provided to 
them, as well as on-going 
support where needed.

. 

Agreed. Management 
will continue to 
monitor progress of 
the Council Office 
model to determine if 
a dedicated staff 
resource is necessary, 
subject to Council 
approval. 

In the meantime, 
updates to the Council 
Handbook, informal 
and formal training 
and education 
opportunities will be 
provided.

Regular 
communication will be 
provided to 
Councillors advising of 
the on-boarding 
available and other HR 
responsibilities. 

Clerk/CAO’s
Office/Human 
Resources

Dec 
2019

The following slides outline the issues and related recommendations identified through our review. The recommendation ratings have 
been defined in Appendix D.
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Recommendations
# Issue noted by Internal Audit Recommendation Management action Owner Due date

2 Reporting of Councillor expenses
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The process and required 
documentation for the 
submission and approval of 
Councillor expense claims is not 
clearly captured in one 
consolidated policy specifically 
for City Councillors. Processes 
are currently captured across a 
number of different documents. 

We also found errors in 
classification have occurred in 
Councillor expense reporting, 
due to a manual entry error by 
the accounting department 
when entering the expense into 
the report template.

We also noted there is a lack of 
consistency in the date recorded 
for the Councillor mobility 
expense report and the date the 
transaction occurred.

The City should implement a 
consolidated policy outlining the 
process for making expense 
claims and the required level of 
approvals needed for City 
Councillors. The policy should 
clearly state the categories 
expenses fall under, approvals 
required, codes to be used, 
requirement to complete 
expense forms, and the detailed 
processes to follow for 
Councillor’s making an expense 
claim. 

As part of a longer term 
exercise, the City should 
continue with the automation of 
the expense process. The City 
should be taking steps to 
automate the entire expense 
process, whereby Councillor’s 
submit expenses electronically 
with supporting documentation, 
all approvals and posting is 
completed electronically and 
evidence of this retained. 

Agreed. City staff will 
develop a detailed 
guideline for 
Councillors that will
encompass all the 
processes and 
related information 
such as general 
ledger codes and 
descriptions,
reporting and 
approval 
requirements.
City staff will provide 
refresher training to 
Councillor staff on all 
the components 
including expense 
capturing and 
reporting.

In addition, City staff 
will continue with the 
initiative to automate 
entirely the Accounts 
Payable process.  

Finance Dec
2019
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Recommendations
# Issue noted by Internal Audit Recommendation Management action Owner Due date

3 Capturing of Councillor expenses
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In some instances expenses 
(e.g. internal print shop and 
mailroom costs) are initially 
allocated to internal 
departments, who will provide 
expense details to Accounting to 
process a journal entry to 
allocate the cost to Councillor’s.

In other instances, internal 
departments contact Councillor’s 
directly to re-allocate the 
expenses. However, Accounting 
are not aware of these instances 
and rely on internal departments 
to contact them if required. . 

The above process is not 
formally documented nor is it 
undertaken on a frequent or 
consistent basis. 

In addition, our testing identified 
instances where codes had been 
allocated incorrectly by 
Councillors and had to be 
resolved by Accounting. 

A formal policy should be put in 
place outlining the process for 
ensuring all expenses are 
appropriately charged to the 
relevant Councillor. This should 
include both the role of internal 
departments and Accounting in 
ensuring that expenses are 
identified, processed and 
transferred in a complete and 
accurate manner. 

In addition, refresher training 
should be provided to 
Councillors on the use of 
expense codes to ensure codes 
are allocated correctly going 
forward. 

. 

Agreed. City staff will 
develop formal 
procedure regarding 
the capturing and 
reporting of costs 
incurred by internal 
departments on 
behalf of Councillors.
City staff will develop 
a comprehensive 
guideline for 
Councillors that will 
encompass all the 
processes and 
related information 
such as general 
ledger codes and 
descriptions. 
City staff will provide 
refresher training to 
Councillor staff on all 
the components 
including expense 
capturing and 
reporting.

Finance Dec 
2019
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Recommendations
# Issue noted by Internal Audit Recommendation Management action Owner Due date

4 Compliance with Employment Standards Act (ESA)
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As part of the change to the 
political support model, 
Councillors were provided with 
training and given information 
packages which included their 
requirements under the 
Employment Standards Act.

However, we note that training 
provided was not made 
mandatory. In addition, while 
information packs were provided 
there was no requirement for 
Councillor’s to acknowledge that 
they had read/understood the 
information provided.    

We acknowledge the steps 
taken by the City to ensure 
Councillor’s are made aware of 
their requirements under the 
ESA. 

However, to ensure Councillor’s 
are in compliance with and 
understand the standards in 
place, annual declarations 
should be made by each 
Councillor, which should be 
stored on file. 

Agreed. A planned 
Council Workshop 
during fall 2019 with 
the City’s Integrity 
Commissioner will 
also include a review 
of Respectful 
Workplace, Code of 
Conduct, Council Staff 
Relations, etc. This 
will be an annually 
scheduled workshop 
where attendance is 
captured and sign off 
to validate 
understanding is 
collected.

For subsequent years, 
the role of a manager, 
in relation to legislated 
responsibilities, will 
be included in the 
scheduled Council 
Workshop including a 
sign off to validate 
understanding.

City Clerk, HR 
(CS, ODL, HSW, 
TA)

Fall 2019 
- then on 
an annual 
basis. 
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Appendix A – Testing performed

Control tested Sample size Exceptions Effectiveness 
rating

All expenses were reviewed and approved by the appropriate Councillor 

- 2 selections related to salaries and therefore did not have separate approval

- 4 selections went through corporate and did not have separate approval 
(Phone bills and printing costs)

20 0

All expenses were reviewed and approved by Treasury

- 2 selections related to salaries and therefore did not have separate approval

- 4 selections went through corporate and did not have separate approval 
(Phone bills and printing costs)

- 1 selection related to a phone and had CAO approval 

20 0

Expense type is appropriate as per Expense Policy and expense code category

- 3 errors in code on Transfer Journal (TJ) compared to recorded

20 3 

Appropriate supporting documentation obtained

- 1 selection did not have supporting documentation retained 

20 1

Legend

High risk Medium risk Low risk

Through our work we reviewed the following processes:

- Councillor expense submission process

- Councillor expense reporting process 

Where controls in these processes were found to be designed effectively, we assessed their operating effectiveness, and 
summarized the results of this testing in the table below. Please refer to Appendix D for control effectiveness rating definitions. 
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Appendix B – Budgeting & Expenses

Budget formulation & approval 

Budgets for the Mayor and Members of Council are part of the annual budget submission. Finance facilitates the budget 
submission via gathering the needs of cost centre owners (Councillors and Mayor), calculating and advising on any financial 
implications and ultimately obtaining approval from the business owner (Councillors and Mayor) to include in the overall 
submission for Council’s consideration and approval.

Budgetary consideration was transitioned in advance of the effective date to the new political model. This involved reallocating
both the budget and actuals to the appropriate Councillor cost centre for all expenses amounts incurred to date for the current 
term of Council. Expenses that could not be easily allocated to Councillor accounts were apportion by the Accounting group based
on equal allocation among the Councillors. This allocation process required accounting to fill out a transfer journal entry to transfer 
the expense, which required approval from both the appropriate Councillor and treasury.

Councillor salary, benefits and expenses

Previously, each Councillor office budget included their own salary and office expense and all support staff were corporate staff. 
The expense budget for an elected official was set for the four year term and would be locked, although there would still be the
ability to change it. The new support model kept Councillor salary and expenses the same, but included the addition of what the 
City considered a fair and optimal budget for staff and a small discretionary expense amount. The other expenses portion of the 
budget was included in the new support model based on what the department was under corporate services. 

The previous model had only addressed expenses amounts for elected officials, whereas the change to the new model requires 
all expenses to go through the Councillor cost centre. Councillors have much more freedom and flexibility under the new model as
they now also approve their own expenses, which were previously approved by the Council Office Coordinator. Although this 
brings a lot more responsibilities for Councillors, it is our understanding that the Accounting team is overseeing many of these
activities such as reviewing expenses for accuracy and following up where required. 

Councillor budgets

As part of our review we considered the budgeting process and how costs in relation to the political officers and other key costs are 
to be captured accurately in budgeting and reporting. We reviewed the current process for formulation of Councillor budgets and 
capturing Councillor expenditure and noted the following:
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Appendix B – Budgeting & Expenses

Councillor salary, benefits and expenses

Overall the processing of expenses has remained consistent with the exception of cost centre and account coding. In the past all
expenses were reported into one cost centre and one unique account for each Councillor account, where now each Councillor has
one cost centre with various accounts, with each account number associated with a type of expense that is consistent among all 
Councillors. While this is an improvement to the manner in which expenses are recorded, our review noted that some of the 
account codes are not well defined as to what should be included in the category and are not noted as a included code in the 
reporting of monthly expenses that gets published. In addition, Councillors and service departments have not been provided with 
education or guidance as to what should be classified under certain codes. This has resulted in various manual processes for 
Accounting, including them manually reaching out to Councillors to clarify the purpose of the expense (for expenses submitted by
service departments) or reviewing supporting documents and making changes to the account code manually while entering them 
into the system. The manual nature of these checks has also resulted in errors on the part of accounting, which were identified 
during our review as classification errors as expenses were reported to the correct code but entered and reported incorrectly by
accounting. The errors identified in our selection will be corrected on the reporting of Councillor expenses. 

While Councillors have adopted the new political support model, the Mayors office support model has not changed. The Mayor 
has two budgets; a business cost centre (items of which are included in the detailed monthly reporting for Councillors) and an 
office cost centre, which is not reported publically. 

Councillor budgets
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Appendix C – Staff involvement and documentation reviewed

Staff involvement Documentation reviewed

We undertook interviews in July 2019 to inform this work, 
including:
• Peter Fay, City Clerk
• Maja Kuzmanov, Manager of Accounting
• Amy Taylor-Safruk, Human Resources Business Partner
• Teresa Olsen, Deputy Clerk
• Neena Parekh, Supervisor Accounting 

We received the following documentation over the course of 
our fieldwork:
• Council Office Support Model report 
• Mayor and Councillor's Expense Policy (effective December 

1, 2018 & draft June 12, 2019)
• Budget Summary
• Budget Process Documentation
• Member Services Committee Agenda - September 11, 2017
• Council Office Support Model Implementation Work –

February 12, 2019
• New Council Office Support Model – Implementation 

Update
• Sample Expense support 
• 2019 Business Office Expense Statement (effective June 

30, 2019)
• Committee of Council Agenda – January 16, 2019
• Governance and Council Operations Committee Agenda –

February 12, 2019, February 24, 2019, April 8, 2019, June 3, 
2019

• Raw Data Benchmarking Table – For Council Office Support 
Report

• Memo: Review of Constituency Assistant Model - CW130-
2018 approved at Council on May 2, 2018

• Council Handbook 2018-2022
• Organizational Chart June 2019
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Appendix D – Definitions of our ratings, assessments and priorities 

Recommendation ratings

The priority of our recommendations is rated on a three point scale, as shown below:

High – (Priority One): Issues arising 
referring to important matters that are 

fundamental and material to the system 
of internal control. The matters observed 
might cause a system objective not to be 
met or leave a risk unmitigated and need 
to be addressed as a matter of urgency. 

Medium – (Priority Two): Issues arising 
referring mainly to issues that have an 
important effect on the controls but do 
not require immediate action. A system 

objective may still be met in full or in part 
or a risk adequately mitigated, the 

weakness represents a deficiency in the 
system.

Low – (Priority Three): Issues arising that 
would, if corrected, improve internal 

control in general but are not vital to the 
overall system of internal control. These 
recommendations are of leading practice 
as opposed to weaknesses that prevent 

systems objectives being met.

Design and effectiveness assessments

Our assessment of the design of controls identifies whether controls in place are designed in a way to prevent or detect risk or
fraud. Our assessment of the operating effectiveness of a control identifies whether the control is operating effectively in practice. 

Design Effectiveness

Existing controls are designed appropriately to manage risks in this area Operation of existing controls is effective

Existing controls are partly appropriate to manage risks in this area Operation of existing controls is partly effective

Existing controls are not designed appropriately to manage risks in this 
area

Operation of existing controls is ineffective
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