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Salt Spring Island Fire Protection District  

 

POLICY MANUAL 

 

 

Section Governance 

Policy Number AG- 4112-01 

Policy Title Terms of Reference – New Fire Hall Project Steering Committee 

 

INTRODUCTION 

In 2019 the Salt Spring Island Fire Protection District (“District”) decided to revisit the 

need to replace the Ganges Fire Hall. In 2021, the District’s Board of Trustees has 

decided to move forward with replacing the Ganges Fire Hall (“Project”). Capex Project 

Advisory Services Inc. (“Project Manager”) has been hired to contribute experience, 

discipline, and resources to ensure a successful outcome.   

 

A New Fire Hall Project Steering Committee (“Project Steering Committee”) is formed 

and is responsible for overseeing the Project and providing overall direction and key 

decision making for the Project in respect of scope, budget, schedule, procurement, and 

communications.  

 

The role of the Project Steering Committee is to: 

1. Ensure to the extent possible, the Project will meet the objective and timelines of 

the District; 

2. Ensure quality and rigour in the execution of the Project; 

3. Ensure project outcomes are practical and meet the needs of stakeholders, 

including Fire Rescue members, the District’s electorate and the community of 

Salt Spring Island; 

4. Ensure recommendations regarding the financial implications of decisions related 

to the Project reflect the intent that the Project will serve the residents of Salt 
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Spring Island for the long term; and 

5. Ensure that the process of completing the Project will encourage effective 

relationships and partnerships with other levels of government and key 

stakeholders. 

 

MEMBERSHIP 

1. The Project Steering Committee shall be composed of the Administrator 

(Chair), Fire Chief (Vice Chair), one trustee, and up to one additional public 

member. 

2. Support to be provided to the Project Steering Committee by Mark Bullen 

(Project Manager) with Arshad Bastani and Bradley Fossen as alternates; and 

Recorder. 

 

AUTHORITY 

1. The authority of the Project Steering Committee shall be mandated by way of 

a motion of the District’s Board of Trustees. 

  

ACCOUNTABILITY 

1. The members of the Project Steering Committee are accountable for the 

successful delivery of the Project within the schedule and budget assigned and 

shall report to the Board of Trustees as necessary. 

 

MEETINGS 

1. The Project Steering Committee will meet at least once a month or at the call 

of the Chair. 

2. A quorum of the Project Steering Committee will constitute a minimum of 

two members (or their alternates), including either the Chair or Co-chair. 

3. The Chair, or in his absence the Co-chair presides over meetings.  If the 

Recorder is not present, the committee shall choose a recorder for the meeting. 

4. Decisions will be made by proposal and seconding of a motion provided there 
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are no objections. If there are objections, the Chair , or in his absence the Co-

chair, is authorized to make a final and binding decision.  

 

RESPONSIBILITIES 

The Project Steering Committee is responsible for: 

1. Accepting the Project Charter as approved by the Board of Trustees. 

2. Provide recommendations to the Board of Trustees regarding changes to the 

Project Charter. 

3. Ensuring State-Gate reviews are completed to see the Project through the 

various delivery stages – Feasibility, Business Case/Referendum, Final 

Investment Decision/Sanction, Procurement, and Asset Acceptance. At the 

completion of each delivery stage recommend to the Board of Trustees 

whether the Project should proceed. 

4. Receive and review the Project Manager’s project Status Report. 

5. Key decisions considering the Project Manager’s recommendations. 

6. Approval to issue procurement documents. 

7. Approval of contract commitments. 

8. External communications and reporting. 

The Chair is responsible for ensuring that monthly meetings are scheduled, and that an 

Agenda and Minutes are issued promptly. 

 

Each member is responsible for ensuring that they attend or send an authorized 

representative to meetings, and for constructive participation in providing effective 

oversight and strategic guidance to the Project. 

 

BOARD DISCRETION 

The provisions set out in this policy are subject to revision from time to time at the 

discretion of the Board of Trustees. 

 

CROSS REFERENCES 
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APPROVALS 

 

Approval date: 21 June 2021 Approved by: Board of Trustees 

1. Amendment date:  Approved by:  
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3. Amendment date:  Approved by:  

 


