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Vision, Mission and Core Values

VISION

We serve eligible low-income individuals and groups who need legal help and strive to do
so with respect and compassion. Our service is fundamental to a fair and balanced
justice system and we play an important role in shaping a just and humane community.

We are committed to creating an innovative, collaborative organization that is flexible
and responsive to clients.

Collectively we are committed to creating a workplace where all employees feel
valued and our reputation for excellence attracts talented new people and private bar
partners to join us in making a difference.

MISSION

Legal Aid Manitoba is committed to ensuring access to justice for eligible low-income
individuals and groups in Manitoba.

CORE VALUES

As a service, we are guided by these shared values:

CLIENTS
We tailor our decisions, programs, and resources to best meet client needs in a manner
that is culturally sensitive, fair and inclusive.

EMPLOYEES
We are guided by an accessible Respectful Workplace policy and practices.

RESOURCES

We are fiscally accountable, balance our budget, and make effective use of the
resources we have while creatively seeking funding for special projects and major legal
challenges.

PARTNERSHIPS
We value our private bar partners as a critical part of our service.

COMMUNITY

We participate in the broader public dialogue on justice and social issues and
communicate our essential role in a positive manner.

Approved by Management Council on February 26, 2013
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Overview of Legal Aid Manitoba

The Legal Aid Services Society of Manitoba became a legislated service in 1971 and opened
its doors to clients in 1972. In 2005, with the coming into force of new legislation, The Legal
Aid Services Society of Manitoba formally took up the name “Legal Aid Manitoba”, and its
Board of Directors was replaced by a Management Council with a Chair and Vice-Chair
appointed by the Lieutenant Governor in Council.

Legal Aid Manitoba is a corporation created by the Legal Aid Manitoba Act, and operates at
arms-length from government.

We receive our funding from the Province of Manitoba, the Government of Canada, the
Manitoba Law Foundation and fees paid by clients. We serve clients through our
Administration Office, 7 community law offices in Winnipeg and 4 regional offices located
in Thompson, Dauphin, The Pas and Brandon.

We partner with private bar lawyers to provide legal services in a mixed delivery system.
Lawyers regularly travel to more than 40 communities throughout the province.

We provide legal services to approximately 75,000 people annually.
Our Mandate
Legal Aid Manitoba is governed by The Legal Aid Manitoba Act. The Act requires that we:

» Provide quality legal advice and representation to eligible low-income individuals and
groups.

» Administer the delivery of legal aid in a cost-effective and efficient manner.

» Provide advice to the Minister on legal aid generally and the specific legal needs of
low-income individuals for the purpose of providing quality legal service and
representation.

Role of Management Council

The role of the Management Council of Legal Aid Manitoba is to provide independent and
impartial oversight to the Corporation in carrying out its mandate and responsibilities
established under the Legal Aid Manitoba Act.

Council is primarily responsible for the strategic direction of Legal Aid Manitoba. The

Executive Director (and thus senior management), is charged with the strategic development
function, and its substantive recommendations, in collaboration with Council.
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Council’s role in making "policy” is consistent with the standard roles for all councils and
boards (while recognizing the broader legislative mandate, if necessary) and, while somewhat
difficult to fully define, includes:

e Ends Policies: that is to say, what result is Legal Aid Manitoba charged with
accomplishing, for whom, and at what cost.

e Executive Limitations Policies: the limits of the Executive Director's role and authority
e Governance Process Policies: how LAM is governed

e Council-Staff Linkage Policies: the inter-relationship of Council and management
(including all staff).
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Management Council Terms of Reference

1. Purpose and Role

The corporate purpose of LAM, as directed by statute, is to provide quality legal advice
and representation to eligible low-income individuals in a cost-effective and efficient
manner, and to provide advice to the Minister on Legal Aid generally and on the
specific needs of low- income individuals (Sections 2.2.1 of the Act).

As per By-Law No. 1/06, Council is responsible for managing the business and affairs
of LAM in a manner that is consistent with its purpose and all other provisions of the
Act. In the course of carrying out the foregoing mandate, the Council must:

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

Oversee the financial management of LAM;
Efficiently manage the resources of the LAM;
Establish operational and strategic policies for LAM;

Evaluate the quality and cost-effectiveness of the services provided by LAM
and the delivery of Legal Aid in Manitoba;

Review the tariff of fees paid to solicitors for providing Legal Aid at least once
every two years, consult with the Advisory Committee when conducting the
review and report its findings and recommendations to the Minister of Justice,
all in accordance with Section 6.1 of the Act;

Establish an Advisory Committee in accordance with Section 8 of the Act and
report to the Minister of Justice on its activities in accordance with Section 8.1
of the Act;

Arrange annually for LAM’s books, records and accounts to be audited by the
Auditor General of Manitoba in accordance with Section 27 of the Act; and

Annually submit to the Minister of Justice, the Auditor General’s report on the
LAM’s books, records, and a report on LAM’s affairs and such other matters
as the Minister may require.
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2. Responsibilities

The Council is responsible for:
2.1.  Strategic Planning
2.1.1. Setthe mission, vision and core values and overall strategic priorities for LAM;

2.1.2. Approve the strategic plan including; key strategic goals, measures and action
plans developed by LAM staff;

2.1.3. Approve the annual business plan developed by LAM staff based on the overall
strategic plan; and

2.1.4. Monitor and assess LAM’s performance regarding the strategic plan and
business plan.

2.2. Risk Management

2.2.1. Ensure that the foreseeable risks of LAM are identified and that appropriate
systems and controls have been implemented in order to manage these risks; and

2.2.2. Ensure that information systems and management practices at LAM meet its
needs and will provide reliable information to Council regarding LAM’s performance.

2.3. Policy
Participate in developing and approving policies that govern:
2.3.1. Who gets Legal Aid;
2.3.2. The Executive Director’s limitations and constraints;

2.3.3. The conduct and management of Council by developing by-laws as
appropriate;

2.3.4. Council-Staff inter-relationships.
2.4.  External Communications

Assume responsibility, through the Chair, for all communications with external
stakeholders.
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2.5. Reporting
2.5.1. Provide annual reporting to the Minister;
2.5.2. Meet or respond to issues with the Minister as necessary; and

2.5.3. Provide advice to the Minister on policy as needed.

2.6.  Hiring Authority

2.6.1. Assume responsibility, through the Chair, for hiring the Executive Director and
appointing Area Directors and as such will:

2.6.1.1 Ensure that appropriate individuals are hired and supervised; and

2.6.1.2 Ensure that LAM has in place appropriate personnel at all levels
to conduct the affairs of the organization.

2.6.2. Assume responsibility, through the Chair, for supervising the Executive
Director and as such will:

2.6.2.1 Ensure that a regular performance evaluation of the Executive
Director is done;

2.6.2.2 Assist in the development of a succession plans for Executive
Director and other senior managers; and

2.6.2.3 Oversee the appointment of designated LAM personnel on
recommendation of the Executive Director.

2.7. Governance Activities

2.7.1 Receive information and reports from the Executive Director regarding
significant issues and affairs having to do with LAM and/or the Executive
Management Committee (as provided in the Executive Director’s position
description);

2.7.2 Receive information and reports from the Chair regarding significant issues

and affairs having to do with LAM (as provided in the Chair’s position
description);
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2.7.3 Ensure that structures and procedures are in place to enable Council to function
independently of Management; and

2.7.4 Ensure that processes and procedures are in place to evaluate Management
Council, individual Councilors and the Chair.

3. Membership
3.1.  Appointment

Councilors are appointed by the Lieutenant Governor in Council for a fixed term (not
exceeding three years).

3.2.  Composition of Membership
3.2.1 There are aminimum of seven and a maximum of nine Council members which
are appointed by the Lieutenant Governor in Council in accordance with the
Act.

3.2.2 Three Councilors must be selected from a list of seven solicitors submitted by
the Law Society.

3.2.3 A minimum of three Councilors must not be solicitors.

3.2.4 The Council officers include the Chair, Vice-Chair, Finance Committee Chair,
Executive Director and other officers as Council may determine.

3.2.5 The Chair and the Vice-Chair are designated by the Lieutenant Governor in
Council.

3.3.  Desirable Expertise
Council should consist of Councilors with the following areas of expertise:

3.3.1 Familiarity with criminal law, domestic violence, aboriginal issues, family law
and child protection concerns;

3.3.2 Previous board experience and/or familiarity with Governance of Corporations
and non-profit organizations; and

3.3.3 Familiarity with accounting/audit processes and human resource experience.
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3.4 Remuneration

34.1

3.4.2

Councilors are paid according to current rates specified by the Lieutenant
Governor in Council.

Councilors are reimbursed for reasonable expenses incurred in performing
their duties.

3.5. Orientation

An orientation will be provided for all new Councilors including:

3.5.1

3.5.2

3.5.3

3.54

3.5.5

3.5.6

3.5.7

Overview/mandate of LAM (Act and By-laws);
Relationship of LAM to Government;
Overview of LAM operations;

Review of Terms of Reference;

Review of Councilor Position Description;

Review of procedures relating to remuneration/reimbursement, conflict of
interest situations, resignation, meeting attendance, etc.; and

Introduction to other Council members, to the Advisory Committee and to the
Executive Management Committee.

3.6.  Professional Development

3.6.1

3.6.2

3.6.3

Council encourages ongoing educational development opportunities for all
Councilors.

Councilors can identify training opportunities and request permission from the
Chair to attend.

Councilors (particularly new Councilors) are encouraged to attend training
provided by the Government of Manitoba for Crown Corporations.

3.7. Time Commitment

The Chair and Council Members are required to attend Council meetings and
appropriate committee meetings when called.

10
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4, Meetings

4.1 The Council will hold a minimum of four regular meetings per year as
determined by the Chair.

4.2 Special meeting(s) may be called by the Chair at his/her discretion or when
requested by Councilors (as per By-Law No. 1/06, Section 4.5.).

4.3 Members of the Advisory Committee must be invited to attend a minimum of
one regular Council meeting annually.

4.4 Non-members may be invited by Council to attend a meeting.

5. Quorum

A majority of Councilors currently in office shall form a quorum for the transaction of
business at any Council meeting (per By-Law No. 1/06, Section 4.9.).

6. Decisions

Decisions are made by a majority vote of Councilors present at the meeting (By-Law
No. 1/06, Section 4.10.).

7. Council Independence

Management Council may consult with senior management as required and may also
retain independent legal, accounting or other advisors, as it considers appropriate, to
assist the Board in fulfilling its responsibilities.

Approved by Management Council on January 12, 2012.
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Chair Position Description
1. Role

1.1  The Chair, on behalf of, under the direction of the Council, and subject to any
limitations imposed by Council:

1.1.1 Keeps the Council informed of significant issues and affairs having to do with
LAM.

1.1.2 Provides leadership.
1.1.3 Promotes integrity in all corporate policies and process.
1.1.4 Acts as liaison between LAM and the Minister of Justice.

1.1.5 Acts as liaison between the Council and LAM through the Executive Director
and the Executive Management Committee.

1.1.6 Signs all by-laws with another officer.
1.1.7 Signs audited statements;
1.1.8 Attends all meetings of the Advisory Committee.

1.2 In carrying out the duties of Chair, the incumbent must work under the direction of the
Council and within the constraints of the Act and By-Law No. 1/06. Nothing in the
forgoing role description absolves the Council of its responsibilities as stated in the

Act.

2. Key Responsibilities

2.1  As per By-Law No. 1/06 the Chair shall:

2.1.1 Provide leadership to the Council and preside at all meetings of the Council at
which the Chair is present;

2.1.2 Ensure that the Council functions in a manner consistent with the Act and
Regulations, all corporate by-laws and other laws applicable to it, and shall
promote integrity in all corporate policies and processes;

2.1.3 Speak publicly on behalf of the LAM;

12
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214

2.15

2.1.6

2.1.7

2.1.8

2.1.9

2.1.10

Act as liaison between LAM and the Minister of Justice, and between the
Council and the Executive Director;

Sign all by-laws with another officer appointed by Council for the purpose;

Sign the LAM audited financial statements with the Finance Committee Chair
or other officer appointed by the Council for the purpose;

Sign the LAM annual report to the Minister of Justice on its affairs, and such
other reports required under the Act to be provided by the Council to the
Minister;

Be, ex officio, a member of the Appeal Committee, the Finance Committee and
all other committees established by Council;

Attend all meetings of the Advisory Committee or send a delegate to the
meeting to attend on his or her behalf; and

Perform such other duties as are required of the Chair under the Act or as may
be required from time to time by Council.

3. Accountability

The Chair, on behalf of the Council and subject to any limitations imposed by
Council, is the liaison with the Minister of Justice, public and stakeholders. The
Chair may delegate specific duties to the Executive Director, Council members
and/or committees as appropriate; however, the accountability for them remains
with the Chair.

4. Integrity

The Chair ensures that the Executive Director is carrying out his/her duties
prudently, ethically and in the best interests of the Corporation.

5. Leadership

The Chair leads Council and ensures that it is properly balanced and directed. The
Chair ensures that Councilors can add value to the organization without interfering
with detailed internal management.

13
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6. Specific Activities

6.1 Management Council

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

The Chair oversees the Council self-evaluation process;

Identifies organizational and Council strengths and weaknesses and
recommends improvements;

Communicates regularly with Councilors and the Executive Director;

Ensures that structures and procedures are in place for effective
recruitment, training, and evaluation of Councilors;

Builds trust within LAM and between LAM and its stakeholders.

6.2 Executive Management Committee

The Chair is the primary liaison between Council and the Executive Director. In
this capacity, the Chair:

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5
6.3 Meetings
The Chair:
6.3.1
6.3.2

6.3.3

LAM Corporate Directors’ Manual

Meets regularly with the Executive Director and/or Executive
Management Committee;

Provides input as necessary pertaining to policy and planning;

Monitors the Executive Director’s compliance with LAM’s Act,
Regulation, Policies and By-laws;

Provides guidance and consultation to the Executive Director regarding
issues that involve compliance with policies, recommendations for
policy changes or other decisions that may subsequently impact LAM;
and

Brings pertinent decisions to Council for discussion and decision.

Ensures that an agenda is planned for Council meetings;
Ensures a sufficient number of meetings are set;

Presides over meetings of the Council;

14
February 25, 2014



6.3.4 Chairs meetings according to accepted rules of order;
6.3.5 Encourages all Councilors to participate in discussions;

6.3.6 Ensures Council arrives at decisions in an orderly, timely and
democratic manner;

6.3.7 Votes as prescribed in the bylaws; and
6.3.8 Ensures that Councilors receive adequate and regular reports and
information to allow them to effectively make decisions and to be
aware of critical information necessary to fulfill their responsibilities.
6.4  Committees
The Chair may serve as an ex-officio member of the Appeals Committee, Finance
Committee, Governance and other committees as designated.
6.5  Staffing and Succession

Council hires the Executive Director and may appoint Area Directors. The Chair:

6.5.1 Plans for and conducts the annual performance review of the Executive
Director;

6.5.2 Participates in the hiring and termination of the Executive Director.
6.5.3 Ensures that a succession plan is in place for Senior Management.

6.5.4 Ensures that succession is planned and properly executed so that the quality of
management in the immediate, medium and long term is guaranteed.

6.6  Community Relations
The Chair ensures that LAM maintains positive and productive relationships with
media, funders, donors, and other organizations. In this capacity, the Chair serves as
primary spokesperson for the organization. As such the Chair:

6.6.1 Represents LAM to the media.

6.6.2 Represents LAM on governmental or nongovernmental organizations and
committees.

15
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7.1

8.1

8.2

8.3

9.1

10.

6.6.3 Provides timely and appropriate reporting of Council decisions and actions to
stakeholders as appropriate.

6.6.4 Will discuss with the Executive Director to determine the best person to speak
on behalf of LAM on issues as they arise.

Risk Management

Council is responsible for managing the risks of LAM. As such the Chair ensures that
the Executive Director:

7.1.1  Identifies and keeps Council apprised of all foreseeable risks and challenges
7.1.2  Has developed and implemented control to monitor/manage identified risks;

Signing Officer

The Chair is designated as one of the signing officers for by-laws, annual audited
financial statements and the annual report to the Minister of Justice.

The Chair reviews and countersigns correspondence related to policy/governance where
appropriate.

The Chair reviews and countersigns cheques related to the Executive Director’s
expenses.

The Chair may also review and countersign cheques that are written for amounts in
excess of $20,000.00

Authority

If an urgent matter arises that requires an immediate decision of Council, the Chair on
behalf of Council and in consultation with the Executive Director may make a decision
that Council could make and shall advise Council of the decision and reasons for it on
the day the decision was made in accordance with the Act, Regulation or By-Law No.
1/06.

Standards of Conduct

10.1 The Chair shall:

10.1.1 Act honestly and in good faith with a view to the best interests of LAM;

10.1.2 Exercise care, diligence and skill in all interactions and activities;

16
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10.1.3 Avoid potential, perceived or actual conflicts of interest that are incompatible with

service as a Chair and disclose any personal interests that may conflict with LAM’s
interests;

10.1.4 Keep confidential any information about LAM that has not been publicly disclosed,
including boardroom discussions.

Approved by Management Council on January 12, 2012.
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11

1.2

1.3

14

1.5

1.6

1.7

1.8

2.1

2.2

Executive Director Position Description
Role
The Executive Director (ED) is the chief executive officer for Legal Aid Manitoba
(LAM) and accountable to the Management Council (MC) for the administration of
Legal Aid Manitoba.

The ED reports to the MC which is legislated to direct the business and affairs of LAM

The ED is appointed by Order in Council under The Civil Service Act, on the
recommendation of the Minister of Justice in consultation with the MC.

The ED shall manage and direct the business and affairs of the Corporation in
accordance with the policies, procedures, strategies, and specific direction provided to
him / her by the MC (except for such matters and duties as must, by law, be transacted
or performed by the MC).

The ED shall attend MC meetings to report on the business and affairs of the
Corporation.

The ED shall attend all meetings of the Advisory Committee or send a delegate to the
meeting to attend on his or her behalf, and shall report at or attend such other meetings
as the Act requires and as the MC may require.

In carrying out assigned duties the ED must work within the constraints of the Act,
Regulation, and the approved budget.

The ED must ensure that the goals and objectives of LAM are maintained while
representing the best interests of the organization and its clients.

Organization and Structure

The ED reports quarterly to the MC or more often when requested by the Chair of the
MC and provides such statistical, financial, and other information as may be requested
by the MC or the Chair.

The ED/LAM also has a relationship with the Executive Director of Administration
and Finance of Manitoba Justice concerning financial and administration matters.
Likewise, a similar relationship exists with the Director of Human Resource Services
of Manitoba Justice in relation to employment of staff under The Civil Service Act
dealing with the Manitoba Government Employees' Union (MGEU) and Legal Aid
Lawyers' Association (LALA).

18
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2.3

2.4

2.5

2.6

2.7

2.8

2.9

The ED will ensure that as a government agency LAM operates in accordance with
applicable government legislation, regulations, and policies, however all case specific
or client specific decisions are made independent of government direction.

There are four senior managers reporting directly to the ED.

2.4.1 Deputy Executive Director (LE3) 50017449/LAS002
2.4.2 Director of Finance (FI5) 50017485/LLAS133
2.4.3 Legal Director (LE3) 50017441/LAS078
2.4.4 Senior Area Director (LE3) 50017491/LAS073

There is one special purpose office director reporting directly to the ED.

2.5.1 Director of Public Interest Law Centre (PILC) 50017602/LAS094

Additionally, the following positions report directly to the ED:

2.6.1 Senior Technical Architect, (Systems Architecture Unit)
50017431/LAS 030

2.6.2 Senior Application Developer, (Application Development Unit)
50066686/LAS 194

2.6.3 Administration Office Manager
50075993/LAS 156

2.6.4 Executive Administrative Assistant
50017476/LAS 052

LAS002 The Deputy Executive Director is the second in command at LAM and
reports directly to the ED. The major job responsibility is the administration of
community law centres,. The Deputy ED also sits on the Big Case Management
Committee and the Discretionary Fee Increase Committee.

LAS133 The Director of Finance is a senior management team member and business
manager who is accountable for providing leadership/education focused on
comptrollership. Functional areas include financial planning, budgeting, analysis,
expenditure monitoring and control, accounts collection, fiscal reporting, asset
control/management auditing lawyers trust accounts, staff supervision, training and
development.

LAS078 The Legal Director is responsible for the administration of criminal
community law centres and the University of Manitoba Law Centre; acts as general
counsel for LAM and administers reciprocal agreements with other Legal Aid
jurisdictions in Canada. The Legal Director sits on the Big Case Management and
Discretionary Increase Committees.

19
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2.10 LASO073 The Senior Area Director is responsible for the administration of Area
Offices, the Child Protection Law Office and the Winnipeg Criminal Duty Counsel
Office. The Senior Area Director sits on the Big Case Management and Discretionary
Increase Committees.

3. Nature and Accountability

3.1 Management Accountability

3.1.1 LAM currently has a staff of 144.5 employees located in six communities
throughout Manitoba comprised of members from the Manitoba Government
Employees’ Union (MGEU) and Legal Aid Lawyers' Association (LALA).
The 2012/13 staffing budget is $15M and the operating budget is $13M. In
addition to the regular staff, LAM also employs people on a contract/casual
basis as required. The ED ensures the most effective utilization of approved
resources as directed by the MC.

3.1.2 The ED is responsible for recommending to the MC planning activities of the
organization including multi-year fiscal planning and medium term policy
planning.

3.1.3 The ED is responsible for the preparation of the budget to be presented to
Council and all other financial management responsibilities including cash
flow, major capital expenditures, lease negotiations, etc.

3.1.4 The ED is responsible for special projects as assigned by the MC including
statistical analysis, proposals and projections.

3.2  Program Complexity

3.2.1 LAM is a specialized program that provides legal services to eligible low
income individuals. Services are provided in the areas of criminal, family, child
protection, poverty law and public interest and involves a heavy caseload with
workloads currently increasing on an annual basis. The ED ensures that
services are maintained equitably through the Province with minimum
standards being met by:

3.2.1.1 Monitoring and evaluating ongoing programs and initiatives and
recommending changes to ensure maximum benefit and efficiency at a
reasonable cost within budget limitations.

3.2.1.2 Ensuring high quality of client services.

20
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3.2.1.3 Initiating and recommending new or alternative programs and methods
of delivery in areas of law that affect low income individuals.

3.2.1.4 Developing, recommending and implementing policy and planning for
LAM.

3.2.1.5 Deploying staff to meet operational needs.

3.3 Political Sensitivity

33.1

3.3.2

3.3.3

3.34

The ED maintains a relationship with the Provincial Ombudsman, Federal and
Provincial Government bodies, other stakeholders and jurisdictions.

The ED participates in the Association of Legal Aid Plans of Canada and in
the Federal Provincial Permanent Working Group.

Controversial issues, matters of a sensitive or political nature, matters that may
attract media attention, legislative change, business planning review and
requests for fee changes must be addressed with the MC and if necessary the
Deputy Minister &/or Minister. Options and recommendations in relation to
the above may be required.

The ED is responsible for working with and encouraging other organizations
to improve access for low income individuals to legal services.

3.4  Client Relationships/Interpersonal Skills

34.1

3.4.2

3.4.3

344

3.45

The ED monitors and evaluates staffing requirements and supervises senior
staff to ensure compatibility with LAM's programs and objectives.

Is involved in the recruitment of senior management staff and matters
recommended to the MC to fill vacancies to these positions.

Ensures that decisions are made in a collegial context with Legal Aid Manitoba
Executive Management Committee (EMC) and that all decisions are
effectively communicated to affected staff members.

Monitors and evaluates the community law offices through the Deputy
Executive Director. Investigates or causes the investigation of complaints
regarding quality of service from staff.

The ED maintains a working relationship with the private bar by:

3.4.5.1 Monitoring the delivery of the Legal Aid program by the private bar.

21
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3.4.5.2 Overseeing the application of the tariff including discretionary
increases.

3.4.5.3 Investigates or causes the investigation of complaints regarding quality
of service from private bar lawyers providing services on behalf of
Legal Aid.

3.4.6 The ED makes recommendations to MC for policy changes or legislative

changes when necessary. The ED also ensures that the MC is kept informed
of the activity and the financial circumstances of LAM.

4. Specific Accountabilities

4.1  The ED ensures that the services as contemplated by the Act and Regulations (the
provision of various legal services to low income individuals) are maintained equitably
throughout the Province with minimum standards by:

4.1.1 Monitoring and evaluating ongoing programs, initiating and recommending
changes to ensure maximum benefit and efficient delivery of service at a
reasonable cost within budget limitations provided by government.

4.1.2 Ensuring a high quality of client service.

4.1.3 Recommending to the MC, new or alternate programs and methods of delivery
in areas of law that affect low income individuals.

4.1.4 Developing, recommending and implementing policy for LAM.
4.1.5 Developing, recommending and implementing planning for LAM.

4.2  The ED ensures that the MC and the Chair are informed of all major decisions and
makes recommendations to the MC for policy changes or legislative changes when
necessary. The ED also ensures that the MC is kept informed of the activity and the
financial circumstances of LAM.

4.3  Prior to making a major decision, the ED will consult with the Chair of the MC. There
may be occasions that the Chair decides to call a special MC meeting to deal with a
particular issue if he/she feels it is required.

44  The ED maintains and promotes the relationship with Federal and Provincial
Governments, Manitoba Justice and other involved Departments/Agencies. The ED
participates in the Association of Legal Aid Plans of Canada and in the Federal-
Provincial Permanent Working Group.
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45  The ED supervises the area directors in their statutory role of determining eligibility
for legal aid and authorizing expenditures in the course of that provision of legal aid

by:

451
45.2
453
454

Ensuring adherence to the regulations and guidelines for legal aid.
Reviews and recommends changes to financial guidelines.
Receives appeals from applicants from rejections and cancellations.

Receives certain applications as specified in the legislation or by MC policy.

4.6  The ED maintains a system of financial reporting and accountability and ensures
maximum use of available resources by:

46.1

4.6.2

4.6.3

4.6.4

4.6.5

Preparing annual budget requests for decision by the MC and presenting it to
the department as part of the annual budgeting process.

Being responsible for recommendations to the MC for medium and long term
financial planning.

Monitoring the expenditures of LAM and recommending changes where
financial expectations are not realized.

Approving all major expenditures within the approved budget.

Addressing LAM's financial needs within the budget estimates process.

4.7  The ED monitors and evaluates administrative staffing requirements and supervises
senior personnel to ensure compatibility with LAM's programs and objectives.

4.7.1

4.7.2

4.7.3

4.7.4

4.7.5

The ED is involved in the recruitment of senior management personnel.

The ED ensures that decisions are made in a collegial context and that all
decisions are effectively communicated to affected staff.

The ED is involved with negotiating and implementing the LALA collective
agreement and also hears the first step grievances. The position's
responsibilities include discipline, dispute resolution and termination.

The ED is an employing authority for the purposes of The Civil Service Act.

The ED identifies the development and training needs of direct reports.
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4.7.6 The ED ensures that succession planning and performance management is in
place and evaluates performance of direct reports.

4.7.7 The ED encourages the submission of new ideas and innovations at all levels.

4.8  The ED monitors and evaluates the community law offices, including their role and
structure, their staffing requirements and supervises senior personnel to ensure
compatibility with LAM's programs and objectives.

4.8.1 The ED ensures that decisions are made after consultation with the appropriate
staff and that all decisions are effectively communicated to affected staff.

4.8.2 The ED investigates or causes to be investigated complaints about the quality
of service by staff.

4.9  The ED monitors the delivery of the program through the private bar.

4.9.1 The ED ensures that the private bar adhere to LAM's Act and Regulations and
to Legal Aid's policies and guidelines. The ED consults with the private bar on
these from time to time and ensures that they are communicated effectively to
the private bar.

4.9.2 The ED oversees the application of the tariff, including payment within the
tariff, requests for payments for extremely unusual circumstance requests to
pay more than the Legal Aid tariff, and appeals from taxation. The ED is
involved in revision of the tariff and client refunds of contribution.

4.9.3 The ED receives reports from the private bar for case management or file
closing.

4.9.4 The ED investigates or causes to be investigated complaints about quality of
service by private bar lawyers.

4.9.5 The ED maintains good public relations with the Bar, including practitioners,
the Law Society of Manitoba and the Manitoba Bar Association.

4.10 The ED is responsible for recommending, developing, and implementing special
projects as assigned by the MC.

411 The ED manages the relationship with the legal profession, the judiciary, and other
service agencies.

4.12 The ED investigates or causes to be investigated complaints from the public that legal
aid is being abused.
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4.13

4.14

5.1

5.2

5.3

5.4

The ED encourages other organizations to work with and assist the Program in
improving access for low income individuals to get legal services.

The ED may delegate specific tasks to the appropriate senior manager in furtherance
of accomplishing the ED's responsibilities.

Miscellaneous

Implements and promotes government policies on Diversity and Employment Equity.
Signs cheques.

Ensures the currency of policy, area director and taxation manuals.

Chairs Executive Management meetings, attends Senior Attorney meetings and Area
Director meetings.

Approved by Management Council and Treasury Board Secretariat on July 18, 2008.
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11

1.2

1.3

14

1.5

1.6

Governance and Management Responsibilities

Role

Strategic Direction Management: Council is primarily responsible for the strategic
direction of LAM but that the Executive Director (and thus senior management), is
charged with the strategic development function, and its substantive recommendations,
in collaboration with Council;

Policy Making: The role of the Council in making "policy" be consistent with the
standard roles for all councils and boards (while recognizing the broader legislative
mandate, if necessary) and, while somewhat difficult to fully define, includes:

1.2.1 Ends Policies: that is to say, what result is Legal Aid Manitoba charged with
accomplishing, for whom, and at what cost.

1.2.2 Executive Limitations Policies: the limits of the Executive Director's role and
authority

1.2.3 Governance Process Policies: how LAM is governed

1.2.4 Council-Staff Linkage Policies: the inter-relationship of Council and
management (including all staff).

Risk Management: Council has oversight responsibility to ensure LAM is properly
safeguarded and that appropriate controls are effectively operating to assess and deal
with any potential "risk" to the organization.

Employing Authority: Council has direct responsibility for the performance of the
Executive Director and for approving the appointment of designated LAM personnel
(Area Directors) on the recommendation of the Executive Director.

External Communications: Council will speak for LAM with external shakeholders,
including media regarding all matters pertaining to LAM except for operational
matters (i.e the failure to appoint counsel in a given situation, the application process,
etc.) which are the responsibility of the Executive Director or his designate. Prior to
speaking for LAM with external stakeholders the Executive Director shall advise the
Chair and the Chair will advise the Executive Director as well.

Fulfilling Legal Obligations: Council is charged to execute its duties set out by the
Act, Regulations or By-laws. In addition to the above, Council has the following legal
obligations:

1.6.1 “Last step” in some labour grievances prior to arbitration;
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1.6.2 Approving promotions of lawyers at the highest classification levels.
1.6.3 Providing advice, through Chair to the Minister, on policy; and
1.6.4 Providing the Annual Report to the Minister.

1.7 Chair: The Chair represents Council as set out in the Act and as determined by
Council. On behalf of Council, he/she is the liaison to the Executive Director and
management. He/she, or his/her designate, is the spokesperson for Council.

1.8  Committees: Council may delegate to, and establish, standing or ad hoc Committees
of Council (currently standing committees include: Finance Committee, Appeals
Committee, and the Governance Committee). Each committee should develop its
mandate or charter for approval by Council.

1.9  Council/ED relationship: Council shall set a "job description” for the Executive
Director so that his/her role and function within LAM is clearly articulated.
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1.9.1 General Flow of Authority
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1.9.2 Roles and Responsibilities of Council and Management

|Roles and Responsibilities of Council and Management
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Approved by Management Council on November 27, 2007.
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1.

Finance and Audit Committee Terms of Reference

Role

The Finance and Audit Committee is a Standing Committee of the Management Council. Its
main role is assisting the Management Council by:

11

1.2

1.3

14

2.1

2.2

2.3

2.4

2.5

3.1

3.2

Considering and making recommendations respecting budget guidelines, monitoring
the budget.

Undertaking ongoing reviews of financial reporting and performance and advising on
actions arising therefrom.

Advising on financially related policy issues.

Considering internal financial controls, financial risk and financial compliance
matters.

Membership

The Chair of Management Council shall appoint the Finance and Audit Committee
Chair. The Council will appoint the Finance and Audit Committee members as
required.

The Committee shall be composed of up to three (3) members of the Management
Council plus the Chairperson of the Management Council as an ex-officio member.

The Council may appoint a member to fill a vacancy which occurs in the Committee.

Any member of the Committee may be removed from the Committee by a resolution
of the Council.

Members of the Committee and the Chair shall receive remuneration for their services
on the Committee consistent with other standing committees.

Meetings

The Committee shall meet on at least four occasions per annum or as deemed necessary
to enable the Committee in the attainment of its objectives.

The draft minutes of the Finance and Audit Committee shall be circulated to its
members promptly for noting and/or discussion as necessary. The Chair of the
Committee or his/her designate shall be available to report to the Management Council
as required.
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3.3 Inorder to aid its operation, the Finance and Audit Committee may from time to time
arrange for subgroups to consider specific issues, (such as internal controls) and bring
forward recommendations to the Finance/Audit/Human Resource Committee.

4. Duties

4.1 Financial Control. In the context of.

4.1.1 Annual financial planning through Estimates preparation (either annual or
multi annual) as recommended by Administration, reviewed by the Finance
and Audit Committee and approved by Management Council.

4.1.2 Other external/internal Auditing.

4.1.3 Each member of the Committee should maintain knowledge of developments,
duties and responsibilities.

4.2  Financial Reporting. Reviewing and challenging where necessary, the actions and
judgments of Administration in relation to the annual Financial Statements paying
particular attention to:

4.2.1 Critical accounting policies and practices and any proposed changes to them.

4.2.2 Decisions requiring a major element of judgment.

4.2.3 The extent to which the Financial Statements are affected by any unusual
transactions in the year and how they are disclosed.

4.2.4 The clarity of disclosures.
4.2.5 Significant adjustments.

4.2.6 Compliance with accounting standards or other requirements.
4.2.7 Reviewing any statements on internal control.

4.2.8 Matters which need to be brought to the attention of the Management Council.

4.3 Internal Financial Control and Financial Risk Management. Subject to the
available resources, reviewing on an ongoing basis LAM's internal financial controls,
including systems established to identify, assess, manage and monitor key financial
risks which might have significant implications for LAM.
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4.4

4.5

4.6

5.1

5.2

6.1

7.1

Reviewing the findings of:

4.4.1 Any Internal Audit examination in relation to financial matters and internal
control

4.4.2 External Auditors

4.4.3 Third party reports on financial matters or reports with financial consequences
for LAM.

Receiving annual reports from the Administration relation to financial Risk,
Procurement/Value for Money (in respect of non-premises activities), Financial
Information Systems and such other reports.

Policy. Developing policies in relation to financially related matters as need arises.
Such policies be forwarded to Governance and Human Resources Committee for their
review prior to consideration by Management Council.

Authority

The Committee shall operate under delegated authority from the Management Council,
which is ultimately responsible for all matters relating to financial affairs.

The Committee may consider/review any matter falling within its terms of reference,
calling on whatever available resources and information it considers necessary to do
S0.

Performance Evaluation

The Committee shall, at least once a year, review its own performance and its terms of
reference and shall report its conclusions and recommendation to the Management
Council.

Confidentiality

All deliberations of the Committee and all records, material and information pertaining
to LAM obtained by a member of the Committee shall be considered confidential.
Committee members shall maintain the confidentiality of such deliberations, and shall
safeguard such records, material and information from improper access.

Approved by Management Council on July 13, 2010.
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Governance and Human Resources Committee Terms of Reference

1. Role

The Governance and Human Resources Committee's role is to oversee Council's nominating
(subject to government processes) and governance activities and to oversee the review and
development of operational and strategic policies and evaluate the quality and cost-
effectiveness of services provided by Legal Aid Manitoba.

The Committee shall assist Council in developing its approach and discharging its oversight
responsibilities with respect to governance matters, strategy, policies and programs. Through
its activities, the committee reviews developments and emerging best practices in corporate
governance with the view of forwarding recommendations to Management Council that will
help improve its effectiveness.

2 Duties and Responsibilities

The Governance and Human Resources Committee shall perform the functions customarily
performed by governance committees as assigned by Council. In particular the Committee
shall have the following duties and responsibilities:

2.1 Corporate Governance Matters

2.1.1. Report to Council annually on matters of corporate governance, including the
standards of performance for Councilors, an annual review of Council's
performance, and the structure, Terms of Reference and composition of
Council's Committees.

2.1.2 Develop and recommend to Council a Council Terms of Reference and a
Statement of Governance Principles and Guidelines, as well as the disclosure
of LAM's governance guidelines and principles in LAM's annual report, and
review such guidelines and principles periodically but not less than annually,
and recommend changes as deemed necessary.

2.1.3 Develop, recommend and update annually a long-term plan for Council.

2.1.4 Develop and recommend to Council position descriptions for councilors, the
chair of each committee of Council and the Chair of Council.

2.1.5 Develop and recommend to Council a position description for the Executive
Director ("ED") of LAM, including:

2.1.5.1 defining the limits of management's responsibilities; and
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2.1.5.2 overall corporate goals and objectives that the ED is responsible
for meeting.

2.1.6 Recommend to Council the structures and procedures that would enable
Council to function independently of management, including procedures to
permit the Council to meet on a regular basis without management present and
oversee the development and implementation of any such structures and
procedures approved by Council.

2.1.7 Review and recommend, for Council approval, the schedule of Council
meetings for each year, assess Council's needs in terms of the frequency of
Council and committee meetings, meeting agenda, discussion papers, reports
and information and the conduct of meetings.

2.2 Policies

2.2.1 Review periodically and update as required the policies and procedures which
guide Council, the LAM by-laws to ensure their ongoing continued
adequacy and relevancy, and the terms of reference for Council, the Council
chair and vice-chair, the Committee Chairs, individual council members,
the ED and any other Council committees.

2.2.2 Receive, review and approve regular reports from management and LAM's
legal counsel with respect to legal compliance matters.

2.2.3 To develop/review operational and strategic policies concerning the delivery
of services by Legal Aid Manitoba, and make recommendations to Council.

2.2.3 To develop/review policies concerning the evaluation of the quality and cost-
effectiveness of the services provided by Legal Aid Manitoba and the delivery
of legal aid in Manitoba.

2.2.4 To deal with any matter referred to the Committee by Council.

2.3  Human Resources: Review Human Resources Development, Organizational
Structure, Compensation Principles and Practices, and recommend any changes to the
Management Council.

2.3.1 Review the annual performance of the Executive Director by the Chair which will
include, a review of annual objectives against which performance is to be measured
and report the outcome to the Management Council.

2.3.2 Review with the Executive Director the hiring and compensation of senior
administrators reporting directly to the Executive Director.
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2.3.3

234

2.35

2.3.6

2.3.7

Review and report to Management Council on the succession planning process for the
Executive Director and other senior administrators reporting to the Executive Director,
and any other key managerial position(s) considered critical.

Review non Union employee compensation plans and recommend changes to such
plans to the Management Council, ensuring as much as possible fair and equitable
treatment for all parties.

Promote, through the Executive Director, equality and diversity in employee practices.

Review the standards and practices established by the Executive Director for the safety
of all employees.

Review all grievances and/or terminations of staff in accordance with the Collective
Agreement.

2.4 Council and Committee Performance: The Governance and Human Resources

Committee shall, when required:

2.4.1 Develop and recommend to the Council a process for assessing the
effectiveness and contribution of the Council as a whole, the committees of the
Council and the contributions of each individual councilor giving consideration
to:

2.4.1.1 the requirements of the Council Terms of Reference;

2.4.1.2 the Terms of Reference of each Council committee;

2.4.1.3 position description(s) applicable to each individual councilor, as well
as the chairpersons of the Council and of each committee of the

Council;

2.4.1.4 the competencies, skills and other attributes each councilor is expected
to bring to the Council and its committees.

2.4.2 Oversee the execution of the assessment process approved by the Council.
2.4.3 Undertake an annual performance evaluation of the Committee and of its
members, comparing the performance of the Committee collectively and

individually with the requirements of this Terms of Reference, in such manner
as the Committee deems appropriate, and report its evaluation to the Council.
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244 Review and discuss with each of the committees of the Council the
appropriateness of the Terms of Reference adopted by each such committee,
and as deemed appropriate recommend changes to the Council.

2.5  Orientation and Continuing Education

2.5.1 The Committee shall develop and recommend to the Council a comprehensive
orientation program for new councilors, which shall include assisting new
councilors to understand:

2.5.1.1 the role of the Council and its committees.

2.5.1.2 the contribution individual councilors are expected to make (including
the commitment of time and energy that LAM expects from its
councilors); and

2.5.1.3 the nature and operation of LAM's business.

2.5.2 The Committee shall develop and recommend to the Council a continuing
education program for all councilors which shall, among other things:

2.5.2.1 assist councilors to maintain or enhance their skills and abilities as
councilors; and

2.5.2.2 assist councilors in ensuring that their knowledge and understanding
of the Corporation's business remains current.

2.6 Review and Evaluation of the ED

Review and make recommendations to the Council on the corporate objectives and
individual performance indicators on which the ED's performance evaluation should
be based and evaluate the ED's performance based on the level to which the corporate
business objectives and individual performance indicators were achieved.

3 Authority

3.1  Nothing contained in the above mandate is intended to assign to the Governance and
Human Resources Committee the Council's responsibility to ensure the Corporation's
compliance with applicable laws or regulations. The Council authorizes the
Governance Committee, in fulfilling its responsibilities to:

3.1.1 Ensure the attendance of any of the Corporation's officers at meetings, as
appropriate.

36
LAM Corporate Directors’ Manual February 25, 2014



4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

3.1.2 The Committee may create one or more subcommittees and may delegate, in
its discretion, all or a portion of its duties and responsibilities to such
subcommittees.

3.1.3 Engage Independent counsel and other advisors as it determines necessary to
carry out its duties, and to set and pay the compensation for any advisors
engaged.

3.1.4 The Committee shall have the authority to make recommendations to the
Council, but shall have no decision-making authority other than as specifically
contemplated in this Terms of Reference.

3.1.5 The Committee is authorized to undertake a process to assess the effectiveness
of the Council where such process has been approved by the Council.

Structure and Operations

Membership.  Council will appoint the Governance and Human Resources
Committee members and the Chair of the Governance Committee on an annual basis.

The Committee shall be comprised of three members.

Each member of the Committee should maintain knowledge of developments in
corporate governance, in general, and directors’ (councilors’) duties and
responsibilities, in particular.

The Council may appoint a member to fill a vacancy which occurs in the
Committee.

Any member of the Committee may be removed from the Committee by a resolution
of the Council.

Members of the Committee and the Chair shall receive such remuneration for their
service on the Committee consistent with other standing committees.

Meetings. The Governance Committee shall meet as often as it determines, but not
less frequently than two times each financial year. The time and place of the meetings
of the Committee and the calling of meetings and the procedure in all things at such
meetings shall be determined by the Committee.

A quorum for the transaction of business shall be a majority of the members of the
Committee.
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4.9

4.10

411

412

4.13

5

If the Chair of the Committee is not present at any meeting of the Committee, one of
the other members of the Committee present at the meeting shall be chosen by the
Committee to preside.

Committee meetings may be held in-person or by means of telephone or by other
electronic means.

The Committee may have in attendance such members of management and/or advisors
as it determines necessary to provide additional information and explanations it may
require to carry out its duties.

The Chair shall designate from time to time a person who may, but need not be a
member of the Committee, to be Secretary of the Committee. The Secretary shall keep
minutes of the meetings of the Committee. Such minutes shall be distributed to all
Council members and filed with the Minutes of the Corporation.

No employee of the Corporation, including the ED, may attend any meeting at which

his or her performance or compensation is discussed, unless specifically requested by
the Committee.

Policy Development Procedures

The Committee and Administration shall follow the process below when developing policies:

5.1

5.2

5.3

5.4

5.5

When Council refers a matter to the Committee that requires a new policy or a revised
policy, the Administration will provide the particular committee with information and
or a draft policy for consideration by the committee.

When the Administration wishes to have Council consider a new policy, it will refer
the draft policy to the committee for consideration.

There may be occasions, when the Committee may need to seek opinions or the
services of outside service providers. If so, the committee will make a recommendation
to Council which will include the estimated amount required to pay for the service.

Any Councilor may ask the committee to review a policy, or suggest a new policy.
These requests should be done in writing and should detail the reason for the request.

The committee should review at the outset what is the process to be followed, and who
the participants in developing policy should be. Consideration should be given to
include staff and/or other stakeholders where they will likely be affected by the
proposed policy or change.
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5.6

5.7

5.8

5.9

6.1

6.2

6.3

When deemed appropriate by Management Council, the views of the Advisory
Committee should be sought.

The Executive Director will assign staff to work with the committees. The Chairs of
the committees and the Chair of Council shall be able to discuss proposed documents
or proposals with the assigned staff.

The Executive Director may choose to adopt his/her own system when developing
draft policies to be presented to the committee.

After studying the issues and drafting policy, the committee will make
recommendations to Council.

Reporting

The Governance and Human Resources Committee shall report to the Council on its
activities after each of its meetings.

The Committee shall ensure the Council is aware of any matters that may significantly
impact on the financial condition or affairs of LAM.

The Committee's reports to the Council may be in the form of either oral or written

reports by the Chair of the Committee or any other member designated by the
Committee to make the report.

Approved by Management Council on February 26, 2008 and June 10,
2008.
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Advisory Committee Terms of Reference

1. Role of the Advisory Committee
The objectives of the advisory committee are to:

1.1 Provide advice to Management Council on matters of general or regional concern
respecting the provision of legal aid.

1.2 Provide advice to Management Council on the needs of individuals and groups receiving
legal aid.

1.3 Study and make recommendations to Management Council on any matter referred to it
by Council, and

1.4 Review the tariff of fees paid to solicitors for providing legal aid pursuant to Sect. 8(2)
of The Legal Aid Manitoba Act.

2. Membership

2.1 Membership Composition and Size
The committee is to consist of at least eight but no more than ten members appointed by
Management Council.

2.2 Nomination Process
Manitoban organizations are solicited by Legal Aid Manitoba to send names of members that
would be suitable candidates to sit on the advisory committee. Once Council receives the list
of potential candidates, an individual's suitability is evaluated based on the criteria outlined in
section 8(3) of the Act. When appointing, the council must ensure the committee:

2.2.1 includes persons from rural and northern Manitoba; reflects the cultural diversity of
Manitoba, and includes persons who are familiar with issues commonly faced by low-
income individuals.

2.2.2 pursuant to section 8(3), Management Council must also ensure that the advisory
committee include three lawyers:

2.2.3 one appointee must be selected from a list of three criminal defence lawyers submitted
by the Manitoba Bar Association;

2.2.4 one appointee selected from a list of three solicitors practicing family law submitted by
the Manitoba Bar Association; and

40
LAM Corporate Directors’ Manual February 25, 2014



2.2.5 one appointee selected from a list of three solicitors employed by Legal Aid Manitoba
submitted by the Legal Aid Lawyers' Association.

3. Appointment and Role of Committee Chairs

3.1 Once appointed, the advisory committee is responsible for electing one of its members
as the chair and another as the vice-chair of the committee.

3.2 The role of the committee chair is to chair committee meetings, prepare committee
agendas (in consultation with Chair of the Management Council and the Executive
Director), and approve summaries of committee meeting notes prepared by Legal Aid
Manitoba staff, in addition to any other duties recommended herein.

4 Term

4.1 To ensure consistency and continuity in the advisory committee, committee member
will be appointed for either a two or three years for the first term only. More specifically,
during the first year of implementation, 5 committee members will be appointed to 3-
year terms while the remaining 5 members will serve 2-year terms. Thereafter,
committee members will be appointed for a two year term.

4.2 At the completion of their term of office, committee members may be nominated for
reappointment. The decision to reappoint committee members rests with Management
Council upon consultation with the Executive Director.

4.3 Management Council (in consultation with the Executive Director) has the authority to
remove committee members at its discretion. In the event of any vacancies,
Management Council must appoint new member(s) in accordance with this policy.

5. Advisory Committee Reports

5.1 Under section 8(1), the Chair of the Management Council is required to submit an annual
report to the minister about the activities of the advisory committee.

5.2 All advisory committee meeting notes should proceed to Management Council as an
informational item, to inform business planning and decision-making processes. As
required, the Chair of the Management Council may invite the Advisory Committee
Chair to attend a Management Council meeting to discuss the committee's
recommendations in greater detail.

6. Information to Advisory Committee

6.1 On anannual basis, Management Council must provide the advisory committee with the
following information:
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6.1.1 the number of applications for legal aid;
6.1.2 the number of applications approved;

6.1.3 the number of eligible applicants who requested the appointment of a
specific solicitor to provide legal aid;

6.1.4 the number of eligible applicants who had legal aid provided by their
requested solicitor.

7. Legal Aid Manitoba Support

7.1 Legal Aid Manitoba staff will provide support to the advisory committee, including
distributing materials, drafting meeting notes, organizing meetings, and acting as a
resource during advisory committee meetings. Legal Aid Manitoba staff will prepare
and distribute committee materials in sufficient time to allow participating organizations
to instruct their representatives and for committee members to adequately prepare for
meetings.

8.  Frequency of Meetings
8.1 The Act stipulates that the advisory committee members are expected to meet at least
four times per year. One of these meeting must take place jointly with Management

Council.

8.2 The Executive Director and Legal Aid Manitoba Chair must attend each meeting of the
committee or send a delegate on their behalf.

8.3 Advisory committees may meet more frequently if Management Council, in
consultation with the advisory committee chair, believe that it is warranted. Additional
meetings can be held by way of telephone or video conferencing.

9.  Meeting Expenses and Remuneration

9.1 Committee members are to serve without remuneration. However, committee members
are to be reimbursed for their reasonable expenses in accordance with Legal Aid
Manitoba policies.

10. Effective Date. These terms shall come into force on the day they are passed by Management
Council.

Approved by Management Council on February 28, 2006
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Vision, Mission and Core Values

VISION

We serve eligible low-income individuals and groups who need legal help and strive to do
so with respect and compassion. Our service is fundamental to a fair and balanced
justice system and we play an important role in shaping a just and humane community.

We are committed to creating an innovative, collaborative organization that is flexible
and responsive to clients.

Collectively we are committed to creating a workplace where all employees feel
valued and our reputation for excellence attracts talented new people and private bar
partners to join us in making a difference.

MISSION

Legal Aid Manitoba is committed to ensuring access to justice for eligible low-income
individuals and groups in Manitoba.

CORE VALUES

As a service, we are guided by these shared values:

CLIENTS
We tailor our decisions, programs, and resources to best meet client needs in a manner
that is culturally sensitive, fair and inclusive.

EMPLOYEES
We are guided by an accessible Respectful Workplace policy and practices.

RESOURCES

We are fiscally accountable, balance our budget, and make effective use of the
resources we have while creatively seeking funding for special projects and major legal
challenges.

PARTNERSHIPS
We value our private bar partners as a critical part of our service.

COMMUNITY

We participate in the broader public dialogue on justice and social issues and
communicate our essential role in a positive manner.

Approved by Management Council on February 26, 2013
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Overview of Legal Aid Manitoba

The Legal Aid Services Society of Manitoba became a legislated service in 1971 and opened
its doors to clients in 1972. In 2005, with the coming into force of new legislation, The Legal
Aid Services Society of Manitoba formally took up the name “Legal Aid Manitoba”, and its
Board of Directors was replaced by a Management Council with a Chair and Vice-Chair
appointed by the Lieutenant Governor in Council.

Legal Aid Manitoba is a corporation created by the Legal Aid Manitoba Act, and operates at
arms-length from government.

We receive our funding from the Province of Manitoba, the Government of Canada, the
Manitoba Law Foundation and fees paid by clients. We serve clients through our
Administration Office, 7 community law offices in Winnipeg and 4 regional offices located
in Thompson, Dauphin, The Pas and Brandon.

We partner with private bar lawyers to provide legal services in a mixed delivery system.
Lawyers regularly travel to more than 40 communities throughout the province.

We provide legal services to approximately 75,000 people annually.
Our Mandate
Legal Aid Manitoba is governed by The Legal Aid Manitoba Act. The Act requires that we:

» Provide quality legal advice and representation to eligible low-income individuals and
groups.

» Administer the delivery of legal aid in a cost-effective and efficient manner.

» Provide advice to the Minister on legal aid generally and the specific legal needs of
low-income individuals for the purpose of providing quality legal service and
representation.

Role of Management Council

The role of the Management Council of Legal Aid Manitoba is to provide independent and
impartial oversight to the Corporation in carrying out its mandate and responsibilities
established under the Legal Aid Manitoba Act.

Council is primarily responsible for the strategic direction of Legal Aid Manitoba. The

Executive Director (and thus senior management), is charged with the strategic development
function, and its substantive recommendations, in collaboration with Council.
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Council’s role in making "policy” is consistent with the standard roles for all councils and
boards (while recognizing the broader legislative mandate, if necessary) and, while somewhat
difficult to fully define, includes:

e Ends Policies: that is to say, what result is Legal Aid Manitoba charged with
accomplishing, for whom, and at what cost.

e Executive Limitations Policies: the limits of the Executive Director's role and authority
e Governance Process Policies: how LAM is governed

e Council-Staff Linkage Policies: the inter-relationship of Council and management
(including all staff).
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Management Council Terms of Reference

1. Purpose and Role

The corporate purpose of LAM, as directed by statute, is to provide quality legal advice
and representation to eligible low-income individuals in a cost-effective and efficient
manner, and to provide advice to the Minister on Legal Aid generally and on the
specific needs of low- income individuals (Sections 2.2.1 of the Act).

As per By-Law No. 1/06, Council is responsible for managing the business and affairs
of LAM in a manner that is consistent with its purpose and all other provisions of the
Act. In the course of carrying out the foregoing mandate, the Council must:

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

Oversee the financial management of LAM;
Efficiently manage the resources of the LAM;
Establish operational and strategic policies for LAM;

Evaluate the quality and cost-effectiveness of the services provided by LAM
and the delivery of Legal Aid in Manitoba;

Review the tariff of fees paid to solicitors for providing Legal Aid at least once
every two years, consult with the Advisory Committee when conducting the
review and report its findings and recommendations to the Minister of Justice,
all in accordance with Section 6.1 of the Act;

Establish an Advisory Committee in accordance with Section 8 of the Act and
report to the Minister of Justice on its activities in accordance with Section 8.1
of the Act;

Arrange annually for LAM’s books, records and accounts to be audited by the
Auditor General of Manitoba in accordance with Section 27 of the Act; and

Annually submit to the Minister of Justice, the Auditor General’s report on the
LAM’s books, records, and a report on LAM’s affairs and such other matters
as the Minister may require.
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2. Responsibilities

The Council is responsible for:
2.1.  Strategic Planning
2.1.1. Setthe mission, vision and core values and overall strategic priorities for LAM;

2.1.2. Approve the strategic plan including; key strategic goals, measures and action
plans developed by LAM staff;

2.1.3. Approve the annual business plan developed by LAM staff based on the overall
strategic plan; and

2.1.4. Monitor and assess LAM’s performance regarding the strategic plan and
business plan.

2.2. Risk Management

2.2.1. Ensure that the foreseeable risks of LAM are identified and that appropriate
systems and controls have been implemented in order to manage these risks; and

2.2.2. Ensure that information systems and management practices at LAM meet its
needs and will provide reliable information to Council regarding LAM’s performance.

2.3. Policy
Participate in developing and approving policies that govern:
2.3.1. Who gets Legal Aid;
2.3.2. The Executive Director’s limitations and constraints;

2.3.3. The conduct and management of Council by developing by-laws as
appropriate;

2.3.4. Council-Staff inter-relationships.
2.4.  External Communications

Assume responsibility, through the Chair, for all communications with external
stakeholders.
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2.5. Reporting
2.5.1. Provide annual reporting to the Minister;
2.5.2. Meet or respond to issues with the Minister as necessary; and

2.5.3. Provide advice to the Minister on policy as needed.

2.6.  Hiring Authority

2.6.1. Assume responsibility, through the Chair, for hiring the Executive Director and
appointing Area Directors and as such will:

2.6.1.1 Ensure that appropriate individuals are hired and supervised; and

2.6.1.2 Ensure that LAM has in place appropriate personnel at all levels
to conduct the affairs of the organization.

2.6.2. Assume responsibility, through the Chair, for supervising the Executive
Director and as such will:

2.6.2.1 Ensure that a regular performance evaluation of the Executive
Director is done;

2.6.2.2 Assist in the development of a succession plans for Executive
Director and other senior managers; and

2.6.2.3 Oversee the appointment of designated LAM personnel on
recommendation of the Executive Director.

2.7. Governance Activities

2.7.1 Receive information and reports from the Executive Director regarding
significant issues and affairs having to do with LAM and/or the Executive
Management Committee (as provided in the Executive Director’s position
description);

2.7.2 Receive information and reports from the Chair regarding significant issues

and affairs having to do with LAM (as provided in the Chair’s position
description);
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2.7.3 Ensure that structures and procedures are in place to enable Council to function
independently of Management; and

2.7.4 Ensure that processes and procedures are in place to evaluate Management
Council, individual Councilors and the Chair.

3. Membership
3.1.  Appointment

Councilors are appointed by the Lieutenant Governor in Council for a fixed term (not
exceeding three years).

3.2.  Composition of Membership
3.2.1 There are aminimum of seven and a maximum of nine Council members which
are appointed by the Lieutenant Governor in Council in accordance with the
Act.

3.2.2 Three Councilors must be selected from a list of seven solicitors submitted by
the Law Society.

3.2.3 A minimum of three Councilors must not be solicitors.

3.2.4 The Council officers include the Chair, Vice-Chair, Finance Committee Chair,
Executive Director and other officers as Council may determine.

3.2.5 The Chair and the Vice-Chair are designated by the Lieutenant Governor in
Council.

3.3.  Desirable Expertise
Council should consist of Councilors with the following areas of expertise:

3.3.1 Familiarity with criminal law, domestic violence, aboriginal issues, family law
and child protection concerns;

3.3.2 Previous board experience and/or familiarity with Governance of Corporations
and non-profit organizations; and

3.3.3 Familiarity with accounting/audit processes and human resource experience.
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3.4 Remuneration

34.1

3.4.2

Councilors are paid according to current rates specified by the Lieutenant
Governor in Council.

Councilors are reimbursed for reasonable expenses incurred in performing
their duties.

3.5. Orientation

An orientation will be provided for all new Councilors including:

3.5.1

3.5.2

3.5.3

3.54

3.5.5

3.5.6

3.5.7

Overview/mandate of LAM (Act and By-laws);
Relationship of LAM to Government;
Overview of LAM operations;

Review of Terms of Reference;

Review of Councilor Position Description;

Review of procedures relating to remuneration/reimbursement, conflict of
interest situations, resignation, meeting attendance, etc.; and

Introduction to other Council members, to the Advisory Committee and to the
Executive Management Committee.

3.6.  Professional Development

3.6.1

3.6.2

3.6.3

Council encourages ongoing educational development opportunities for all
Councilors.

Councilors can identify training opportunities and request permission from the
Chair to attend.

Councilors (particularly new Councilors) are encouraged to attend training
provided by the Government of Manitoba for Crown Corporations.

3.7. Time Commitment

The Chair and Council Members are required to attend Council meetings and
appropriate committee meetings when called.

10
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4, Meetings

4.1 The Council will hold a minimum of four regular meetings per year as
determined by the Chair.

4.2 Special meeting(s) may be called by the Chair at his/her discretion or when
requested by Councilors (as per By-Law No. 1/06, Section 4.5.).

4.3 Members of the Advisory Committee must be invited to attend a minimum of
one regular Council meeting annually.

4.4 Non-members may be invited by Council to attend a meeting.

5. Quorum

A majority of Councilors currently in office shall form a quorum for the transaction of
business at any Council meeting (per By-Law No. 1/06, Section 4.9.).

6. Decisions

Decisions are made by a majority vote of Councilors present at the meeting (By-Law
No. 1/06, Section 4.10.).

7. Council Independence

Management Council may consult with senior management as required and may also
retain independent legal, accounting or other advisors, as it considers appropriate, to
assist the Board in fulfilling its responsibilities.

Approved by Management Council on January 12, 2012.
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Chair Position Description
1. Role

1.1  The Chair, on behalf of, under the direction of the Council, and subject to any
limitations imposed by Council:

1.1.1 Keeps the Council informed of significant issues and affairs having to do with
LAM.

1.1.2 Provides leadership.
1.1.3 Promotes integrity in all corporate policies and process.
1.1.4 Acts as liaison between LAM and the Minister of Justice.

1.1.5 Acts as liaison between the Council and LAM through the Executive Director
and the Executive Management Committee.

1.1.6 Signs all by-laws with another officer.
1.1.7 Signs audited statements;
1.1.8 Attends all meetings of the Advisory Committee.

1.2 In carrying out the duties of Chair, the incumbent must work under the direction of the
Council and within the constraints of the Act and By-Law No. 1/06. Nothing in the
forgoing role description absolves the Council of its responsibilities as stated in the

Act.

2. Key Responsibilities

2.1  As per By-Law No. 1/06 the Chair shall:

2.1.1 Provide leadership to the Council and preside at all meetings of the Council at
which the Chair is present;

2.1.2 Ensure that the Council functions in a manner consistent with the Act and
Regulations, all corporate by-laws and other laws applicable to it, and shall
promote integrity in all corporate policies and processes;

2.1.3 Speak publicly on behalf of the LAM;

12
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2.15

2.1.6

2.1.7

2.1.8

2.1.9

2.1.10

Act as liaison between LAM and the Minister of Justice, and between the
Council and the Executive Director;

Sign all by-laws with another officer appointed by Council for the purpose;

Sign the LAM audited financial statements with the Finance Committee Chair
or other officer appointed by the Council for the purpose;

Sign the LAM annual report to the Minister of Justice on its affairs, and such
other reports required under the Act to be provided by the Council to the
Minister;

Be, ex officio, a member of the Appeal Committee, the Finance Committee and
all other committees established by Council;

Attend all meetings of the Advisory Committee or send a delegate to the
meeting to attend on his or her behalf; and

Perform such other duties as are required of the Chair under the Act or as may
be required from time to time by Council.

3. Accountability

The Chair, on behalf of the Council and subject to any limitations imposed by
Council, is the liaison with the Minister of Justice, public and stakeholders. The
Chair may delegate specific duties to the Executive Director, Council members
and/or committees as appropriate; however, the accountability for them remains
with the Chair.

4. Integrity

The Chair ensures that the Executive Director is carrying out his/her duties
prudently, ethically and in the best interests of the Corporation.

5. Leadership

The Chair leads Council and ensures that it is properly balanced and directed. The
Chair ensures that Councilors can add value to the organization without interfering
with detailed internal management.

13
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6. Specific Activities

6.1 Management Council

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

The Chair oversees the Council self-evaluation process;

Identifies organizational and Council strengths and weaknesses and
recommends improvements;

Communicates regularly with Councilors and the Executive Director;

Ensures that structures and procedures are in place for effective
recruitment, training, and evaluation of Councilors;

Builds trust within LAM and between LAM and its stakeholders.

6.2 Executive Management Committee

The Chair is the primary liaison between Council and the Executive Director. In
this capacity, the Chair:

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5
6.3 Meetings
The Chair:
6.3.1
6.3.2

6.3.3

LAM Corporate Directors’ Manual

Meets regularly with the Executive Director and/or Executive
Management Committee;

Provides input as necessary pertaining to policy and planning;

Monitors the Executive Director’s compliance with LAM’s Act,
Regulation, Policies and By-laws;

Provides guidance and consultation to the Executive Director regarding
issues that involve compliance with policies, recommendations for
policy changes or other decisions that may subsequently impact LAM;
and

Brings pertinent decisions to Council for discussion and decision.

Ensures that an agenda is planned for Council meetings;
Ensures a sufficient number of meetings are set;

Presides over meetings of the Council;

14
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6.3.4 Chairs meetings according to accepted rules of order;
6.3.5 Encourages all Councilors to participate in discussions;

6.3.6 Ensures Council arrives at decisions in an orderly, timely and
democratic manner;

6.3.7 Votes as prescribed in the bylaws; and
6.3.8 Ensures that Councilors receive adequate and regular reports and
information to allow them to effectively make decisions and to be
aware of critical information necessary to fulfill their responsibilities.
6.4  Committees
The Chair may serve as an ex-officio member of the Appeals Committee, Finance
Committee, Governance and other committees as designated.
6.5  Staffing and Succession

Council hires the Executive Director and may appoint Area Directors. The Chair:

6.5.1 Plans for and conducts the annual performance review of the Executive
Director;

6.5.2 Participates in the hiring and termination of the Executive Director.
6.5.3 Ensures that a succession plan is in place for Senior Management.

6.5.4 Ensures that succession is planned and properly executed so that the quality of
management in the immediate, medium and long term is guaranteed.

6.6  Community Relations
The Chair ensures that LAM maintains positive and productive relationships with
media, funders, donors, and other organizations. In this capacity, the Chair serves as
primary spokesperson for the organization. As such the Chair:

6.6.1 Represents LAM to the media.

6.6.2 Represents LAM on governmental or nongovernmental organizations and
committees.

15
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7.1

8.1

8.2

8.3

9.1

10.

6.6.3 Provides timely and appropriate reporting of Council decisions and actions to
stakeholders as appropriate.

6.6.4 Will discuss with the Executive Director to determine the best person to speak
on behalf of LAM on issues as they arise.

Risk Management

Council is responsible for managing the risks of LAM. As such the Chair ensures that
the Executive Director:

7.1.1  Identifies and keeps Council apprised of all foreseeable risks and challenges
7.1.2  Has developed and implemented control to monitor/manage identified risks;

Signing Officer

The Chair is designated as one of the signing officers for by-laws, annual audited
financial statements and the annual report to the Minister of Justice.

The Chair reviews and countersigns correspondence related to policy/governance where
appropriate.

The Chair reviews and countersigns cheques related to the Executive Director’s
expenses.

The Chair may also review and countersign cheques that are written for amounts in
excess of $20,000.00

Authority

If an urgent matter arises that requires an immediate decision of Council, the Chair on
behalf of Council and in consultation with the Executive Director may make a decision
that Council could make and shall advise Council of the decision and reasons for it on
the day the decision was made in accordance with the Act, Regulation or By-Law No.
1/06.

Standards of Conduct

10.1 The Chair shall:

10.1.1 Act honestly and in good faith with a view to the best interests of LAM;

10.1.2 Exercise care, diligence and skill in all interactions and activities;

16
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10.1.3 Avoid potential, perceived or actual conflicts of interest that are incompatible with

service as a Chair and disclose any personal interests that may conflict with LAM’s
interests;

10.1.4 Keep confidential any information about LAM that has not been publicly disclosed,
including boardroom discussions.

Approved by Management Council on January 12, 2012.
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1.2

1.3

14

1.5

1.6

1.7

1.8

2.1

2.2

Executive Director Position Description
Role
The Executive Director (ED) is the chief executive officer for Legal Aid Manitoba
(LAM) and accountable to the Management Council (MC) for the administration of
Legal Aid Manitoba.

The ED reports to the MC which is legislated to direct the business and affairs of LAM

The ED is appointed by Order in Council under The Civil Service Act, on the
recommendation of the Minister of Justice in consultation with the MC.

The ED shall manage and direct the business and affairs of the Corporation in
accordance with the policies, procedures, strategies, and specific direction provided to
him / her by the MC (except for such matters and duties as must, by law, be transacted
or performed by the MC).

The ED shall attend MC meetings to report on the business and affairs of the
Corporation.

The ED shall attend all meetings of the Advisory Committee or send a delegate to the
meeting to attend on his or her behalf, and shall report at or attend such other meetings
as the Act requires and as the MC may require.

In carrying out assigned duties the ED must work within the constraints of the Act,
Regulation, and the approved budget.

The ED must ensure that the goals and objectives of LAM are maintained while
representing the best interests of the organization and its clients.

Organization and Structure

The ED reports quarterly to the MC or more often when requested by the Chair of the
MC and provides such statistical, financial, and other information as may be requested
by the MC or the Chair.

The ED/LAM also has a relationship with the Executive Director of Administration
and Finance of Manitoba Justice concerning financial and administration matters.
Likewise, a similar relationship exists with the Director of Human Resource Services
of Manitoba Justice in relation to employment of staff under The Civil Service Act
dealing with the Manitoba Government Employees' Union (MGEU) and Legal Aid
Lawyers' Association (LALA).

18
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2.3

2.4

2.5

2.6

2.7

2.8

2.9

The ED will ensure that as a government agency LAM operates in accordance with
applicable government legislation, regulations, and policies, however all case specific
or client specific decisions are made independent of government direction.

There are four senior managers reporting directly to the ED.

2.4.1 Deputy Executive Director (LE3) 50017449/LAS002
2.4.2 Director of Finance (FI5) 50017485/LLAS133
2.4.3 Legal Director (LE3) 50017441/LAS078
2.4.4 Senior Area Director (LE3) 50017491/LAS073

There is one special purpose office director reporting directly to the ED.

2.5.1 Director of Public Interest Law Centre (PILC) 50017602/LAS094

Additionally, the following positions report directly to the ED:

2.6.1 Senior Technical Architect, (Systems Architecture Unit)
50017431/LAS 030

2.6.2 Senior Application Developer, (Application Development Unit)
50066686/LAS 194

2.6.3 Administration Office Manager
50075993/LAS 156

2.6.4 Executive Administrative Assistant
50017476/LAS 052

LAS002 The Deputy Executive Director is the second in command at LAM and
reports directly to the ED. The major job responsibility is the administration of
community law centres,. The Deputy ED also sits on the Big Case Management
Committee and the Discretionary Fee Increase Committee.

LAS133 The Director of Finance is a senior management team member and business
manager who is accountable for providing leadership/education focused on
comptrollership. Functional areas include financial planning, budgeting, analysis,
expenditure monitoring and control, accounts collection, fiscal reporting, asset
control/management auditing lawyers trust accounts, staff supervision, training and
development.

LAS078 The Legal Director is responsible for the administration of criminal
community law centres and the University of Manitoba Law Centre; acts as general
counsel for LAM and administers reciprocal agreements with other Legal Aid
jurisdictions in Canada. The Legal Director sits on the Big Case Management and
Discretionary Increase Committees.
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2.10 LASO073 The Senior Area Director is responsible for the administration of Area
Offices, the Child Protection Law Office and the Winnipeg Criminal Duty Counsel
Office. The Senior Area Director sits on the Big Case Management and Discretionary
Increase Committees.

3. Nature and Accountability

3.1 Management Accountability

3.1.1 LAM currently has a staff of 144.5 employees located in six communities
throughout Manitoba comprised of members from the Manitoba Government
Employees’ Union (MGEU) and Legal Aid Lawyers' Association (LALA).
The 2012/12 staffing budget is $15M and the operating budget is $13M. In
addition to the regular staff, LAM also employs people on a contract/casual
basis as required. The ED ensures the most effective utilization of approved
resources as directed by the MC.

3.1.2 The ED is responsible for recommending to the MC planning activities of the
organization including multi-year fiscal planning and medium term policy
planning.

3.1.3 The ED is responsible for the preparation of the budget to be presented to
Council and all other financial management responsibilities including cash
flow, major capital expenditures, lease negotiations, etc.

3.1.4 The ED is responsible for special projects as assigned by the MC including
statistical analysis, proposals and projections.

3.2  Program Complexity

3.2.1 LAM is a specialized program that provides legal services to eligible low
income individuals. Services are provided in the areas of criminal, family, child
protection, poverty law and public interest and involves a heavy caseload with
workloads currently increasing on an annual basis. The ED ensures that
services are maintained equitably through the Province with minimum
standards being met by:

3.2.1.1 Monitoring and evaluating ongoing programs and initiatives and
recommending changes to ensure maximum benefit and efficiency at a
reasonable cost within budget limitations.

3.2.1.2 Ensuring high quality of client services.
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3.2.1.3 Initiating and recommending new or alternative programs and methods
of delivery in areas of law that affect low income individuals.

3.2.1.4 Developing, recommending and implementing policy and planning for
LAM.

3.2.1.5 Deploying staff to meet operational needs.

3.3 Political Sensitivity

33.1

3.3.2

3.3.3

3.34

The ED maintains a relationship with the Provincial Ombudsman, Federal and
Provincial Government bodies, other stakeholders and jurisdictions.

The ED participates in the Association of Legal Aid Plans of Canada and in
the Federal Provincial Permanent Working Group.

Controversial issues, matters of a sensitive or political nature, matters that may
attract media attention, legislative change, business planning review and
requests for fee changes must be addressed with the MC and if necessary the
Deputy Minister &/or Minister. Options and recommendations in relation to
the above may be required.

The ED is responsible for working with and encouraging other organizations
to improve access for low income individuals to legal services.

3.4  Client Relationships/Interpersonal Skills

34.1

3.4.2

3.4.3

344

3.45

The ED monitors and evaluates staffing requirements and supervises senior
staff to ensure compatibility with LAM's programs and objectives.

Is involved in the recruitment of senior management staff and matters
recommended to the MC to fill vacancies to these positions.

Ensures that decisions are made in a collegial context with Legal Aid Manitoba
Executive Management Committee (EMC) and that all decisions are
effectively communicated to affected staff members.

Monitors and evaluates the community law offices through the Deputy
Executive Director. Investigates or causes the investigation of complaints
regarding quality of service from staff.

The ED maintains a working relationship with the private bar by:

3.4.5.1 Monitoring the delivery of the Legal Aid program by the private bar.
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3.4.5.2 Overseeing the application of the tariff including discretionary
increases.

3.4.5.3 Investigates or causes the investigation of complaints regarding quality
of service from private bar lawyers providing services on behalf of
Legal Aid.

3.4.6 The ED makes recommendations to MC for policy changes or legislative

changes when necessary. The ED also ensures that the MC is kept informed
of the activity and the financial circumstances of LAM.

4. Specific Accountabilities

4.1  The ED ensures that the services as contemplated by the Act and Regulations (the
provision of various legal services to low income individuals) are maintained equitably
throughout the Province with minimum standards by:

4.1.1 Monitoring and evaluating ongoing programs, initiating and recommending
changes to ensure maximum benefit and efficient delivery of service at a
reasonable cost within budget limitations provided by government.

4.1.2 Ensuring a high quality of client service.

4.1.3 Recommending to the MC, new or alternate programs and methods of delivery
in areas of law that affect low income individuals.

4.1.4 Developing, recommending and implementing policy for LAM.
4.1.5 Developing, recommending and implementing planning for LAM.

4.2  The ED ensures that the MC and the Chair are informed of all major decisions and
makes recommendations to the MC for policy changes or legislative changes when
necessary. The ED also ensures that the MC is kept informed of the activity and the
financial circumstances of LAM.

4.3  Prior to making a major decision, the ED will consult with the Chair of the MC. There
may be occasions that the Chair decides to call a special MC meeting to deal with a
particular issue if he/she feels it is required.

44  The ED maintains and promotes the relationship with Federal and Provincial
Governments, Manitoba Justice and other involved Departments/Agencies. The ED
participates in the Association of Legal Aid Plans of Canada and in the Federal-
Provincial Permanent Working Group.
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45  The ED supervises the area directors in their statutory role of determining eligibility
for legal aid and authorizing expenditures in the course of that provision of legal aid

by:

45.1
45.2
453

454

Ensuring adherence to the regulations and guidelines for legal aid.
Reviews and recommends changes to financial guidelines.
Receives appeals from applicants from refusals and cancellations.

Receives certain applications as specified in the legislation or by MC policy.

4.6  The ED maintains a system of financial reporting and accountability and ensures
maximum use of available resources by:

46.1

4.6.2

4.6.3

4.6.4

4.6.5

Preparing annual budget requests for decision by the MC and presenting it to
the department as part of the annual budgeting process.

Being responsible for recommendations to the MC for medium and long term
financial planning.

Monitoring the expenditures of LAM and recommending changes where
financial expectations are not realized.

Approving all major expenditures within the approved budget.

Addressing LAM's financial needs within the budget estimates process.

4.7  The ED monitors and evaluates administrative staffing requirements and supervises
senior personnel to ensure compatibility with LAM's programs and objectives.

4.7.1

4.7.2

4.7.3

4.7.4

4.7.5

The ED is involved in the recruitment of senior management personnel.

The ED ensures that decisions are made in a collegial context and that all
decisions are effectively communicated to affected staff.

The ED is involved with negotiating and implementing the LALA collective
agreement and also hears the first step grievances. The position's
responsibilities include discipline, dispute resolution and termination.

The ED is an employing authority for the purposes of The Civil Service Act.

The ED identifies the development and training needs of direct reports.
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4.7.6 The ED ensures that succession planning and performance management is in
place and evaluates performance of direct reports.

4.7.7 The ED encourages the submission of new ideas and innovations at all levels.

4.8  The ED monitors and evaluates the community law offices, including their role and
structure, their staffing requirements and supervises senior personnel to ensure
compatibility with LAM's programs and objectives.

4.8.1 The ED ensures that decisions are made after consultation with the appropriate
staff and that all decisions are effectively communicated to affected staff.

4.8.2 The ED investigates or causes to be investigated complaints about the quality
of service by staff.

4.9  The ED monitors the delivery of the program through the private bar.

4.9.1 The ED ensures that the private bar adhere to LAM's Act and Regulations and
to Legal Aid's policies and guidelines. The ED consults with the private bar on
these from time to time and ensures that they are communicated effectively to
the private bar.

4.9.2 The ED oversees the application of the tariff, including payment within the
tariff, requests for payments for extremely unusual circumstance requests to
pay more than the Legal Aid tariff, and appeals from taxation. The ED is
involved in revision of the tariff and client refunds of contribution.

4.9.3 The ED receives reports from the private bar for case management or file
closing.

4.9.4 The ED investigates or causes to be investigated complaints about quality of
service by private bar lawyers.

4.9.5 The ED maintains good public relations with the Bar, including practitioners,
the Law Society of Manitoba and the Manitoba Bar Association.

4.10 The ED is responsible for recommending, developing, and implementing special
projects as assigned by the MC.

411 The ED manages the relationship with the legal profession, the judiciary, and other
service agencies.

4.12 The ED investigates or causes to be investigated complaints from the public that legal
aid is being abused.
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4.13

4.14

5.1

5.2

5.3

5.4

The ED encourages other organizations to work with and assist the Program in
improving access for low income individuals to get legal services.

The ED may delegate specific tasks to the appropriate senior manager in furtherance
of accomplishing the ED's responsibilities.

Miscellaneous

Implements and promotes government policies on Diversity and Employment Equity.
Signs cheques.

Ensures the currency of policy, area director and taxation manuals.

Chairs Executive Management meetings, attends Senior Attorney meetings and Area
Director meetings.

Approved by Management Council and Treasury Board Secretariat on July 18, 2008.

25

LAM Corporate Directors’ Manual February 25, 2014





		E-ED Position Description

		ED position description








11

1.2

1.3

14

1.5

1.6

Governance and Management Responsibilities

Role

Strategic Direction Management: Council is primarily responsible for the strategic
direction of LAM but that the Executive Director (and thus senior management), is
charged with the strategic development function, and its substantive recommendations,
in collaboration with Council;

Policy Making: The role of the Council in making "policy" be consistent with the
standard roles for all councils and boards (while recognizing the broader legislative
mandate, if necessary) and, while somewhat difficult to fully define, includes:

1.2.1 Ends Policies: that is to say, what result is Legal Aid Manitoba charged with
accomplishing, for whom, and at what cost.

1.2.2 Executive Limitations Policies: the limits of the Executive Director's role and
authority

1.2.3 Governance Process Policies: how LAM is governed

1.2.4 Council-Staff Linkage Policies: the inter-relationship of Council and
management (including all staff).

Risk Management: Council has oversight responsibility to ensure LAM is properly
safeguarded and that appropriate controls are effectively operating to assess and deal
with any potential "risk" to the organization.

Employing Authority: Council has direct responsibility for the performance of the
Executive Director and for approving the appointment of designated LAM personnel
(Area Directors) on the recommendation of the Executive Director.

External Communications: Council will speak for LAM with external shakeholders,
including media regarding all matters pertaining to LAM except for operational
matters (i.e the failure to appoint counsel in a given situation, the application process,
etc.) which are the responsibility of the Executive Director or his designate. Prior to
speaking for LAM with external stakeholders the Executive Director shall advise the
Chair and the Chair will advise the Executive Director as well.

Fulfilling Legal Obligations: Council is charged to execute its duties set out by the
Act, Regulations or By-laws. In addition to the above, Council has the following legal
obligations:

1.6.1 “Last step” in some labour grievances prior to arbitration;
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1.6.2 Approving promotions of lawyers at the highest classification levels.
1.6.3 Providing advice, through Chair to the Minister, on policy; and
1.6.4 Providing the Annual Report to the Minister.

1.7 Chair: The Chair represents Council as set out in the Act and as determined by
Council. On behalf of Council, he/she is the liaison to the Executive Director and
management. He/she, or his/her designate, is the spokesperson for Council.

1.8  Committees: Council may delegate to, and establish, standing or ad hoc Committees
of Council (currently standing committees include: Finance Committee, Appeals
Committee, and the Governance Committee). Each committee should develop its
mandate or charter for approval by Council.

1.9  Council/ED relationship: Council shall set a "job description” for the Executive
Director so that his/her role and function within LAM is clearly articulated.
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1.9.1 General Flow of Authority
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1.9.2 Roles and Responsibilities of Council and Management

|Roles and Responsibilities of Council and Management
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Approved by Management Council on November 27, 2007.
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1.

Finance and Audit Committee Terms of Reference

Role

The Finance and Audit Committee is a Standing Committee of the Management Council. Its
main role is assisting the Management Council by:

11

1.2

1.3

14

2.1

2.2

2.3

2.4

2.5

3.1

3.2

Considering and making recommendations respecting budget guidelines, monitoring
the budget.

Undertaking ongoing reviews of financial reporting and performance and advising on
actions arising therefrom.

Advising on financially related policy issues.

Considering internal financial controls, financial risk and financial compliance
matters.

Membership

The Chair of Management Council shall appoint the Finance and Audit Committee
Chair. The Council will appoint the Finance and Audit Committee members as
required.

The Committee shall be composed of up to three (3) members of the Management
Council plus the Chairperson of the Management Council as an ex-officio member.

The Council may appoint a member to fill a vacancy which occurs in the Committee.

Any member of the Committee may be removed from the Committee by a resolution
of the Council.

Members of the Committee and the Chair shall receive remuneration for their services
on the Committee consistent with other standing committees.

Meetings

The Committee shall meet on at least four occasions per annum or as deemed necessary
to enable the Committee in the attainment of its objectives.

The draft minutes of the Finance and Audit Committee shall be circulated to its
members promptly for noting and/or discussion as necessary. The Chair of the
Committee or his/her designate shall be available to report to the Management Council
as required.
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3.3 Inorder to aid its operation, the Finance and Audit Committee may from time to time
arrange for subgroups to consider specific issues, (such as internal controls) and bring
forward recommendations to the Finance/Audit/Human Resource Committee.

4. Duties

4.1 Financial Control. In the context of.

4.1.1 Annual financial planning through Estimates preparation (either annual or
multi annual) as recommended by Administration, reviewed by the Finance
and Audit Committee and approved by Management Council.

4.1.2 Other external/internal Auditing.

4.1.3 Each member of the Committee should maintain knowledge of developments,
duties and responsibilities.

4.2  Financial Reporting. Reviewing and challenging where necessary, the actions and
judgments of Administration in relation to the annual Financial Statements paying
particular attention to:

4.2.1 Critical accounting policies and practices and any proposed changes to them.

4.2.2 Decisions requiring a major element of judgment.

4.2.3 The extent to which the Financial Statements are affected by any unusual
transactions in the year and how they are disclosed.

4.2.4 The clarity of disclosures.
4.2.5 Significant adjustments.

4.2.6 Compliance with accounting standards or other requirements.
4.2.7 Reviewing any statements on internal control.

4.2.8 Matters which need to be brought to the attention of the Management Council.

4.3 Internal Financial Control and Financial Risk Management. Subject to the
available resources, reviewing on an ongoing basis LAM's internal financial controls,
including systems established to identify, assess, manage and monitor key financial
risks which might have significant implications for LAM.
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4.4

4.5

4.6

5.1

5.2

6.1

7.1

Reviewing the findings of:

4.4.1 Any Internal Audit examination in relation to financial matters and internal
control

4.4.2 External Auditors

4.4.3 Third party reports on financial matters or reports with financial consequences
for LAM.

Receiving annual reports from the Administration relation to financial Risk,
Procurement/Value for Money (in respect of non-premises activities), Financial
Information Systems and such other reports.

Policy. Developing policies in relation to financially related matters as need arises.
Such policies be forwarded to Governance and Human Resources Committee for their
review prior to consideration by Management Council.

Authority

The Committee shall operate under delegated authority from the Management Council,
which is ultimately responsible for all matters relating to financial affairs.

The Committee may consider/review any matter falling within its terms of reference,
calling on whatever available resources and information it considers necessary to do
S0.

Performance Evaluation

The Committee shall, at least once a year, review its own performance and its terms of
reference and shall report its conclusions and recommendation to the Management
Council.

Confidentiality

All deliberations of the Committee and all records, material and information pertaining
to LAM obtained by a member of the Committee shall be considered confidential.
Committee members shall maintain the confidentiality of such deliberations, and shall
safeguard such records, material and information from improper access.

Approved by Management Council on July 13, 2010.
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Governance and Human Resources Committee Terms of Reference

1. Role

The Governance and Human Resources Committee's role is to oversee Council's nominating
(subject to government processes) and governance activities and to oversee the review and
development of operational and strategic policies and evaluate the quality and cost-
effectiveness of services provided by Legal Aid Manitoba.

The Committee shall assist Council in developing its approach and discharging its oversight
responsibilities with respect to governance matters, strategy, policies and programs. Through
its activities, the committee reviews developments and emerging best practices in corporate
governance with the view of forwarding recommendations to Management Council that will
help improve its effectiveness.

2 Duties and Responsibilities

The Governance and Human Resources Committee shall perform the functions customarily
performed by governance committees as assigned by Council. In particular the Committee
shall have the following duties and responsibilities:

2.1 Corporate Governance Matters

2.1.1. Report to Council annually on matters of corporate governance, including the
standards of performance for Councilors, an annual review of Council's
performance, and the structure, Terms of Reference and composition of
Council's Committees.

2.1.2 Develop and recommend to Council a Council Terms of Reference and a
Statement of Governance Principles and Guidelines, as well as the disclosure
of LAM's governance guidelines and principles in LAM's annual report, and
review such guidelines and principles periodically but not less than annually,
and recommend changes as deemed necessary.

2.1.3 Develop, recommend and update annually a long-term plan for Council.

2.1.4 Develop and recommend to Council position descriptions for councilors, the
chair of each committee of Council and the Chair of Council.

2.1.5 Develop and recommend to Council a position description for the Executive
Director ("ED") of LAM, including:

2.1.5.1 defining the limits of management's responsibilities; and
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2.1.5.2 overall corporate goals and objectives that the ED is responsible
for meeting.

2.1.6 Recommend to Council the structures and procedures that would enable
Council to function independently of management, including procedures to
permit the Council to meet on a regular basis without management present and
oversee the development and implementation of any such structures and
procedures approved by Council.

2.1.7 Review and recommend, for Council approval, the schedule of Council
meetings for each year, assess Council's needs in terms of the frequency of
Council and committee meetings, meeting agenda, discussion papers, reports
and information and the conduct of meetings.

2.2 Policies

2.2.1 Review periodically and update as required the policies and procedures which
guide Council, the LAM by-laws to ensure their ongoing continued
adequacy and relevancy, and the terms of reference for Council, the Council
chair and vice-chair, the Committee Chairs, individual council members,
the ED and any other Council committees.

2.2.2 Receive, review and approve regular reports from management and LAM's
legal counsel with respect to legal compliance matters.

2.2.3 To develop/review operational and strategic policies concerning the delivery
of services by Legal Aid Manitoba, and make recommendations to Council.

2.2.3 To develop/review policies concerning the evaluation of the quality and cost-
effectiveness of the services provided by Legal Aid Manitoba and the delivery
of legal aid in Manitoba.

2.2.4 To deal with any matter referred to the Committee by Council.

2.3  Human Resources: Review Human Resources Development, Organizational
Structure, Compensation Principles and Practices, and recommend any changes to the
Management Council.

2.3.1 Review the annual performance of the Executive Director by the Chair which will
include, a review of annual objectives against which performance is to be measured
and report the outcome to the Management Council.

2.3.2 Review with the Executive Director the hiring and compensation of senior
administrators reporting directly to the Executive Director.
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2.3.3

234

2.35

2.3.6

2.3.7

Review and report to Management Council on the succession planning process for the
Executive Director and other senior administrators reporting to the Executive Director,
and any other key managerial position(s) considered critical.

Review non Union employee compensation plans and recommend changes to such
plans to the Management Council, ensuring as much as possible fair and equitable
treatment for all parties.

Promote, through the Executive Director, equality and diversity in employee practices.

Review the standards and practices established by the Executive Director for the safety
of all employees.

Review all grievances and/or terminations of staff in accordance with the Collective
Agreement.

2.4 Council and Committee Performance: The Governance and Human Resources

Committee shall, when required:

2.4.1 Develop and recommend to the Council a process for assessing the
effectiveness and contribution of the Council as a whole, the committees of the
Council and the contributions of each individual councilor giving consideration
to:

2.4.1.1 the requirements of the Council Terms of Reference;

2.4.1.2 the Terms of Reference of each Council committee;

2.4.1.3 position description(s) applicable to each individual councilor, as well
as the chairpersons of the Council and of each committee of the

Council;

2.4.1.4 the competencies, skills and other attributes each councilor is expected
to bring to the Council and its committees.

2.4.2 Oversee the execution of the assessment process approved by the Council.
2.4.3 Undertake an annual performance evaluation of the Committee and of its
members, comparing the performance of the Committee collectively and

individually with the requirements of this Terms of Reference, in such manner
as the Committee deems appropriate, and report its evaluation to the Council.
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244 Review and discuss with each of the committees of the Council the
appropriateness of the Terms of Reference adopted by each such committee,
and as deemed appropriate recommend changes to the Council.

2.5  Orientation and Continuing Education

2.5.1 The Committee shall develop and recommend to the Council a comprehensive
orientation program for new councilors, which shall include assisting new
councilors to understand:

2.5.1.1 the role of the Council and its committees.

2.5.1.2 the contribution individual councilors are expected to make (including
the commitment of time and energy that LAM expects from its
councilors); and

2.5.1.3 the nature and operation of LAM's business.

2.5.2 The Committee shall develop and recommend to the Council a continuing
education program for all councilors which shall, among other things:

2.5.2.1 assist councilors to maintain or enhance their skills and abilities as
councilors; and

2.5.2.2 assist councilors in ensuring that their knowledge and understanding
of the Corporation's business remains current.

2.6 Review and Evaluation of the ED

Review and make recommendations to the Council on the corporate objectives and
individual performance indicators on which the ED's performance evaluation should
be based and evaluate the ED's performance based on the level to which the corporate
business objectives and individual performance indicators were achieved.

3 Authority

3.1  Nothing contained in the above mandate is intended to assign to the Governance and
Human Resources Committee the Council's responsibility to ensure the Corporation's
compliance with applicable laws or regulations. The Council authorizes the
Governance Committee, in fulfilling its responsibilities to:

3.1.1 Ensure the attendance of any of the Corporation's officers at meetings, as
appropriate.
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4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

3.1.2 The Committee may create one or more subcommittees and may delegate, in
its discretion, all or a portion of its duties and responsibilities to such
subcommittees.

3.1.3 Engage Independent counsel and other advisors as it determines necessary to
carry out its duties, and to set and pay the compensation for any advisors
engaged.

3.1.4 The Committee shall have the authority to make recommendations to the
Council, but shall have no decision-making authority other than as specifically
contemplated in this Terms of Reference.

3.1.5 The Committee is authorized to undertake a process to assess the effectiveness
of the Council where such process has been approved by the Council.

Structure and Operations

Membership.  Council will appoint the Governance and Human Resources
Committee members and the Chair of the Governance Committee on an annual basis.

The Committee shall be comprised of three members.

Each member of the Committee should maintain knowledge of developments in
corporate governance, in general, and directors’ (councilors’) duties and
responsibilities, in particular.

The Council may appoint a member to fill a vacancy which occurs in the
Committee.

Any member of the Committee may be removed from the Committee by a resolution
of the Council.

Members of the Committee and the Chair shall receive such remuneration for their
service on the Committee consistent with other standing committees.

Meetings. The Governance Committee shall meet as often as it determines, but not
less frequently than two times each financial year. The time and place of the meetings
of the Committee and the calling of meetings and the procedure in all things at such
meetings shall be determined by the Committee.

A quorum for the transaction of business shall be a majority of the members of the
Committee.
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4.9

4.10

411

412

4.13

5

If the Chair of the Committee is not present at any meeting of the Committee, one of
the other members of the Committee present at the meeting shall be chosen by the
Committee to preside.

Committee meetings may be held in-person or by means of telephone or by other
electronic means.

The Committee may have in attendance such members of management and/or advisors
as it determines necessary to provide additional information and explanations it may
require to carry out its duties.

The Chair shall designate from time to time a person who may, but need not be a
member of the Committee, to be Secretary of the Committee. The Secretary shall keep
minutes of the meetings of the Committee. Such minutes shall be distributed to all
Council members and filed with the Minutes of the Corporation.

No employee of the Corporation, including the ED, may attend any meeting at which

his or her performance or compensation is discussed, unless specifically requested by
the Committee.

Policy Development Procedures

The Committee and Administration shall follow the process below when developing policies:

5.1

5.2

5.3

5.4

5.5

When Council refers a matter to the Committee that requires a new policy or a revised
policy, the Administration will provide the particular committee with information and
or a draft policy for consideration by the committee.

When the Administration wishes to have Council consider a new policy, it will refer
the draft policy to the committee for consideration.

There may be occasions, when the Committee may need to seek opinions or the
services of outside service providers. If so, the committee will make a recommendation
to Council which will include the estimated amount required to pay for the service.

Any Councilor may ask the committee to review a policy, or suggest a new policy.
These requests should be done in writing and should detail the reason for the request.

The committee should review at the outset what is the process to be followed, and who
the participants in developing policy should be. Consideration should be given to
include staff and/or other stakeholders where they will likely be affected by the
proposed policy or change.
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5.6

5.7

5.8

5.9

6.1

6.2

6.3

When deemed appropriate by Management Council, the views of the Advisory
Committee should be sought.

The Executive Director will assign staff to work with the committees. The Chairs of
the committees and the Chair of Council shall be able to discuss proposed documents
or proposals with the assigned staff.

The Executive Director may choose to adopt his/her own system when developing
draft policies to be presented to the committee.

After studying the issues and drafting policy, the committee will make
recommendations to Council.

Reporting

The Governance and Human Resources Committee shall report to the Council on its
activities after each of its meetings.

The Committee shall ensure the Council is aware of any matters that may significantly
impact on the financial condition or affairs of LAM.

The Committee's reports to the Council may be in the form of either oral or written

reports by the Chair of the Committee or any other member designated by the
Committee to make the report.

Approved by Management Council on February 26, 2008 and June 10,
2008.
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Advisory Committee Terms of Reference

1. Role of the Advisory Committee
The objectives of the advisory committee are to:

1.1 Provide advice to Management Council on matters of general or regional concern
respecting the provision of legal aid.

1.2 Provide advice to Management Council on the needs of individuals and groups receiving
legal aid.

1.3 Study and make recommendations to Management Council on any matter referred to it
by Council, and

1.4 Review the tariff of fees paid to solicitors for providing legal aid pursuant to Sect. 8(2)
of The Legal Aid Manitoba Act.

2. Membership

2.1 Membership Composition and Size
The committee is to consist of at least eight but no more than ten members appointed by
Management Council.

2.2 Nomination Process
Manitoban organizations are solicited by Legal Aid Manitoba to send names of members that
would be suitable candidates to sit on the advisory committee. Once Council receives the list
of potential candidates, an individual's suitability is evaluated based on the criteria outlined in
section 8(3) of the Act. When appointing, the council must ensure the committee:

2.2.1 includes persons from rural and northern Manitoba; reflects the cultural diversity of
Manitoba, and includes persons who are familiar with issues commonly faced by low-
income individuals.

2.2.2 pursuant to section 8(3), Management Council must also ensure that the advisory
committee include three lawyers:

2.2.3 one appointee must be selected from a list of three criminal defence lawyers submitted
by the Manitoba Bar Association;

2.2.4 one appointee selected from a list of three solicitors practicing family law submitted by
the Manitoba Bar Association; and
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2.2.5 one appointee selected from a list of three solicitors employed by Legal Aid Manitoba
submitted by the Legal Aid Lawyers' Association.

3. Appointment and Role of Committee Chairs

3.1 Once appointed, the advisory committee is responsible for electing one of its members
as the chair and another as the vice-chair of the committee.

3.2 The role of the committee chair is to chair committee meetings, prepare committee
agendas (in consultation with Chair of the Management Council and the Executive
Director), and approve summaries of committee meeting notes prepared by Legal Aid
Manitoba staff, in addition to any other duties recommended herein.

4 Term

4.1 To ensure consistency and continuity in the advisory committee, committee member
will be appointed for either a two or three years for the first term only. More specifically,
during the first year of implementation, 5 committee members will be appointed to 3-
year terms while the remaining 5 members will serve 2-year terms. Thereafter,
committee members will be appointed for a two year term.

4.2 At the completion of their term of office, committee members may be nominated for
reappointment. The decision to reappoint committee members rests with Management
Council upon consultation with the Executive Director.

4.3 Management Council (in consultation with the Executive Director) has the authority to
remove committee members at its discretion. In the event of any vacancies,
Management Council must appoint new member(s) in accordance with this policy.

5. Advisory Committee Reports

5.1 Under section 8(1), the Chair of the Management Council is required to submit an annual
report to the minister about the activities of the advisory committee.

5.2 All advisory committee meeting notes should proceed to Management Council as an
informational item, to inform business planning and decision-making processes. As
required, the Chair of the Management Council may invite the Advisory Committee
Chair to attend a Management Council meeting to discuss the committee's
recommendations in greater detail.

6. Information to Advisory Committee

6.1 On anannual basis, Management Council must provide the advisory committee with the
following information:
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6.1.1 the number of applications for legal aid;
6.1.2 the number of applications approved;

6.1.3 the number of eligible applicants who requested the appointment of a
specific solicitor to provide legal aid;

6.1.4 the number of eligible applicants who had legal aid provided by their
requested solicitor.

7. Legal Aid Manitoba Support

7.1 Legal Aid Manitoba staff will provide support to the advisory committee, including
distributing materials, drafting meeting notes, organizing meetings, and acting as a
resource during advisory committee meetings. Legal Aid Manitoba staff will prepare
and distribute committee materials in sufficient time to allow participating organizations
to instruct their representatives and for committee members to adequately prepare for
meetings.

8.  Frequency of Meetings
8.1 The Act stipulates that the advisory committee members are expected to meet at least
four times per year. One of these meeting must take place jointly with Management

Council.

8.2 The Executive Director and Legal Aid Manitoba Chair must attend each meeting of the
committee or send a delegate on their behalf.

8.3 Advisory committees may meet more frequently if Management Council, in
consultation with the advisory committee chair, believe that it is warranted. Additional
meetings can be held by way of telephone or video conferencing.

9.  Meeting Expenses and Remuneration

9.1 Committee members are to serve without remuneration. However, committee members
are to be reimbursed for their reasonable expenses in accordance with Legal Aid
Manitoba policies.

10. Effective Date. These terms shall come into force on the day they are passed by Management
Council.

Approved by Management Council on February 28, 2006
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LEGAL AID MANITOBA
Business Continuity Plan
Executive Summary

Vital Information

FIGURE 1
Business Continuity Plan Activation Flow Chart

No

Is Minimum Operating
Statement and Recovery

v M Time Objective being met?

Contact LAM BCP

Coordinator >

v A Yes

Conduct Impact Continue Normal
Assessment > Operations

v Yes

A >

Can Minimum
Operating Statement
and Recovery Time

Objective be met?

>
Notify staff — Convene
Business Continuity
Team and implement
AN No action/response plan
Make request to
Functional Area
Manager to activate
BCP Plan (Decision?) Yes
> >

Business Continuity Plan Activation Events (see pages 15 — 29 for more detailed information)

1) Contact LAM's BCP Coordinator.

2) BCP Coordinator to assess incident and provide preliminary course of action to protect staff.
3) Complete Impact Assessment Form (template located in Appendix B).

4) Request BCP activation decision from Functional Area Manager.

5) BCP Coordinator will nominate an Incident Commander.

6) Incident Commander to notify/convene Business Continuity Team.

7) Develop/deploy response plan (template located in Appendix D).

8) Return LAM to normal operations (template located in Appendix H).

9) Complete Post-Incident Review (template located in Appendix I).
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Contact Information
In the event of a service disruption, contact LAM's BCP Coordinator. If he cannot be reached, try
contacting one of the back-up BCP Coordinators.

Office Cell E-mail
BCP Coordinator Michael Swait ~ 204-985-5228 204-798-8564 miswa@legalaid.mb.ca
BCP 1* Back Up Robin Dwarka  204-985-5247 204-330-1955 rodwa@legalaid.mb.ca
BCP 2" Back Up Peter Kingsley  204-985-5246 204-572-7789 pekin@legalaid.mb.ca

LAM's Business Continuity Plan can only be activated by the Functional Area Manager. LAM's
Functional Area Manager is:

Office Cell E-mail
Functional Area Manager (FAM) Gil Clifford 204-985-8510  204-510-0234 gicliwlegalaid.mb.ca
FAM — 1* Back Up Sam Raposo 204-985-8508  204-229-1085 sarap@legalaid.mb.ca
FAM — 2" Back Up Bruce Gammon 204-985-5245 204-229-1122 brgam@legalaid.mb.ca

Business Continuity Plan Manual Location
Hardcopy Red Binder — Policy Analyst Office (bookshelf)
Red Binder — Director of Finance office (bookshelf)

Electronically Senior Management, Policy Analyst, Systems
Administrator (Phone/USB stick)
LAM Intranet
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LEGAL AID MANITOBA
Business Continuity Plan

1.0 INTRODUCTION

As a government agency, Legal Aid Manitoba (LAM) may be required or called upon to continue
delivering legal and administrative services during an emergency situation which may have affected the
organization itself, other government agency services or the community/region at large. The following
document contains LAM's Business Continuity Plan (BCP) outlining the required information to assist
in post-interruption decision-making.

Our Business Continuity Plan is intended to provide a general framework for constructing a response
plan to ensure that LAM can resume its operations and services in the event of a prolonged business
interruption. LAM's Business Continuity Plan will ensure that the organization can quickly resume
essential business operations and critical services in order to maintain service delivery continuity to
clients and key government stakeholders.

1.1 Assumptions

LAM's Business Continuity Plan represents our commitment to response, recovery, resumption and
restoration planning. The following assumptions were applied to provide the appropriate context for
LAM's Business Continuity Plan:

® [ AM's Business Continuity Plan was based on the worst-case emergency scenario.

® Not every possible risk to LAM operations was identified. Where necessary, all risks/hazards
identified represent those most likely to occur and which would have the greatest impact on
LAM's service delivery.

® Management Council and the Executive Management Committee (EMC) have reviewed and
endorsed all facets of the plan.

® At senior management's discretion, LAM's Business Continuity Plan may be activated as a
result of an incident that is not considered a disaster or emergency.

® During the response phase to a disaster or emergency, LAM's BCP Coordinator, in consultation
with EMC or Management Council, will nominate an Incident Commander to manage the
resumption of essential services.

1.2 Scope

The Business Continuity Plan is limited in scope to recovery from a serious disruption in service
delivery due to non-availability of LAM’s facilities/resources or those of other key stakeholders.
LAM's Business Continuity Plan includes procedures for all phases of recovery. Unless otherwise
modified, LAM's Business Continuity Plan does not address temporary interruptions of durations less
than the time frames determined to be critical to vital business operations.
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The plan's scope is focused on disasters such as fires, floods and other localized natural or man-made
disasters. The plan is not intended to cover major regional or national disasters such as earthquakes,
war or nuclear holocaust. However, it can provide some guidance in the event of large scale disasters.

2.0 RISK ASSESSMENT

The risk assessment process enables LAM to identify and minimize its exposure to certain threats that
the organization may face. A risk (or disaster) is defined as any event that renders a business' facility or
resources inoperable or unusable so that it interferes with the organization’s ability to deliver essential
services.

The following methodology was applied to LAM's risk assessment:

Risk Evaluation — The risk assessment covers off four areas: probability, life safety, resources
and services. Each hazard is rated using the following probability scale: Low (1 to 2), Medium
(3) or High (4 to 5).

Probability — Probability is the relative frequency with which an event is likely to occur in
sufficient proximity to the organization. Probability values were determined by using
historical evidence or a best guess in light of the uncertainty of some listed events.
Probability can be measured as follows:

® Low — Probability of occurrence; no more than once every 5 years;
® Medium — Probability of occurrence; between 3 to 5 years; and
® High — Probability of occurrence; within 1 to 3 years.

Life Safety — Safety threats from hazards to personnel or clients can be measured in terms
of their impact on individuals and/or groups as follows:

® Low — Hazard unlikely to kill or injure;
® Medium — Hazard likely to cause possible injury or death; and
® High — Hazard will likely cause many injuries and some fatalities.

Resources — The threat to resources (other than personnel) includes the potential for
property loss, damage and contractual and other legal obligations that must be met. Threats
can be categorized as follows:

® Low — No or minimal damage to a few resources;
® Medium — Moderate damage to most resources; and
® High — Most or all resources are seriously damaged or destroyed.

Services — The threat that hazards may have on business services. Threats can be measured
as either internal or external effects. External effects reflect the impacts on services to the
surrounding region caused by hazardous events or incidents (e.g. Taxation services have
been interrupted which will impact LAM's ability to pay private bar counsel). Internal
effects are impacts on services at specific work locations, without damage to resources or
personnel safety (e.g. computer virus). Threats can be categorized as follows:

LAM Business Continuity Plan (Ver 1.1) 7





® Low — Negligible to minor disruption: short periodic delays to services;
Medium — Moderate disruption: loss of service for several days; and

® High — Major disruption: isolation from critical inputs or outputs for days or
weeks.

The Risk Assessment Table (see page 9-10) provides an overview of the threat potential of various
hazards. The table can be used to identify and prioritize the risks facing the organization.
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Legal Aid Manitoba Risk Assessment

Department: Justice

Completed by: Michael Swait

Disruption * Probability | Probability | Impact: Impact: | Impact: Impact Total
(1-5) Value ® Life Safety | Resources | Services Value ¢ (b*c)
(Factor = 3) (1-5) (1-5) (1-5) | (sum total)
Facility not available — 24 hrs 2 6 1 2 2 5 30
Facility not available — 72 hrs 2 6 1 4 4 9 54
Facility not available — 1 wk 2 6 1 4 4 9 54
Facility not available — 1 mth 2 6 1 5 5 11 66
Reduced workforce — 50% for 3 9 2 3 3 8 72
48 hrs
Reduced workforce — 50% for 1 2 6 2 4 4 10 60
wk
Reduced workforce — 50% for 4 1 3 2 5 5 12 36
wks
Reduced workforce — 30% for 8 1 3 2 5 5 12 36
wks
Reduced workforce — 50% for 8 1 3 2 5 5 12 36
wks
PB withdrawal of service — 24 2 6 1 3 4 8 48
hrs
PB withdrawal of service — 72 2 6 1 5 5 11 66
hrs
PB withdrawal of service — 1 2 6 1 5 5 11 66
wk
PB withdrawal of service — 1 1 3 1 5 5 11 33
mth or more
Destroyed paper records 2 6 1 5 5 11 66
Destroyed electronic records 1 3 1 4 4 9 27
Loss of telephone — 24 hrs 2 6 1 1 1 3 18
Loss of telephone — 72 hrs 1 3 1 1 2 4 12
Loss of telephone — 1 wk 1 3 1 2 2 5 15
Loss of wireless — 24 hrs 2 6 1 1 2 4 24
Loss of wireless — 72 hrs 1 3 1 2 2 5 15
Loss of wireless — 1 wk 1 3 1 2 2 5 15
Loss of Hydro — 24 hrs 1 3 1 3 3 7 21
Loss of hydro — 72 hrs 1 3 1 3 4 8 24
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Disruption * Probability | Probability | Impact: Impact: | Impact: Impact Total
(1-5) Value ” Life Safety | Resources | Services Value ¢ (b*c)
(Factor = 3) (1-5) (1-5) (1-5) | (sum total)
Loss of hydro — 1 wk 1 3 1 3 4 8 24
Loss of water — 24 hrs 1 3 1 2 2 5 15
Loss of water — 72 hrs 1 3 1 2 2 5 15
Loss of water — 1 wk 1 3 1 2 2 5 15
Loss of natural gas — 24 hrs 1 3 1 2 2 5 15
Loss of natural gas — 72 hrs 1 3 1 3 4 8 24
Loss of natural gas — 1 wk 1 3 1 4 4 9 27
Loss of transportation access — 3 9 1 2 2 5 45
24 hrs
Loss of transportation access — 2 6 1 3 3 7 42
72 hrs
Loss of transportation access — 1 3 1 3 3 7 21
1 wk
Loss of IT hardware — 24 hrs 2 6 1 2 2 5 30
Loss of IT hardware — 72 hrs 2 6 1 3 3 7 42
Loss of IT hardware — 1 wk 1 3 1 4 4 9 27
Loss of IT application — 24 hrs 2 6 1 2 2 5 30
Loss of IT application — 72 hrs 2 6 1 3 3 7 42
Loss of IT application — 1 wk 1 3 1 4 4 9 27
Loss of IT managed environ- 2 6 1 2 2 5 30
ment access — 24 hrs
Loss of IT managed envrion- 2 6 1 2 3 6 36
ment access — 72 hrs
Loss of IT managed environ- 1 3 1 3 3 7 21
ment access — 1 wk
Loss of vital equipment — 24 hrs 2 6 1 2 2 5 30
Loss of vital equipment — 72 hrs 1 3 1 2 5 15
Loss of vital equipment — 1 wk 1 3 1 2 2 5 15

a) Reflects likelihood of a disruption occurring for Administration Office, Application Centre, Duty Counsel Office or any of
LAM's community law offices. The probability of a disruption occurring is equal for any Legal Aid Manitoba office.

b) For each individual risk Probability value is determined by multiplying Probability * 3. This was done to provide an equal
weighting scheme to the 3 impact ratings used when calculating individual risk assessment probabilities.
¢) Impact value reflects the sum total of the impact values of Life Safety, Resources and Services.
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3.0 BUSINESS IMPACT ANALYSIS

The Business Impact Analysis (BIA) provides detailed information on the levels of service, time-
frames and resources needed to work through a disruption. The BIA also helps identify the priority with
which essential services need to return to full operation following a disaster or emergency situation.
The BIA also identifies minimum resources required and recovery time objectives to resume business

operations.

3.1 Normal Operating Standard Statement and Recovery Time Objectives

The following section outlines LAM's normal operating statement and recovery time objectives. If the
Business Continuity Plan is activated, the Business Continuity Team's focus will be on meeting these

stated objectives.

Priority Director:
Number: | Gil Clifford

Department BCP Departmental Executive Management Committee
Team

Completed By: Michael Swait

Approved by Functional Area Manager: Gil Clifford

Normal Operating Standard Statement:

LAM provides legal services to financially eligible Manitobans in the areas of criminal/youth law, family law,
child protection, immigration, poverty law and public interest law matters. LAM receives approximately 2,160
applications per month. For all applications, LAM assesses an applicant's financial eligibility and legal merits
of their case. Approved applications receive legal services through a combination of staff and private bar
lawyers. LAM employs approximately 170 employees and relies on over 200 private bar lawyers to provide
legal and administrative services across Manitoba.

Minimum Operating Standard Statements (Worst Case Scenario):

State the minimum operating
standard at which the service
program or support function

must be performed:

* Intake — Provides an intake function to receive applications, review and
approve the provision of legal services according to LAM's legislated
mandate. Intake is delivered from 4 regional offices in Manitoba (Winnipeg,
Brandon, Dauphin and Thompson).

* Legal Accounts — Provides payment services ensuring private bar lawyers
are paid in a timely manner for services rendered and disbursements incurred
on legal aid files. Services are delivered from LAM's Administration Office.

* Court Services — Provides legal presence in criminal, youth and child
protection, family and immigration courts to ensure the system's optimal
functioning. Services include Brydges On-Call, duty counsel and certificate
representation.

Impact if minimum standard | Life Safety | X | Property X | Environment | X | Environment (social | X
not met (check all those that apply) (physical) fabric)
Reputation Revenue Revenue Critical to support
of Service | X | disruption | X | disruption X | an emergency X
(external) (internal)
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Recovery Time Objective
(RTO) (Maximum down time)

Five (5) days — Within 5 days, both Intake and Legal Accounts staff would be
operating a a basic level of competency.

Court services — Manitoba Justice has identified the following time thresholds
for the resumption of essential court activities: In Custody First appearance
(w/n 24 hours), Bail Hearing (3 days), Criminal trials/dispositions (3 days),
emergency Queen's Bench hearings (3 days). LAM will strive to resume

critical services within 24-48 hours to ensure minimal interruption to essential
court services (i.e. bail courts, duty counsel matters).

What are the peak volumes

or critical times:

Small peaks prior to Christmas and summer vacation (Intake and Legal
Accounts services only). Daily for critical legal services.

Impact on public confidence

in government:

Slight if any for Intake/Legal Accounts services. Moderate impact on public
confidence if select court services cannot be provided.

3.1.1 Notes

Legal Services — Priority for service resumption will be given to existing Justice requirements during
incidents affecting court operations. LAM should notify Justice where it is unable to meet its service
delivery obligations following a disruption.

3.2 Personnel, Infrastructure and Resource Requirements

Minimum resource requirements will vary depending on what areas have been affected by a disruption.
When staffing an alternate site to temporarily deliver critical services, it is important to note that it is
only necessary to identify critical staff to resume essential services.

The following section outlines staff and resource requirements for Application/Intake and Legal
Account functions. At this time, minimum staff operating standards cannot be outlined for legal
services. Exact staffing requirements would be subject to the affected location, nature, scope and extent
of the service delivery disruption. Legal services can operate with a combination of staff lawyers,
private bar lawyers, and/or articling students. Until suitable office space is recovered, select services
(i.e. custody calls, case and D/C preparation) could be completed by staff lawyers working out of their

home.
Essential Personnel Requirements for Minimum Operating Standard and Recovery Time Objective
Role Skill(s) Number | Specific certification or appointments required (list & identify
of Staff | level of difficulty to recruit)
Senior Legal 1 Recruit/coordinate/troubleshoot delivery of intake/legal accounts
Manager Analytical services during a disruption. Basic understanding of delivery
methods, policies and procedures pertaining to the Intake and Legal
Accounts Department.
Intake Legal 2 Basic understanding of legal policy and procedures; analytical
Analytical skills, some financial analysis required.
Legal Legal 1 Basic understanding of legal policy and procedures; analytical
Accounts Analytical skills, some financial analysis required.
Info Computer 1 Degree in Computer Sciences with working knowledge of Linux,
Technician | Science thin client environments and open source applications.
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Infrastructure and Resource Requirements to Meet Minimum Operating Standard:

Item: Detail: (Minimum number, physical and information security
requirements, hours required per day, etc.)

Offices/Facilities: 1 Winnipeg office location to accommodate 5 people. Makeshift
waiting area (where relocating Application Centre)

Furniture: 5 each of desks, chairs, filing cabinets

Communication (Equipment): 5 telephones, 1 fax machine, 1 photocopier, postage equipment

Access to Managed N/A — LAM is not part of Justice's managed environment. Systems

Environment: will need to establish access to LAM's managed environment.

Computer Hardware: 1 server; 5 terminals and 1 printer (Intake & Taxation Services only).

For regional and community law offices — 1 server, 8-10 terminals per
office (23 offices total). Figures may need to be adjusted based on
available resources and the affected community law office(s) or
service delivery area(s) in question.

Computer Applications: Linux/Ubuntu, LAMAS, Open Office, Thunderbird, Groupware

Paper and Non-electronic Usual office contents and LAM Applications, certificate forms and

records: associated contracts, client files and legal/correspondence templates

Electronic records: Access to back-up data from last operational day (assuming local
server was destroyed).

Vehicles: N/A

Equipment: Nil

Other: Blackberry/iPhone/Android replacements (instances where device(s)

may have been destroyed). TBD at outset of incident.

3.3 Priority - Service Recovery Order

The service recovery order's purpose is to help LAM identify which operations and processes are
essential when resuming LAM's business operations. Services highlighted in section 4.3.1 reflect
critical criminal, youth and child protection court functions as identified by Manitoba Justice.

Though important to LAM's efficient functioning, services in sections 4.3.2 and 4.3.3 represent areas of
lesser concern. While prolonged disruptions are undesirable, LAM can manage with short or medium
term disruptions within these service areas to a maximum 5-7 business days.

3.3.1 Critical Services

Critical activities have been defined as primary business functions that LAM must continue in order to
meet its mandated legislated requirements and/or support critical courtroom functions as identified by
the Department of Justice Manitoba.

These areas represent any client service, function or essential support service whose cessation could
pose an imminent risk to public health and public safety. Justice's Business Continuity Plan requires
continuation of these services within 24-72 hours after an interruption. LAM will notify Justice where
it cannot meet these minimum threshold levels based on the nature of the emergency/service disruption
affecting the organization.
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Service

Key Function

Brydges On-Call

Phone service for arrested/detained individuals to contact counsel for
legal advice. Service delivered to meet Charter requirement that all
arrested/detained individuals are entitled to speak to counsel.

Duty Counsel Legal representation to individuals upon their first courtroom
(Winnipeg and Regional appearances, bail hearing and other issues relating to criminal, youth
Courts) and child protection docket matters. Services are currently delivered

through a combination of staff and private bar lawyers.

In-Custody Trials

Client representation at preliminary hearing/trials. Covered by staff or

(Winnipeg and Regional private bar lawyer certificate. Lawyers are individually responsible to
Courts) ensure their client's continued representation.

In-Custody Dispositions Client representation at case disposition. Covered by staff or private bar
(Winnipeg and Regional lawyer certificate. Lawyers are individually responsible to ensure their
Courts) client's continued representation.

Out of Custody Trials Client representation at preliminary hearing/trials. Covered by staff or
(Winnipeg and Regional private bar lawyer certificate. Lawyers are individually responsible to
Courts) ensure their client's continued representation.

Out of Custody Dispositions |Client representation at case disposition. Covered by staff or private bar
(Winnipeg and Regional lawyer certificate. Lawyers are individually responsible to ensure their
Courts) client's continued representation.

3.3.2 Vital Services

Any service or operation where the cessation could potentially jeopardize LAM's property, personal or
financial security and/or that of dependent clients. These services normally require continuation within
3-5 business days of an interruption.

Service

Key Function

Systems Department

Administering/maintaining LAM's core software application platforms and
computer/printer hardware. Includes hardware/network infrastructure, LAM
website, Intranet and VPN access.

Application Centre

Collecting/processing client applications seeking legal aid representation.

Intake Department

Reviewing financial and merit eligibility for clients seeking legal aid represen-
tation. Locating and issuing legal certificates to staff and private bar lawyers.

Area Director

Supervision of the Intake Department as well as processing change of counsel

Services requests, disbursement requests, AD authorizations, certificate cancellations
and refusals. Services provided through LAM's Administration, Brandon,
Dauphin and Thompson offices.

Legal Accounts Administering payments of legal fees and disbursements on files issued to

private bar lawyers.

Finance Dept (Accounts
Payable & Payroll)

Payment and administration of contract staff salary and processing bills for
vendor services provided to LAM.
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3.3.3 Desired Services

Any service or operation the cessation of which would impede LAM's internal administration or would
cause temporary inconvenience to the public.

Service Key Function

Big Case Internal process providing oversight/administration of complex criminal
Management matters.

Financial Review Periodic review of select certificate files to ensure client's continued financial

eligibility for legal aid services.

Client Appeals Appeals petitioning the Executive Director or Management Council's Appeal
Committee to review a decision to refuse legal aid coverage.

Taxation Appeals Process where private bar lawyers petitioning Executive Director or
Management Council's Tariff Appeal committee to alter compensation in
completed legal aid matters.

CWC Audit Administering/verifying CWC staff billings for completed files.

Finance Department |Maintaining/overseeing client contribution and charge on land accounts for
— Payment Programs |LAM's payment programs.

Mail Services Processing incoming and outgoing mail for the organization.

3.3.4 Vital Records
Vital records are data and information required for preserving, continuing or reconstructing LAM's
operations in the event of a business disruption.

LAM's vital records include:

Legislation

Contracts
Vendors/Agreements

Policy and Procedure Manuals
Internal Control Binder

Area Director's Manual
Cheque stock

Application forms

Template letters/letterhead

LAM is responsible for identifying, storing all its vital records electronically. LAM maintains data
backups for all its office in order to guard against data loss and disaster recovery. A rotating backup of
LAM's entire network is consistently maintained in an office site (non-admin office) location.

4.0 BUSINESS CONTINUITY PLAN RECOVERY STRATEGIES
The following sections describe the specific activities and tasks to be carried out during the activation
of LAM's Business Continuity Plan. Figure 1 provides a high level overview of the activation process
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for LAM's Business Continuity Plan.

The plan's recovery procedures are organized in the following sections: detection, plan activation,
accountability and personnel, alternate office location(s), resource needs, communications procedures
with critical partners, activities to meet operating statement and recovery time objectives, finance and
administration, delegation & organization, and reporting.

FIGURE 1
Business Continuity Plan Activation Flow Chart

Is Minimum Operating
Statement and Recovery
Time Objective being met?

v \4

Contact LAM BCP
Coordinator

v

Conduct Impact Continue Normal
Assessment > Operations

v Yes

A

A >

Can Minimum
Operating Statement
and Recovery Time

Objective be met?

>
Notify staff — Convene
Business Continuity
Team and implement
M No action/response plan
Make request to
Functional Area
Manager to activate
BCP Plan (Decision?) Yes
> >

4.1 Detection

In the event of a service disruption, notify LAM's BCP Coordinator (Michael Swait). If he cannot be
reached, staff should try to contact the 2™ or 3™ back-up BCP Coordinator. Their contact information is
listed below (pg 17).

Upon detection, the BCP Coordinator will gather relevant information about the nature of the incident.
The BCP Coordinator will consult with regional or line mangers to assess LAM's ability to meet its
Minimum Operating Statement and Recovery Time Objective for the impacted service area(s). The
BCP Coordinator will also assess the situation to determine whether it is necessary to immediately
evacuate affected office facilities depending upon the nature of the disruption, concerns for staff safety,
the extent of the facility's damage and/or the potential for additional danger.
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Name Office Phone |Cell Phone E-mail

Michael Swait 204-985-5228 204-798-8564 |miswa@legalaid.mb.ca
Policy Analyst swait1976(@gmail.com
First Back Up 204-985-5247 1204-330-1955 |rodwa@legalaid.mb.ca
Robin Dwarka

Director of Finance

Second Back Up 204-985-5246 |204-290-7309 |pekin@legalaid.mb.ca
Peter Kingsley
Senior Area Director

4.2 Activation
Based on the available information, LAM's BCP Coordinator will determine whether or not the
Business Continuity Plan should be activated.

Where a determination is made that LAM's Minimum Operating Statement and Recovery Time
Objective cannot be met, the BCP Coordinator will draft an Impact Assessment Form (see Appendix
B) for the Functional Area Manager. The form outlines the incident as well as any recommendations
regarding LAM's Business Continuity Plan activation. The Impact Assessment Form must be
completed within 12 hours of a disruption's detection.

If the disruption cannot be handled normally per LAM's Minimum Operating Statement, the Functional
Area Manager may recommend activating LAM's Business Continuity Plan. LAM's plan can only be
activated where the BCP Coordinator receives confirmation from the Functional Area Manager.

Where LAM's Business Continuity Plan is activated, the BCP Coordinator will designate an Incident
Commander. The Incident Commander will be given responsibility for all aspects of LAM's Business
Continuity Plan for the duration of its activation. For all Business Continuity Plan activations, the
Incident Commander will be LAM's Functional Area Manager.

LEGAL AID MANIOTOBA
Functional Area Manager/Incident Commander Contact List

Name Office Phone |Cell Phone E-mail

Gil Clifford 204-985-8510 |204-510-0234 |gicli@legalaid.mb.ca
Executive Director

First Back Up 204-985-8508 |204-229-1085 |sarap@legalaid.mb.ca

Sam Raposo
Deputy Executive Director

Second Back Up 204-985-5245 |204-229-1122 | brgam@]legalaid.mb.ca
Bruce Gammon
Legal Director

Where the Functional Area Manager believes that the disruption does not require a change from normal
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business operations, the Executive Management Committee (EMC) will continue to actively monitor
the situation. After 5 business days, the BCP Coordinator will consult with EMC and affected staff to
complete a situation report (see Appendix E).

Where necessary, the BCP Coordinator may submit another Impact Assessment Form to the Functional
Area Manager re-evaluating the need to activate the Business Continuity Plan should the incident
persist and continue to impact LAM's ability to meet its Minimum Operating Statement and Recovery
Time Objective.

4.3 Accountability and Personnel

Once the plan is activated, the Incident Commander will contact staff to populate the Business
Continuity Team from the positions listed below as well as assign individual tasks/responsibilities (see
section 4.4). Throughout the plan's activation, management and control of local and regional service
delivery operations will be exercised by LAM's Business Continuity Team. The team will have final
decision-making authority to ensure that LAM can continue to function through a business interruption
until normal operational and managerial functions can be resumed.

LAM Business Continuity Team*

Executive Director, Legal Aid Manitoba
Deputy Executive Director, Legal Aid Manitoba
Legal Director, Legal Aid Manitoba

Director of Finance, Legal Aid Manitoba

Senior Area Director, Legal Aid Manitoba
Policy Analyst, Legal Aid Manitoba

Systems Administrator, Legal Aid Manitoba

Line Supervisor/Manager
*where required; see Appendix K for contact information.

A meeting will be convened in order to develop an Incident Action Plan to ensure that LAM can meet
its Minimum Operating Statement and Recovery Time Objective. The BCP Coordinator will prepare
and submit an Incident Briefing Report Form to be provided prior to the initial Business Continuity
Team meeting (see Appendix C).

Following the initial Business Continuity Team meeting, the Incident Commander will prepare an
Incident Action Plan that sets outs the objectives and assigns tasks for everyone involved in
maintaining essential services and restoring LAM's business operations (see template in Appendix D).

Regular status meetings should be scheduled as necessary to provide an ongoing opportunity to assess
the team's progress as well as identify/deal with future tasks, activities and burgeoning issues/problems.
All major meeting discussions and decisions must be documented for future reference throughout the
disruption. Appendix F provides a template report than can be used to record Business Continuity Team
meeting activities. Appendix J provides the Incident Commander with a template to log detailed
records of all activities undertaken during the Business Continuity Plan's activation.
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The Incident Commander may also wish to establish an Incident Control Centre providing a centralized
location to co-ordinate the Business Continuity Team’s activities. Where required, the Business
Continuity Team can use the Administration Office boardroom (4™ floor 287 Broadway) as this space
will be most familiar and resources will be easily accessible. If for any reason the Administration
Office (4™ floor-287 Broadway) is not available or accessible, the following sites have been identified
as alternate locations:

Alternate Incident Control Centre

First Choice LAM Boardroom (3" floor 287 Broadway) |LAM Conference room. IT enabled
and connected to Intranet

Second Choice Willow Law Office (100-433 Main) Conference room (may need IT)

Third Choice Riverwood Law Office (200-175 Hargrave) |Conference room (may need IT)

Note — Depending on the circumstances, it is possible to conduct meeting through video conferencing. The Incident
Commander may consider using LAM's video conferencing system during a Business Continuity Plan activation. A meeting
room and all required documentation can be created/maintained electronically to facilitate Business Continuity Team
activities.

4.4 Delegation and Organization
Throughout the plan's activation, the Incident Commander may delegate work as needed to ensure that
all required tasks are addressed when resuming LAM's business operations.

LAM has adopted the Incident Command System as the model for uniform organization for its
Business Continuity Plan. This system allows the Incident Commander to assign the following
positions as needed to populate LAM's Business Continuity Team:

® Operations Chief: Coordinates activities to meet the Minimum Operating Statement and
Recovery Time Objective.

® Logistics Chief: Acquires resources.

® Planning Chief: Prepares plans.

® Finance and Administration Chief: Coordinates financial and administrative support.

® Safety Officer: Ensures the safety of all employees. The safety officer is the only position that
can supersede a direction from the Incident Commander. The safety officer has the ability to
stop any activity based on their responsibility for safety.

® Liaison Officer: Coordinated contact with agencies outside the functional area.

® Public Information Officer: Coordinates public communications.

The Incident Commander will be responsible for delegating tasks to ensure reasonable and orderly
management of business resumption activities. Not every position needs to be assigned following a
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disruption. If the Incident Commander is able to effectively manage the activation of the plan
themselves, there is no need to assign any people to these positions. Depending on the nature of the

disruption, none, some or all of the positions may be filled. Accountability for the responsibilities of
unassigned roles default to the Incident Commander's purview.

Figure 2 outlines the reporting relationships where positions have been delegated by the Incident

Commander

Figure 2

Incident Command Structure

Incident Commander I

Safety
Officer
Liaison
Officer
Information
Officer

Operations 'l Planning ' | Logistics 'l Finance/Administration '

In making assignments, normal reporting relationships do not need to be followed under the Incident
Command Structure. The Incident Commander should consider the best person available to undertake
the job, not necessarily the person who would normally do the job. As a result, there may be times
when people may be receiving direction from someone who normally does not provide them with
direction. It is critical that all employees accept their role and respect assignments made by the Incident

Commander.

The RACI Chart below itemizes the responsibilities required to complete tasks when activating LAM's
Business Continuity Plan.

LAM Business Continuity Plan
RACI Chart

Responsible: has a task; Accountable; ensure done properly; Consulted: must be consulted; Informed: must be informed

Who| Incident Safety Liaison Information | Operations | Planning Logistics Finance

What Commander Administration
Oversight BCP Plan for duration
of activation ACIR
Delegation/Position Assignment ACR | | | | | | |
Convene Business Continuity
Team meetings ACR | | | | | | |
Coordinate activities to meet
MOS and RTO CIR | IR | ACR CIR CIR CRI
Acquire resources CIR | | | CIR | ACR IR
Prepare plans CIR | | | | ACR | |
Coordinate financial and
administrative support CIR | | | | | | ACR
Ensure Safety of all employees CIR ACR | | | | | |
Coordinate external contact with
outside agencies CIR | AlIR | | | | |
Coordinate public
communications CIR | IR ACIR | | | |

Note — Accountability for the responsibilities of unassigned roles default to the Incident Commander's purview.
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4.5 Activities to Meet Minimum Operating Statement and Recovery Time Objective

Within 12 hours of the plan's activation, the Incident Commander or Planning Chief (where delegated)
should complete the Pre-Incident Action Plan (see Appendix A) to clarify what positions will be
required to complete major task activities/tasks and the sequence in which select services will be re-

activated following a disruption.

The Logistics Officer will rely on the assistance of supervising attorneys and/or line managers to assess
necessary staff resource requirements. LAM's expectations from its community law offices and/or
departments is that supervisors will escalate resource requirements to the Logistic Officer when they
are unable to locate a resource on their own from available sources.

Once LAM's Incident Action Plan has been initiated, the Operations Chief should provide periodic
updates concerning the ongoing efforts to meet our Minimum Operating Statement (See Appendix E).

The following table broadly identifies the activities required to meet the minimum operating statement
and recovery time objective. The information can be used as a starting point to devise LAM's Incident

Action Plan to resume affected business operations.

continued PB or staff representation. Find alternate
resources where the primary service providers are not
available.

Protection — SA or
AD (dependent on
affected courts).

Activity Position normally | Time Requirement
assigned this task

Brydges On-Call — Ensure iceBar is still operational and | D/C Office Within 24 hours of the

verify if lawyers and/or articling students are still Supervising Attorney |event until normal

providing service. Request status report on length of operations can be

anticipated system down-time from ComputerTalk resumed.

(where affected). Where necessary, devise/deploy

alternate phone contact method for custody calls.

Duty Counsel — For courts/duty counsel circuits ensure | Criminal/Child Within 24 hours of

event until normal
operations can be
resumed.

S/L Bail Hearings — Access/reconstruct calendar to
identify impending bail hearing dates. Where necessary,
maintain appearances for pressing matters and/or remand
non-pressing matters to the next available court date.

Individual lawyers

Within 24 hours of
event until normal
operations can be
resumed.

S/L Certificate Representation (in/out of custody
court appearances and dispositions) — Access or
reconstruct calendar to identify impending court
appearance dates (preliminary hearing, trial, dispositions,
discovery etc.). Where necessary, maintain appearances
for important matters and/or remand non-pressing
matters to the next available court date.

Individual lawyers

Within 24 hours of
event until normal
operations can be
resumed.

Intake — Establish triage process to identify cases
requiring immediate attention. Process applications
pursuant to impending court appearance dates.

WAC Supervisor

Within 5 days of event
until normal operations
can be resumed.
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private bar lawyers of any payment delays, anticipated
processing time lines and/or established triage criteria.

Area Director Services — Establish triage process to Regional Area Within 5 days of event
identify requests requiring immediate attention. Process | Directors until normal operations
requests pursuant to impending court appearance dates. can be resumed.
Notify private bar lawyers of impending delays,

anticipated processing time lines and/or established

triage criteria.

Legal Accounts — Establish triage process to process Legal Accounts Within 5 days of event
private bar billing and disbursement payments. Notify Supervisor until normal operations

can be resumed.

Application Centre (also applies to regional AD
offices) — Determine most likely date that the

WAC Supervisor

Within 3 days of event
until normal operations

requiring immediate attention. Notify staff and vendors
of possible delays and/or established triage criteria.

Director of Finance

Application Centre will be operational enough to manage | Regional Area can be resumed.
taking/processing applications. Develop communication | Director(s)

plan for the public and key stakeholders as to where and

how the Application Centre will deliver services.

Finance Department (Accounts Payable & Payroll) — |Senior Accounting | Within 5 days of event
Establish triage process to identify important tasks Clerk until normal operations

can be resumed.

4.6 Alternate Office/Recovery Site Locations

Recovery site locations may be needed to ensure that LAM's critical services can continue to be
delivered in an emergency. LAM does not keep a list of locations that can be used as a cold site for
community law office or administrative office departments that would need to be temporarily relocated

to maintain critical services.

Where necessary, the Business Continuity Team could:

a) elect to take over a portion of a community law office or Administration Office boardroom to
continue delivering mission critical services. Various sites would need to be assessed as to their
size and suitability to house affected legal aid services.

b) obtain a conference room at a local hotel. The conference room must have a high speed

Internet connection.

Note — The Department of Justice's BCP Coordinator (contact information below) may be able to lend
assistance in finding an alternate location if required within the first 72 hours. Longer term facility
requirements could be addressed by Manitoba Infrastructure and Transportation (MIT). The
Accommodation Services Project Services Branch will re-establish usable office space for Justice’s
minimum operations, anywhere in Manitoba, within 72 hours of our call.

Department of Justice Paul Van Hee

BCP Coordinator
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4.7 Resource Needs

The following section identifies the required resources to meet LAM's minimum operating statement.
The tables below provide specific information from the Business Impact Analysis (see section 3.0).

Every attempt will be made to re-deploy any usable resources from affected department(s) or
community law office(s). If access to an office is available, the Incident Commander or Logistics
Officer (where appointed) should attend to the impacted office to assess the suitability of necessary
resources for redeployment to a temporary office location. The Logistics Officer should also assess
back-up data requirements for the alternate office.

Where the office is unavailable and/or necessary resources are unusable, the Logistics Officer will need
to identify and document resource requirements. The Logistics Officer will subsequently establish a
plan for acquiring resources. The Logistics Officer will complete the Resource Status Report (see
Appendix G) to clarify what resources will be required or have been deployed to resume LAM's
business operations. The report should be completed within 12 hours of LAM's Business Continuity
Plan activation. Wherever possible, the Logistics Officer should make necessary arrangements to
secure suitable resources from LAM's existing vendors.

The Logistics Officer will also work in collaboration with LAM's System Administrator to identify any
outstanding data requirements. Where necessary, the Logistic Officer will establish a plan for data

recovery or rely on the System's Department Administration Development Manual (refer to Governing
Documents on LAM's Intranet site).

Computer Hardware, Office Equipment and Furniture Requirements

Required Resources Time required by Location Location of Contact Person

after a disruption backup (if required)*

Computer Applications | Within 36 hours of | At site as To be determined | System Administrator

- LAMAS disruption identified.

- Linux/Ubuntu Systems will

- Open Office retrieve back up

- Firefox files as

- Thunderbird necessary.

- Groupware

- Accounting System

Computers Within 36 hours of | At site as Computers and System Administrator

Depending on the office |disruption identified other hardware

affected, we will need: will be required if

existing equipment

- 5-10 computers. unusable.

- 1 printer

- 1 server (if destroyed)

Photocopier Within 36 hours of Replacement from | Director of Finance
disruption Pitney Bowes
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Monitoring Equipment
(Brydges On-Call)

1 laptop (if destroyed)

Within 24 hours of
disruption

Use other staff
laptop loaded
with software.

4™ floor 287
Broadway

System Administrator
(for replacement)

Policy Analyst (for
iceBar installation)

Phones Within 36 hours of Replacement from | Office Manager
Depending on office disruption MTS

affected, will need:

- 5-10 telephones

Office Furniture Within 36 hours of Replacement from | Office Manager
Depending on office disruption Cunninghan

affected, will need:

- 5-10 desks
- 5-10 chairs
- 5-10 filing cabinets

Business Interiors

*See Appendix K for the individual's contact information for the above noted LAM staff

positions
Essential Personnel Requirements (Intake and Legal Accounts)*
Role Skill(s) Number | Specific certification or appointments required (list & identify
of Staff | level of difficulty to recruit)
Senior Legal 1 Recruit/coordinate/troubleshoot delivery of intake/legal accounts
Manager Analytical services during a disruption. Basic understanding of delivery
methods, policies and procedures pertaining to the Intake and Legal
Accounts Department.
Intake Legal 2 Basic understanding of legal policy and procedures; analytical skills,
Analytical some financial analysis required.
Legal Legal 1 Basic understanding of legal policy and procedures; analytical skills,
Accounts Analytical some financial analysis required.
Info Computer 1 Degree in Computer Sciences with working knowledge of Linux,
Technician | Science thin client environments and open source application.

*Note — At this time, minimum staff operating standards cannot be outlined for legal services. Exact staffing requirements
would be subject to the affected location, nature, scope and extent of the service delivery disruption. Legal services can
operate with a combination of staff lawyers, private bar lawyers, and/or articling students.

4.8 Communication with Critical Partners

EMC and Management Council serve as the mechanism for communication planning and delivery to
the general public and key stakeholders. Where necessary, Management Council speaks for LAM with
external stakeholders including media regarding key initiatives or service delivery concerns. EMC is
tasked with maintaining consistent communication with employees and service providers on any
critical operational issues.

During prolonged disruptions, LAM must continue to communicate in an effective and timely manner
to minimize staff and stakeholder fears and service delivery concerns. The section below provides
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information about the role of communications and outlines the communication plans and activities
LAM would use to provide timely, accurate and credible information to its staff, the public and key
stakeholders.

4.8.1 Client/Stakeholder Communication
Every effort will be made to provide employees, key stakeholder partners, media and the public with
up-to-date information regarding LAM's ability to continue delivering legal services.

With the activation of the Business Continuity Plan, the Incident Commander or Public Information
Officer (where delegated) will be charged with coordinating and preparing background information and
media announcements. Based on the nature of the issue and the target audience, the Chair of
Management Council and/or the Executive Director will address its key stakeholders about any
impending or ongoing service delivery disruptions.

Wherever possible, direct communication will be the preferred method to keep all key stakeholders
apprised of legal aid service delivery disruptions. LAM also maintains a website that could be used in
an emergency to provide information related to impending or ongoing service delivery disruptions.

Paid public service announcement in print and radio may also be employed to ensure the widest
possible dissemination of critical information regarding temporary or prolonged service delivery
disruption in criminal, family law and child protection matters.

4.8.2 Internal Communications

Since employees represent LAM's most important resource, every effort will be made to keep staff
reasonably informed in the event of a service disruption. The following communication protocols will
be adopted for informing and updating employees.

For any serious or prolonged service disruption, the Incident Commander or Liaison Officer (where
delegated) will be responsible for setting up the appropriate call tree for their organizational units. If
telephones are not operational, other means of communication may be used. Examples of other
methods include:

® Email

® Cellphones

® Internet/Intranet

® Radio (paid public service announcement)

Information communicated to the employees will include:

® The nature and extent of the service disruption;

® The number of services affected and possible duration of the disruption;

® The measures being taken to restore/maintain critical legal and administrative
services;

® The projected continuity of interim services; and

® Points of contact/phone numbers that need to be changed due to the event.
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Updates to employees will be issued as regularly as possible. An example of a tentative schedule is
listed below:

® First 48 hours — twice a day
® To the end of the first week — daily
® To full recovery of all services — as needed.

4.9 Finance and Administration

Throughout the activation of LAM's Business Continuity Plan, responsibility for tracking ongoing
financial and administration recovery expenses falls to the Finance and Administration Chief where
delegated by the Incident Commander.

Incremental costs associated with the plan's activation should be tracked and recorded separately from
LAM's normal operating costs. A separate P.O. Number should be assigned to track these costs.

All Business Continuity Team members should ensure that LAM's Financial Planning and Accounting
Department manual requirements continue to be met. The activation of the Business Continuity Plan
does not alter the necessary requirement when adhering to LAM's financial accountability requirements
(see below).

Legal Aid Manitoba

Spending Authority Limits

Employee Name Spending Authority

Limit

Executive Director Unlimited

Director of Finance $100,000.00

Deputy Executive Director $100,000.00

Legal Director $100,000.00

Senior Area Director $100,000.00
Systems Administrator’ $50,000.00

*See Appendix K for the individual's contact information for the
above noted LAM staff positions

4.10 Recovery

The steps involved when returning LAM to normal operations will vary depending on the nature and
extent of the service disruption. Returning LAM to normal operations will be managed by the Business
Continuity Team as determined by staff and location availability.

4.10.1 Business Resumption Plan
The following procedures apply when returning affected services to normal business operations:

1 In the case of an emergency/BCP activation, the Systems Administrator can exceed his maximum without senior
management authorization where required in order to rebuild system/office infrastructures to resume normal business
operations.
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i. The Business Continuity Team will discuss and outline the business resumption plan to be
implemented following the service disruption (See Appendix H).
® For affected services, the Supervising Attorney/Supervisor or designate will provide a
status report to the Business Continuity Team (see Appendix F).
® Once the Business Continuity Team has deemed it appropriate to resume normal
operations, the Public Information Officer and Liaison Officer (where delegated) will
work collaboratively to communicate key information through the organization's
communication protocols to inform staff, key stakeholders and vendors.
® The Public Information Officer/Liaison Officer will utilize a call tree method or e-
mail groups to notify community law offices and/or administrative departments.
® Line supervisors will be responsible for disseminating the message to all employees
under their charge.
® Call or e-mail vendors and key stakeholders respecting LAM's return to normal
operations.
® A message to the public and key stakeholders can be delivered through media
channels, including television, radio, print media and/or the Internet.

ii. Where applicable, discontinue use of the temporary office location(s). Ensure transfer of
office furniture, paper files, etc. back to the permanent office.

iii. Depending on the nature and extent of the service disruption, LAM administrative and/or
legal support services may be backlogged in key service delivery areas. Where necessary, on
a case by case basis, the Business Continuity Team will evaluate service delivery methods
and time frames to reduce file and/or service backlogs while continuing to deliver normal
services to the public and key stakeholders.

Ideally, LAM would like to clear any backlogs and resume normal operation within the
organization within 2-3 weeks after the service disruption. Options available to assist the
resumption of normal services include:

® Authorizing and tracking overtime hours for staff employees over a designated time
period,

® Allowing staff employees the ability to bank time over a designated time period, and/or

® Hire temporary staff employees for a designated period of time.

4.10.2 Post-Incident Review
After the conclusion of the service disruption, LAM's BCP Coordinator will conduct a review of
LAM's Business Continuity Plan activation (see Appendix I).

The review will investigate any pressures or problems resulting from the plan's activation. Suggestions
and/or recommendations will be documented, where necessary, outlining improvements to LAM's
Business Continuity Plan. This information will be used to periodically revise the plan. Management
Council and senior management will ensure that a status report is submitted to the Administrative and
Finance Division and Justice's BCP Coordinator.
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5.0 BUSINESS CONTINUITY PLAN MAINTENANCE

Program maintenance and plan review, updating, exercises and activations are integral parts of LAM's
Business Continuity Plan development and implementation process. Changes will be tracked using
Table 2 (see page 29). The Business Continuity Plan in effect will be the most recent version number
reflected in the revision history table.

5.1 Revisions

At any time, staff can outline perceived issues or changes to the plan. Issues can be forwarded to the
BCP Coordinator in either a written memorandum or e-mail message. EMC authorization is required to
implement revisions to LAM's Business Continuity Plan.

Annually, EMC and the BCP Coordinator will review/update LAM's Business Continuity Plan.

5.2 Exercising

LAM's Business Continuity Plan will be tested to the fullest extent possible, budget permitting.
Exercise scenarios will be created to approximate the type of incidents the organization is likely to
experience and the problems associated with these incidents.

The purpose of exercising will be to:

Evaluate the organization's current Business Continuity Management competence;
Identify areas for improvement or missing information;

Highlight assumptions which need to be refined;

Provide information and instill confidence in exercise participants;

Develop teamwork

Raise awareness of Business Continuity throughout the organization; and

Test the effectiveness and time lines of resumption procedures at the end of the exercise.

5.3 Business Continuity Plan Manual Locations
LAM's Business Continuity Plan will be distributed to all EMC members as well as the Systems
Administrator and policy analyst.

A variety of methods will be used to disseminate LAM's Business Continuity Plan to improve quick
ease of access during an emergency or disruption.

Hardcopy Red Binder — Policy Analyst Office (bookshelf)
Red Binder — Director of Finance office (bookshelf)

Electronically Senior Management, Policy Analyst, Systems
Administrator (Phone/USB stick)
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TABLE 2

LEGAL AID MANITOBA

BUSINESS CONTINUITY PLAN
Record of Changes, Meetings, Exercises and Activations

Date Plan Nature of |Participants Outcome Modifications to Plan
Version # | Activity
2013/02/22 | Ver 1.0 |BCP plan M. Swait | Submitted to EMC |Initial draft. Pending EMC
Draft Copy for review feedback and approval.
2013/11/07 Ver 1.1 |BCP plan M. Swait |Changes made, Changes to Probability Values (s
Draft Copy submitted to EMC |2.0 - facility loss and hydro
for review loss), clarification to probability
calculations as well as changes
to Alternate Incident Control
Centre (s 4.3) — Per Bruce's
suggestions
2013/11/07 Ver 1.1 |BCP plan M. Swait |Changes made, Updated Appendix K — removed
Draft Copy submitted to EMC | CLC recently closed pursuant to
for review LAM's restructuring.
2013/11/07 Ver.1.1 | BCP plan M. Swait |Changes made, Generalized LAM staff contact
Draft Copy submitted to EMC | information for s 4.7 and s.4.9

for review

tables. Added table in Appendix
K identifying individuals
currently filling LAM staff
positions with contact
information (per Robin's
suggestion).
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Appendix A
Pre-Incident Action Plan

LEGAL AID MANITOBA
Business Continuity Plan
Pre-Incident Action Plan

Pre-Incident Plan Name:

Intended to address requirements for:

Activity Number of Position Name

1) Roles and Responsibilities
Who will probably be assigned this job?

2) Activities
What needs to be done? How quickly?

3) Reporting
Who do you need to advise of progress or status?

Report prepared by:

(Please print)

Signature

Date:
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Appendix B
Impact Assessment Form

LEGAL AID MANITOBA
Business Continuity Plan
Impact Assessment Form

Incident Name: Incident Location:

1) Incident Description
What was reported? By whom? At what time?

2) Life Safety
Were staff on-site during incident? Have any employees been injured? What was the nature of their injuries? Where
are they located?

3) Facility & Infrastructure
Has the facility been damaged? Is it available? If it is unavailable, when will partial or complete access be possible?
Has LAM property been damaged? If so, explain the nature of the property damage.

4) Outlook
Is activation of the Business Continuity Plan recommended in order to meet Recovery Time Objective and Minimum
Operating Statement?

Completed By

Name (Please print) Signature

Date:

Position Title
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Appendix C

Incident Briefing
LEGAL AID MANITOBA
Business Continuity Plan
Incident Briefing #HXXX
Incident Name: Incident Location:
Date: Time:

1) Incident Description
What happened?

2) Plan Activation
Has authority been given to activate LAM's Business Continuity Plan? (If yes, by whom. If no, reason(s) provided by
Functional Area Manager.)

3) Incident Objective
What is this plan's objective?

4) Action Plan
Based on the Incident Action Plan(s), what steps will be taken to complete this mission? When does it need to start
in order to meet the Recovery Time Objective?

5) Critical Elements
What elements will be vital to your success, including time?
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6) Resource Summary
What people, equipment, facilities are available?

7) Resource Requirements
What people, equipment and facilities are required When?

8) Current Action
What is being done? By whom?

9) Organization
Who is Incident Commander? What other positions have been assigned?

10) Communications
What are phone numbers or e-mail addresses being used?

Plan Prepared by:

Name (Please print) Signature

Position Title
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Appendix D
Incident Action Plan

LEGAL AID MANITOBA
Business Continuity Plan
Incident Action Plan

Incident Name: Incident Location:

Date: Time:

1) Incident Objectives
What are our objectives?

2) Action Plan
What steps will be taken to meet the objectives? When does it need to start in order to meet the Recovery Time
Objective?

3) Critical elements
What elements will be vital to our success, including time?

4) Resource Needs
What people, equipment and facilities are required?

5) Information Flow
Who needs to report on progress? To whom? How often?
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6) Safety Statement
Are any safety precautions or measures required?

7) Communications
What are the phone numbers or e-mails being used?

Plan prepared by:

Plan to be updated by:

Date

Planned approved by:

Incident Commander's Signature
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Appendix E
Situation Report Template
LEGAL AID MANITOBA

Business Continuity Plan
Situation Report #XXX

Incident Name: Incident Location:
Branch: Justice Department/Office: Legal Aid — XXX
Date: Time:

1) Plan Activated
Has business continuity plan been activated?

2) Status
What is the current state of your operations? Are the Minimum Operating Statement and Recovery Time Objective
being met?

3) Issues
What critical issues do you anticipate in the next 12 hours? In the next 24 hours?

4) Resource Needs
What people, equipment and facilities will you require?

5) Communications
What are the Incident Commander's phone numbers and e-mail addresses

Plan to be updated by:

Date

Plan approved by:

(Please print) Incident Commander
Signature
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Appendix F
Situation Status Report Template
LEGAL AID MANITOBA

Business Continuity Plan
Situation Status Report #XXX

Incident Name: Incident Location:
Branch: Justice Department/Office: Legal Aid — XXX
Date: Time:

1) Plan Activation
What activities and plans have been implemented to meet the Minimum Operating Statement and Recovery Time
Objective?

2) Status
What is the current state of your operations? Are the Minimum Operating Statement and Recovery Time Objective
being met?

3) Issues
What critical issues do you anticipate in the next 12 hours? In the next 24 hours?

4) Damage
What elements will be vital to your success, including time?

5) Resource Needs
What people, equipment and facilities will you require?
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6) Organization
Who is responsible for activities to meet the Minimum Operating Statement and Recovery Time Objective? How can
they be contacted?

Plan to be updated by:

Date

Plan prepared by:
(Please print)

Signature
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Appendix G
Resource Status Report Template
LEGAL AID MANITOBA

Business Continuity Plan
Resource Status Report #XXX

Incident Name: Incident Location:
Branch: Justice Department/Office: Legal Aid — XXX
Date: Time:

1) Resources Deployed
What resources have been acquired and are in use?

2) Resources on standby
What resources have been acquired and are ready for deployment?

3) Resources Ordered
What resources have been requested or ordered? From where were they ordered? When are they expected to arrive?

4) Resource Needs
What resources will you require?

5) Organization
Who is responsible for managing and acquiring resources? How should they be contacted?

Report to be updated by:

Date

Report prepared by:
(Please print)

Signature
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Appendix H
Business Resumption Plan Template
LEGAL AID MANITOBA

Business Continuity Plan
Business Resumption Plan

Incident Name: Incident Location:
Branch: Justice Department/Office: Legal Aid — XXX
Date: Time:

1) Timeline
When does the office/department need to resume normal operations?

2) Factors
What pressures require a return to normal operations?

3) Disruption resolution
Has the disruption that led to activation of the Plan been corrected? Will we need to continue working around the
problem?

4) Resources
What resources are needed to resume normal operations?

5) Organization
Who will be responsible for returning to normal operations?

Report prepared by:
(Please print)

Signature
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Appendix I
Post Incident Review Form Template
LEGAL AID MANITOBA
Business Continuity Plan
Post Incident Review Form

Incident Name: Incident Location:
Branch: Justice Department/Office: Legal Aid — XXX
Commenced: Time:
Date
Concluded: Time:
Date

1) Disruption
What happened?

2) Activation
Was activation of the Business Continuity Plan appropriate?

3) Successes
What went well?

4) Improvements
What didn't go well?
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5) Feedback
What have employees said about the activation of the Plan?

6) Measureables
Where you able to meet your objectives?

7) Revisions
What would you do differently next time?

Report prepared by:

(Please print)

Signature

Date:
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Appendix J
Log Sheet

Your Name:

Incident Name:

Time |To

From

Details

Date:

Action/Follow-Up
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Appendix K

Supervisor Contact List

Name Office Phone Cell Phone E-mail

Agassiz CLC 204-985-5232  |204-229-9868 mipal@legalaid.mb.ca
Mike Paluk

Amisk CLC 204-622-4667 |204-572-6441 chtai@legalaid.mb.ca
Chris Tait

Child Protection 204-985-5223  |204-232-5261 dajoy@legalaid.mb.ca
David Joycey

Criminal D/C Office 204-985-8538  |204-229-3131 garob@legalaid.mb.ca
Gary Robinson

Northern AD Office 204-627-4836  |204-307-0900 thmecd@legalaid.mb.ca
Theresa McDonald

Northlands CLC 204-627-4828 1204-627-9161 anhor@legalaid.mb.ca
Annette Horst

Parklands CLC 204-622-7002 thkot@legalaid.mb.ca
Therese Koturbash

Phoenix CLC 204-985-9813  |204-330-1950 amsan@legalaid.mb.ca
Amanda Sansaregret

PILC 204-985-8533  |204-612-3290 bywil@legalaid.mb.ca
Byron Williams

Regency CLC 204-985-5205 |204-330-1948 capau@legalaid.mb.ca
Cameron Pauls

Riel CLC 204-985-8593 1 204-330-1946 miwal@legalaid.mb.ca
Mike Walker

Riverwood CLC 204-985-8577  |204-955-2677 grhaw@legalaid.mb.ca
Greg Hawrysh

Thompson CLC 204-677-1226  |204-679-2010 hopit@legalaid.mb.ca
Howard Pitts

Westman CLC 204-729-3485  1204-761-5965 logie@legalaid.mb.ca
Lorne Giesbrecht

Willow CLC 204-985-9733  1204-223-6405 calov@legalaid.mb.ca
Cathryn Lovegrove

Wpg Application Centre |204-985-8513 shset@legalaid.mb.ca

Shannon Settee
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LAM Staff Positions — Resource Needs Contact Information (s. 4.7) and Spending

Authority Limits (s. 4.9)

Position Name Office Phone E-mail

Executive Director Gil Clifford 204-985-8510 gicli@legalaid.mb.ca
Deputy Executive Director | Sam Raposo 204-985-8508 sarap(@legalaid.mb.ca
Legal Director Bruce Gammon |204-985-5245 brgam@legalaid.mb.ca
Senior Area Director Peter Kingsley |204-985-5246 pekin@legalaid.mb.ca
Director of Finance Robin Dwarka |204-985-5247 rodwa@legalaid.mb.ca
Systems Administrator Scott Balneaves |204-985-5249 scbal@legalaid.mb.ca

Policy Analyst

Michael Swait

204-985-5228

miswa@legalaid.mb.ca

Office Manager

Darlene Beens

204-985-5240

dabee@legalaid.mb.ca
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ACCOUNTABILITY STATEMENT

The following business plan outlines the activities Legal Aid Manitoba will be undertaking in the
current fiscal year. The proposed initiatives were derived from our strategic planning process.

The document was prepared in accordance to government and industry best practice reporting
requirements and accounting policies. In preparing the business plan, serious consideration was
given to all organizational goals and initiatives where operational and financial implications are
expected.

On behalf of Legal Aid Manitoba and its Management Council, we are committed to achieving
the planned results laid out in this business plan.

Gil Clifford, Executive Director
September 2013
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PREAMBLE

Created in 1972, Legal Aid Manitoba (LAM) is independent from Government operating
pursuant to the Legal Aid Manitoba Act and Regulations. The services we provide are directed
by our mission statement outlining our commitment to “ensuring access to justice for eligible
low-income individuals and groups in Manitoba. ”

Legal Aid Manitoba plays an essential role in the justice system and must work with its strategic
partners and funders (the Department of Justice Manitoba, the Department of Justice Canada and
the Manitoba Law Foundation), as well as other key stakeholders, to provide services within the
funding allotted to the organization on an annual basis. Legal Aid Manitoba provides legal
services to approximately 88,750 low-income Manitobans annually through:

a) Full Service Duty Counsel — Lawyers are present in many criminal, youth and child
protection courts to help and advise unrepresented Manitobans who have to appear before
a judge.

b) Brydges On-Call Services Legal advice is available through our Brydges On-Call
service to people in police custody.

¢) Formal Representation — LAM provides formal representation in youth and adult
criminal matters as a core service. LAM also provides formal representation in domestic
and select civil matters based on the case's merits and coverage areas.

d) Application Centres — LAM offers drop-in help which provides legal information and
basic assistance to clientele. Paralegals and/or law students provide these consultations.

e) Specialized Program Services — LAM provides a number of specialized programs to
clientéle, notably: Child Protection Full Service Duty Counsel, Public Interest Law,
Poverty Law and the University Law Clinic.

Legal Aid Manitoba is governed by Management Council. The Legal Aid Manitoba Act requires
Management Council to direct LAM's business and affairs by:

overseeing its financial management;

managing its resources efficiently;

establishing operational and strategic policies; and

evaluating the quality and cost-effectiveness of the services provided by LAM and
the delivery of legal aid in Manitoba.

PLANNING CONTEXT

Management Council and the Executive Management Committee embarked on a strategic
planning process in the fall of fiscal year 2012/13. A major focus was to evaluate the
organization and identify strategic objectives for the coming years. The following business plan
outlines the initiatives that will be undertaken in the 2013/14 fiscal year to fulfill the strategic
priorities identified in LAM's Strategic Plan 2013-18.

The business plan will continue to be developed annually in conjunction with our five year
strategic plan. LAM's strategic plan was implemented to address increases in service demand,
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maximize caseload distribution to private bar and staff, address static funding and other emerging
pressures facing the organization.

STRATEGIC PRIORITIES
Through the strategic planning process, Management Council and the Executive Management
Committee identified several areas of strategic focus for the organization:

1) People Management/Morale — LAM will work toward ensuring a more positive
working environment for all staff employees throughout the organization.

2) Client Service — LAM will strive to ensure an appropriate level of client service
throughout the province.

3) Resources and Finance — LAM will endeavor to stabilize funding and maximize
effective use of resources.

4) Systems/Technology — LAM will ensure that the organization has the necessary tools to
meet our evolving work challenges.

5) Stakeholder Communication — LAM will work to improve the quantity and quality of
communication with all stakeholders on important issues.

6) Northern and Rural Issues — LAM will provide a specific and appropriate focus on
resolving long-standing issues respecting the provision of services in Northern and
remote locations.

LAM's business plan will attempt to tackle the issues identified by its strategic plan through a
variety of different strategies and programs.

STRATEGIC DIRECTIONS

Strategic directions reflect the longer term changes required to achieve LAM's mission and goals.
These statements emerged from our 2007/12 strategic plan which analyzed all the key issues and
challenges confronting our clients, staff and key stakeholders in the Manitoba justice system.

Two strategic directions will continue to guide LAM for the duration of our current strategic plan
(2013-2018):

- Legal Aid Manitoba is committed to creating an innovative, collaborative, organization
that is flexible and responsive to clients.

+ Legal Aid Manitoba is committed to creating a workplace where all employees feel valued

and where our reputation for excellence attracts talented new people and private bar
partners to join us in making a difference.
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BUSINESS PLAN OBJECTIVES - FY 2013/14

Listed below are the activities EMC will be undertaking during the 2013/14 fiscal year. Each activity relates back to one or more areas of

strategic focus highlighted in LAM's strategic plan (2013-2018).

Activities

Private Bar Online System — development and deployment of an online legal
matter management system for private bar lawyers. Phases for 2013/14:

« Develop and deploy an online certificate acceptance module
« Develop and deploy a disclosure management system

Operational Review — review of LAM's operational procedures and practices
to determine the changes that are needed to maintain core services (i.e.
criminal, domestic and civil matters) to clients while maximizing the efficiency
given an environment of static funding.

Area Director Structural Change — rationalize existing roles and functions of
Area Directors and regional distribution

Market Share Distribution — utilize the most cost-effective service provider
(staff / private bar) on a region-by-region and matter type basis to maximize
efficient use of LAM's resources. Actions include analyzing the effectiveness
and viability of conflict offices and the need to replace vacated staff positions.

Justice Innovation / Initiatives — LAM will develop/maintain a protocol
providing updates on application and legal representation information (re:
appointments, cancellations, and refusals) to reduce court backlogs in the
Legal Aid Administrative Court Docket. The initiative is currently targeting
court backlogs in Courtroom 402, Pine Falls and Thompson.

Strategic Focus Areas Targeted

People
Management
& Morale

Client = Resources @ Systems &
Service & Finance Technology

Stakeholder
Communication

Northern
& Rural
Issues

Manual Updates — LAM will create the Taxation Manual and update the
General Policy Manual and the Area Director's Manual.

Notice to Profession 17 — LAM will track service levels for child protection
trial approval and duty counsel representation in mental health and criminal
courts in an effort to increase access to justice and the efficiency of the court
process.

Big Case Management / Note 5 Process — overhaul the formula used to
assess compensation for complex cases (try to make it fair and consistent
relative to compensation on less complex cases); address the underpayment
of complex matters (Category A cases currently at $53/hour)





FINANCIAL OUTLOOK

LAM Summary Financial Outlook 2013-2018 ($000's)

2012/13 2013/14 2014/15 2015/16 2016/17

Actual Budget Forecast Forecast Forecast
Revenue
Province of Manitoba - base funding 29,914.1 28,191.3 28,191.3 28,191.3 28,191.3
Manitoba Law Foundation 1,194.4 864.0 900.0 1,007.0 1,007.0
Client Contributions 1,046.6 1,150.0 1,150.0 1,150.0 1,150.0
Recoveries from Third Parties (1) 527.7 330.0 330.0 330.0 330.0
Other 39.9 0.0 0.0 0.0 0.0
Total Revenue $32,722.7 | $30,535.3 | $30,571.3 | $30,678.3 | $30,678.3
Expenses
PB Fees and Disbursements 12,920.4 11,829.0 12,938.0 14,324.0 15,710.0
Community Law Centres (2) 12,799.9 11,345.2 11,000.0 11,000.0 11,000.0
Public Interest Law Centre 1,289.5 1,076.0 1,050.0 1,050.0 1,050.0
General and Administrative 6,735.7 7,262.7 7,200.0 7,200.0 7,200.0
Total Expenses $33,745.5| $31,512.9 $32,188.0 $33,574.0 $34,960.0
Net Surplus (Deficit) -$1,022.8 -$977.6| -$1,616.7 -%$2,895.7| -%$4,281.7
Additional Funding Required $1,022.8 $977.6 $1,616.7 $2,895.7 $4,281.7

Key assumptions

Maintain current level of service based on a verbal

direction from the Minister of Justice.
(Printed Vote) is not increased.

Base funding

Increase based on current legal matter issuance trend
line reflected in private bar fees and disbursements.
Increase more efficiently absorbed by the private bar

than by staff.

The cost of labour contract settlements will be funded

by the province of Manitoba.

No provision has been made for cost increases as a
result of the changes to the Criminal Code by the

Government of Canada.

PILC is able to cover additional / new costs with cost

recoveries and/or fee paying clients.

Forecast: risks and sensitivities
Unanticipated increases in the volume or average
cost of cases, including increases from Federal
Criminal Code changes.
The costs and/or timing of exceptional cases.

Changes in interest rates affecting the funding
from the Manitoba Law Foundation.
The forecasts for 2014/15, 2015/16 and 2016/17
do not represent an accurate forecast of revenue
and expenditures, as they are largely
extrapolated from the 2013/14 budget. The cost
and scope of services are expected to change
over a three-year period.
Inflationary pressures.

(1) Includes judgement costs and settlements, interest income and other

(2) Includes the University Law Centre

Given the above financial outlook, additional funding will be required from the Province to
maintain LAM's current level of service delivery. Failing a concrete undertaking from the
Province to fund the deficit before September 27, 2013, LAM's prudent course of action would
be to reduce its financial eligibility guidelines to pre-2000 levels. This action will stem the tide
of increasing legal matters to some extent but may still not be sufficient to deliver a break even
budget in 2014/15 given the rate at which charges such as breaches are increasing in Manitoba.
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BY-LAW NO. 1/06

A By-law relating generally to the conduct of the business and affairs of LEGAL AID MANITOBA

BE IT ENACTED AND IT IS HEREBY ENACTED as a By-law of Legal Aid Manitoba (the “Corporation”), as
follows:

1. GENERAL

1.1 The Corporation has been continued as a body corporate under the name “Legal Aid Manitoba”
by The Legal Aid Manitoba Act, C.C.5.M. c.L105.

1.2 The Corporation’s purpose, as set out in subsection 2.1 of the Act, is to serve the public interest
by
(a) providing quality legal advice and representation to eligible low-income individuals;
(b) administering the delivery of legal aid in a cost-effective and efficient manner; and
(c) providing advice to the minister on legal aid generally and on the specific legal needs of

low income individuals.

2. DEFINITIONS, INTERPRETATION AND NOTICES

2.1 In this by-law,

“Act” means The Legal Aid Manitoba Act, C.C.S.M. c.L105, as amended from time to time;

“Council” means management council of the Corporation established under section 5 of the Act;
“Councillor” means a member of the Council;

“Regulation” means all regulations enacted under the authority of the Act.

2.2 Words importing the singular include the plural and vice versa. Gender-specific terms include all
genders that may be applicable.

2.3 Where this by-law requires written or other notice to be given to a Councillor, such notice may
be delivered by courier to the civic address, or sent by facsimile transmission to the facsimile
number, or sent by electronic mail to the electronic mail address, provided by the Councillor to
the Council for this purpose.

2.4 Where this by-law requires written or other notice to be given to the Corporation, such notice
may be delivered or sent by mail (postage prepaid) or facsimile transmission to the following
address or number, as the case may be:
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2.5

2.6

3.1

3.2

33

3.4

(b)
(c)

Legal Aid Manitoba

400 —- 287 Broadway

Winnipeg, Manitoba R3C OR9
Facsimile Number: 204-944-8582

Attention: Executive Director

Where this by-law requires written or other notice to be given to the advisory committee, such
notice may be delivered by courier to the civic address, or sent by facsimile transmission to the
facsimile number, or sent by electronic mail to the electronic mail address, provided by the chair
of the advisory committee to the Council for this purpose.

Where this by-law requires written or other notice to be given to the Auditor General, such
notice may be delivered by courier to the civic address, or sent by facsimile transmission to the
facsimile number, or sent by electronic mail to the electronic mail address, provided by the
Auditor General to the Council for this purpose.

MANAGEMENT COUNCIL

The Council is comprised of a minimum of 7 and a maximum of 9 individuals appointed by the
Lieutenant Governor in Council in accordance with the Act.

A Councillor’s term of office is that set out in his or her appointment, except that such
appointment must not exceed 3 years. To the extent possible, Councillors’ terms shall be
staggered so that approximately one-third of their terms end each year. Councillors may serve
an unlimited number of consecutive terms.

Notwithstanding subsection 3.2, if the Lieutenant Governor in Council fails to reappoint a
Councillor to the Council after the expiry of his or her term, or fails to appoint a successor upon
the expiry of such Councillor’s term, the Councillor continues to hold office until his or her
reappointment or a successor’s appointment, except where his or her appointment has been
revoked by the Lieutenant Governor in Council or where the Councillor resigns by notice in
writing given to the Corporation, in which case the Councillor continues to hold office only until
the date on which his or her appointment is revoked or the date on which his or her resignation
is effective.

The Council is responsible for managing, or supervising the management of, the business and
affairs of the Corporation in a manner that is consistent with its purpose and all other provisions
of the Act. In the course of carrying out the foregoing mandate, the Council must:

oversee the financial management of the Corporation;
efficiently manage the resources of the Corporation;

establish operational and strategic policies for the Corporation;
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(d)

(f)

(8)

(h)

3.5

4.1

4.2

4.3

evaluate the quality and cost-effectiveness of the services provided by the Corporation and the
delivery of legal aid in Manitoba;

review the tariff of fees paid to solicitors for providing legal aid at least once every two years,
consult with the advisory committee when conducting the review and report its findings and
recommendations to the Minister of Justice, all in accordance with section 6.1 of the Act;

establish an advisory committee in accordance with section 8 of the Act and report to the
Minister of Justice on its activities in accordance with section 8.1 of the Act;

arrange annually for the Corporation’s books, records and accounts to be audited by the Auditor
General of Manitoba in accordance with section 27 of the Act; and

annually submit to the Minister of Justice, the Auditor General’s report on the Corporation’s
books, records and accounts, and a report on the Corporation’s affairs and such other
matters as the Minister may require.

The Council shall cause:

minutes of all Council meetings to be recorded and keep such minutes (or cause them to be
kept) in books set aside for the purpose;

notices of all meeting to be given to the Councillors, advisory committee and Auditor General
(or cause them to be given); and

all corporate returns and notices by governments or other authorities, and maintain all
corporate records of the Corporation to be filed (or cause them to be filed and maintained).

COUNCIL MEETINGS

The Council shall hold at least 4 meetings a year (“Regular Meetings”). The time, date and
location of Regular Meetings shall be determined by the Chair.

Written notice of Regular Meetings must be provided to every Councillor not less than 3 days
before the meeting date. The notice must state the time, date and location of the meeting.
Where the business to be transacted at a Regular Meeting involves the enactment of a by-law or
the amendment or repeal of a by- law, the text of the proposed by-law or proposed amendment
or by-law proposed to be repealed must be included in the notice. A Councillor may, at any
time, waive the requirement to have received notice of any Council meeting and may ratify and
approve of any or all actions taken or decisions made at meetings for which such waiver is given.

Every year, members of the advisory committee established by Council under section 6 of this
by-law and subsection 8(1) of the Act must be invited by the Council to attend at least one
Regular Meeting. The Council, in its discretion, may invite the advisory committee to attend
other Regular Meetings. Written notice of the Regular Meeting to which the advisory committee
is being invited shall be given not less than 10 days before the meeting date. The notice must
state the time, date and location of the meeting.
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4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

Every year, the Councillors must consider the Auditor General’s report on the Corporation’s
books, records and accounts and the Corporation’s financial statements at a Regular Meeting.
The Auditor General must be invited to this meeting. Written notice of the Regular Meeting to
the Auditor General and councillors shall be given not less than 10 days before the meeting
date. The notice must state the time, date and location of the meeting.

A special meeting of the Council may be called by the Chair, in his or her discretion. A special
meeting shall be called by the Chair where a written request for a special meeting from 4 or
more Councillors is given to the Chair. The time, date and location of a special meeting shall be
determined by the Chair. Each Councillor must be given notice of a special meeting not fewer
than 24 hours before the meeting time. The notice must state the time, date and location of the
meeting, the nature of the special business to be transacted at that meeting in sufficient detail
to permit the Councillors to form a reasoned judgement thereon, and the text of any resolution
to be submitted to the meeting. Where the business to be transacted at a special meeting
involves the enactment of a by-law or the amendment or repeal of a by-law, the text of the
proposed by-law or proposed amendment or by-law proposed to be repealed must be included
in the notice.

No error or accidental omission in giving notice of any meeting of Councillors shall invalidate
such meeting or make void any proceedings taken at such meeting.

Council may invite non-members to attend a meeting.

Council meetings may be held in person, by telephone or video conference call, or by any other
communication method that permits each meeting participant to communicate with every other
participant throughout the meeting.

A majority of Councillors in office from time to time shall form a quorum for the transaction of
business at any Council meeting. Each Councillor, shall have one vote on any motion or question
arising at any Council meeting. Councillors may not appoint proxies to vote on their behalf. The
Chair shall not exercise a vote except to break a tie.

Except as otherwise provided for in this subsection and in subsection 11.1 of this by-law, at all
meetings of the Council every question shall be decided by a majority vote of Councillors
present. Every question shall be decided in the first instance by a show of hands or some other
method of voting that allows all participants to know how each Councillor voted. However, if a
ballot vote or some other method of voting that does not disclose how a particular Councillor
voted, is requested by any Councillor, a ballot vote shall be taken or such other method of
voting shall be employed, to determine the question. In case of a tie vote, the Chair of the
meeting shall be entitled break the tie by casting a vote.

The Chair shall advise the Lieutenant Governor in Council of any vacancies on the Council or in
the office of Chair or Vice-chair caused by resignations, and any impending vacancy that will
result from the expiry of a Councillor’s term.

Councillors are entitled to be remunerated for their services by the Corporation in accordance
with subsection 5(9) of the Act, and to be reimbursed for reasonable expenses incurred by them
in performing their duties.
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4.13  Where the by-laws are silent on matters relating to the Council’s procedure Robert’s Rules of
Order apply.

5. OFFICERS

5.1 There shall be a Chair, Vice-chair and a Finance Committee Chair of the Council, an Executive
Director of the Corporation, and such other officers as the Council may determine from time to time.

5.2 The Chair and the Vice-chair of the Council shall be those Councillors designated for such
positions by the Lieutenant Governor in Council. The Chair and the Vice-chair shall hold such offices until
their reappointment or a successor’s appointment, except where their appointment has been revoked
by the Lieutenant Governor in Council or where the Chair or Vice-chair resigns from such office by notice
in writing given to the Corporation, in which case the Chair or Vice-chair continues to hold such office
only until the date on which his or her appointment is revoked or the date on which his or her
resignation is effective.

53 The Chair shall appoint a Councillor to be the Finance Committee Chair. The Finance Committee
Chair shall hold such office at the pleasure of the Chair..

5.4 The Chair shall:

(a)

(b)

(c)

(d)

(f)

(g)

(h)

provide leadership to the Council and preside at all meetings of the Council at which the
Chair is present;

ensure that the Council functions in a manner consistent with the Act and Regulations,
all corporate by-laws and other laws applicable to it, and shall promote integrity in all
corporate policies and processes;

act as a liaison between the Corporation and the Minister of Justice, and between the
Council and the Executive Director;

sign all by-laws with another officer appointed by the Council for the purpose;

sign the Corporation’s annual audited financial statements with the Finance Committee
Chair or other officer appointed by the Council for the purpose;

sign the Corporation’s annual report to the Minister of Justice on its affairs, and such
other reports required under the Act to be provided by the Council to the Minister;

be, ex officio, a member of the appeal committee, the finance committee and all Other
Committees (as hereinafter defined) established by the Council;

attend all meetings of the advisory committee or send a delegate to the meeting to
attend on his or her behalf; and

perform such other duties as are required of the Chair under the Act or as may be
required from time to time by the Council.
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5.6

5.7

5.8

6.

The Vice-chair shall, during the absence or inability of the Chair, perform the duties and exercise
the powers of the Chair. The Vice-chair shall also perform the duties and exercise the powers of
the Chair when authorized to do so by the Chair. In the absence or disability of the Vice-chair,
the Council may appoint any other officer or Councillor to perform the duties or exercise the
powers of the Vice-chair.

The Finance Committee Chair shall cause:

(a) full and accurate accounts of all receipts and disbursements of the Corporation to be
kept in proper books of account and deposit all moneys or other valuable effects to be
deposited in the name and to the credit of the Corporation in such bank or banks as may
from time to time be designated by the Council;

(b) disbursement of the funds of the Corporation in accordance with any directions given by
the Council, obtaining proper receipts for them, and provide to the Council at its Regular
Meetings or whenever required, an account of all transactions and of the financial
position of the Corporation, and

(c) all corporate returns and notices by governments or other authorities to be filed, and all
corporate records of the Corporation to be maintained.

The Executive Director is appointed by the Council. The Council may delegate to him or her such
authority and responsibility to manage and direct the business and affairs of the Corporation as
the Council, from time to time, determines (except for such matters and duties as must, by law,
be transacted or performed by the Council or by the Chair or Vice-chair). The Executive Director
shall have such authority and responsibilities as the Act and Regulation requires and as set out in
his or her terms of engagement, or as the Council requires, and shall attend Council meetings to
report on the business and affairs of the Corporation. The Executive director shall attend all
meetings of the advisory committee or send a delegate to the meeting to attend on his or her
behalf, and shall report at or attend such other meetings as the Act requires and as the Council
may require.

The Council may appoint an area director for each district of Manitoba. The duties of area
directors and all other officers of the Corporation shall be such as the Act and Regulation
requires, if any, and as the terms of their engagement call for or as the Council requires of them.

COMMITTEES

Advisory Committee

6.1

The Council must establish an advisory committee to

(a) provide advice to the Council on matters of general or regional concern respecting the
provision of legal aid;

(b) provide advice to the Council on the needs of individuals and groups receiving legal aid;
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(c) study and make recommendations to the Council on any matter referred to it by the
Council.

6.2 When considering who to appoint to the advisory committee, the Council must comply with
subsections 8(3) and 8(4) of the Act. The Council must prepare terms of reference for the
advisory committee that incorporate the mandate reflected in subsection 6.1 of this by-law and
all other requirements imposed on the advisory committee by the Act, and must provide each
advisory committee member with a copy of such terms of reference.

6.3 Annually, the Chair must provide the advisory committee with the information set out in section
8.2 of the Act.

Appeal Committee Panel

6.4 The Council must establish an appeal committee panel composed of at least six persons selected by
the Council from among the Councillors. At least one panel member must be a solicitor.

6.5 The appeal committee panel members stand available to serve, at the request of the Chair, as
members of the Appeal Committee to

(a) hear appeals by applicants applying for or receiving legal aid from decisions refusing to
grant legal aid, or to cancel legal aid coverage; and

(b) hear appeals by solicitors from decisions about the amount they are to be paid for
providing legal aid.

Appeal Committee
6.6 The Council must establish an appeal committee to
(a) hear appeals by applicants applying for or receiving legal aid from decisions refusing to

grant legal aid, or to cancel legal aid coverage; and

(b) hear appeals by solicitors from decisions about the amount they are to be paid for
providing legal aid.

6.7 Council delegates to the Chair its power to appoint members of the Appeal Committee, who are
not members of the Appeal Committee Panel, as circumstances require. Any appointment
made under this section is effective as of the date of the appointment but must be ratified by
Council at the next Regular Meeting. In making appointments to the Appeal Committee, the
Chair shall ensure its composition complies with the Act and Regulation.
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Finance Committee

6.8

6.9

6.10

The Chair must establish a finance committee to
(a) provide a corporate budget annually for Council to consider;

(b) report on all financial matters of the Corporation at each Regular Meeting, and if
applicable, make recommendations for Council to consider;

(c) meet with the Corporation’s auditor annually to review and discuss the auditor’s report
and issues raised in the report, and if applicable, make recommendations for Council to
consider;

(d) provide such other reports to the Council as it may request, from time to time; and

(e) perform such other functions as Council may assign, from time to time.

The Finance Committee Chair shall be a member of the finance committee. The Chair may
appoint additional individuals to serve on the finance committee, and such individuals hold
office at the pleasure of the Chair. Such individuals may, but need not be, Councillors.

The finance committee does not have the power to act or otherwise commit or bind the
Corporation to any course of action except as expressly empowered or directed to do so by this
by-law or by the Council.

Other Committees

6.11

6.12

6.13

6.14

7.1

From time to time, the Chair may establish other committees (“Other Committees” or “OCs”) if
it considers necessary or advisable. If an OC is established, the Council must prepare terms of
reference for the OC, and must provide each OC committee member with a copy of such terms
of reference.

The Chair shall appoint individuals to serve on any OC established, and such individuals hold
office at the pleasure of the Chair. Such individuals may, but need not be, Councillors.

No OC shall have the power to act or otherwise commit or bind the Corporation to any course of
action except as expressly empowered or directed to do so by the Council.

Each OC shall submit an annual report to the Council by such date as the Chair directs.

EXECUTION OF DOCUMENTS

Contracts, documents, deeds or other instruments in writing requiring the signature of the
Corporation may be signed by the Chair of the Council or the Executive Director together with
any one other Administrative officer. All contracts, documents and instruments in writing so
signed shall be binding upon the Corporation without any further authorization or formality. The
Council shall have power from time to time by resolution to appoint any officer or officers or
any person or persons on behalf of the Corporation either to sign contracts, documents and
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7.2

7.3

8.1

9.1

10.

10.1

10.2

10.3

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

All cheques, drafts, or orders for the payment of money and all notes and acceptances and bill
of exchange shall be signed by such officer or officers or person or persons, whether or not
officers of the Corporation, and in such manner as the Council may from time to time designate
by resolution.

Notwithstanding subsections 7.1 and 7.2, the Council may at any time by resolution direct the
manner in which, and the person or persons by whom, any particular instrument, contract or
obligations of the Corporation may or shall be executed.

FISCAL YEAR

The fiscal year of the Corporation shall begin on the 1st day of April in one year and end on the
31st day of March in the following year.

HEAD OFFICE

The head office of the Corporation shall be in Winnipeg or at such other place in Manitoba as
may be determined from time to time by the Council.

INDEMNIFICATION OF COUNCILLORS AND OFFICERS

Every Councillor or officer of the Corporation or other person who has undertaken or is about to
undertake any liability on behalf of the Corporation — and his executors, administrators, and
estate — are at all times indemnified against and saved harmless from:

(a) all costs, charges and expenses that such Councillor, officer or other person incurs in
any action, suit or proceeding that is brought against him, or for any action whatsoever,
carried out or permitted by him in good faith in the execution of his duties or in respect
of any such liability;

(b) all other costs, charges and expenses that such he sustains or incurs in relation to the
affairs of the Corporation, except such costs, charges or expenses as are occasioned by
such person's own wilful misconduct.

The Corporation will also indemnify any such person in such other circumstances as the Act
permits or requires. Nothing in this by-law will limit the right of any person entitled to
indemnity to claim it.

The rights of indemnity contained in this Article 10 are not exclusive and are deemed not to
limit or compromise in any way the rights of indemnity or insurance available to Councillors or
officers of the Corporation from other sources. The Corporation may enter into or maintain
indemnification arrangements or agreements with the Province of Manitoba or purchase and
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maintain insurance for the benefit of any person referred to in this section against such liabilities
and in such amounts as the Council may from time to time determine.

10.4  Limitation of liability

No Councillor, officer, employee or agent is liable for:

(a)

(b)

(c)

(d)

the acts, receipts, neglect, or default of any other Councillor, officer, employee, or
agent;

any loss, damage, or expense to the Corporation as a result of an insufficient or
deficient title to Corporation property;

any loss, damage, or expense incurred by the insufficiency or deficiency of a security in
which Corporation money has been invested;

any loss or damage arising from the bankruptcy, insolvency, error of judgement,
oversight, or tortuous acts of any person with whom Corporation money, securities, or
effects are deposited; or

any other loss, damage, or misfortune that might happen in the execution of his
duties.

11. AMENDMENT

11.1  The Council may, by resolution, make, amend or repeal any by-law of the Council. A by-law,
amendment or repeal of a by-law is effective only if a resolution in favour of its enactment,
amendment or repeal is passed by not fewer than 2/3 of the votes cast at such meeting.

ENACTED this 27th day of June, 2006.

Original document signed by: Original document signed by:

Mario Santos

Chair

Gerry McNeilly

Executive Director
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Deputy Executive Director

MANAGEMENT COUNCIL

v

EXECUTIVE MANAGEMENT COMMITTEE

Executive Director
Gil Clifford LE4
LAS 001; #50017443

|
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Director of Finance
& Labour Management

Senior Area Director Legal Director D Ex iv
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I
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Willow CLC
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Westman CLC

236-11" St., Brandon., Mb

!

v

|

Supervising Attorney
Michael Paluk BB3

LAS 128; #50018146

Supervising Attorney
Randy Woodman BB3
LAS 115; #50018128

Attorney
Lori Colquhoun BB3
LAS 123; #50018132

Attorney BB3
Donald Henderson BB2
LAS 160; #50074250

Attorney BB3
Leo Aniceto BB2
LAS 172; #50074262

——  Kevin Cadloff BB4
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Articling Student
Lyndsey Amott
LAS 505; #50063812

Support Staff
Terry Skrumeda AY3
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Support Staff
Mandy Blue AY3
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Support Staff
Samantha Haines AY3
LAS 132; #50018142

Support Staff
I Michelle MacDonald AY3
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\

Supervising Attorney

—W Cathryn Lovegrove BB3

LAS 180; #50074413

|

Parklands CLC

31-3" Ave., Dauphin, Mb

Supervising Attorney
Lorne Giesbrecht BB3
LAS 029; #50017771

|

Amisk CLC

202 Main St. S., Dauphin, Mb

v

Attorney

LAS 112F; #50017698

Supervising Attorney
Therese Koturbash BB3
LAS 031; #50017814

|

Northlands CLC

236 Edwards Ave., The Pas, Mb

|

Attorney BB3
Ryan Fawcett BB3
LAS 136; #50017969

Supervising Attorney
Christ Tait BB3
LAS 101; #50017624

Supervising Attorney
Annette Horst BB3
LAS 068; #50017908

Attorney BB3
Melanie Beaudry BB1
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Attorney BB3
Matt Sinclair BB1
LAS 150; #50064230

Supervising Attorney
Barton Schwartz BB3
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Attorney

—— Crystal Kennedy BB3
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Attorney BB3
Philip Sieklicki BB1
LAS 076 #50017769

Paralegal
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Attorney
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Support Staff
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Articling Student
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Support Staff
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Support Staff
Donna White AY3
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Support Staff
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— Al Loney BB3
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Support Staff
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Support Staff
Nola Kostelnyk AY3
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Support Staff
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Support Staff
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Support Staff
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v

L
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|
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Support Staff
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D - Contract Staff
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Support Staff
Rose Gerbasi AY3
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Attorney BB3
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Attorney BB3
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Support Staff
Bronwyn Thorndycraft AY2
LAS 169;#50074259

LEGEND
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Legal Director
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LAS 078; #50017491

v

v

410-330 Portage Ave., Wpg., Mb
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200-393 Portage Ave., Wpg., Mb
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Supervising Attorney
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Attorney
John McAmmond BB3
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Attorney
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Attorney
Scott Paler BB3
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Attorney BB3
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LAS 151; #50070784

Articling Student
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(Contract)

Support Staff
Laura Yurasek AY3
LAS 188; #50066679

Support Staff
Ana Goodrick AY3
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Support Staff
Natalie Gosselin AY3
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W

Supervising Attorney
Cam Pauls BB3
LAS 069; #50018214

Attorney
Len Tailleur BB3
LAS 063; #50018212

Attorney
Gail MacAulay BB3
LAS 042; #50017616

Attorney BB3
Melissa Ferens BB2
LAS 187; #50066675

Attorney BB3
Jennifer Neufeld BB1
LAS 121; #50017614

Articling Student
Louis Mendelson

LAS 416; #50041402

Support Staff
Leona Hogue AY3
LAS 012; #50017620

v

v v

200-175 Hargrave, Wpg., Mb

Riverwood CLC

Phoenix CLC University of Manitoba
500-175 Carlton, Wpg., Mb Law Centre

4>

Supervising Attorney
Greg Hawrysh BB3
LAS 120; #50017606

Attorney
Rod Brecht BB4
LAS 011; #50018216

Attorney
Kevin Sneesby BB3
LAS 148; #50064228

Attorney BB3
lan McNaught BB1
LAS 129 #50018138

Attorney BB3
Hillarie Tasche BB1
LAS 050; #50017692

Articling Student
Inderjit Singh
LAS 506; #50063813

Support Staff
Wanda Kolida AY3
LAS 111; #50017752

Support Staff
May Innes Rose AY3
LAS 176; #560074297

101 Robson Hall, U of M
‘ Legal Assistant
Joanne Parisian AY3
LAS 089; #50017965

Supervising Attorney
Amanda Sansregret BB4
LAS 033; #50018210

Attorney BB3
—+ Lori Anderson BB2
LAS 159; #50074249

| Attorney BB3
Katherine Dowle BB2
LAS 191; #50066677

Attorney BB3
Peter Tonge BB2
LAS 186; #50066676

Articling Student
— Joshua Mason
(Contract)

Support Staff
—| Jocelyn Soares AY3
LAS 171; #50074261

LEGEND

D - Management
D - Area Directors

- Lawyers

L Support Staff
Heather Swartman AY3

LAS 168; #50074258

- Articling Students

D - Professional Staff

D - Paralegals & Support Staff

]

- Contract Staff
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Director of Finance &
Labour Management

MANAGEMENT COUNCIL

v

EXECUTIVE MANAGEMENT COMMITTEE

Executive Director
Gil Clifford LE4

LAS 001, #50017443

v

Senior Area Director
Vacant LE3
LAS 073:#50017441

Legal Director
Bruce Gammon LE3
LAS 078; #50017491

v

v

Deputy Executive Director
Sam Raposo LE3
LAS 002; #50017449

Director of Finance
& Labour Management
(Robin Dwarka) FI5
LAS 133; #50017485

v

Casual Positions

v

|

Vacant/Unoccupied

|

Support Staff Support Staff
Casual (.10) Casual (.10)
Samantha Kalb AY2 Kerstin Warren AY2
LAS 410; 1‘#50064114 LAS 430; #50083323
Support Staff Support Staff

Casual (.10)
Diana Muswagon AY2
LAS 424; #50080837

Casual (.10)
Donna Samuel AY2
LAS 431; #50084007

Director of Finance
Unoccupied FI5
LAS 133; #50017485

Attorney BB3
(Robin Dwarka) (P9)
LAS 024; #50017975

Support Staff
Casual (.10)
\Adaobi Ifebunandu AY?2
LAS 432; #50084009

Support Staff
Casual (.10)
Angele Leblanc AY2
LAS 425; #50080988

Attorney BB3
Vacant (GM)
LAS 104; #50017818

[ |
Support Staff Support Staff

Attorney
Vacant BB3 (RJ)
LAS 183; #50074290

Legal Accounts Officer
Unoccupied CL3

LAS 154; #50075991
Elizabeth Lutz (A)

Support Staff
Unoccupied AY3
LAS 164; #50074254
(Robin Hirst on leave)

|

Attorney BB3
Unoccupied BB2
LAS 013; #50017971
(Kent Strang on leave)

Support Staff
Unoccupied AY3
LAS 144; #50018126
Joan Carter (A)

|

Casual (.10) Casual (.10)
Vacant AY2 Acacia Rambow AY2
LAS 426; #50082473 LAS 433; }#5008401 0
Support Staff Support Staff
Casual (.10) Casual (.10)
Carean Williams AY2 Vacant AY2
LAS 427; #50082474 LAS 434; #50084011
Support Staff Support Staff
Casual (.10) Casual (.10)
Cara Johnson AY2 Vacant AY2

LAS 428; #50083295 LAS 435; #50084585

Attorney BB3
Vacant (DS)
LAS 103; #50017593

Support Staff
Vacant AY3 (AH)
LAS 053;#50017684

\
Support Staff

Support Staff
Casual (.10) Casual (.10)
Tiberia Friesen AY2 Vacant AY2

LAS 429; #50083294 LAS 436; #50084591

Attorney BB3
Vacant (RC)
LAS 162; #50074253

Admin Asst/Reception
Vacant AY2 (DB)
LAS 192; #50066682

Attorney BB3
Vacant (MB)
LAS 182; #50074292

Admin Asst/Reception
Vacant AY2 (DM)
LAS 102; #50018202

|

Attorney BB3
Vacant BB1 (SG)
LAS 105; #50017767

Private Bar Cheques &
Disbursements
Vacant CT3 (MB)
LAS 100; #50017553

Attorney BB3
Unoccupied BB2
LAS 091; #60018070

(G. Carter Cottam lay-off)

AIAO
Unoccupied AO1
LAS 017; #50018218

(Cindy McRae on leave)

AIAO
Vacant AO1(LL)
LAS 021; #50017445

AIAO
Vacant AO1 (NB)
LAS 023; #50018206

Contracts Pending/
FMMC Reviews Clerk
Unoccupied CL4
LAS 044; #50017370
(Heidi Plenert (A))

|

AIAC
Assessment Clerk
Unoccupied CL3
LAS 166; #50074256
(Yan Xiang Wu on leave)

v

v

Accounting Systems &

Legal Accounts

Admin Assistant
Gayle Zacharias AY4
LAS 016; #50017495

Policy Analyst
Michael Swait PM2
LAS 196; #50066687

—P Janice Perchal Fl4

LAS 026; #50017435

Accounting Clerk
Wilma Patena AK2
LAS 018; #50017447

Accounting Clerk
Maureen Nicholson AK1
LAS 143; #50017439

Accounting Clerk
Ella Muchnik CL3
LAS 045; #50017499

Payment Programs Clerk
Jenelyn Balmeo CL3
LAS 107; #50017483

Payment Programs Department
Department |

Sr. Legal Accts AO1

Accountant Compliance Officer

Elizabeth Lutz CL4 (A)
LAS 015; #50017487
(Cora Villanueva on leave)

Legal Accounts Officer CL5
Joan Carter CL3 (A)
LAS 014; #50017497

(Jaime Pabuaya on leave)

Legal Accounts Officer
Caitlin Thomas-Dunn CL3
LAS 038; #50017686

Legal Accounts Officer
Carol Dutton CL3
LAS 037; #50017437

LEGEND

D - Management
D - Area Directors

- Lawyers

- Articling Students

D - Professional Staff

D - Paralegals & Support Staff

D - Contract Staff
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Strategic Context

OUR HISTORY

Legal Aid Manitoba became a legislated service in 1971 and opened its doors to clients in
1972. Legal Aid Manitoba operates at arms length from government. We receive our
funding from the Province of Manitoba, the Government of Canada, the Manitoba Law
Foundation and fees paid by clients.

We serve clients through our administration office, 12 community law offices in Winnipeg
and 6 regional offices located in Thompson, Dauphin, The Pas and Brandon. We partner
with private bar lawyers to provide legal services in a mixed delivery system. Lawyers
and paralegals regularly travel to more than 40 communities throughout the province.
We expect to provide service to approximately 75,000 people annually.

OUR MANDATE

Legal Aid Manitoba is governed by The Legal Aid Manitoba Act. The Act requires that we:

Provide quality legal advice and representation to eligible low-income individuals and
groups.

Administer the delivery of legal aid in a cost-effective and efficient manner.

Provide advice to the Minister on legal aid generally and the specific legal needs of
low-income individuals.

OUR STATEMENT OF PURPOSE

Legal Aid Manitoba is committed to ensuring access to justice for eligible low-income
individuals and groups in Manitoba.

OUR VISION

We serve eligible low-income individuals and groups who need legal help and strive to do
so with respect and compassion. Our service is fundamental to a fair and balanced
justice system and we play an important role in shaping a just and humane community.

We are committed to creating an innovative, collaborative organization that is flexible
and responsive to clients.

Collectively, we are committed to creating a workplace where all employees feel
valued and our reputation for excellence attracts talented new people and private bar
partners to join us in making a difference.






OUR CORE VALUES

As a service, we are guided by these shared values:

. CLIENTS

We tailor our decisions, programs, and resources to best meet client needs in a manner
that is culturally sensitive, fair and inclusive.

. EwmPLOYEES
We are guided by an accessible Respectful Workplace policy and practices.

. RESOURCEs

We are fiscally accountable, balance our budget, and make effective use of the resources
we have while creatively seeking funding for special projects and major legal challenges.

. PARTNERSHIPS
We value our private bar partners as a critical part of our service.

. CommuNITY

We participate in the broader public dialogue on justice and social issues and
communicate our essential role in a positive manner.






An Overview of the Strategic Action Plan
2013-2018

AREAS OF STRATEGIC FOCUS LEADERSHIP 2013/14 2014/15 2015/16 2016/17 2017/18

1234

. PEOPLE MANAGEMENT/MORALE >

« Fill vacancies

¢ Improve orientation and training >
programs

¢ Improve awareness of HR and
Administrative polices/procedures >

» Develop evaluation protocols and >
core competencies for staff

- . EmMC

+ Create Vacation & Succession plans >

¢ Complete revision of General Policy
Manual >

» Establish functioning committees
dealing with Labour/Management/ >
Social Committee and Staff Seminar

* Identify/Communicate Professional >
Development opportunities

2. CLIENT SERVICE >

* Improve efficiency/effectiveness

* Advocate for funding increase for >
existing services and operations

* Advocate for resources to meet
reasonably necessary services to EMC >
eligible low-income Manitobans

*  Communicate/report Law Society >
standards respecting client service

» Review/Update public relations
documents >

3. RESOURCES & FINANCE

« Stabilize Manitoba Law Foundation >
funding

* Improve costing documents and EMC >
Statistical Information to
Government

« Improve financial/accounting >
integration with LAMAS

4. SYSTEMS/TECHNOLOGY

« Develop uses of CWC/statistical >
data

* Develop Electronic Application &
Certificate Management/Legal EmMC >
Accounts system

» Create Electronic Document >
Capability

* Create Online Billing system >






AREAS OF STRATEGIC FOCUS LEADERSHIP 2013/14 2014/15 2015/16 2016/17 2017/18

1234

5. STAKEHOLDER COMMUNICATION

* Improve communication and
collaboration with Crown/Courts

¢ Maintain communication and
collaboration with Justice Finance &
Administration

* Improve communication and
assistance to community groups EMC

¢ Improve communication and
collaboration with Private Bar/Staff
counsel

* Improve public appreciation of
Legal Aid Manitoba

* Complete Private Bar Taxation
Manual

6. NOTHERN & RURAL ISSUES
« Review role of rural Area Directors
« Develop initiatives to deal with
Private Bar & Staff shortages EMC
* Provide better consultation &
communication with rural offices
and stakeholders
7. GOVERNANCE
+ CQI Review of existing By-Laws
+ CQIl Review Management Council Management
Chair Manual Council
* Provide training opportunities for
Board and committee members

VVYVY VY VVYYVYVY






INTENT:
GOALS:

Areas of Strategic Focus

1. PEOPLE MANAGEMENT/MORALE

To ensure a positive working environment from the first day to the last.

MEASURES:

Action Steps

Standardize and improve Orientation and Training.
Enhance awareness of Human Resources and Administrative police and practice.
Standardize evaluation protocols and core competencies for all positions.

Rationalize vacation schedules and succession plans to ensure proper staff coverage at
all times.
Improve morale and work satisfaction.

Costs

Monetary Outcomes/ Measures

Fill vacancies in a EMC/HR Justice Ongoing None + Essential positions are not
timely manner. left vacant/unoccupied.
Improve orientation & Department Ongoing None * New staff trained and
training programs for ' Managers, operating within their
new staff. Supervising position after the first two
Attorneys, IT weeks.
Training

Improve awareness EMC/Department Ongoing Training and + All Managers/Supervising
of: Managers / Programs as Attorneys have training
* HR policies/ Supervising authorized appropriate to their role

procedures Attorneys by EMC completed within 12 months
*Administrative of assuming the role.

policies/procedures.
Develop evaluation EMC/Compensation | Within life of None » Rationalize staffing positions
protocols and core Services (TBS) strategic plan to meet the new
competencies as organizational structure.
appropriate for staff.
Create rational EMC/Department Ongoing None *  Written polices to be
Vacation & Managers/ developed on a department
Succession Plans per Supervising by department (office by
Department/Office. Attorneys office) basis and

incorporated into the Policy
Manual.

Complete revision of |EMC Ongoing None * Policy manual will be
sections of General completed and a bi-annual
Policy Manual. review will be established.
Establish functioning EMC/LALA/MGEU Within life of As budget *  Committees will meet at
committees dealing strategic plan allows up to least two times a year and
with Labour / $100,000 subject to funding one
Management, Social system-wide event will be
Committee and Staff held.
Seminar(s).
Identify and EMC/Supervising Ongoing None * Annual review of training

communicate
Professional

Development
opportunities.

Attorneys

opportunities and
identifying a lack in
opportunities to get CPD on
a regional basis.






2. CLIENT SERVICE

INTENT

To ensure appropriate client service throughout the province.

GOALS: .

Provide appropriate client service for local needs.
» Increase availability of counsel in under-serviced areas.
* Balance resources as required.

MEASURES:
Action Steps

Monetary
Costs

Outcomes/
Measures

documents.

* Improve efficiency / EMC/MC Within life of None « Establish criteria and

effectiveness. strategic plan indicators to determine
optimum balance of
private bar and staff
delivery.

* Advocate for EMC/MC Ongoing Increases in + Services mandated by
increase in funding labour costs legislation are
to meet inflationary through the life maintained at current
pressures on of the CLA levels.
existing services Increases in
and operations. Tariff rates.

* Advocate for EMC/MC Ongoing None * Increase services to
resources to meet meet all reasonably
all reasonably necessary legal
necessary services services for eligible
to eligible low- low-income
income Manitobans. Manitobans.

¢ Communicate and EMC Ongoing Publishing * Updated and current
report public service costs information on internal
and law society and external websites
standards and brochures.
respecting client Meetings and
service. communications with

stakeholders.

* Review and update EMC/Systems Within the life of Publishing and |+ All materials available
all public relations (Publishing) strategic plan delivery costs to the public have

been reviewed and,
where necessary,
updated.






3. RESOURCES AND FINANCE

INTENT: To stabilize funding and maximize effective use of resources.

GOALS:

Stabilize funding year to year.

Enhance budget responsibility and accountability at local office level.

Continue to be proactive in funding requests.

Improve accounting and statistical tools to support proper management decision-
making.

MEASURES:

Action Steps Monetary Outcomes/ Measures
Costs

» Stabilize Manitoba Law EMC/MC Within the life of None +  MOU with Government
Foundation funding. the strategic plan

* Improve costing EMC/Systems/ Within the life of None * Creation of standard
documents and Statistical Policy Analyst | the strategic plan reports and business
Information to indicators to allow
Government. future planning.

* Improve financial/ EMC/Systems  Within the life of | TBD * Integration of LAMAS
accounting integration the strategic plan and Accounting
with LAMAS system. Software systems.

4. SYSTEMS/TECHNOLOGY

INTENT: To ensure the organization has the tools they need to meet the evolving challenges of
Legal Aid Manitoba's work.

GOALS: * Enhance meaningful and flexible data gathering and analysis.
* Begin to implement online electronic documentation and administrative processes.

MEASURES:
Action Steps When

Outcomes/ Measures

Monetary

Costs
+ Develop uses of CWC/ EMC/Systems/ Within the life of None « Develop more reliable
Statistical data. Policy Analyst the strategic standard reports and
plan business indicators to

allow better day to day
decision making.

» Develop Electronic EMC/Systems Within the life of Hardware/ » Electronic Applications
Application & Certificate the strategic Software and certificate
Management/Legal plan needs - TBD management system in
Accounts System. place and in use.

Increased efficiency of
intake and legal
account processing.

» Create Electronic EMC/Systems Within the next ' TBD + Develop and pilot a
Document Capability three strategic project within the life of
(Paperless office/Criminal plans this strategic plan.
Disclosure).

* Create Online Billing EMC/Systems/PB Within the next ' TBD + Develop and pilot a
system. two strategic project within the life of

plans this strategic plan.






5. STAKEHOLDER COMMUNICATION
INTENT:

To ensure quantity and quality of communication with all stakeholders on important
issues.

GOAL: .

Communicate appropriate and relevant information to meet stakeholder needs in a
timely manner.

¢ Improve communication with funders re: fiscal accountability.

» Improve client group and public appreciation for the work of Legal Aid Manitoba.

MEASURES:

Action Steps Outcomes/Measures

Monetary
Costs

+ Improve
Communication &
Collaboration with
Crown/Courts.

* Maintain day to day
communication and
collaboration with
Justice Finance &
Administration.

* Improve
communication &
assistance to
community groups
including Aboriginal,
French, Women's
Shelters, etc.

* Improve
communication &
collaboration with
Private Bar/Staff
Counsel.

« Improve public
appreciation of
Legal Aid Manitoba.

+ Complete Private
Bar Taxation
Manual.

EMC/MC

EMC

EMC/
Supervising
Attorneys/
WAC

EMC/MC /
Supervising
Attorneys

EMC/MC/
Staff

EMC/MC/
Legal
Accounts

Ongoing None

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

None

TBD

TBD

TBD

None

Improved relationship
with crown/courts

Improve relationship
with Justice Finance and
Administration

Improved relationships
with community groups

Improved relationships
with private bar

Balanced reporting in
public media

Manual is complete and
implemented






6. NORTHERN & RURAL ISSUES

INTENT: To provide specific and appropriate focus on resolving the long-standing issues
respecting the provision of service in Northern and remote locations.

GOAL: * Provide more service options in Northern and remote locations.
* Support Northern and remote locations through better focus and attention to

resources.

MEASURES:
Action Steps When

Monetary Outcomes/Measures
Costs

* Review role of rural Area EMC/MC Ongoing None « Rationalize existant roles

Directors. and functions of Area
Directors and regional
distribution.

* Develop initiatives to deal | EMC/AD Ongoing Relocation * Adequate PB and/or staff
with Private Bar & Staff packages options to meet the
shortages. needs of clients.

* Provide better consultation EMC/AD/ Ongoing None * Improved retention of
& communication with rural Supervising staff and cooperation with
offices/stakeholders. Attorneys private bar.

e Swifter communication
with staff and
stakeholders regarding
regional issues.

7. GOVERNANCE

INTENT: To clearly delineate and communicate the roles and responsibilities of Management
Council, its committees and councillors.

GOAL:
MEASURES:
Action Steps When

Monetary Outcomes/ Measures

Costs

» Constant Quality MC
Improvement Review
of existing By-Laws
and revise/update as
needed.

* CQIl Review existing MC
Management Council
Chair Manual and
revise/update as
needed.

» Provide training MC
opportunities for
Board Members
generally ad
Committee Members
specifically.
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