
 MUNICIPAL DISTRICT OF GREENVIEW NO. 16 
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Minutes of a 
POLICY REVIEW COMMITTEE 

MUNICIPAL DISTRICT OF GREENVIEW NO. 16 
M.D. Administration Building, Council Chambers

Valleyview, Alberta, on June 15, 2022 

# 1: 
CALL TO ORDER 

Chair Tom Burton called the meeting to order at 10:07 a.m. 

PRESENT  Councillor Tom Burton 
 Councillor Jennifer Scott 
   Councillor Sally Rosson 

Chair        
Member         
Member         
Alternate Member 
Alternate Member 
Alternate Member 
Alternate Member 
Alternate Member 
Alternate Member 

          Councillor Dave Berry  
       Deputy Reeve Bill Smith 

       Reeve Tyler Olsen 
        Councillor Christine Schlief 

Councillor Winston Delorme (Virtual - 10:26 a.m) 
                Councillor Dale Smith 

CAO          Stacey Wabick 
Director of Infrastructure & Planning            Roger Autio 
Director of Corporate Services              Ed Kaemingh 
Director of Community Services           Michelle Honeyman 
Manager of Human Resources             Erin Klimp 
Manager of Operations          Josh Friesen 
Legislative Services Officer                Sarah Sebo 
Records Management/FOIP Coordinator     Karen Chowace 
Fleet Specialist               Lane Barks  
Legislative Assistant/Recording Secretary         Drew Melvin 

ABSENT  
Alternate Member  Councillor Ryan Ratzlaff 

#2 
POLICY REVIEW 
COMMITTEE 
AGENDA 

MOTION: 22.06.125. Moved by:  REEVE TYLER OLSEN. 
That the Policy Review Committee adopt the Agenda of the Policy Review 
Committee meeting as presented.  

For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Ratzlaff, Councillor 
Rosson, Councillor Berry, Councillor Dale Smith, Councillor Burton, Councillor 
Scott, Councillor Schlief 

 CARRIED 

#3 
POLICY REVIEW 
COMMITTEE 
MINUTES 

MOTION: 22.06.126. Moved by:  COUNCILLOR JENNIFER SCOTT. 
That the Policy Review Committee adopt the minutes of the Policy Review 
Committee meeting held on May 11, 2022, as amended. 

• Councillor Didow present during May PRC

Councillor Duane Didow Alternate Member
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For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Ratzlaff, Councillor 
Rosson, Councillor Berry, Councillor Dale Smith, Councillor Burton, Councillor 
Scott, Councillor Schlief 

                                                                                                                 CARRIED 
                                                                                                           

#4 
BUSINESS 
 
Employee Code of Conduct 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Disconnecting from Work 

 
 
 
 
 
 
 
 
 
 

 
 
4.1 “Employee Code of Conduct”  
  
MOTION: 22.06.127. Moved by:  COUNCILLOR DALE SMITH. 
That the Policy Review Committee recommend Council approve Policy 2004 
“Employee Code of Conduct” as amended. 

• Add definition of employee – same definition as in other policies to 
ensure consistency  
 

For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Ratzlaff, Councillor 
Rosson, Councillor Berry, Councillor Dale Smith, Councillor Burton, Councillor 
Scott, Councillor Schlief 
 
                                                                                                                              CARRIED 
      
4.2 “Disconnecting from Work” 
 
MOTION: 22.06.128. Moved by COUNCILLOR SALLY ROSSON: 
That the Policy Review Committee accept Policy 2002 “Disconnecting from Work  
as presented. 
 
For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Ratzlaff, Councillor Rosson, 
Councillor Berry, Councillor Dale Smith, Councillor Burton, Councillor Scott, 
Councillor Schlief 

                                                                                                                  CARRIED 
                                                

 

 

  
4.3 “Records Management”  
 

Records Management  
 
 
 
 
 
 
 
 
 

MOTION: 22.06.129. Moved by COUNCILLOR JENNIFER SCOTT: 
That the Policy Review Committee recommend Council approve Policy 1029 
“Records Management” as amended. 

• Employee definition consistency 
 
For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Delorme, Councillor 
Ratzlaff, Councillor Rosson, Councillor Berry, Councillor Dale Smith, Councillor 
Burton, Councillor Scott, Councillor Schlief, Councillor Didow 

                                                                                                                 CARRIED 
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4.4 “Fleet and Equipment Replacement”  
 

Fleet and Equipment 
Replacement 
 

MOTION: 22.06.130. Moved by:  COUNCILLOR CHRISTINE SCHLIEF. 
That the Policy Review Committee refer Policy 4006 “Fleet and Equipment” as 
amended. 

• 5.3 Applies to all departments  
• Remove asterisk in table 
• 1.14 Zamboni to ice resurfacer  
• 1.8 grammar / Language surrounding expected life of vehicle to be 

reviewed 
• ATV/UTV included in definition of vehicle  

 
For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Delorme, Councillor 
Ratzlaff, Councillor Rosson, Councillor Berry, Councillor Dale Smith, Councillor 
Burton, Councillor Scott, Councillor Schlief, Councillor Didow 

                                                                                                                        CARRIED 
  

 4.5 “Town of Grande Cache Policy Repeal”  
 

Town of Grande Cache 
Policy Repeal 
 

MOTION: 22.06.131. Moved by:  COUNCILLOR DAVE BERRY. 
That the Policy Review Committee recommend Council repeal the following 
obsolete Town of Grande Cache policies.  

• Acceptable Use of Communication/Technology Resources for Council 
156/16 

• Council Electronic and Mobile Devices, Internet Access and Email Use 
553/17 

• Guidelines for the Protection of Mobile Devices and Mobile Data 
Storage Devices 304/16 

• Guidelines for Acceptable Use of Communication Technology 
Resources 157/16 

• Information Access and Security – Physical, Electronic and Remote 
304/16 

• Information and Records Management 304/16 
• Internet and Email Use 304/16 
• Municipal Emergency Management Policy 025/13 
• Municipal Notification of Emergencies Policy 028/13 
• Privacy Breach 304/16 
• Protection of Information and Privacy 304/16 
• Protection of Mobile Devices and Mobile Data Storage Devices 304/16 
• Records and Information Management and Security for Council 155/16 
• Training and Exercises Policy 032/13 
• Use of Surveillance Cameras 399/18 4
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 RECORDING SECRETARY                             CHAIR 

 
For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Delorme, Councillor 
Ratzlaff, Councillor Rosson, Councillor Berry, Councillor Dale Smith, Councillor 
Burton, Councillor Scott, Councillor Schlief, Councillor Didow 
                                                                                                                              CARRIED 

#5 
ADJOURNMENT 
 

MOTION: 22.06.132. Moved by:  COUNCILLOR SALLY ROSSON. 
That this meeting adjourns at 11:19 a.m. 
 
For: Reeve Olsen, Deputy Reeve Bill Smith, Councillor Delorme, Councillor 
Ratzlaff, Councillor Rosson, Councillor Berry, Councillor Dale Smith, Councillor 
Burton, Councillor Scott, Councillor Schlief, Councillor Didow 
                                                                                                                              CARRIED 
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 REQUEST FOR DECISION 
 

 
 
 

21.01.22   

 
SUBJECT: Policy 4010 Road Access Approaches 
SUBMISSION TO: POLICY REVIEW COMMITTEE REVIEWED AND APPROVED FOR SUBMISSION 
MEETING DATE: September 14, 2022 CAO:  MANAGER:  
DEPARTMENT: INFRASTRUCTURE & PLANNING DIR:  PRESENTER:  
STRATEGIC PLAN: Governance LEG:    

 
RELEVANT LEGISLATION: 
Provincial – None 
 
Council Bylaw/Policy –   

• Policy 4010 Road Access Approaches  
 
RECOMMENDED ACTION: 
MOTION: That the Policy Review Committee accept the presentation of Policy 4010 “Road Access 
Approaches” for information. 
 
BACKGROUND/PROPOSAL: 
During the August 23, 2022 Regular Council Meeting, Councillor Berry made a notice of motion “that Council 
direct Administration to bring Policy 4010 Road Access Approaches to a Policy Review Committee meeting as 
soon as practically possible.”  
 
Bringing forward the policy will allow PRC to discuss their objective(s) and goal(s) of the policy, and will 
therefore provide Administration with direction on reviewing Policy 4010.  
 
Administration has not made changes to the existing policy, but will upon further direction from the Policy 
Review Committee. 
  
BENEFITS OF THE RECOMMENDED ACTION: 

1. Bringing this motion forward will allow PRC to direct Administration as to how it would like Policy 
4010 to be reviewed.  

DISADVANTAGES OF THE RECOMMENDED ACTION: 
1. There are no perceived disadvantages to the recommended motion. 

 
ALTERNATIVES CONSIDERED: 
Alternative #1: Policy Review Committee has the alternative to amend the policy.  
 
Alternative #2: Policy Review Committee has the alternative to defer the policy to a later PRC meeting. 
 
FINANCIAL IMPLICATION: 
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There are no financial implications to the recommended motion. 
 
STAFFING IMPLICATION: 
There are no staffing implications to the recommended motion. 
 
PUBLIC ENGAGEMENT LEVEL: 
Greenview has adopted the IAP2 Framework for public consultation.  

INCREASING LEVEL OF PUBLIC IMPACT 
Inform  
 
PUBLIC PARTICIPATION GOAL 
Inform - To provide the public with balanced and objective information to assist them in understanding the 
problem, alternatives, opportunities and/or solutions. 
  
PROMISE TO THE PUBLIC 
Inform - We will keep you informed.  

 
FOLLOW UP ACTIONS: 
There are no follow up actions to the recommended motion. 
 
ATTACHMENT(S): 

• Policy 4010 “Road Access and Approaches” 
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1. DEFINITIONS 
 

1.1. Development Guidelines & Municipal Servicing Standards means the design and 
construction standards establishing the minimum allowable levels to which municipal 
improvements are to be designed and built.   
 

1.2. Director of Infrastructure and Planning means Greenview’s Director of Infrastructure and 
Planning or their designate.  

 
1.3. Driveway means a private right-of-way, paved or unpaved, that provides access for vehicles 

or pedestrians from a boulevard, curb or sidewalk to a lot or carport, garage, parking pad, 
loading berth or structure located on the lot. 

 
1.4. Driveway Crossing means an area where a private driveway accesses a public road, which 

may include a sidewalk, boulevard, curb, or gutter. 
 

1.5. Greenview means the Municipal District of Greenview No. 16. 
 

1.6. Hamlet means an unincorporated community administered by, and within the boundary of, 
Greenview consisting of five or more dwellings and containing parcels of land used for non-
residential. Includes, DeBolt, Ridgevalley, Grovedale, Landry Heights, Little Smoky and 
Grande Cache. 

 
1.7. Landowner means the owner of the land and extends to any developer or designate working 

on behalf of the landowner. 
 

1.8. Parcel Width means the distance between the side parcel lines at a point midway between 
the front and rear of the parcel and parallel to the street line. 

 

Title: Road Access Approaches 

 
Policy No: 4010 
 
Effective Date:  July 13, 2021 
 
Motion Number: 21.07.345 
 
Supersedes Policy No: EES 03 
 
Review Date: July 13, 2024 

 
 
 
 
 
 

 
Purpose:  The Road Access Approaches Policy provides further guidelines for administering 
general approach or driveway crossing requests. 

CURRENT
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1.10. Schedules of Fees means the Bylaw outlining the amounts Greenview may charge for the 

supply of information, goods, and services. 

 

2. POLICY  
 
2.1. Rural  

A. One access approach per quarter section of land or subdivided lot along municipally 
developed roadways will be provided when deemed feasible on the condition that no 
other approach exists. A second approach may be permitted on a parcel if required by 
an oil and gas operation at the cost outlined in the Schedules of Fees.   

 
B. Greenview may provide an additional approach(s) to a quarter section if the parcel is 

severed by a topographical feature that divides the quarter section into smaller parcels. 
Subject to Council approval, additional approaches may be added under the following 
circumstances: 

i. Public Safety reasons; 
ii. If the parcel is bordered by two (2) or more public roads, a second or third 

approach may be considered, at an additional cost as per the Schedules of 
Fees.   

 
C. The location of the approach will be determined, in consultation with the landowner 

and in accordance with the Development Guidelines & Municipal Servicing Standards 
and Alberta Transportation Standards.  The size of the approach will be 8 meters for 
residential and 15 meters for industrial or farmland approaches in accordance with the 
Development Guidelines and Servicing Standards. 

 
D. All approaches will be under the authority and control of Greenview, except for 

temporary approach installations.  
 

2.2. Hamlet 
A. One driveway crossing per property or subdivided lot along municipally developed 

roadways or alleys will be provided when deemed feasible on the condition that no 
other driveway exists. 
 

B. Subject to Council approval, additional driveway crossings may be added under the 
following circumstances: 

i. Public Safety reasons; 
ii. If the property is bordered by two (2) or more public roads.   

 
C. The location of the driveway crossing will be determined, in consultation with the 

landowner and in accordance with the Development Guidelines & Municipal Servicing 
Standards and Alberta Transportation Standards.   
 

CURRENT

9



 

 
Policy No: 4010          Page 3 

P 
O

 L
 I 

C 
Y D. The width of a single-family or duplex residential driveway, including the driveway 

crossing and motor vehicle parking stall(s), must not exceed 60% to a max of 15 meters 
of the parcel width. 

 
E. The width of a non-residential or multi-family residential driveway, including the 

driveway crossing and motor vehicle parking stall(s), must comply with the 
requirements of the Development Guidelines & Municipal Servicing Standards. 
 

F. All driveway crossings will be under the authority and control of Greenview. 
 

 

3. PROCEDURE 
   
 3.1 Rural 

A) Approach application fees are established by Council within the Schedules of Fees 
Bylaw. 

 
B) If an approach is approved, and upon payment from the landowner being received, 

Greenview will construct the new approach as resources and weather permit within a 
reasonable time period. 

 
C) The Director of Infrastructure and Planning or their designate will inform Council 

annually of all approaches that were undertaken and of all expenditures that occurred. 
 
D) The landowner will enter into a signed agreement with Greenview prior to the 

installation of the approach by Greenview. 
 

E) At the discretion of the Director of Infrastructure and Planning, a temporary approach 
may be constructed for a period not exceeding one (1) year with a non-refundable fee 
of $100.00 accompanying a deposit equal to the cost of constructing an approach as 
outlined in the Schedule of Fees Bylaw. If an approach is not removed and reclaimed in 
a manner satisfactory to the Director of Infrastructure and Planning, or designate, after 
one (1) year, the approach must be constructed to engineering standards and the 
deposit will be forfeited. 

 

3.2. Hamlet  
A) Driveway crossing application fees are established by Council within the Schedules of 

Fees Bylaw. 
 

B) If a driveway crossing is approved, and upon payment from the landowner being 
received, Greenview will construct the new driveway crossing as resources and weather 
permit within a reasonable time period.  

 
C) The Director of Infrastructure and Planning or their designate will inform Council 

annually of all driveway crossings that were constructed and of all expenditures that 
occurred. 

 

CURRENT
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construction of the driveway crossing by Greenview. 
 

4. DEVELOPMENT & SUBDIVISION APPROACHES 

4.1. A landowner may be required to construct an approach to a development or subdivision in 
accordance with an applicable development agreement, or as a condition of subdivision or 
development approval.  Construction of approaches must conform to the standards outlined 
in Greenview’s Development Guidelines and Municipal Servicing Standards.  A landowner 
that receives an agreement or condition of approval requiring the construction or upgrade 
of an approach or driveway crossing, must arrange with Greenview for approach 
construction. 

 
4.2 In all cases where the subdivision plan is to be endorsed prior to completion of the approach, 

a security deposit is required. The standard deposit will be set out annually in the Schedules 
of Fees and differential rates will be applied for surfaced and non surfaced approaches. 
Greenview reserves the right to modify the required security to protect the interests of 
Greenview. 
 

4.3 One access approach per subdivided lot along municipally developed roadways will be 
permitted.  Additional approaches for Commercial or Industrial lots and developments may 
be permitted at the discretion of Council. 
 

4.4. Installations that do not meet the requirements of the Development Guidelines & Municipal 
Servicing Standards must be replaced by the landowner at their cost. All pre-existing 
approaches or driveway crossings required for a subdivision approval are to be upgraded to 
meet current engineering standards. 
 

4.5. Upon satisfactory completion and acceptance of the approaches by the Director of 
Infrastructure & Planning or designate. All approaches will transfer to the authority and 
control of Greenview, except for temporary installations. 

 
 

 

 

 

CURRENT
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SUBJECT: Policy 1007 Council-CAO Covenant 
SUBMISSION TO: POLICY REVIEW COMMITTEE REVIEWED AND APPROVED FOR SUBMISSION 
MEETING DATE: September 14, 2022 CAO:  MANAGER:  
DEPARTMENT: CAO SERVICES DIR:  PRESENTER: DM 
STRATEGIC PLAN: Governance LEG:    

 
RELEVANT LEGISLATION: 
Provincial – N/A 
 
Council Bylaw/Policy –  

• Policy 1007 Council-Chief Administrative Officer Covenant  
 
RECOMMENDED ACTION: 
MOTION: That the Policy Review Committee recommend Council approve Policy 1007 “Council-CAO 
Covenant” as presented. 
 
BACKGROUND/PROPOSAL: 
The Council-CAO Covenant is a document which seeks to structure the relationship between Council and its 
CAO. It prescribes best practises to ensure there is respect for each actor’s role and promotes open 
communication. 
 
Policy 1007 is being brought for review to the Policy Review Committee to ensure that the Covenant 
continues to foster a positive relationship between Council, the CAO, and Administration more generally.  
 
The draft Policy 1007 has been updated to ensure grammatical clarity and to establish the focus of the 
Council-CAO covenant. Reforms to the policy include a focus on three essential pillars: 

• Ethics 
• Governance 
• Performance evaluation 

 
Establishing the Council-CAO relationship on these principles will ensure that Greenview continues to have 
effective and responsive management. 
 
  
BENEFITS OF THE RECOMMENDED ACTION: 

1. The benefit of the Policy Review Committee approving the recommended motion is that Council and 
the CAO will have an updated Covenant which reflects current priorities and a renewed focus on the 
central elements of good municipal governance.  
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DISADVANTAGES OF THE RECOMMENDED ACTION: 
1. There are no perceived disadvantages to the recommended motion. 

 
ALTERNATIVES CONSIDERED: 
Alternative #1: The Policy Review Committee may make additional amendments to Policy 1007.  
 
FINANCIAL IMPLICATION: 
There are no financial implications to the recommended motion. 
 
STAFFING IMPLICATION: 
There are no staffing implications to the recommended motion. 
 
PUBLIC ENGAGEMENT LEVEL: 
Greenview has adopted the IAP2 Framework for public consultation.  

INCREASING LEVEL OF PUBLIC IMPACT 
Inform  
 
PUBLIC PARTICIPATION GOAL 
Inform - To provide the public with balanced and objective information to assist them in understanding the 
problem, alternatives, opportunities and/or solutions. 
  
PROMISE TO THE PUBLIC 
Inform - We will keep you informed.  

 
FOLLOW UP ACTIONS: 
Administration will bring the policy to Council for approval. 
 
ATTACHMENT(S): 

• Policy 1007 Council-CAO Covenant (Current) 
• Council-CAO Covenant (Current) 
• Policy 1007 Council-CAO Covenant (Draft) 
• Council-CAO Covenant (Draft) 
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DEFINITIONS 

Council means the Reeve and Councillors of the M.D of Greenview No. 16 for the time being 
elected pursuant to the provisions of the Local Authorities Election Act whose term is 
unexpired, who have not resigned, and who continue to be eligible to hold office as such under 
the terms of the Municipal Government Act. 

Chief Administrative Officer (CAO) means the person appointed by Council pursuant to 
Sections 207-210 of the Municipal Government Act. 

Senior Leadership Team (SLT) means the CAO, the General Manager of Infrastructure and 
Planning, the General Manager of CAO and Corporate Services, and the General Manager of 
Community Services. 

The Covenant means the Council-CAO Covenant outlined herein. 

POLICY 

1. An effective organization demonstrates clarity and trust in the relationship between Council
and its Chief Administrative Officer.

2. Establishing a Council-CAO Covenant commits both parties to seeking clarity in the
relationship and to seriously undertake conduct within their respective roles appropriately.

3. The Covenant, as described, is authorised for the Reeve, Council Members and Chief
Administrative Officer to sign for added authority.

Title: Council-Chief Administrative Officer Covenant 

Policy No: 1007 

Effective Date:  July 9, 2013 

Motion Number: 18.05.287 

Supersedes Policy No: (None) 

Review Date:  May 28, 2018 

 
MUNICIPAL DISTRICT OF GREENVIEW NO. 16 

Purpose:  The purpose of this Council-CAO covenant is to formalize relational protocols to 
support respect for each other’s functions.  A Council-CAO Covenant commits both parties to 
seek clarity in the relationship, as well as emphasize the sincerity of undertaking their 
respective roles appropriately.  

CURRENT
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Y 4. The Covenant may be reviewed and amended from time to time with the mutual consent of 

the parties. 

 
PROCEDURE 
 
1. The Covenant shall be executed by all parties at the beginning of each political term at the 

organizational meeting following the General Election. 
 

2. The Covenant shall be provided annually and whenever a new member of council begins 
their term. At these times this Covenant shall be reaffirmed by Council Motion. 

 
APPENDIX 
 
The Covenant is attached to this Policy as Schedule A. 
 
 
 
 

CURRENT
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1. DEFINITIONS

1.1. Chief Administrative Officer (CAO) means the Chief Administrative Officer of the Municipal
District of Greenview No. 16. 

1.2. Council means the Reeve and Councillors of the Municipal District of Greenview No 16 and 
who continue to hold office. 

1.3. Covenant means the Council-CAO Covenant outlined in herein. 

1.4. Greenview means the Municipal District of Greenview No. 16. 

1.5. Senior Leadership Team (SLT) means the CAO, the Director of Infrastructure and 
Engineering, the Director of Corporate Services, the Director of Community Services, and 
the Director of Planning and Economic Development.  

1.6. Senior Staff means any Greenview in a manager or supervisory role. 

2. POLICY STATEMENT
2.1. An effective organization demonstrates clarity and trust in the relationship between Council

and its Chief Administrative Officer. 

2.2. Establishing a Council-CAO Covenant commits both parties to seeking clarity in the 
relationship and to seriously undertake conduct within their respective roles appropriately. 

Title: Council-CAO Covenant 

Policy No: 1007 

Effective Date:  Date passed in Council 

Motion Number:  

Supersedes Policy No: 1007 

Department: CAO Services 

Review Date: (3 Years from date approved 
by Council) 
Legal References: 
Municipal Government Act, R.S.A 2000, Chp. M-26 

Cross References: 
Bylaw 07-548 – Authority of the Chief 
Administrative Officer 
Policy 1010 – Councillor Orientation 

Purpose:  The purpose of this Council-CAO covenant is to formalize relational protocols to 
support respect for each other’s functions.  A Council-CAO Covenant commits both parties to 
seek clarity in the relationship, as well as emphasize the sincerity of undertaking their respective 
roles.  

DRAFT
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Administrative Officer to sign for added authority. 
 

2.4. The Covenant may be reviewed and amended from time to time with the mutual consent of 
the parties. 

 
3. PROCEDURE 

3.1. The Covenant shall be executed by all parties at the beginning of each political term and at 
each Organizational Meeting following the General Municipal Election. 
 

3.2. The Covenant shall be reviewed and signed by all parties: 
A) At least once (1) annually, and; 
B) When there is new member added to Council for any reason. 

 
4. APPLICATION 

The Covenant shall be actively applied by Council and the CAO during all municipal 
business. 

5. COUNCIL RESPONSIBILITIES 
5.1. Council members shall be responsible for ensuring their behaviour conforms to the 

Covenant during all formal and informal meetings, during the regular course of 
business, and shall be implemented in their public and private discourse.  
 

6. CAO RESPONSIBILITIES 
6.1. The CAO shall be responsible for ensuring their behaviour conforms to the Covenant during 

all formal and informal meetings, during the regular course of business, and shall be 
implemented in their public and private discourse.  
 

7. APPENDIX 
7.1. The Covenant is attached to this policy as Schedule A. 

 
 DRAFT
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Council – Chief Administrative Officer Covenant 
 
1. Purpose 
1.1. The purpose of this Council-CAO covenant is to formalize the relational protocols to support respect 

for and to promote respect for each others’ functions. A Council-CAO covenant commits both 
parties to seek clarity in the relationship, as well as emphasize the sincerity responsibility of their 
respective roles. appropriately. 

 
 
2. Principles 
2.1. An effective municipal organisation demonstrates establishes clarity and trust in the relationship 
between Council and its Chief Administrative Officer.  
 
2.2. Establishing a Council-CAO Covenant commits both parties to seek clarity in the relationship and to 
seriously undertake conduct administration within their respective roles. appropriately. 
2.3. The Covenant may be reviewed and amended from time to time with the mutual consent of the 
parties. 
 
2.4. The Covenant shall be reviewed and signed by all parties: 

A) At least once (1) annually, and; 
B) When there is new member added to Council for any reason. 

 
2.5. The Covenant is developed for the Reeve, Council Members, and the CAO to sign for added 
authority. 
 
2.6. Council’s direct contact with Administration shall be through CAO Services with SLT being a 
secondary point of contact.  
 
 
3. Relationship Building  
3.1. In recognition Recognising that the relationship between Council and the CAO is paramount in the 
effective governance and operations of Greenview, Council and the CAO jointly agree to the following 
hold relationship building meetings. 
 
3.2. Council, the CAO, and SLT shall hold a minimum of two (2) informal meetings between Council, the 
CAO, and SLT to discuss the status of the organisation, the Council-Administration relationship, and will 
generally focus on the following: 

DRAFT
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A) Overall health and future dynamics impacting the organisation; 
B) General concerns regarding the organisation; 
C) Current relationship between Council and Administration; 
D) General inquiries relating to the operation of departments, and; 
E) Concerns related to municipal policies and programs of the municipality. 
F) The parties shall refrain from discussing: 

i) Hiring and firing dismissal of staff; 
ii) Individual staff performance, and; 
iii) Formal matters more appropriate for discussion at Council Meetings. 
 

3.3. It is understood that the informal meeting is to foster a positive relationship and not to conduct 
Council business, give direction, overstep the role of the respective parties, or contravene the 
democratic process.  
 
Council Responsibilities 
 
4. Ethics 
4.1. Act as good stewards for Greenview. 
 
4.2. Demonstrate ethical conduct as public servants. 
 
4.3. Respect the apolitical nature of the CAO and treat their advice and reports with respect.   
 
4.4. Respect the apolitical nature of SLT and treat their advice and reports with respect.  

A) Councillors shall not knowingly or willingly interfere in Administration’s work and shall 
coordinate concerns through the CAO Services and SLT.  

 
 
5. Governance 
5.1. Carry out the responsibilities set out in the Municipal Government Act and other applicable 
legislation. 
 
5.2. Adhere to Greenview bylaws and policies in all areas of municipal governance. 
 
5.2. Make decisions which are believed to be in the best interest of Greenview residents. 
 
5.3. Review the background information and advice provided by Administration prior to rendering a 
decision.  
 
5.4. Seek further input from the Senior Leadership Team (SLT) SLT when there is uncertainty regarding 
an issue or recommended course of action.  
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5.5. Refer any complaints, either written or verbal; written or verbal complaints about the decisions of 
Council decisions to the CAO for review, comment and follow-up action as appropriate.  
 
5.6. Refer written or verbal complaints about actions of Greenview to the CAO for review, comment and 
follow-up action as appropriate. 
 
5.7. Refrain from making any commitments on behalf of Council to individual citizens or groups, other 
than a commitment to take the request to Council or the CAO for response. 
 
5.8. See to Actively participate actively in the decision-making process.  
 
5.9.  Provide effective leadership Lead the municipality through guiding the corporation and municipality  
through the approved strategic directions, goals, and priorities set in the annual budget, and by agreeing 
to reasonable policies which reflect the best interests of Greenview residents.  
 
5.10.  Accept the CAO and Administration’s advice as being in the perceived interest of the community 
and/or the organisation.  
 
5.11. Councillors will respectfully listen to comments in response to questions posed at Council 
Meetings and will ensure that the CAO is accorded a respectful audience. 
 
5.12. Internal requests for information to Administration shall first be directed to CAO Services. and SLT.  
 
5.13. Council acknowledges that Administration will introduce counterpoints and alternative viewpoints 
as part of their advisory role, and that such advice should be treated with respect. 
 
5.14. When possible, make information requests through CAO Services in advance of Council Meetings 
so as to allow Administration time to research answers.  
 
 
6. Performance Evaluation 
6.1. Ensure a thorough and detailed evaluation of the performance evaluation of the CAO is conducted 
at least once annually and involve the CAO in this process so as to ensure a full understanding of 
Council’s candid assessment. Therefore, Council as a collective body shall: 

A) Provide two (2) weeks notice to the CAO and all members of Council that a formal evaluation 
will be occurring to allow parties time to prepare; 

B) Provide the CAO with a written assessment from Council; 
C) Allow the CAO the opportunity to respond to the performance evaluation by providing a written 

response letter that will be shared with all members of Council. 

6.2. Council will annually conduct a self-assessment on Council and how they are of its functioning.  
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Chief Administrative Officer Responsibilities 
 
7. Ethics 
7.1. Conduct them self Ensure the conduct of the CAO as chief policy advisor is honest, ethical, and 
impartial.  
 
7.2. Ensure that the Reeve and Councillors are accorded respect in all personal and public comments. 
 
7.3. Admit to any mistakes of substance made individually or and on behalf of staff, and take corrective 
action as required. 
 
8. Governance  
8.1. Abide by the Municipal Government Act and other applicable legislation. , as well as the Bylaws and 
Policies of the M.D of Greenview to the best of their abilities. 
 
8.2. Adhere to and ensure the adherence of Greenview bylaws and policies in all areas of municipal 
governance.  
 
8.3. Provide advice on all issues which is professionally sound, ethical, legal, and in accordance with the 
policies and resolutions of Council.  
 
8.4. Guide the actions of the organisation so that they are in accordance conform to the policies and 
resolutions of Council.  
 
8.5. Act only on the will of Council as a whole as established by resolution, bylaw, or policy. the 
Resolutions, policies, and bylaws of Greenview Council. 
 
8.6. Forward Council complaints or concerns to the appropriate department for follow-up. 
 
8.7. Acknowledge that Council and the CAO work as a team to solve issues, and to this pursuit ensure 
that: 

A) Council is made aware of issues as they arise; 
B) Council is provided the most recent and complete information; 
C) Council has access to decision options, as well as the CAO’s recommended approach. 

 
8.8. Ensure Council is aware of issues as they arise in order to mitigate acute problems. 
 
8.9. Maintain a current understanding of applicable provincial and federal legislation as well as relevant 
programs, policies, and initiatives. Legislation as well as relevant programs, policies, and initiatives, of 
the Provincial and Federal governments. 
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8.10. Ensure that all major issues are tracked in sufficient detail so as to advise Council of any progress, 
anticipated problems, or decision points. 
 
9. Performance Evaluation 
9.1. Listen carefully to the concerns of Council vis-à-vis regarding performance management and seek to 
improve any deficiencies on an ongoing basis.  
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 REQUEST FOR DECISION 
 

 
 
 

21.01.22   

 
SUBJECT: Policy 1030 Flag Protocol 
SUBMISSION TO: POLICY REVIEW COMMITTEE REVIEWED AND APPROVED FOR SUBMISSION 
MEETING DATE: September 14, 2022 CAO:  MANAGER:  
DEPARTMENT: FACILITY MAINTENANCE DIR:  PRESENTER: SS 
STRATEGIC PLAN: Culture, Social & Emergency Services LEG:    

 
RELEVANT LEGISLATION: 
Provincial –  

• Protocol Office of Alberta 
• National Flag of Canada Etiquette (Canadian Heritage) 

 
Council Bylaw/Policy – N/A 
 
RECOMMENDED ACTION: 
MOTION: That the Policy Review Committee recommend Council approve Policy 1030 “Flag Protocol” as 
presented. 
 
BACKGROUND/PROPOSAL: 
Greenview’s flag protocol policy has been reviewed in accordance with its policy review schedule and to 
ensure that it is up to date with municipalities of a similar regional character. Upon review, the following 
changes were made to the policy: 
 
Half-masting 
The dates for which flags are to be lowered to half-mast have been updated to reflect direction given by the 
Protocol Office of Alberta and Heritage Canada’s National Flag of Canada Etiquette. 
 
Community flags 
In the current policy, community flags are permitted to be flown on any Greenview facility, and they explicitly 
replace the Greenview flag. In the draft policy, Administration is continuing to allow the public to submit 
community flags to be flown, however a procedure for such requests has been created.  
 
Greenview residents seeking to raise a community flag must submit an application form to the Manager of 
Communications four weeks prior to their desired date. If approved, Administration will bring forward a 
motion to Council for debate and decision. To ensure that all Greenview residents may fly a flag in, or close, 
to their community, the draft policy permits Council to direct Administration as to where the community flag 
should be raised. 
 
Greenview currently has flagpoles in the following areas: 

• Administration Building (3) 
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• DeBolt Public Service Building (3) 
• Green View FCSS, Valleyview (2) 
• Grande Cache Public Service Building (3) 
• Grande Cache Recreation Centre (1) 
• Grovedale Public Service Building (3) 

 
With this policy, Administration will be budgeting for 4 additional flagpoles, one at each public service 
building to exclusively fly community flags.  
 
 
BENEFITS OF THE RECOMMENDED ACTION: 

1. The benefit of the Policy Review Committee approving the policy is that it will bring Greenview’s up 
to date with the half-masting guidelines of Alberta and Canada. 

2. It will give a defined procedure for residents to submit community flags to be flown. 
  

DISADVANTAGES OF THE RECOMMENDED ACTION: 
1. There are no perceived disadvantages to the recommended motion. 

 
ALTERNATIVES CONSIDERED: 
Alternative #1: The Policy Review Committee has the alternative to amend the policy. 
 
FINANCIAL IMPLICATION: 
There is no financial implication with the recommended motions, however flagpoles are estimated at $4,000 
each. 
 
STAFFING IMPLICATION: 
There are no staffing implications to the recommended motion.  
 
PUBLIC ENGAGEMENT LEVEL: 
Greenview has adopted the IAP2 Framework for public consultation.  

INCREASING LEVEL OF PUBLIC IMPACT 
Inform  
 
PUBLIC PARTICIPATION GOAL 
Inform - To provide the public with balanced and objective information to assist them in understanding the 
problem, alternatives, opportunities and/or solutions. 
  
PROMISE TO THE PUBLIC 
Inform - We will keep you informed.  
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FOLLOW UP ACTIONS: 
Administration will bring the policy to Council for consideration. 
 
ATTACHMENT(S): 

• Policy 1030 “Flag Protocol” (Current) 
• Policy 1030 “Flag Protocol” (Draft) 
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DEFINITIONS 

CAO means the Chief Administrative Officer of the M.D of Greenview No. 16. 

Greenview means the Municipal corporation of the M.D of Greenview No. 16. 

Flag means a symbol of national or corporate identity designed to be displayed or flown from a pole 
or similar device or draped appropriately. 

Protocol means a code of ceremonial, diplomatic, military or religious etiquette and precedence. 

POLICY 

1. Greenview’s flag policy is adapted to incorporate practices by both Alberta protocol and Canadian 
Heritage.

2. The Flag order of precedence is as follows:

2.1 The Governor General’s Flag (Standard) takes precedence over all flags in Canada, 
except The Queen’s Personal Canadian Flag and the flag of the Lieutenant Governor 
when the Lieutenant Governor is performing their duty as the Queen’s representative 
in the province. 

2.2 The Lieutenant Governor’s Flag (Standard) takes precedence over all flags except the 
Queen’s Personal Canadian Flag. 

2.3 The National Flag takes precedence over all other flags.  When flown with other 
provincial, territorial and municipal flags, the National Flag occupies the position of 
honour as defined by Canadian Heritage and the Government of Alberta.   

2.4 If a Union Jack is on display, it takes precedence over any Provincial or Territorial Flag. 
2.5 Provincial and Territorial Flags take next precedence.  If more than one Provincial Flag 

is on display, the must be displayed in the order they joined confederation from left 
to Right (Canada, Ontario, Quebec, Nova Scotia, New Brunswick, Manitoba, British 
Columbia, Prince Edward Island, Saskatchewan, Alberta, Newfoundland and 
Labrador, Northwest Territories, Yukon, Nunavut.) 

2.6 The Greenview flag takes precedence over all community or other flags.  

Title: Flag Protocol 

Policy No: 1030 

Effective Date:  July 8, 2019 

Motion Number: 19.07.536 

Supersedes Policy No: (None) 

Review Date: July 8, 2022 

Purpose: The purpose of this policy is to ensure that the flags at Greenview owned and operated 
facilities and buildings are flown and displayed in a consistent and appropriate manner. 

CURRENT
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3. At Greenview facilities and buildings where the Greenview has three flag poles, Greenview will 

display: 
3.1 The Canadian Flag on the centre pole 
3.2 The Alberta Flag on the left pole (when facing the flag poles) 
3.3 The Greenview Flag on the right pole (when facing the flag poles) 

 
4. When a flag becomes worn, noticeably faded, or otherwise unfit to be flown, the flag will be 

disposed of in a respectful manner and immediately replaced. 
 

5. Lowering the flags to half-mast on all Greenview facilities and buildings from the time of 
notification of death until sunset the day of the funeral of the following: 

5.1 Sovereign 
5.2 Member of the immediate royal family 
5.3 Governor General of Canada or former Governor General of Canada 
5.4 Prime Minister of Canada or former Prime Minister 
5.5 Lieutenant Governor of Alberta or former Lieutenant Governor 
5.6 Premier of Alberta or former Premier of Alberta 
5.7 Reeve of Greenview or former Reeve 
5.8 Current Member of Council or Greenview employee 
5.9 Members of Greenview Fire Services 

5.10 As directed by the Prime Minister’s Office or the Premier’s Office 
 

6. Lowering of the flags to half-mast will also occur marking the following occasions in accordance 
with the Canadian Department of Heritage: 

6.1 April 28, Day of Mourning for Persons Killed or Injured in the Workplace (Workers’ 
Mourning Day), sunrise to sunset;  

6.2  June 23rd National Day of Remembrance for Victims of Terrorism;  
6.3  Last Sunday in September, Police and Peace Officers’ National Memorial Day, 

sunrise to sunset, unless Half-masting occurs near the place where a memorial is 
being observed, then Half-masting can occur according to the prescriber order of 
service, until sunset;  

6.4  November 11, Remembrance Day, unless Half-Masting occurs at the National 
War Memorial or a place where remembrance is being observed, then Half-
Masting can occur at 11:00 a.m. or according to the prescribed order of service, 
until sunset;  

6.5 December 6, National Day of Remembrance and Action on Violence Against 
Women, sunrise to sunset;  

6.6 To commemorate the death of a member of the Canadian Forces (Albertan). In a 
show of respect for members of Canadian Forces born or stationed in Alberta, on 
the day(s) of the funeral(s). 

6.7 As directed by the Prime Minister’s Office or the Premier’s Office 
 

7. The CAO, in consultation with the Reeve, will have at their discretion, the authority to lower the 
flags to half-mast for other circumstances of such nature or magnitude that they deem 
appropriate in which this policy does not address. 

 
 
 
 

CURRENT
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1. All flags are to be flown on separate poles. 

 
2. All flags are to be flown at the same height. 

 
3. All flags flown in a group are to be the same size. 

 
4. Flags at all Greenview facilities and buildings will be raised and lowered by designated staff. 

 
5. Should any special occasion flag be flown in front of any Greenview facility or building, the special 

occasion flag shall replace the Greenview Flag. 
 

 
 

CURRENT
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1. DEFINITIONS 
 

1.1. Administration Building means the Greenview building located at 4806 – 36 Avenue in 
Valleyview, Alberta; 
 

1.2. Chief Administrative Officer (CAO) means the Chief Administrative Officer of the Municipal 
District of Greenview No. 16; 

 
1.3. Community Flag means those flags which represent a community organisation or 

community initiative. 
 

1.4. Greenview means the Municipal District of Greenview No. 16; 
 

1.5. Flag means a symbol of governmental, communal, or associative group designed to be 
displayed or flown from a pole, similar device, or draped appropriately; 

 
1.6. Half-masting means the position of the flag when flying at half-mast where, as a general 

rule, the centre of the flag should be exactly half-way down the mast. When hoisted to or 
lowered from half-mast position, a flag should be first raised to the masthead, and;  

 
1.7. Protocol means a code of ceremonial, diplomatic, military or religious etiquette and 

precedence. 
 

Title: Flag Protocol 
 
Policy No: 1030 
 
Effective Date:  Date passed in Council 
 
Motion Number: 
 
Supersedes Policy No: 1030 
 
Department: Facilities 
 
Review Date: (3 Years from date approved 
by Council) 

 
 
 
 
 
 
 
 
 

Legal References: 
National Flag of Canada Etiquette  
Protocol Office of Alberta 
 

Cross References: 
Not applicable  

 
Purpose: To ensure Greenview is demonstrating respect towards the Flag of Canada, the 
provincial Flag of Alberta, and local flags. This policy seeks to advance the sense of community 
within Greenview and ensure that the flags at Greenview facilities and buildings are flown and 
displayed in a consistent and appropriate manner. 
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2.1. Greenview’s flag policy is adapted to incorporate practices by both the Protocol Office of 

Alberta and Canadian Heritage’s Flag Etiquette. 
 

2.2. Greenview recognises the symbolic importance of flags as national, regional, and associative 
insignia, and as such will treat all flags with respect.  

 
2.3. When a flag becomes worn, noticeably faded, or otherwise unfit to be flown, the flag shall 

be immediately replaced and disposed of in a respectful manner. 
 

2.4. The order of flags shall be in a descending sequence from that flag with the highest honour.  
 

2.5. All flags shall be flown on separate poles. 
 

2.6. All flags shall be flown at the same height. 
 

2.7. All flags flown in a group shall be the same size. 
 

2.8. Flags at all Greenview facilities and buildings shall be raised and lowered by the Manager of 
Facilities, or their designate. 

 
3. HALF-MASTING PROCEDURE 
 

3.1. Greenview facilities may lower the flags to half-mast on all buildings upon notification of 
death until sunset the day of the funeral for the following: 

A) Sovereign 
B) Member of the immediate royal family 
C) Current or former Governor General of Canada 
D) Current or former Prime Minister of Canada 
E) Current or former Lieutenant Governor of Alberta 
F) Current or former Premier of Alberta 
G) Current or former Reeve of Greenview  
H) Current members of Greenview Fire Services 
I) Current members of Greenview Enforcement Services 
J) Current Member of Council or current Greenview employee 
K) As directed by the Prime Minister’s Office through Canadian Heritage  
L) As directed by the Premier’s Office through the Protocol Office of Alberta 

 
3.2. The lowering of all flags to half-mast may occur to mark the following occasions in 

accordance with the Protocol Office of Alberta and Canadian Heritage:  
A) April 28, Day of Mourning for Persons Killed or Injured in the Workplace 
B) April 9, National Day of Remembrance of the Battle of Vimy Ridge 
C) June 23, National Day of Remembrance for the Victims of Terrorism 
D) Second Sunday in September, Firefighters’ National Memorial Day 
E) Last Sunday in September, Police and Peace Officers’ National Memorial Day 
F) September 30, National Day of Truth and Reconciliation 
G) November 11, Remembrance Day 

i) Half-masting may occur at 11:00 a.m. if the half-masting is to occur during or near 
a place where remembrance is taking place 
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Women 
I) As directed by the Prime Minister’s Office through Canadian Heritage 
J) As directed by the Premier’s Office through the Protocol Office of Alberta. 

 
3.3. The Flag of Canada must be flown at full-mast on Victoria Day and Canada Day. 

 
 

4. FLAG ORDER PRECEDENCE 
 
4.1. The following order of precedence shall be given to all flags flown: 

A) The Governor General’s Flag (Standard) takes precedence over all flags in Canada, 
except The Queen’s Personal Canadian Flag and the flag of the Lieutenant 
Governor when the Lieutenant Governor is performing their vice-regal functions. 
duty as the Queen’s representative in the province.  

B) The Lieutenant Governor’s Flag (Standard) takes precedence over all flags except 
the Queen’s Personal Canadian Flag.  

C) The Flag of Canada takes precedent over all other flags. When flown with other 
provincial, territorial and municipal flags, the Flag of Canada occupies the position 
of honour as defined by Canadian Heritage and the Protocol Office of Alberta.  

D) The flags of foreign countries take precedence over provincial and other flags. 
E) Provincial and territorial flags take next precedence.  

i) When more than one provincial flag is on display, the flags must be 
displayed in the order they joined confederation from left to right: 
Canada, Ontario, Quebec, Nova Scotia, New Brunswick, Manitoba, 
British Columbia, Prince Edward Island, Saskatchewan, Alberta, 
Newfoundland and Labrador, Northwest Territories, Yukon, Nunavut. 

F) The Greenview flag takes precedence over all community or other flags. 
G) Flags of other municipalities, communities, or groups. 

 
4.2. Where a Greenview facility has three (3) flag poles, to an observer facing the display, the 

following flags will be flown in the prescribed order:   
A) The Canadian Flag on the centre pole; 
B) The Alberta Flag on the left pole;  
C) The Greenview Flag on the right pole. 

 
4.3. Where a Greenview facility has two (2) flag poles, to an observer facing the display, the 

following flags will be flown in the prescribed order:  
A) The Canadian flag on the left pole; 
B) The Alberta flag on the right pole. 

 
5. Community Flags 

5.1.  Council shall, by resolution, have at its discretion the authority to raise community flags on 
Greenview flagpoles. 
 

5.2. Groups wishing to request a community flag to be flown shall submit the “Greenview 
Community Flag Form” to the Manager of Communications four (4) weeks prior to the 
requested date. 
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consideration the extent to which the requested flag is of a local nature or applies to 
Greenview as a whole: 
A) Flags which are of significance to one community shall be flown in that community 

provided there is a flagpole; 
B) Flags which are of significance to all of Greenview or several communities shall be 

flown in the communities of interest, the Administration Building, or both. 
 

5.4.  A  Community Flag shall not be displayed by Greenview if that flag: 
A) Supports a political party or a cause associated with a political party; 
B) Supports a cause which is unduly controversial, provocative, divisive, or disruptive in the 

community; 
C) Promotes a commercial, for-profit enterprise, event, or activity; 
D) Promotes racism, violence, discrimination or is in anyway contrary to the Alberta Human 

Rights Act; 
E) Represents a group or organization whose undertakings or philosophy are contrary to 

Greenview bylaws or policies. 
 

5.5.  Approved Community Flags shall be flown on a community flagpole.  
 

5.6.  Permitting a community flag does not constitute an endorsement from Greenview or its 
employees. It is forbidden to give the impression that an event, service, or product is 
endorsed or associated with Greenview. 

 
5.7.  Greenview reserves the right to deny a community flag for any or no reason. 

 

6. COUNCIL RESPONSIBILITIES 
6.1. Council  is responsible for ensuring that this policy is followed and updated as needed. 

 
6.2. Council shall have the authority to approve community flags through resolution, provided 

they respect the stipulations of this policy.  
 

6.3. Council  shall have the authority to lower flags to half-mast by resolution for other     
circumstances of such nature or magnitude that it deems appropriate which this policy 
does not address. 

 
7. ADMINISTRATION RESPONSIBILITIES 

7.1. The Manager of Facilities, or their designate, is responsible for ensuring Greenview facilities 
are following the flag procedures outlined in this policy.  
 

7.2. The Manager of Facilities, or their designate, is responsible for half-masting Greenview’s flags 
on the recognised days, or as prescribed by Greenview Council, the Protocol Office of Alberta, 
or Canadian Heritage. 
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REQUEST FOR DECISION 

21.01.22 

SUBJECT: Policy 1040 Appointment to Boards and/or Committees 
SUBMISSION TO: POLICY REVIEW COMMITTEE REVIEWED AND APPROVED FOR SUBMISSION 
MEETING DATE: September 14, 2022 CAO:  MANAGER: 
DEPARTMENT: CAO SERVICES DIR:  PRESENTER: SS 
STRATEGIC PLAN: Governance LEG: 

RELEVANT LEGISLATION: 
Provincial – N/A 

Council Bylaw/Policy – 
• Bylaw 22-899 “Audit Committee”
• Bylaw 22-898 “Grande Cache Recreation Board”
• Bylaw 21-886 “Greenview Industrial Gateway Committee”
• Bylaw 21-885 “Committee of the Whole”
• Bylaw 21-884 “Policy Review Committee”
• Bylaw 20-861 “Greenview Regional Multiplex Advisory Board”
• Bylaw 18-805 “Municipal Library Board”
• Bylaw 14-722 “Green View FCSS Board Creation”
• Bylaw 13-712 “Assessment Review Board”
• Bylaw 03-399 “Municipal Planning Commission”
• Bylaw 97-224 “Agricultural Service Board Establishment”
• Bylaw 95-157 “Subdivision and Development Appeal Board Establishment”
• Policy 2004 “Employee Code of Conduct”

RECOMMENDED ACTION: 
MOTION: That the Policy Review Committee recommend Council approve Policy 1040 “Appointment 
to Greenview Boards and/or Committees” as presented. 

BACKGROUND/PROPOSAL: 
Policy 1040 is the current reference to ensure Greenview is meeting its procedural and 
legislative requirements for boards and committees.  

Recently Greenview has had trouble attracting and retaining volunteers to sit on boards and committees. 
As such, Policy 1040 is being amended to permit Greenview employees to sit on municipal boards 
and committees, provided there would not be a conflict of interest with their work functions.  

The amendment to the policy reads as follows: 
4.2 Greenview employees may be appointed to boards or committees, under exceptional 
circumstances, provided they: 
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A) Do not violate Policy 2004 – Employee Code of Conduct; 
B) Do not directly administer the board, committee, or commission for which they would like to be 

appointed. 
 
  
BENEFITS OF THE RECOMMENDED ACTION: 

1. The benefit of the Policy Review Committee approving of the recommended motion is that it will allow 
Greenview employees to sit on boards and committees, provided there is no conflict of interest with 
their work functions. 
 

2. It will give Greenview added flexibility to ensure the municipality is meeting its procedural and 
legislative requirements. 

DISADVANTAGES OF THE RECOMMENDED ACTION: 
1. There are no perceived disadvantages to the recommended motion. 

 
ALTERNATIVES CONSIDERED: 
Alternative #1: Policy Review Committee has the alternative to make additional amendments to the policy. 
 
FINANCIAL IMPLICATION: 
Board members will be remunerated as set out in Policy 1008 “Council and Board Member Remuneration.” 
 
STAFFING IMPLICATION: 
There are no staffing implications to the recommended motion. 
 
PUBLIC ENGAGEMENT LEVEL: 
Greenview has adopted the IAP2 Framework for public consultation.  

INCREASING LEVEL OF PUBLIC IMPACT 
Inform  
 
PUBLIC PARTICIPATION GOAL 
Inform - To provide the public with balanced and objective information to assist them in understanding the 
problem, alternatives, opportunities and/or solutions. 
  
PROMISE TO THE PUBLIC 
Inform - We will keep you informed.  

 
FOLLOW UP ACTIONS: 
The policy will be brought forward to Council for consideration. 
 
ATTACHMENT(S): 
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• Policy 1040 “Appointment to Boards and Committees” (Current) 
• Policy 1040 “Appointment to Boards and Committees” (Draft) 
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1. DEFINITIONS

1.1. Appointment means the act of appointing someone to serve on a Greenview
Board or Committee; 

1.2. Boards and Committees means any committee, board, commission or other 
body established by Council; 

1.3. CAO means the Chief Administrative Officer of Greenview, or their delegate; 

1.4. Greenview means the Municipal District of Greenview No. 16; 

1.5. Organizational Meeting means the Meeting held annually not later than 2 weeks after 
the 3rd Monday in October at which appointments are made to Greenview Boards and 
Committees; 

1.6. Public means a member of the public who is a resident of Greenview, a resident of a 
participating municipality in the case of joint boards or committees, or otherwise 
eligible to sit on a Greenview board or committee; 

1.7. Resident means a member of the public whose current and primary residence is within 
Greenview or within a participating municipality in the case of joint boards or 
committees; 

2. POLICY STATEMENT
2.1. The Municipal District of Greenview values public engagement. Involving the public in

committees strengthens Greenview’s sense of community and encourages public 
involvement. 

3. APPOINTMENT OF COUNCIL MEMBERS TO COUNCIL COMMITTEES
3.1. Council Members shall be appointed to Council Committees at the annual Organization

Title: Appointment to Boards and/or Committees 

Policy No: 1040 

Effective Date:  April 26, 2022 

Motion Number: 22.04.223 

Supersedes Policy No: CO 02 

Review Date: April, 2025 

Purpose: To establish eligibility criteria and guidelines for public and Council appointments to 
Greenview Boards and Committees and to ensure a consistent and open process allowing all 
residents and other eligible persons interested with the opportunity to participate. 

CURRENT
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3.2. The appointment term for Council Members shall: 
A) Be until the next annual Organizational Meeting of Council, unless otherwise

specified by a resolution of Council or a Council Committee Bylaw; and
B) Terminate immediately upon leaving office.

3.3. In the case of a mid-term Council Member vacancy, administration will bring the 
position in the applicable Council Committee forward for Council to make an 
appointment. 

4. ELIGIBILITY
4.1 Board and Committee members-at-large shall:

A) Be 18 years of age at the time of appointment;
B) Be a current resident and/or ratepayer of Greenview unless the bylaw for the

applicable committee allows otherwise;
C) Not be an employee of Greenview;
D) Not be in arrears to Greenview
E) Not be in litigation with Greenview;
F) Not have any current or outstanding compliance order issued by Greenview against

them;
G) Be removed from the Board or Committee if the member becomes an employee of

Greenview or ceases to be a Greenview resident, unless the bylaw of the applicable
committee allows otherwise; and

H) Be eligible if appointed by a municipality whereby there is an intermunicipal
agreement for a reciprocal use of board or committee members.

5. APPOINTMENTS OF MEMBERS AT LARGE
5.1 All appointments will be by resolution of Council unless legislation states it must be

done otherwise. 

5.2 Public appointments to eligible Boards and Committees shall be on the basis of public 
advertisement inviting applications from residents or other eligible persons for the 
appointments. Applications are to be submitted to Council for consideration and 
appointment. 

5.3 Public advertisement will take place prior to the annual Organizational Meeting and 
Council shall approve all public appointments to Boards and Committees at the annual 
Organizational Meeting. If a vacancy occurs prior to the end of the term, advertisement 
and appointment of a new member may take place before the annual Organizational 
Meeting. 

5.4 When a Committee or Board’s terms of reference or bylaw allows for members that are 
not a resident or ratepayer of Greenview, preference will be given to Greenview 
residents. 

5.5 Appointed members will be compensated in-line with the rates contained in Policy 1008 
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6. RESPONSIBILITIES 

6.1 Individuals appointed to a Committee must: 
A) As part of the condition of accepting an appointment agree to abide by the mandate 

and objectives of the Committee or Board; and 
B) Comply and conduct themselves in accordance with Greenview’s Procedural Bylaw. 

 
6.2 Members are permitted to attend meetings electronically so long as all criteria in the 

Procedural Bylaw are met. 
 

7. LENGTH OF APPOINTMENT 
7.1 Unless otherwise provided for by bylaw, all appointments shall be for a one-year term, 

commencing on the date of appointment at the Organizational Meeting. 
 

7.2 If a vacancy occurs and an appointment is made mid-term, the term will be for the duration 
of the original one-year term for the vacant position. 
 

7.3 Members may be re-appointed, upon application, for a consecutive term as determined by 
Council and/or subject to the limits contained within applicable legislation or bylaws. 
 

8 RESIGNATION 
8.1 Committee members wishing to resign their position mid-term shall submit their resignation 

in writing to CAO services. 
 

8.2 Members who miss three (3) consecutive meetings without explanation and authorization 
from the Committee or Board Chair will be deemed to have resigned from that Committee 
or Board. The Council representative for this Committee or Board will request Council to have 
the Member removed from the assigned Committee or Board at a Council meeting following 
the missed meetings. 
 

8.3 Not attending a meeting in person is permissible and will not count as a meeting missed as 
long as the committee member is able to attend online via zoom, telephone or another 
method. 

 
9 ROLE OF COUNCIL 

9.1 Council is responsible for considering applications and appointing public members to 
Greenview Boards and Committees. 

 
10 ROLE OF ADMINISTRATION 

10.1 The CAO or Designate is responsible to review applications to determine eligibility, and to 
bring eligible applications forward for Council’s consideration. 

 
10.2 The CAO or Designate is responsible for maintaining records of board and committee 

memberships. 
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1. DEFINITIONS 
 

1.1. Appointment means the act of appointing someone to serve on a Greenview 
Board or  Committee. 
 

1.2. Boards and Committees means any committee, board, commission or other 
body established by Council. 

 
1.3. Chief Administrative Officer (CAO) means the Chief Administrative Officer of Greenview, 

or their delegate. 
 

1.4. Greenview means the Municipal District of Greenview No. 16. 
 

Title: Appointment to Boards and/or Committees 
 
Policy No: 1040 
 
Effective Date:  Date passed in Council 
 
Motion Number: 
 
Supersedes Policy No: 1040 
 
Department: CAO Services 
 
Review Date: (3 Years from date approved 
by Council) 

 
 
 
 
 
 
 
 
 

Legal References:  
Municipal Government Act RSA 2000, c.M-26, s.145 
 

Cross References: 
Bylaw 22-899 “Audit Committee” 
Bylaw 22-898 “Grande Cache Recreation Board” 
Bylaw 21-886 “Greenview Industrial Gateway 
Committee” 
Bylaw 21-885 “Committee of the Whole” 
Bylaw 21-884 “Policy Review Committee” 
Bylaw 20-861 “Greenview Regional Multiplex 
Advisory Board” 
Bylaw 18-805 “Municipal Library Board” 
Bylaw 14-722 “Green View FCSS Board Creation” 
Bylaw 13-712 “Assessment Review Board” 
Bylaw 03-399 “Municipal Planning Commission” 
Bylaw 97-224 “Agricultural Service Board 
Establishment” 
Bylaw 95-157 “Subdivision and Development 
Appeal Board Establishment” 
Policy 2004 “Employee Code of Conduct” 

 
Purpose: To establish eligibility criteria and guidelines for public and Council appointments to 
Greenview Boards and Committees and to ensure a consistent and open process allowing all 
residents and other eligible persons interested with the opportunity to participate. 
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the 3rd Monday in October at which appointments are made to Greenview Boards and 
Committees. 

 
1.6. Public means a member of the public who is a resident of Greenview, a resident of a 

participating municipality in the case of joint boards or committees, or otherwise 
eligible to sit on a Greenview board or committee. 

 
1.7. Resident means a member of the public whose current and primary residence is within 

Greenview or within a participating municipality in the case of joint boards or 
committees. 
 

2. POLICY STATEMENT  
2.1. The Municipal District of Greenview values public engagement. Involving the public in 

committees strengthens Greenview’s sense of community and encourages public 
involvement. 
 

3. APPOINTMENT OF COUNCIL MEMBERS TO COUNCIL COMMITTEES 
3.1. Council Members shall be appointed to Council Committees at the annual Organization 

Meeting of Council, and at other times as required. 
 

3.2. The appointment term for Council Members shall: 
A) Be until the next annual Organizational Meeting of Council, unless otherwise 

specified by a resolution of Council or a Council Committee Bylaw; and  
B) Terminate immediately upon leaving office. 

 
3.3. In the case of a mid-term Council Member vacancy, administration will bring the 

position in the applicable Council Committee forward for Council to make an 
appointment. 

 
4.  ELIGIBILITY  

4.1 Board and Committee members-at-large shall: 
A) Be 18 years of age at the time of appointment; 
B) Be a current resident and/or ratepayer of Greenview unless the bylaw for the 

applicable committee allows otherwise; 
C) Not be in arrears to Greenview; 
D) Not be in litigation with Greenview; 
E) Not have any current or outstanding compliance order issued by Greenview against 

them; 
F) Be removed from the Board or Committee if the member becomes an employee of 

Greenview or ceases to be a Greenview resident, unless the bylaw of the applicable 
committee allows otherwise; and 

G) Be eligible if appointed by a municipality whereby there is an intermunicipal 
agreement for a reciprocal use of board or committee members. 

 
4.2. Greenview employees may be appointed to Boards and Committees, under exceptional 
circumstances, provided they: 

A) Do not violate Policy 2004 – Employee Code of Conduct; 
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would like to be appointed. 
 

5. APPOINTMENTS OF MEMBERS AT LARGE  
5.1 All appointments will be by resolution of Council unless legislation states it must be 

done otherwise. 
 

5.2 Public appointments to eligible Boards and Committees shall be on the basis of public 
advertisement inviting applications from residents or other eligible persons for the 
appointments. Applications are to be submitted to Council for consideration and 
appointment. 

 
5.3 Public advertisement will take place prior to the annual Organizational Meeting and 

Council  shall approve all public appointments to Boards and Committees at the annual 
Organizational Meeting. If a vacancy occurs prior to the end of the term, advertisement 
and  appointment of a new member may take place before the annual Organizational 
Meeting. 

 
5.4 When a Committee or Board’s terms of reference or bylaw allows for members that are 

not a resident or ratepayer of Greenview, preference will be given to Greenview 
residents. 
 

5.5 Appointed members will be compensated in-line with the rates contained in Policy 1008 
– Council and Board Remuneration. 
 

6. RESPONSIBILITIES 
6.1 Individuals appointed to a Committee must: 

A) As part of the condition of accepting an appointment agree to abide by the mandate 
and objectives of the Committee or Board; and 

B) Comply and conduct themselves in accordance with Greenview’s Procedural Bylaw. 
 

6.2 Members are permitted to attend meetings electronically so long as criteria in the 
Procedural Bylaw (Bylaw 21-876) are met. 
 

7. LENGTH OF APPOINTMENT 
7.1 Unless otherwise provided for by bylaw, all appointments shall be for a one-year term, 

commencing on the date of appointment at the Organizational Meeting. 
 

7.2 If a vacancy occurs and an appointment is made mid-term, the term will be for the duration 
of the original one-year term for the vacant position. 
 

7.3 Members may be re-appointed, upon application, for a consecutive term as determined by 
Council and/or subject to the limits contained within applicable legislation or bylaws. 
 

8 RESIGNATION 
8.1 Committee members wishing to resign their position mid-term shall submit their resignation 

in writing to CAO services. 
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from the Committee or Board Chair will be deemed to have resigned from that Committee 
or Board. The Council representative for this Committee or Board will request Council to have 
the Member removed from the assigned Committee or Board at a Council meeting following 
the missed meetings. 
 

8.3 Not attending a meeting in person is permissible and will not count as a meeting missed as 
long as the committee member is able to attend online via zoom, telephone or another 
method. 

 
9 ROLE OF COUNCIL 

9.1 Council is responsible for considering applications and appointing public members to 
Greenview Boards and Committees. 

 
10 ROLE OF ADMINISTRATION 

10.1 The CAO or designate is responsible to review applications to determine eligibility, and to 
bring eligible applications forward for Council’s consideration. 

 
10.2 The CAO or designate is responsible for maintaining records of board and committee 

memberships. 
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 REQUEST FOR DECISION 
 

 
 
 

21.01.22   

 
SUBJECT: Town of Grande Cache Policy Repeal 
SUBMISSION TO: POLICY REVIEW COMMITTEE REVIEWED AND APPROVED FOR SUBMISSION 
MEETING DATE: September 14, 2022 CAO:  MANAGER:  
DEPARTMENT: CORPORATE SERVICES DIR:  PRESENTER:  
STRATEGIC PLAN: Governance  LEG:    

 
RELEVANT LEGISLATION: 
Federal 

• Canada Elections Act 
Provincial  

• Election Act 
 

Council Bylaw/Policy   
• Bylaw 22-900 “Schedules of Fees” 
• Bylaw 16-772 “Local Authorities Pension Plan” 
• Policy 1003 “Vehicle Usage” 
• Policy 1013 “Credit Card” 
• Policy 1015 “Conference Attendance” 
• Policy 1018 “Expenditure and Disbursement Policy” 
• Policy 2004 “Employee Code of Conduct” 
• Policy 2006 “Employee Apprenticeship Training” 
• Policy 2007 “Recruitment” 
• Policy 2008 “Employees – Years of Service Award Policy” 
• Policy 2010 “Substance Abuse Prevention” 
• Policy 2014 “Staff Training and Professional Development” 
• Policy 3004 “Violence / Harassment Prevention” 
• Policy 3006 “Personal Protective Equipment (PPE) Policy” 
• Policy 3012 “Occupational Responsibilities” 
• Policy 4006 “Vehicle and Equipment Replacement” 
• Policy AG 09 “Rental of M.D. Equipment” 
• Policy EES 27 “Completing Moto Vehicle Incident Report”  
• Policy EES 23 “Volunteer Fire Department Award Program” 
• Policy HU-04 “Payroll” 
• Greenview Regional Multiplex Operations and Procedures Guide 
• Staff Agreement (2020) 

 
RECOMMENDED ACTION: 
MOTION: That the Policy Review Committee recommend Council repeal the following obsolete Town of 
Grande Cache policies:  
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• Drug and Alcohol Use and Testing Standard Operating Procedure (SOP) 265/19 
• Employee Conduct and Behaviour Policy 463/17 
• Equipment Rental 097/15 
• Equipment Rental Damage Deposit 266/14 
• Grande Cache Recreation Centre ~ Financial Controls Policy 198/17 
• Harassment, Discrimination, Bullying, and Violence 309/14 
• Leases and Contracts 409/14 
• Personnel Policy 463/17 
• Personnel Policy 375/18 
• Protective and Environmental Clothing 410/14  
• Purchase Orders 265/09 
• Recruitment and Hiring Policy 463/17 
• Social Media Policy 412/14 
• Social Media Procedures 412/14 
• Time for Employees to Vote 265/09 
• Travel Expenses 023/18 
• Vehicle Use 416/14 
• Volunteer Fire Department Awards Program 265/09 
• Wellness Committee 152/12 
• Whistleblower Protection 160/16 
 

BACKGROUND/PROPOSAL: 
Administration reviewed the outstanding Town of Grande Cache policies and is recommending the following 
changes to harmonize administration between Ward 9 and the rest of Greenview. 
 

• Drug and Alcohol Use and Testing Standard Operating Procedure (SOP) 265/19 shall be repealed and 
replaced with Policy 2010 “Substance Abuse Prevention.” Policy 2010 prohibits the consumption and 
sale of drugs among all Greenview employees while at work. The policy also sets the procedure for 
medical inspections if an employee is suspected of coming to work while intoxicated.  

 
• Employee Conduct and Behaviour Policy 463/17 shall be repealed and replaced with Policy 2004 

“Employee Code of Conduct.” Policy 2004 establishes the expected behaviour of Greenview 
employees, regardless of their employment status. Policy 2004 covers all of the areas of Resolution 
463/17, including expectations concerning conflict of interest, confidentiality, inappropriate conduct, 
gift acceptance, and nepotism, among others.  

 
• Equipment Rental 097/15 and Equipment Rental Damage Deposit 266/14 shall be repealed and 

replaced with Policy AG 09 “Rental of M.D. Equipment” and Bylaw 22-900 “Schedules of Fees.” Policy 
AG 09 outlines the expectations and rules concerning the rent of Greenview equipment, whereas the 
Schedules of Fees Bylaw set the fees and deposits for Greenview rentals. 
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• Grande Cache Recreation Centre ~ Financial Controls Policy 198/17 shall be repealed and replaced 
with Greenview Regional Multiplex Operations and Procedures Guide for operations and procedures, 
and will default to the fees established in Bylaw 22-900 “Schedules of Fees” for payment charges. 

 
• Harassment, Discrimination, Bullying, and Violence 309/14 shall be repealed and replaced with Policy 

3004 “Violence and Harassment Prevention” and Policy 2004 “Employee Code of Conduct.” Policy 
3004 establishes Greenview’s zero tolerance policy on violence or intimidation in the workplace, 
whereas Policy 2004 details what is unacceptable employee behaviour. 

 
• Leases and Contracts 409/14 shall be repealed. Bylaw 22-900 “Schedules of Fees” establishes the fees 

associated with renting Greenview facilities. Departments have internal procedures on which facilities 
may be rented and the .  

 
• Personnel Policy 463/17 and Personnel Policy 375/18 shall be repealed and replaced with Staff 

Agreement (2020), Bylaw 16-772 “Local Authorities Pension Plan,” Policy 1015 “Conference 
Attendance,” Policy 2004 “Employee Code of Conduct,” Policy 2006 “Employee Apprenticeship 
Training,” Policy 2007 “Recruitment,” Policy 2008 “Employee – Years of Service Award Policy,” Policy 
2014 “Staff Training and Professional Development,” Policy HU-04 “Payroll.” These policies 
collectively cover all of the sections within Personnel Policy 463/17. 

 
• Protective and Environmental Clothing 410/14 shall be repealed and replaced with Policy 3006 

“Personal Protective Equipment (PPE) Policy,” and Policy 3012 “Occupational Responsibilities.” 
Together Policy 3006 and 3012 assign safety and PPE responsibilities to Greenview employees and 
management. 

 
• Purchase Orders 265/09 shall be repealed and replaced with Policy 1013 “Credit Card” and Policy 1018 

“Expenditure and Disbursement Policy.” Together these policies detail the expenditure limits of 
employees of all seniority, Council members, as well as the procedure for expensing items, and 
accountability measures. 

 
• Recruitment and Hiring 463/17 shall be repealed and replaced with Policy 2007 “Recruitment.” Policy 

2007 establishes the foundational principles of Greenview’s recruiting procedures and values.  
 

• Social Media Policy 412/14 and Social Media Procedures 412/14 shall be repealed and replaced with 
Policy 1036 “Social Media.” Policy 1036 establishes the expected behaviour of Greenview employees 
on their private social media as well as the procedures and intended use of Greenview’s social media 
accounts. 
 

• Time for Employees to Vote 265/09 shall be repealed. While Greenview does not have an analogous 
policy, the Election Act (Alberta) and Canada Elections Act (Canada) give every citizen the right to an 
excused absence to vote. 
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• Travel Expenses 023/18 shall be repealed and replaced with Policy 1002 “Travel and Subsistence.” 
Policy 1002 establishes the procedures for Greenview employees to be reimbursed if they are 
required to travel for work purposes.  

 
• Vehicle Use 416/14 shall be repealed and replaced with Policy 1003 “Vehicle Usage,” Policy 4006 

“Vehicle and Equipment Replacement,” and Policy EES 27 “Completing Motor Vehicle Incident 
Report.” Together Policies 1003, 4006, and EES 27 establish the expected behaviour for Greenview 
using municipal vehicles, and the procedures for when Greenview vehicles are to be services, retired, 
or have an incident which needs to be reported.  
 

• Volunteer Fire Department Awards Program 265/09 shall be repealed and replaced with Policy EES 23 
“Volunteer Fire Department Award Program.”  

 
• Wellness Committee 152/12 shall be repealed and replaced with 3015 “Corporate Health and Safety.” 

Policy 3015 establishes the expectation of safety and behaviour at the workplace. 
 

• Whistleblower Protection 160/16 shall be repealed and replaced with Policy 2003 “Whistleblower.” 
Policy 2003 allows Greenview employees to report unethical or illegal acts without fear of retaliation. 

 
• Grande Cache Recreation Centre Financial Controls Policy 198/17 shall be repealed as it establishes 

fees for the Grande Cache Recreation Centre that are different from those established in the Schedule 
of Fees Bylaw. 
 

 
BENEFITS OF THE RECOMMENDED ACTION: 
The benefit of the Policy Review Committee recommending the repeal is to harmonize the administration of 
Ward 9 with the rest of Greenview.  
 
DISADVANTAGES OF THE RECOMMENDED ACTION: 
There are no perceived disadvantages to the recommended motion. 
 
ALTERNATIVES CONSIDERED: 
Alternative #1:  The Policy Review Committee has the alternative to alter or deny the recommended motion. 
 
FINANCIAL IMPLICATION: 
There are no financial implications to the recommended motion. 
 
STAFFING IMPLICATION: 
There are no staffing implications to the recommended motion. 
 
PUBLIC ENGAGEMENT LEVEL: 
Greenview has adopted the IAP2 Framework for public consultation.  
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INCREASING LEVEL OF PUBLIC IMPACT 
Inform  
 
PUBLIC PARTICIPATION GOAL 
Inform - To provide the public with balanced and objective information to assist them in understanding the 
problem, alternatives, opportunities and/or solutions. 
  
PROMISE TO THE PUBLIC 
Inform - We will keep you informed.  

 
FOLLOW UP ACTIONS: 
Administration will follow up on the recommendations of the Policy Review Committee, and afterwards to 
Council. 
 
ATTACHMENT(S): 

• Resolution 265/19 - Drug and Alcohol Use and Testing Standard Operating Procedure (SOP) 
• Resolution 463/17 - Employee Conduct and Behaviour Policy  
• Resolution 097/15 - Equipment Rental 
• Resolution 266/14 - Equipment Rental Damage Deposit  
• Resolution 198/17 - Grande Cache Recreation Centre ~ Financial Controls Policy 
• Resolution 309/14 - Harassment, Discrimination, Bullying, and Violence 
• Resolution 409/14 - Leases and Contracts  
• Resolution 463/17 - Personnel Policy 
• Resolution 410/14 - Protective and Environmental Clothing  
• Resolution 265/09 - Purchase Orders 
• Resolution 463/17 - Recruitment and Hiring Policy 
• Resolution 412/14 - Social Media Policy 
• Resolution 412/14 - Social Media Procedures 
• Resolution 265/09 - Time for Employees to Vote 
• Resolution 023/18 - Travel Expenses 
• Resolution 416/14 - Vehicle Use 
• Resolution 265/09 - Volunteer Fire Department Awards Program 
• Resolution 152/12 - Wellness Committee  
• Resolution 160/16 - Whistleblower Protection 
• Resolution 198/17 – Grande Cache Recreation Centre Financial Controls  
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TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   

Title Drug and Alcohol Use and 
Testing Standard Operating Procedure (SOP) Page 1 of 4 

    
Section 7 - Personnel Resolution No. 398/18 Supersedes Resolution No. 265/09 
Department All Effective Date October 24, 2018 
 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
1.0 General Guidelines 
 
1.1 Use of Alcohol or Drugs 

 
The Town of Grande Cache is committed to providing a safe, drug and alcohol-
free workplace and to ensuring that hazards associated with drug and alcohol 
use are removed from the workplace.  
 
The use of non-prescribed drugs or alcohol during work hours is strictly 
prohibited. The Town prides itself on providing a safe working environment for all 
of its employees. Employees under the influence of drugs or alcohol on the job 
can pose serious safety and health risks both to themselves, their coworkers and 
visitors to our premises. To help ensure a safe healthy workplace, the Town 
reserves the right to prohibit certain items and substances from being brought 
onto or being present on Town premises. 
 
The Town also prohibits any employee from reporting to work or working with any 
measurable level of illegal or non-prescription drugs, alcohol, or other controlled 
substance which might affect the employee’s ability to work safely.  
 
Employees shall be considered under the influence of drugs or alcohol if: 

• The employee’s ability to perform his or her duties is impaired, which 
includes having a blood alcohol concentration of .04%. 

• The employee is in a mental or physical condition that creates a risk to the 
health and safety of you or other individuals, or puts the Town’s property 
at risk.  

• The employee demonstrates signs of impairment, such as, but not limited 
to, the smell of alcohol or cannabis on his or her breath, slurred speech, or 
difficulty with motor skills.  

 
Courts and human rights tribunals have acknowledged that drug and alcohol 
dependencies are medically recognized disabilities under human rights law. 
Therefore, drug and alcohol dependencies are protected under the grounds of 
mental and physical disability under the Alberta Human Rights Act (“Act”). Casual 
drug or alcohol use is not protected by the Act.  
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TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
2.0 Prohibited Behaviour 
 
The following are strictly prohibited: 

• Employees attending at work while under the influence of any non-prescribed drugs, 
alcohol, or cannabis while they are on Town premises, operating a Town vehicle, or are 
in the act of conducting Town business regardless of location.  

• The use, possession, sale, manufacture or dispensation of any illegal drug, cannabis or 
derivative, alcohol, or paraphernalia associated with any. Any illegal substance will be 
surrendered to the appropriate law-enforcement authority. 

• The use of alcohol or drugs off Town premises that adversely affects the employee’s 
work performance, the safety of his or her own and others safety at work, or reputation 
in the community. 

• Failure to adhere to the requirements of any drug or alcohol treatment or counselling 
program in which the employee is enrolled.  

• Failure to undergo an alcohol or drug test when required to do so pursuant to this 
Policy. 

• Failure to report to management the use of any prescribed drug which may alter the 
employee’s ability to safely perform his or her duties. Proper use of such medication is 
no grounds for disciplinary action but may require modified duties or reassignment 
during the course of treatment. An employee is required to advise Human Resources 
where they have been prescribed a drug which may impact the employee’s ability to 
safely perform his or her duties. 

• Given the particular risks involved in the impaired operation of motor vehicles, any 
employee who operates a Town-owned vehicle or any other vehicle while on Town 
business while under the influence of alcohol or drugs will be terminated immediately 
and without notice; and any damage done to individuals or property by an employee 
who is operating a Town-owned vehicle or any other vehicle while on Town business 
while under the influence of alcohol or illegal drugs shall be the employee’s personal 
responsibility, and the employee will be required to pay for such damage.  

 
 
3.0 Consequences of Breaching this Standard Operation Procedure and 

Related Policy 
 
Violations of this SOP and related policy may result in disciplinary action up to and including 
termination of employment for just cause depending on the nature of the violation. 
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TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
 
The Town reserves the right to search personal belongings brought to Town worksites 
(including lockers, company vehicles, personal bags) if there are reasonable grounds to 
believe that an employee is impaired, has consumed alcohol or drugs on the job or is in 
possession of an illegal substance.  
 
The Town will report violations of Canadian or Alberta laws to the appropriate law enforcement 
authority. 
 
 
4.0 Drug and Alcohol Testing 
 
The Human Resources Manager may require an employee to attend at an alcohol or illegal 
drug test conducted by a third-party laboratory in the following circumstances: 

 Where an employee is impaired, appears to be impaired, or the Town has reason to 
suspect that the employee is impaired by alcohol or a drug at work. 

 Following a work-related accident which may have been caused in whole or in part 
by an employee whose behaviour appears to have been dangerous or reckless, or 
who otherwise appears to be impaired by alcohol or an illegal drug, or who the Town 
otherwise has grounds to suspect that the accident was related to drug or alcohol 
use. 

 For employees in a safety-sensitive position, randomly before and during 
employment to ensure compliance with this Policy. 

 For employees who have entered into an accommodation agreement with the Town 
following treatment for alcohol or drug dependency. 

 
Managers with concerns regarding a possible violation of this Policy must report to the Human 
Resource Manager for further direction. No employee shall be required to undergo an alcohol 
or drug test unless approved by the Human Resource Manager.  
 
 
5.0 Responsibilities 
 
Employees who suffer from an alcohol or drug dependency (including use of prescription over-
the-counter medication that could impair job performance) may require accommodation 
pursuant to the Act. The Town will take appropriate steps to accommodate employees with 
alcohol or drug dependences.  
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TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
 
5.1 The Town’s Responsibility 
 
Where an employee suffers from an alcohol or drug dependency, the Town will take 
appropriate steps pursuant to the Act, which may include: 

 Offering the employee a leave of absence from work to seek assessment and 
rehabilitation treatment. 

 Allowing the rehabilitated employee to return to work after treatment. 
 Addressing issues such as lateness and absenteeism without strictly applying an 

absenteeism policy. 
 Accommodating some relapses prior to, during and following treatment if such 

accommodation does not create an undue hardship.  
 
5.2 Employee’s Responsibility 
 
Where an employee suffers from an alcohol or drug dependency, he or she cooperates with 
the Town by: 

 Disclosing their status to their supervisor or the Human Resource Manager, if the 
employee is experiencing problems with drug or alcohol dependency. 

 Disclosing their status if the employee has had past problems with a drug or alcohol 
dependency and it impairs on his or her ability to safely complete current job duties. 

 Providing medical information to the Town to establish the existence of an alcohol or 
drug dependency. 

 Providing the Town with sufficient information regarding the employee’s need for 
accommodation to permit the Town to create and maintain an accommodation plan.  

 Meet reasonable expectation such as follow-up drug and alcohol tests once the 
employee is fit to return to work. 

 In the absence of a Human Resource Manager, this authority falls to the CAO. 
 
Where an employee fails to cooperate with the Town in its attempts to accommodate the 
employee, he or she may be disciplined up to and including termination of employment for just 
cause.  
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TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
 

1.0 Policy Statement 
 
1.1 Regulations for the acceptable conduct and behavior of employees are 

necessary for the orderly operation of any organization for the benefit 
and protection of the rights and safety of employees and the public and 
the protection of Town assets. 

 
1.2 As the Town`s most valuable and significant resource, our employees 

are expected to adhere to and govern their conduct and behavior in a 
manner consistent with the standards and guidelines in this policy. 

 
1.3 The Town is committed to maintaining a work environment that is free of 

illegal drugs, alcohol, firearms, explosives or other improper materials.  
The possession, transfer, sale or use of such materials on municipal 
properties is prohibited.  The possession, transfer, sale or use of such 
materials during the conduct of Town business is also prohibited.  A 
breach of this policy will result in discipline up to and including termination 
of employment with the Town. 

 
 
2.0 Purpose 
 
2.1 The purpose of this policy is to provide guidelines for employees, which 

may be changed from time to time, to promote understanding of what is 
considered acceptable and unacceptable conduct and behavior, and to 
encourage consistency throughout the organization. 

 
 

3.0 General Provisions 
 
3.1 Interpretation 
 
3.1.1 A word used in the plural also applies in the singular and the words ‘he 

or his’ shall be interpreted to mean ‘she or her’. 
 
3.1.3 This policy shall supersede all previous policies and resolutions of 

Council that pertained to all of the matters herein contained. 
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TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Employee Conduct and Behaviour Policy Page 2 of 11 
    
Section 7-Personnel Resolution No. 463/17 
Department All Effective Date September 13, 2017 

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
3.2 Definitions 
 
3.2.1 Town means the municipal corporation of the Town of Grande Cache. 
 
3.2.2 CAO means the person appointed by Council to the position of                   Chief 

Administrative Officer. 
 
3.2.3 Employee means any individual employed by the Town that reports directly or 

indirectly to the CAO, along with those individuals employed under contract by 
the Town on a personal services agreement. 

 
3.2.4 Manager means any individual employed by the Town who reports directly or 

indirectly to the CAO and manages a department or sections of a department 
and is responsible for the supervision of employees.  This includes department 
managers, assistant managers and senior foremen. 

 
3.2.5 Town Assets includes all property controlled or owned by the Town.  Such 

property includes, but is not limited to, equipment, financial assets, land, 
buildings, vehicles, materials, inventory, information/data, computers, electronic 
mail, internet services, electronic networks/equipment and any other electronic 
communication devices, and phones. 

 
3.2.6 Conflict of Interest arises whenever an Employee’s personal or professional 

activities adversely affect the interests of the Town. 
 
3.2.7 Electioneering means to work for the: 

a) election of a candidate or party in connection with any form of elected office; 
or 

b) promotion of a cause in connection with any issue. 
 
3.2.8 Employee includes any individual employed by the Town, including those 

employed on a personal services contract, but does not include elected officials. 
 
3.2.9 FOIP Act means the Freedom of Information and Protection of Privacy Act. 
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3.2.10 Other Employment is the performance of duties for another employer, 
including self-employment or work for charitable or volunteer organizations, 
which results in receiving or being eligible to receive profit, the payment of 
compensation or other benefit from that employer. 

 
3.2.11 Personal Information is defined in s.1(n) of the FOIP Act and is recorded 

information about an identifiable individual including, but not limited to, the 
individual’s name, home or business address or home or business telephone 
number, the individual’s race, national or ethnic origin, color or religious or 
political views or associations, the individuals age, sex, marital or family status, 
information about an individual’s educational, financial, employment or criminal 
history, anyone else’s opinions about the individual, etc. (for a complete list see 
s.1(n) of the FOIP Act). 

 
3.2.12 Political Activity includes activities to: 

a) raise and contribute money to campaigns with an aim to advance any 
individual’s or group’s interests; and 

b) campaign for an individual, group or to further any issue. 
 
3.3 Application 
 
3.3.1 All terms and conditions of this policy shall apply to all employees of the Town. 
 
3.4 Management Rights 
 
3.4.1 The Town retains the sole and exclusive control of all matters concerning the 

operation, management and administration of its business.  The Town retains 
all functions, rights, powers and authority that the Town has not specifically 
delegated or modified by this policy. 

 
3.5 Amendments 
 
3.5.1 The Town may amend this policy from time to time as it deems necessary. 
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4.0 Conduct and Behaviour 
 
4.1.1 Appropriate conduct and behavior includes but is not limited to: 

a) adherence to all Town policies, practices and procedures; 
b) competent performance of all assigned job duties; 
c) prompt and regular attendance at work; 
d) courtesy to and respect for co-workers, the public, suppliers or any other 

person who deals with the Town in the conduct of its business; 
e) wearing proper business attire and footwear during working hours in 

accordance with the dress code in section 7.6 of the Personnel Policy 
(Section 7 – Personnel, Policy and Procedures Manual). 

 
4.1.2.1 Inappropriate conduct and behavior includes but is not limited to: 

a) loitering or loafing; 
b) leaving work early or leaving the department without the supervisor’s 

permission; 
c) using obscene and abusive language; 
d) spreading malicious gossip or rumors; 
e) horseplay or throwing objects; 
f) reporting to work or working while under the influence of alcohol, drugs or 

prohibited substances; 
g) creating or contributing to unsanitary conditions; 
h) illegal gambling, lotteries or any other game of chance while on municipal 

properties; 
i) excessive personal use of telephones or computer equipment. 

 
4.1.2.2 Inappropriate conduct could result in progressive disciplinary actions as outlined 

in section 7.4 – Corrective Actions and Discipline (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
4.1.3.1 Unacceptable conduct and behavior includes but is not limited to: 

a) possession of guns, weapons or explosives on municipal property; 
b) possession, consumption or use of alcoholic beverages or illegal substances 

while on municipal properties; 
c) solicitation of other employees, for any reason, during working hours, unless 

approved in advance by the CAO or department manager; 
d) willful violation of safety rules and procedures; 
e) willful neglect and/or mishandling of equipment and machinery; 
f) unsafe operation of municipal vehicles and equipment; 
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g) theft and/or falsification of municipal records; 
h) indecency; 
i) fighting; 
j) insubordination; 
k) harassing, threatening, intimidating, coercing of any person at any time; 
l) poor or careless work; 
m) sleeping while on duty; and 
n) accepting gifts, favours or gratuities that are excessive in cost or nature from 

any firms, organizations, agents, employees or other individuals who do or 
may conduct business with the Town (refer to Section 4.4 of this policy for additional 
information). 

 
4.1.3.2 Unacceptable conduct will result in disciplinary actions as outlined in section 7.4 

– Corrective Actions and Discipline (Personnel Policy, Section 7 – Personnel, Policy and 
Procedures Manual). 

 
4.2 Confidential Information 
 
4.2.1 The Town is committed to protecting the Town’s information resources and the 

privacy of employees, customers and confidential business information against 
loss or unauthorized use in accordance with the Alberta Freedom of Information 
and Protection of Privacy (FOIP) Act (RSA 2000, Chapter F-25). 

 
4.2.2 Employees are obligated to ensure that information and privacy is protected and 

only used for the purposes for which it was collected in accordance with the 
Town’s Protection of Information and Privacy Policy (Section 5 – FOIP and Security, 
Policy and Procedures Manual). 

 
4.3 Conflict of Interest 
 
4.3.1 Even the slightest impression of impropriety or conflict of interest can have a 

devastating effect, therefore, employees must be aware of situations that could 
be perceived as a conflict of interest and to conduct themselves accordingly.  
Employees must report any real or perceived conflict of interest situation to their 
manager. 
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4.3.2 A conflict of interest may exist where an employee or a family member has a 
pecuniary interest or non-pecuniary interest in a contract or proposed contract 
with the Town, interest in a property matter and where the employee may be 
seen to influence the decision made by the Town with respect to the contract. 

 
4.3.3 Similarly, a conflict may exist where the employee could influence the decision 

made in the course of performing their duties, and also where they could 
influence the decision through exerting personal influence over a person making 
the decision, which results or appears to result in: 
a) interference with the impartial exercise of an employee’s duties and 

responsibilities for the Town; or 
b) a gain or advantage by virtue of an employee’s position with the Town. 

 
4.3.4 Examples of potential conflicts of interest include the following: 

a) an employee bids on the sale of municipal property or goods, except those 
bids disposed of at public auction; 

b) employees engage in private employment or render services for any 
person or corporation that has or may have business dealings with the 
Town; 

c) using one’s position of knowledge to influence the approval process for 
direct or indirect personal gain.  The choice of suppliers of goods and 
services to the Town must be based on competitive considerations of 
quality, price, service, and benefit to the Town and must comply with the 
provisions of the Town’s Purchasing Policy (Section 6 – General, Policy and 
Procedures Manual); 

d) where employees or their family members sell goods, material or services 
to the Town without prior express written approval by the CAO; and 

e) any conduct that may interfere with the best interests of the Town or the 
independent exercise of good judgment. 

 
4.3.5 If a potential conflict exists, the individual must advise their manager or the CAO 

of this situation. 
 
 
 
 
 
 
 
4.4 Gifts and Benefits 
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4.4.1 To preserve the image and integrity of the Town, acceptance of gifts, favours or 

gratuities that are excessive in cost or nature, and may be perceived to influence 
an employee in making a business decision, from any firms, organizations, 
agents, employees or other individuals who do or may conduct business with 
the Town is not permitted. 

 
4.4.2 The Town acknowledges that occasional hospitality is an accepted courtesy of 

a business relationship.  Such activities must be nominal and reasonable, both 
in cost and nature, with Town representatives being fully aware of the business 
aims involved and provided that at all times the image and integrity of the Town 
are protected. 

 
4.5 Hiring Family Members and Relatives 
 
4.5.1 The recruitment and hiring of family members and relatives must be done in 

accordance with sections 6.4 and 6.5  - Hiring Principals in the Recruitment and 
Hiring Process Policy (Section 7 – Personnel, Policy and Procedures Manual). 

 
4.6 Media Relations and Communications 
 
4.6.1 The Town encourages good communications between the public and 

employees. 
 
4.6.2 All information, media and press releases must be approved by the CAO prior 

to publication. 
 
4.6.3 Employees must state that when expressing opinions on municipal matter the 

comments are made as a private citizen and not in the capacity as a Town 
employee. 

 
4.7 Membership on Boards or Committees 
 
4.7.1 Employees are subject to the provisions of section 7.9 – Memberships on 

Boards or Committees in the Personnel Policy (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
 
 
4.8 Other Employment  
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4.8.1 Employees are subject to the provisions of section 7.10 – Other Employment in 

the Personnel Policy (Section 7 – Personnel, Policy and Procedures Manual). 
 
4.9 Pecuniary Interest 
 
4.9.1 An employee shall not have pecuniary interest in any business decision or 

contract made by them on behalf of the Town. 
 
4.9.2 An employee has a pecuniary interest in a matter if: 

a) the matter could monetarily affect the employee; or 
b) the employee knows or should know that the matter may monetarily affect 

the employee’s immediate family (spouse, children, parents, siblings or 
grandparents). 

 
4.9.3 A matter monetarily affects an employee if the matter relates to: 

a) the employee directly; 
b) the corporation other than a distributing corporation in which the employee 

owns at least 10% of the voting rights of shares in the corporation or of 
which the employee is a shareholder, director or officer; or 

c) a partnership or firm of which the employee is a member. 
 
4.10 Political Involvement and Activity 
 
4.10.1 Running for Office 
 
4.10.1.1 Employees may exercise their civic right to run for public office, in accordance 

with legislative requirements. 
 
4.10.1.2 An employee running for municipal office must request a leave of absence in 

accordance with legislative requirements.  If the employee is elected, that 
employee must resign from their employment with the Town before taking an 
Oath for Office. 

 
 
 
 
 
4.10.2 Involvement in Political Campaign 
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4.10.2.1 Employees are entitled to exercise their right to support or be involved in the 
political campaign of municipal, provincial or federal candidate or party, 
provided they do so on personal time and do not hold themselves out as a 
representative of the Town.  However, employees must be and appear to be 
politically neutral in their official duties in order to sustain public trust in local 
government. 

 
4.10.2.2 Employees are permitted to participate in electioneering, canvassing or actively 

work in support of a political candidate or party provided they do so outside of 
normal working hours, or during an authorized leave of absence without pay for 
this purpose, by using lieu time, adjusted work week time, or vacation time.  
Such activity must be as a citizen and not as, or appear to be as a representative 
of the Town.  Examples of campaigning include telephone and email solicitation, 
distribution of brochures, the display of campaign signs and the wearing of 
candidate buttons. 

 
4.10.2.3 To maintain a positive opinion of the Town, employees are expected to avoid 

expressing their personal views on matters of political controversy or on Town 
policy or Administration if the comment is likely to impair public confidence in 
the Town.  If there is any doubt about whether a statement is appropriate or not, 
the employee should contact their manager for further discussion. 

 
4.10.3 Political Contributions 
 
4.10.3.1 Employees must not use Town funds, goods, services, Town assets or property 

to make political contributions. 
 
4.11 Use of Town Property 
 
4.11.1 Town property will be used by an employee to perform work-related duties and 

responsibilities or for community activities which are supported by Council and 
the Town. 

 
4.11.2 Town assets or property are to remain on Town property at all times unless it is 

necessary to take the items off-site in order to perform the employee’s job.  
 
 
 
4.11.3 Where the Town assets or property are in the care of an employee, the items 

must be protected at all times. 
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4.11.4 The Town’s electronic networks are corporate assets and employees must be 

aware that communications within the Town’s electronic networks are not to be 
considered private communications. 

 
4.11.5 Employees must not, under any circumstance, misuse Town property or other 

assets, or knowingly assist another person to do so.  The intellectual property 
rights in any work produced by an employee in the course of employment at the 
Town are the exclusive property of the Town.  In addition, software piracy, 
defined as using any unlicensed copy of a software package that has not been 
purchased for municipal purposes is prohibited.  This includes taking a copy of 
a licensed software package for personal use or passing a copy on to another 
person for their use. 

 
4.11.6 Upon termination of employment, all Town drawings, correspondence, 

documents and any other Town assets or property which are in the individual’s 
possession or control, will be returned to the Town, unless otherwise purchased 
from the Town.  With written consent from the direct Manager, employees may 
retain samples of their work. 

 
4.12 Workplace Safety 
 
4.12.1 Workplace safety is a shared responsibility of all Town employees.  Managers 

are responsible for ensuring all employees are aware of any potential work 
hazards, are trained in safe work practices and comply with the safety and 
health laws, rules and regulations of Alberta.  All employees are required to take 
every responsible and necessary precaution to ensure their personal safety and 
health, as well as that of their colleagues. 

 
 
5.0 Enforcement of Conduct and Behaviour 
 
5.1 It is the responsibility of the CAO, managers and supervisors to ensure that 

employees have read this policy and signed the ‘Employee Code of Conduct 
Agreement’.  The CAO, managers and supervisors shall, to the best of their 
ability, ensure that this policy is followed by all employees. 

 
 
5.2 Reporting and Investigation Process 
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5.2.1 All individuals will be protected from reprisal, harassment or other discriminatory 
practice as a result of exercising their obligation to report a breach or suspected 
breach under any section of this policy. 

 
5.2.2 An employee who has a legitimate concern about any breach of this policy 

should first discuss the concern with their immediate supervisor in an attempt to 
resolve the concern satisfactorily. 

 
5.2.3 The immediate supervisor is required to discuss and/or investigate the concern 

raised and respond within two (2) business days of learning of the concern. 
 
5.2.4 If the concern has not been addressed or resolved, an employee may submit a 

formal complaint, in confidence, to the department manager or CAO. 
 
5.2.5 When a complaint is received, an investigation will be initiated under the 

following guidelines: 
a) the identity of the complainant or reporting individual will be kept 

confidential, except as permitted or as may be required by law; 
b) retaliation will not be tolerated where reporting of a potential violation of 

the policy is made in good faith; 
c) if retaliatory action occurs, the employee shall report the action(s) to their 

immediate supervisor, manager or CAO; and 
d) individuals violating the policy will receive the appropriate response in 

accordance with section 7.4 – Corrective Actions and Discipline (Personnel 
Policy, Section 7 – Personnel, Policy and Procedures Manual) and/or result in 
criminal prosecution or civil proceedings. 

 
5.3 A violation of this policy may result in, but is not limited to, any one of actions 

provided in section 7.4 – Corrective Actions and Discipline (Personnel Policy, 
Section 7 – Personnel, Policy and Procedures Manual). 
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The Town of Grande Cache is in business to provide services for their residents.  
While it is not the Town’s purpose to compete with private business, they may 
rent equipment that is not available in the community either regularly or when 
required.   
 
The equipment rented has a value placed on it by Town and, if it is damaged, 
will have to be repaired or replaced.  To attempt to ensure that equipment rented 
is returned in the same or close to the same condition as it was in when it was 
rented, a damage deposit will be required to be paid at the time of rental.  The 
damage deposit will be refunded when the equipment is returned in good 
condition.  The damage deposit will be retained by the Town if the condition is 
returned in damaged condition.  The decision as to the condition of the 
equipment returned is at the discretion of the Manager of the Department renting 
it. 
 
The damage deposit applied will be as follows: 
 

Major equipment the charge per hour/day that the equipment is rented     
(ie. equipment rented by the hour pays one hourly 
charge as a damage deposit regardless of the 
number of hours the equipment is rented) 
 

Minor equipment Equal to the total equipment rental amount with a 
minimum deposit of $50.00. 

 
Major equipment would be vehicles such as, but not limited to:  a tandem truck; 
tandem sand truck with plow; 1-ton sand truck, not including sand; LC90C Volvo 
Loader; grader; bucket truck; street sweepers; pin finder; barricades and signs; 
inflatable screen; stage; projector and portable sound system. 
 
Minor equipment would be tables and chairs. 
 
A deposit fee will not be required if the rental is for equipment and operator. 

 
The damage deposit is required to be paid when Council waives equipment 
rental fees. 
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All departments are advised that the Town of Grande Cache equipment and/or 
possessions are not to be loaned or rented to the general public without prior 
authorization from the Manager of Public Works and Utilities, Manager of 
Community Services or the Chief Administrative Officer. 
 
RENTAL – PRIVATE SECTOR 
 
The Town of Grande Cache equipment will only be rented to the private sector 
in cases of emergency or where no other local source is available. 
 
Town equipment will not be rented out without an approved Town operator.  The 
Department Manager responsible for the stated equipment will determine who 
is an approved operator. 
 
RENTAL - EMPLOYEES 
 
Small tools and equipment will be rented to employees only on a sign-out and 
replacement basis. 
 
A work order will be made up for all employee equipment rentals, and the 
employee is required to pay all required fees at the Administration Office prior 
to the commencement of any rental. 
 
Employees will be limited to four (4) opportunities, per employee per calendar 
year, to rent Town equipment at a reduced rate.  The first rental will be at no 
cost to the employee based on availability of equipment and operators (a rental 
is defined as a maximum of six hours of continual use), and each subsequent 
rental will be at half the price. 
 
No employee is permitted to rent or utilize any property of the Town, on a 
discounted basis, if the rental is for personal monetary gain. 

 
No employee shall rent equipment from the Town of Grande Cache or provide 
service on behalf of any member of the public, including the employee’s family, 
friends or acquaintances. 
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Recreation equipment, such as canoes or other Community Services equipment, may be 
signed out when not utilized by regular public programming.  Any damage or loss to Town 
Community Services equipment will be the responsibility of the employee who signed out the 
equipment. 
 
Rented or signed-out equipment may only be used within the Town limits. 
 
 
LOAN – NON-PROFIT ORGANIZATION 
 
The Town of Grande Cache equipment will only be loaned to non-profit organizations upon 
written request of a member of the Board of Directors of the organization. 
 
The Town of Grande Cache equipment will only be loaned when it is not required for the Town 
operations. 
 
Town equipment will not be loaned without an approved operator.  An approved operator can 
be a Town operator (on their own time) or someone the Manager deems to be a qualified 
equipment operator. 
 
Small tools and equipment may be loaned to a non-profit organization, at the discretion of the 
manager, on a sign-out and replacement basis. 
 
A work order will be prepared each time Town owned equipment is loaned to a non-profit 
organization.  The work order will be considered complete on the return, in good order, of the 
equipment borrowed. 
 
No non-profit organization is permitted to borrow any property of the Town to be used for 
personal monetary gain. 
 
No non-profit organization shall borrow equipment from the Town to provide service on behalf 
of any member of the public other than the non-profit organization. 
 
Town owned equipment loaned to a non-profit organization may be used only within the Town 
boundaries or on a Provincial Recreational Lease held by the Town. 
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This Policy sets out the Department of Community Services guidelines and 
processes for setting fees, invoicing, receiving payments, administering 
cancellations and refunds, and handling funds. 
 
1.0 DEFINITIONS 
 
a) Adult means a person 18 years of age or older. 
 
b) Adult Organization or Group means an organization or group with 50% of 

its membership or participants composed of individuals 18 years of age or 
older. 

 
c) Booking means an individual facility time slot that is dedicated to a specific 

user.  An example of a booking is minor hockey on March 12, 2011 from 
8:00 am to 9:00 am in the arena. 

 
d) Casual User means a user that is not defined as a regular user. 
 
e) Child means a person less than 5 years of age. 
 
f) Contact Person (or Alternate) means the user’s primary account holder(s) 

or an alternate designated by the primary account holder(s).  The contact 
person must be the adult(s) listed on the account. 

 
g) Council means the duly elected officers of the Town of Grande Cache and 

the Chief Elected Officer or Mayor. 
 
h) Day Rate means a special rate that is offered for use of the designated 

facility for the entire day. 
 
i) Facility means those Community Services Department-operated venues 

that are available for user bookings or spontaneous use, including facility 
equipment and grounds. 
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j) Family means all immediate family members (ie. spouses and their dependent 

children) living in the same household. 
 
k) Ice Floods may be scheduled as deemed necessary by the Manager.  Every user of 

the ice shall have an additional billable 15 minutes added to their booking 
accommodate an ice flood.  Flood times within a booking (ie. floods between periods, 
after warm-ups, etc.) will also be billable at the applicable rates. 
 

l) Manager means the Manager of the Town of Grande Cache’s Community Services 
Department, or the employee(s) designated by the Manager to implement this Policy. 

 
m) Non-Prime Time Hours means those arena operating hours that fall outside of prime 

time hours. 
 
n) Office means the Community Services Department Offices located in the Grande 

Cache Recreation Centre located at 10450 Hoppe Avenue in Grande Cache, Alberta. 
 
o) Prime Time Hours means those hours in the arena after 3:30 pm on weekdays, as 

well as all days where public school is not in session (ie. statutory holidays, weekends, 
school professional development days, etc.). 

 
p) Program means any program that is directly offered and/or coordinated by the 

Community Services Department (i.e. public skating, preschool and Summer Camps). 
 
q) Regular Ice Season means the period of time where ice is present on the arenas’ 

playing surface and the facility is available for public use and bookings.  The regular 
ice season begins the second Friday in September and is over after the last Sunday in 
March of each year.  At the discretion of the Manager, this season may be extended 
to complete scheduled league playoffs, provincial finals, and to host tournament and 
special events or start later in the season after determining regular ice user start dates 
that have been committed to. 

 
r) Regular User means a User that averages one (1) or more bookings per week for a 

given facility. 
 
s) Rentals are made up of either a single booking or multiple bookings. 
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t) School Use means any booking by member schools in the Grande Yellowhead 
Regional School Division for activities that occur during regular school operating hours 
as part of the approved school curriculum. 

 
u) Senior means a person 60 years of age or older. 
 
v) Spontaneous Use Facilities means Town operated venues that are not available for 

dedicated user bookings, including outdoor arenas, skateboard parks, spray park, 
playgrounds, trails, parks and open spaces. 

 
w) Summer Arena Ice means ice that is available for booking during dates that are 

outside of the regular ice season. 
 
x) Tournament means any competitions between multiple persons or teams that gather 

together under the direction of an organization or group for the purpose of determining 
a winner amongst the competitors. 

 
y) Town means the Town of Grande Cache. 
 
z) User refers to anyone who wishes to use a Community Services program or facility. 
 
aa) Youth means a person less than 18 years of age. 
 
bb) Youth Organization or Group means an organization or group, which includes 

extracurricular school programs, with more than 50% of its membership or participants 
composed of individuals less than 18 years of age. 

 
 
2.0 SETTING FEES 

 
 Facilities and Facility Passes 

 
2.1 Fees for facilities and facility passes will be established by researching fees for ‘like’ 

facilities, especially those municipalities of a similar size in the province of Alberta.  
 

Town fees are then established within the range of researched fees provided and 
presented to Council for approval. 
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2.2 The rationale for this approach to fee development is that: 
- the approach ensures that prices are consistent with the market for similar 

facilities; 
- a range of fees provides the Town with flexibility to adjust fees in consideration 

of Town service levels and any other issue that may impact operations; 
- cost recovery methods can prove difficult for Facilities due to the hours of use 

and mixed uses (e.g. rentals, drop-in activities, passes, programs, leases, etc.). 
 

Summer Arena Ice Provision 
 

2.3 The approval of summer arena ice will be at the discretion of Council, who will set the 
rates and dates for such use. 

 
2.4 The rationale for this approach is that the provision of summer arena ice significantly 

increases facility operating costs due to the need for additional overtime and seasonal 
staff, as well as the year-round impact on utility rates. 

 
Spontaneous Use Facilities 

 
2.5 There are no provisions for the dedicated booking of spontaneous use facilities, and 

no fees will be charged in association with the use of spontaneous use facilities by the 
public. 

 
2.6 The rationale for having no fees is that: 

- it provides some no cost, unstructured recreation opportunities in the community; 
- the nature of spontaneous use facilities usually prohibits the efficient and 

effective collection of fees, and trying to collect fees may significantly impact 
operations in a negative way. 
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 Programs 
 
2.7 Program fees will be established at the discretion of the Manager, who shall consider: 

- the need to work within the guidelines of the approved net Operating Budget for 
program areas; 

- program related expenditures such as specialized instructors or consultants, 
travel costs, facility admissions or rentals, and program materials and 
equipment; 

- the ability to offset program costs with sponsorships, grants, donations or 
subsidies; discounts for child, youth and senior programs (compared to similar 
adult programs). 

- all programs to have an average enrollment of 85% of capacity. 
 
2.8 The rationale for this approach to fee development is that: 

- having Council pre-approve all specific program fees would be unwieldy and time 
consuming; 

- community program needs and interests can vary year over year, and this format 
allows for flexibility and responsiveness; 

- programs should not be entirely subsidized because there is a greater benefit to 
participants than to the community as a whole; 

- a greater level of subsidy for child, youth and senior programs is consistent with 
facility rental rates. 

 
 General Conditions and Provisions 
 
2.9 Council may enter into agreements and leases for facilities, programs and services 

that supersede those fees outlined in this policy. 
 
2.10 The Community Services Fees Schedule is attached as Appendix A and forms part of 

this Policy.  The Community Services Rates and Fees Schedule will be reviewed by 
Council annually as part of the Town’s annual budget development process.  Annual 
changes to fees will be in effect as of January June 1st of each year. 

 
2.11 Except where specifically indicated, any applicable taxes (including, but not limited to 

the Federal Goods and Services Tax) will not be included in the Community Services 
Rates and Fees Schedule. 
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3.0 INVOICING, BILLING, AND PAYMENTS 
 
 Facility Bookings 
 
3.1 Prior to any booking being accepted, users must provide proof of liability insurance in 

the amount of two million ($2,000,000.00) dollars with the Town identified as an 
additional named insured.  Users may be exempt from this requirement upon approval 
of the Manager. 

 
3.2 All users are issued a permit for their booking that outlines all the applicable terms and 

conditions.  The user’s contact person must sign the permit at the time of booking, and 
a signed copy of the permit is retained on file with the Department of Community 
Services. 

 
3.3 Invoices for regular users are to be sent to the Finance Department by the Community 

Services Department at the end of every month.  All other users must pay at the time 
of booking.  The Finance Department will send out invoices to regular users as soon 
as they have received the invoices. 

 
3.4 Invoiced payments are due upon receipt to the Town Administration Office.  Overdue 

accounts will be charged interest at a rate of 1.5% per month. 
 
3.5 At the discretion of the Manager of Community Services and the Finance Department, 

users with accounts 61 days or more overdue, or who have a cheque returned NSF, 
may be denied facility privileges until the overdue amount is paid. 

 
3.6 As soon as reasonably possible following every booking, staff will conduct an 

inspection to verify that the facility is clean and free of damages.  Any facility that is not 
left in the state it was received will be subject to labor cleaning charges at the rates 
established in Appendix A of this Policy.  A deposit to book may be required. 

 
3.7 Regular users must provide to the Community Services Department Office, and keep 

up-to-date, account contact person(s) and Board of Directors contacts (if applicable). 
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 Program Registrations 
 
3.8 All users are issued a permit for their program registration that outlines all the 

applicable terms, conditions, and waivers (if applicable).  Program fees cover access 
to registered programs only on the dates and times listed on their registration permit.  
The user’s contact person must sign the permit, and a signed copy is retained on file 
with the Department of Community Services. 

 
3.9 All users of programs must pay any applicable fees at the time of program registration.  

A user does not have the rights and privileges granted by a program until the applicable 
payment is received by the Community Services Department. 

 
 Passes 
 
3.10 All users of Recreation Centre passes must pay any applicable fees at the time of 

admission to the Recreation Centre.  A user does not have the rights and privileges 
granted by a pass until the applicable payment is received by the Community Services 
Department. 

 
 General Conditions and Provisions 
 
3.11 Any transaction that is taken over the phone or via electronic means will only be 

processed when accompanied by credit card payment. 
 
3.12 Acceptable payment methods include cheques (payable to the Town of            Grande 

Cache), cash (Canadian funds only), interac and credit card transactions that are 
processed through the Community Services Department.  Cheques will not be 
accepted if they are post-dated. 

 
 
4.0 REFUNDS AND CANCELLATIONS 
 
 Facilities Bookings 
 
4.1 User cancellations for bookings of less than 8 hours that are received 48 or more hours 

prior to the booking will not be subject to any fees. 
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4.2 Users that do not provide 48 or more hours cancellation notice for a Booking of less 
than 8 hours will be charged the full fee associated with their Booking excepting when: 
- the user who is cancelling is successful in finding another user willing to pay for 

the booking in question; 
- the cancellation is due to dangerous weather conditions; 
- the cancellation occurs as a result of playoff scheduling; 
- special circumstances are approved by the Manager. 

 
4.3 User cancellations for bookings of 8 hours or more that are received 30 or more days 

prior to the booking will not be subject to any fees. 
 
4.4 Users that do not provide 30 or more days’ notice for a booking cancellation of            8 

hours or more will be charged the full fee associated with their booking excepting when: 
- the cancellation is due to dangerous weather conditions by the RCMP. 
- the cancellation occurs as a result of playoff scheduling; 
- special circumstances are approved by the Manager. 

 
4.5 In the event of Town initiated booking cancellations, 100% of the booking fees will be 

refunded to the user.  Emergency evacuations or closures due to outside influences 
(Power interruption, Gas Leak, etc.) will not be classified as Town initiated. 

 
 Passes 
 
4.6 Refunds for user cancellations of passes will only be granted with written confirmation 

of a medical condition or residence relocation that reasonably prevents participation in 
the pass-based activities.  The refund will be pro-rated and will also be subject to a 
cancellation administrative fee of $25.00. 

 
4.7 In the event of Town initiated closure of the Recreation Centre, complimentary passes 

will be issued to admit patrons.  The use of complimentary passes must be immediately 
documented to the Manager via an incident report.  There will be no cash value 
associated with this complimentary pass. 

 
 
 
 
4.8 Should the Recreation Centre remain closed for a period of more than one (1) day as 

a result of a Town initiated closure, pass holders will be granted pass extensions 
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equivalent to the duration of the closure. 
 
 Programs 
 
4.9 Refunds for user withdrawal from a program are subject to a cancellation administrative 

fee at a rate of 25% of the program registration value. 
 
4.10 Refunds related to user withdrawal from a program after a program has started, or with 

less than 48 hours prior to the first class, will only be permitted with written confirmation 
of a medical condition or residence relocation that prevents participation in the 
program’s activities.  If applicable, these cancellation refunds will be pro-rated. 

 
4.11 In the event of Town initiated cancellation of the entire program, 100% of the program 

fee will refunded to the user.  Emergency evacuations or closures due to outside 
influences (power interruption, gas leak, etc.) will not be classified as Town initiated. 

 
4.12 In the event of Town initiated cancellation of a program, class or classes, every effort 

will be made to reschedule and make up the cancelled class or classes.  In the event 
that the class cannot be re-scheduled, the user will be given a pro-rated refund. 

 
 General Conditions and Provisions 
 
4.13 All user cancellation requests will be considered processed when written, electronic or 

in-person notification occurs from the accounts’ contact person. 
 
4.14 The Town reserves the right to cancel programs, pass-based activities and bookings 

to accommodate Town special events, necessary facility maintenance or in the event 
that a scheduled program should not fill to the minimum participant requirements 
established by the Town.  In the event of Town initiated cancellations, the user(s) 
contact person(s) will be notified as soon as possible of the cancellation through verbal, 
written or electronic means. 

 
4.15 The Town reserves the right to cancel a booking, program registration and pass should 

a user breach any Town Policy. 
 
 
4.16 The Town assumes no liability for cancelled programs, pass-based activities or 

bookings/rentals, including those bookings/rentals for special events and tournaments. 
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4.17 At the discretion of the user, all refunds will either be issued by cheque within two 

weeks of the request or credited to the user’s account. 
 
4.18 Sale transactions may be voided by reception staff for inadvertent errors in process of 

collecting payments.  Void sales will be reviewed weekly by the Manager. 
 
 
5.0 CASH HANDLING 
 
 Automated Teller Machine (ATM) 
 
5.1 An ATM report will be completed by the Manager the first business day of each month 

and submitted to the Finance Department. 
 
5.2 After the monthly ATM report is completed, the Manager will determine the amount of 

funds required to stock the ATM with cash.  A request for the funds required to         re-
stock the ATM will immediately be made to the Chief Financial Officer by written or 
electronic means. 

 
5.3 The Chief Financial Officer will be responsible for delivering the funds to the Manager 

for deposit in the ATM within five (5) business days of the request. 
 
 Vending 
 
5.4 Recreation Centre Customer Service Representatives shall re-stock all vending 

machines with vending product every Thursday. 
 
5.5 All vending machine revenue will be withdrawn from the machines by Customer 

Service Representatives and deposited through the cash register into the appropriate 
general ledger account. 

 
 
 
 
5.6 Once all vending machine funds are deposited in the Community Services Department 

cash register, Customer Service Reception staff will expense out of the cash register 
enough funds to fully stock the vending machines with change. 
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 Point-of-Sale (Cash Registers) 
 
5.7 The Office cash register(s) should maintain between $100 and $300 in cash.  When 

cash exceeds $300, a cash drop should be made to the Office safe as soon as 
reasonably possible. 

 
5.8 Shift closing procedures are as follows: 

- closing debit machine and printing a debit batch report; 
- printing required ACTIVEnet reports; 
- creating a cash float in the amount of $100 (only deposited back into the Office 

safe if the shift is the last one of the day); 
- counting, itemizing and signing off on revenue amounts from all sources        (ie. 

cheques, cash, debit and credit cards); 
- deposit all items into the department safe to complete shift closing procedures. 

 
5.9 The Manager or his / her designate shall take all reports, invoices and revenue from 

the safe and deliver them to the Finance Department daily (or in the case of Saturday, 
Sunday and statutory holidays, the following business day). 

 
Program and Event Floats 

 
5.10 A program and event float of $100 will be maintained in the Community Services 

Department safe. 
 
5.11 The use of the program and event float shall be approved by the Manager or his / her 

designate. 
  

5.12 At the end of the program or event, the $100 float will be returned to the safe and all 
other proceeds will be deposited through the cash register into the applicable general 
ledger account(s). 

 
 
 
 

General Conditions 
 

5.13 Cash and Point-of-Sale stations must never be left unattended by staff. 
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5.14 Any revenue garnered from Community Services Department activities must be 

deposited into the appropriate general ledger account.  Under no circumstances are 
cash proceeds to be used for making loans, advances or to pay for expenditures of 
any kind. 

 
5.15 Detailed general ledger account reports are reviewed monthly by the Manager. 
 

82



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   

Title Harassment, Discrimination, Bullying, 
and Violence Page 1 of 7 

    
Section 7-Personnel Resolution No. 376/18 Supersedes Resolution No. 309/14 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
Policy Statement: 
 
The Town of Grande Cache is committed to eliminating or, if that is not 
reasonably practicable, controlling the hazard of harassment and violence. The 
Employer will investigate and take appropriate corrective actions to address all 
incidents and complaints of harassment and violence in a fair and timely 
manner. The Town of Grande Cache is committed to providing a safe and 
respectful work environment that supports the productivity, personal goals, 
dignity and self-esteem of every individual.  The Town of Grande Cache is 
dedicated to ensuring a workplace environment in which all individuals are 
treated with respect and dignity.  No one, whether a manager, an employee, a 
contractor, Mayor and Council, or member of the public, has to tolerate 
harassment for any reason, at any time.  No one has the right to harass anyone 
at work or in any situation related to employment.  
 
Harassment in the workplace is a form of discrimination.  It is unwelcome and 
unwanted.  It affects the individual’s ability to learn and work.  It can also be an 
expression of abuse of power, authority or control and is coercive in nature. 
 
For the purposes of this Policy, harassment will mean harassment in any form 
including sexual harassment, discrimination, bullying and violence. 
 
Work related harassment can take place at the workplace itself, or outside of 
the workplace in a situation that is in some way connected to work. 
 
This policy is one step toward ensuring that our workplace is a comfortable place 
for all.  
 
Definition of Harassment 
 
Harassment is defined as any single incident or repeated incidents of 
objectionable or unwelcome conduct, comment, bullying, or action by a person 
that the person knows or ought reasonably to know will or would cause offence 
or humiliation to a worker, or adversely affects the worker’s health and safety 
but excludes any reasonable conduct of an employer or supervisor in respect of 
the management of workers or a work site. 
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Harassment is any unwanted physical contact, attention, demands, jokes or insults when they 
negatively affect the working environment. 
 
 
Sexual Harassment 
 
Any conduct, comments, gestures or contact of a sexual nature which reasonably causes 
offence or humiliation, or which is intended to place a condition of sexual nature on 
employment or opportunity for promotion, training, receipt of services or a contract.   
 
Sexual Harassment can include, but is not limited to, pinching, patting, rubbing, leering, jokes, 
pictures, pornographic material, comments, suggestions, innuendos, requests or demands of 
a sexual nature. 
 
 
Discrimination 
 
An occurrence where a person is treated less favorably or fairly than another person or group 
of people in the same or similar circumstances because of race, ancestry, place of origin, 
color, ethnic origin, citizenship, creed, sex, sexual orientation, age, record of offences, marital 
status, family status or disability. 
 
 
Bullying 
 
Repeated humiliation or intimidation that adversely affects a workers psychological or 
physical well-being.  It can be a single instance so severe that it has a lasting, harmful effect 
on a worker. 
 
Acts of bullying may include, but are not limited to, health-harming mistreatment, sabotage, 
verbal, emotional or mental abuse, or conduct which is threatening. 
 
 
Violence 
 
The threatened, attempted, or actual conduct of a person that causes or is likely to cause 
physical or psychological injury or harm, and includes domestic or sexual violence. 
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What is Not Harassment 
 
Appropriate performance reviews, counseling or discipline by a supervisor or manager are 
not considered harassment. 
 
 
Effects of Harassment 
 
Harassment is harmful and can have serious effects on the victims working and personal life.  
It is cruel and destructive behavior. 
 
Victims of harassment may suffer humiliation, stress, fear, frustration, shock and anger.  The 
psychological effects can lead to many different health concerns.  The psychological and 
physical effects of harassment may have a negative effect on job performance. 
 
 
Who Does This Policy Cover 
 
This policy covers all employees of the Town, elected officials and individuals and companies 
under contract with the Town. 
 
 
Employee’s Responsibilities 
 
All employees have the responsibility to treat each other with respect, and to speak up if they, 
or someone else is being harassed.  All employees have the responsibility to report 
harassment to the appropriate person.  All employees are responsible for respecting the 
confidentiality of anyone involved in a harassment complaint. 
 
 
Manager’s Responsibilities 
 
Each manager and supervisor is responsible for fostering a safe working environment, free of 
harassment.  Managers must set an example for appropriate workplace behaviour, and must 
deal with situations of harassment immediately upon becoming aware of them, whether or not 
there has been a complaint.  Courts may impose penalties on the employer or manager, even 
if neither of them were actually involved in, or aware of, harassment, but should have been 
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aware of it.  A manager that does nothing to prevent harassment, or to mitigate its effects, 
may find him or herself facing financial and legal consequences. 
 
 
The Town of Grande Cache Responsibilities 
 
As an employer, the Town of Grande Cache has a responsibility to be aware of what is 
happening in the workplace.  The Town is to maintain a harassment-free workplace.  The 
Town of Grande Cache has zero tolerance for harassment in any form.  
 
Examples of harassment include: 

• Unwelcome remarks, slurs, jokes, taunts or suggestions about a person’s body, 
clothing, race, national or ethnic origin, color, religion, age, sex, marital status, physical 
or mental disability, sexual orientation, pardoned conviction or other personal 
characteristics. 

• Unwelcome sexual remarks, invitations, or requests (including persistent unwanted 
contact after the end of a sexual relationship). 

• Displays of sexually explicit, sexist, racist, or other offensive or derogatory material. 
• Written or verbal abuse or threats. 
• Practical jokes that embarrass or insult someone. 
• Leering (suggestive staring) or other offensive gestures. 
• Unwelcome physical contact, such as patting, touching, pinching, or hitting. 
• Patronizing or condescending behaviour. 
• Humiliating an employee in front of coworkers. 
• Abuse of authority that undermines someone’s performance or threatens his or her 

career. 
• Vandalism of personal property. 
• Physical or sexual assault. 

 
Consensual banter or romantic relationships, where the people involved agree with what is 
happening, are not harassment. 
 
 
Complaint Procedures 
 
If you are being harassed: 

a) Tell the individual their behavior is unwelcome and tell them to stop, or inform a 
supervisor/foreman, manager about the unwelcome behavior. 
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b) Keep a written record of all incidents, including date, time, location, conversations 
and/or correspondence and names of possible witnesses. 
 

c) Report it. 
If the harassing behavior continues or happens again, file a written complaint with your 
supervisor/foreman or manager (if in the event that the harassment involves your 
supervisor or manager, report it to the Chief Administrative Officer).  If the concern 
relates to an elected official, the employee shall report the event to the CAO. 

 
If the concern relates to the CAO, concerns shall be brought to the attention of the Mayor. 

 
If, for any reason, you are unable to report harassment to someone at the Town of 
Grande Cache, you can speak with the RCMP (for sexual or physical assault) or go directly 
to the Alberta Human Rights Commission. 

 
Once a person reports harassment, the CAO or an appointed investigator shall investigate 
the complaint in an expeditious and confidential manner.  If the report of harassment is 
about the CAO, the Mayor or an appointed investigator shall investigate the complaint in 
an expeditious and confidential manner. 
 
d) The Investigation 

An investigation will involve: 
• getting all pertinent information from the complainant. 
• informing the alleged harasser of the details of the complaint (including who is 

making the complaint) and getting their response. 
• interviewing any all witnesses. 
• deciding whether, based on the evidence gathered, the harassment did take place. 
• recommending appropriate remedies, penalties or other action.  

 
e) Substantiated Complaints 

If the investigation confirms that the complaint is valid, the investigator will report, in 
writing, to the CAO or Mayor within one week of completing the investigation.  The 
report will recommend appropriate remedies and disciplinary action, and any other 
necessary action.  The CAO or Mayor will decide what action to take which may include 
any of the following, depending on the nature and severity of the harassment: 
• a written reprimand. 
• a suspension with or without pay. 
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• a transfer, if it is not reasonable for the people involved to continue working 
together. 

• a demotion. 
• dismissal.  
• obligation to attend anti-harassment training session.  

And will inform both parties of the decision, in writing within one week of the report being 
submitted.  
f) Complaints Made in Bad Faith 

In the event that a complaint was made in bad faith, that is deliberately and maliciously 
filed knowing it had absolutely no basis, immediate disciplinary action will be taken 
which may include immediate dismissal. The person unjustly accused of harassment 
will have his or her reputation restored, and will be given the benefit of any necessary 
remedies that would be given in a case of harassment. 

g) No Recriminations or Retaliation 
No individual filing a complaint will be penalized nor subjected to any prejudicial 
treatment as a result of making a complaint. 

 
No employee shall take retaliatory action against a complainant with the intention of 
dissuading or punishing an individual for participating in the complaint process.  
Sanctions may be imposed for any such retaliation.  Retaliation against individuals 
participating in the complaint process should not be confused with any sanction that 
may be imposed for making allegations that are not established. 

h) Confidentiality 
The Town of Grande Cache will not disclose the circumstance related to an incident of 
harassment or violence or the names of the complainant, the individual alleged to have 
committed the harassment or violence, and any witnesses, except as necessary to 
investigate the complaint, to inform workers of a specific or general threat of violence, 
or as required by law. 

i) Time Limits 
Managers have a responsibility to make sure harassment ends as soon as they are 
made aware of it.  Complaints will be resolved within one month of being made.  
Complainants should be aware that there is a one-year time limit for filing a complaint 
with the Canadian Human Rights Commission. 
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Final Recourse/Appeal 
 
If a complainant has brought forward a complaint of harassment and the behavior persists, 
and/or corrective action is not taken by the Town, the manager charged with responsibility 
over the complaint or the complainant may request the CAO to review the decision.  A request 
to review the decision must be made in writing, outlining their concerns.  The request for 
review by the CAO and the CAO’s response then becomes part of the file of the complaint.   

 
Other Corrective Actions 
 
Corrective action for members of Council may further include a public censure recorded in 
the minutes of a Council meeting. 
 
If the harassment is from a member of the public, the CAO shall send a letter of information 
about the Harassment Policy and also to advise that if the behavior continues that appropriate 
legal action shall be taken. 
 
If the harassment is from a contractor or supplier for the Town of Grande Cache, the CAO 
shall advise the owner or manager of the company of the Town Harassment Policy and if the 
behavior continues, any business activities between them and the Town may be suspended 
or severed. 
 
Notwithstanding the existence of this policy, every person continues to have the right to seek 
assistance from the Alberta Human Rights Commission, private legal counsel, RCMP and 
Peace Officers, even when steps are being taken under this policy. 
 
This policy is not intended to discourage a worker from exercising the worker’s right under 
any other law, including the Alberta Human Rights Act. 
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1.0 Statement 
 

The Town of Grande Cache is committed to creating and implementing 
a comprehensive Personnel Policy to ensure that clear guidelines are in 
place to address human resources matters. 

 
2.0 Purpose 
 

The purpose of this policy is to establish practices, procedures and 
conditions relevant to equal employment opportunity, hiring, promotion, 
employment, pay, performance reviews, hours of work, leave of absence 
provisions, training, employee benefits and grievance procedures. 

 
3.0 General Provisions 
 
3.1 Interpretation 
 
3.1.1 A word used in the plural also applies in the singular. 
 
3.1.2 For the purposes of this policy, the words ‘he or his’ shall be interpreted 

to mean ‘she or her’. 
 
3.1.3 This policy shall supersede all previous policies and resolutions of 

Council that pertains to all of the matters herein contained. 
 
3.2 Definitions 
 
3.2.1 Town means the municipal corporation of the Town of Grande Cache. 
 
3.2.2 CAO means the person appointed by Council to the position of 

Chief Administrative Officer. 
 

3.2.3 Employee means any individual employed by the Town that reports 
directly or indirectly to the Chief Administrative Officer, along with those 
individuals employed under contract by the Town on a personal services 
agreement. 
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3.2.4 Manager means any individual employed by the Town who reports directly or 

indirectly to the CAO and manages a department or sections of a department 
and is responsible for the supervision of employees.  This includes department 
managers, assistant managers and senior foremen. 

 
 
3.3 Application 
 
3.3.1 All terms and conditions of this policy shall apply to all full-time employees, 

unless specifically altered or exempted under the terms of an employee’s 
individual contract with the Town. 

 
3.3.2 Part-time and temporary employees are subject to the terms and conditions of 

this policy where applicable. 
 
 
3.4 Management Rights 
 
3.4.1 The Town retains the sole and exclusive control of all matters concerning the 

operation, management and administration of its business.  The Town retains 
all functions, rights, powers and authority that the Town has not specifically 
abridge, delegated or modified by this policy. 

 
3.5 Amendments 
 
3.5.1 The Town may amend this policy from time to time as it deems necessary. 
 
3.5.2 The Personnel Policy shall be reviewed annually by the CAO, who will confirm 

as part of his/her performance evaluation that this review has been completed. 
 
3.5.3 Employees may propose changes to the terms and conditions contained herein 

by submitting a written request to the CAO or designate. 
 
3.6 Legislation 
 
3.6.1 This policy is intended to adhere to the Canada Charter of Rights and 

Freedoms, the Alberta Employment Standards Code, the Alberta Employment 
Standards Regulations, the Occupational Health and Safety Act and any other 
applicable legislation. 

91



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 3 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
3.6.2 In the event that any law passed by the Government of Canada or Alberta 

renders, or should a Court determine, that any provision of this policy be 
otherwise reduced or nullified, that term or condition shall be altered to adhere 
to the new legislation or court ruling, and the remaining provisions shall continue 
to apply. 

 
3.7 Distribution 
 
3.7.1 Each employee shall be issued and required to acknowledge receipt of the 

current copy of the Personnel Policy handbook and any other related policies 
referred to herein, upon being hired. 

 
 
4.0 Employment 
 
4.1 Recruitment and Hiring Process 
 
4.1.1 Personnel recruitment and hiring will be conducted in accordance with the 

Town’s Recruitment and Hiring Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
4.1.2 The Town is committed to the principle of fair and equitable hiring and therefore, 

all positions will be filled by open competition. 
 
4.1.3 Promotion and transfers from within the organization are encouraged and will 

be based on a variety of factors, including but not limited to qualifications, 
experience, previous performance, seniority and potential for success in the 
new position or department.  Preference in the evaluation process will be given 
for any internal candidates with suitable qualifications. 

 
 
4.2 Termination of Employment 
 
4.2.1 a) Resignation is the cessation of employment, which is initiated by the employee, 

without duress. 
 
b) Employees are expected to provide written notice of resignation to their 

immediate supervisor at least two (2) weeks in advance of the effective date of 
resignation. 
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4.2.2 a) An involuntary termination means a cessation of employment that may be 

initiated by the Town, at any time, in its sole discretion. 
 

b) An involuntary termination shall be fully documented by the Manager 
responsible and discussed with the CAO prior to any termination discussion with 
the employee. 

 
c)  An involuntary termination of any employee must have the written approval of 

the CAO prior to implementation.  The CAO has the discretion and authority to 
consult legal counsel prior to any actions regarding an involuntary termination. 

 
d) An employee who has been continuously employed for more than three (3) 

months and who is terminated involuntarily, shall receive written notice of 
termination, served in person or by registered mail, or pay in lieu thereof, in 
accordance with the provisions of the Alberta Employment Standards Code. 

 
e) Written notice is not required if: 

i. the employment is terminated for just cause; 
ii. an employee has been employed by the Town for three (3) months or 

less; 
iii. the employee is employed for a defined term or task for a period not 

exceeding twelve (12) months, on completion of which the 
employment terminates; 

iv. the employee is laid off after refusing an offer from the Town of 
reasonable alternative work; 

v. the employee is employed on a seasonal basis and on the completion 
of the season employment is terminated;  

vi. an employee is temporarily laid off; 
vii. the contract of employment is or has become impossible for the Town 

to perform by reason of unreasonable or unpreventable causes 
beyond the control of the Town. 

 
4.2.3 An employee may be discharged for just cause, without notice or pay in lieu of 

notice in accordance with Alberta Employment Standards legislation. 
 
4.2.4 The Town and an employee may enter into an agreement to terminate. 
 
 
 

93



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 5 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
4.3 Employment of Relatives 
 
4.3.1 A potential employee who is a relative of an existing employee neither 

prejudices nor advances that person’s hiring prospects.  Applicants will not be 
hired, transferred or promoted into positions where a direct supervisory 
relationship will exist between the related employees, or where other working 
relationships can be perceived to have influence over promotion or supervision 
or could lead to conflict of interest or favoritism. 

 
4.3.2 Employment of relatives will be conducted in accordance with this policy and 

the Town’s Recruitment and Hiring Policy (in Section 7 - Personnel, Policy and 
Procedures Manual). 

 
 
5.0 Pay and Performance 
 
5.1 Pay Principles 
 
5.1.1 The Town will pay employees for consistent and sustained competency in the 

performance of the role and responsibilities of the position in accordance with 
Section 5.7 of this policy. 

 
5.1.2 The CAO is responsible for approving job classifications, range structures, 

wages and increases for each position.  The CAO, with consultation of senior 
managers, will review positions within the organization at least once every three 
(3) years to ensure job descriptions accurately reflect the duties and 
responsibilities assigned to that position. 

 
5.1.3 The CAO will recommend wage grid structures and cost of living allowance 

increases to Council for approval during the annual budget process. 
 
 
5.2 Payroll Category 
 
5.2.1  Salary is an employee who receives a bi-weekly or monthly rate of pay 

regardless of hours worked.  The CAO and Department Managers are in this 
category. 
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5.2.2 Hourly is an employee who is paid an hourly wage for hours worked. Full-time, 

part-time, temporary, casual and seasonal employees are included in this 
category. 

 
 
5.3 Employment Category 
 
5.3.1 Permanent Full-Time means an employee who has been hired for an ongoing 

position, working full-time hours of thirty five (35) hours or more per week, where 
there is no defined end date of employment.  This position is eligible for all 
benefits. 

 
5.3.2 Permanent Part-Time means an employee who has been hired for an ongoing 

position, working less than full-time hours where there is no defined end date of 
employment.  This position is not eligible for benefits. 

 
5.3.3 Casual means an employee who has been hired for a pre-determined period of 

time. 
 
5.3.4 Seasonal means an employee who has been hired for a non-permanent 

seasonal nature for between five (5) and eleven (11) months, working various 
hours as determined by the manager. 

 
5.3.5 Independent Contract Personnel are not considered employees of the Town 

and may be self-employed or work for another organization with which the Town 
has contracted services.  Contracted Personnel are expected to adhere to all 
relevant policies, procedures and practices while working for the municipality.  
All contracted personnel are paid by invoice through Accounts Payable. 

 
 
5.4 Hours of Work 
 
5.4.1 Regular Full-Time Hours means a position requiring regularly scheduled hours 

of work at: 
a) seven (7) hours per day for thirty five (35) hours per week; or 
b) seven and a half (7½ ) hours per day for thirty-seven and a half (37½) 

hours per week; or 
c) eight (8) hours per day for forty (40) hours per week. 
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5.4.2 Part-Time Hours means a position that an employee is working less than thirty 

five (35) hours per week. 
 
5.4.3 Variation of hours of work must be approved by the CAO or manager. 
 
 
5.5 Acting Incumbent Pay 
 
5.5.1 When an employee is qualified and required to provide relief in a senior position 

and the employee is assigned these responsibilities, in writing, for a period of 
ten (10) consecutive days or more, that employee will receive a 5% increase in 
pay starting on the first day of leave and continuing for the duration of the 
assignment. 

 
5.5.2 Qualifications or eligibility of an employee to relieve or be assigned to a 

temporary senior position will be determined by the CAO or manager after 
conferral with the CAO. 

 
5.5.3 Acting incumbent provisions shall not apply to employees who have been 

assigned additional duties for annual vacation or other short-term absences. 
 
 
5.6 Pay Administration 
 
5.6.1 For the purposes of payroll administration, each week begins on Sunday and 

ends on the following Saturday. 
 
5.6.2 Any employee requesting information on the status of his/her sick leave, 

vacation, or time in lieu must direct his/her inquiry to his/her manager. 
 
5.6.3 All employees must have a valid bank account with a recognized banking 

institution and must provide all required banking information to the Payroll 
Administrator upon the first day of employment.  Employees who do not provide 
banking information will not be paid. 

 
5.6.4 Pay cheques will be automatically deposited (direct deposit) in the employees 

account on Wednesday, bi-weekly. 
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5.6.5 Employees will receive their pay stub via email unless other arrangements have 

previously been made. 
 
5.6.6 No payroll advances will be made to any employee, unless under exceptional 

circumstances and approved by the CAO. 
 
5.6.7 For the convenience of an employees, the following items will be authorized for 

payment through the payroll deduction method in accordance with Canada 
Revenue Agency regulations for deductions: 
a) RRSP deductions; 
b) monthly Property Tax Increments; 
c) Maintenance enforcement (as per court order received from the Court of 

Queen’s Bench); 
d) Any other legal judgments (as per court order received from the Court of 

Queen’s Bench or the Province of Alberta). 
 
5.6.8 In the event of a payroll deduction for the purpose of a trainee program or any 

other Town training course, payroll deductions may be considered only on the 
following basis: 
a) The employee must be hired by the Town and require the credential or 

training in order to perform their duties; 
b) Payments must set on a bi-weekly repayment schedule, and the 

employee is responsible to make regular payments on the pre-agreed 
terms at the Administration Office; and 

c) If payments are in arrears, the Payroll Department will deduct all arrears 
and current payments from the employee’s pay cheque without prior 
notice. 

 
5.6.9 All payroll deductions for the purpose of education and training (as outlined 

above) must be approved, in writing, and with all terms and conditions outlined 
by the Chief Financial Officer (CFO) and the CAO.  The CAO and CFO may 
impose any other conditions on a case-by-case basis. 

 
5.6.10 No other payroll deductions are permitted, unless approved by the CAO. 
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5.7 Employee Job Performance Evaluation 
 
5.7.1 The Employee Job Performance Evaluation process is based on the following: 

a) conducting annual performance evaluations with each employee; 
b) develop job descriptions for each job and have a consistent format used 

to evaluate and  document the employee’s job performance; 
c) managers and supervisors will determine training, provide coaching and 

otherwise assist employees to meet or exceed job performance 
standards; 

d) regular feedback is provided to employees on job performance to 
encourage improvement, growth and development. 

 
5.7.2 The purpose of this process will permit the manager and employee to evolve a 

method of performance evaluation and feedback which reflects: 
a) the work relationship; 
b) the demands of the job; 
c) current information for the purpose of improving the employee’s 

immediate value and potential with the Town and prepare an individual to 
perform more effectively; 

d) review performance standards and provide direction; and 
e) express appreciation, as well as increase enthusiasm and commitment. 

 
5.7.3 Managers will complete annual job performance evaluations, using the 

prescribed format, for all permanent full- and part-time employees, in a private 
setting, without interruption, before December 31 of each year. 

 
5.7.4 Job performance evaluations will be conducted following the completion of an 

employee’s probation period. 
 
5.7.5 The manager will determine whether an employee receives a wage increment 

increase based on the overall performance evaluation. 
 
5.7.6 Managers will provide a copy of the signed evaluation to the employee and 

provide the original to Payroll for the employee’s personnel file and must be 
accessible to the employee upon request. 
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5.8 Notification of Illness or Injury 
 
5.8.1 All employees who will be absent from scheduled shifts due to illness will be 

required to contact their Manager, or the individual in charge of their department, 
at least one (1) hour before they are scheduled to work.  Failure to follow 
this policy may result in loss of pay, temporary suspension and/or dismissal. 

 
5.8.2 Where there is an absenteeism pattern that indicates an abuse of sick leave, 

the employer may request an employee to provide a certificate from a duly 
qualified medical practitioner, describing the reason for the absence.  A medical 
practitioner is defined as a physician, nurse practitioner or midwife. 

 
5.8.3 An employee who calls in absent from work due to illness, but has been shown 

not to be ill may be subject to disciplinary action. 
 
 
5.9 Overtime 
 
5.9.1 This section does not apply to the CAO, and managers. 

 
5.9.2 As per Section 22(1)(2) of the Employment Standards Code (RSA 2000,       Chapter 

E-9), all employees will be paid one and one half (1.5) times their regular hourly 
rate for all hours worked in excess of eight (8) hours per day or forty four (44) 
hours per week. 

 
5.9.3 Employees who are required to work overtime on their second consecutive day 

of rest (working seven (7) days in a row) shall be paid two (2) times the regular 
straight hourly rate. 

 
5.9.4 All overtime must be pre-approved by the appropriate department manager or 

the CAO, using the Overtime Request Form, which must be submitted with the 
timesheets.  Employees will not be paid for the accumulation of unauthorized 
overtime. 

 
5.9.5 Employees must use banked lieu time within six (6) months in accordance with 

the Alberta Employment Standards legislation. 
 
5.9.6 Employees may not borrow against banked time that they have yet to 

accumulate. 
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5.9.7 Permanent part-time and casual employees are not permitted to bank overtime 

and all earned overtime accumulated in a bi-weekly period will be paid out 
during the regular pay period. 

 
 
5.10 Stand-By Pay 
 
5.10.1 From the period of November 1 to March 31, the Public Works Department will 

establish and maintain a list for standby workers.  The purpose of the list is to 
ensure that employees are available in the event of a major Public Works event, 
such as a water break, major snowfall, etc.  

 
5.10.2 The Public Works Department is to provide 24-hour standby coverage on 

weekends and statutory/recognized holidays as described in section 6.11 of this 
policy, and employees will be paid a stand-by allowance of: 
a) $50.00 per 8-hour period; OR 
b) 1 ½ hours in lieu time for each 8-hours of standby 
(ie. for a typical weekend, each standby employee would receive $400 for the 
period starting Friday at 4:00 pm through to Monday at 7:00 am) 

 
5.10.3 Employees will be required to document dates, times and details of all calls 

while on standby.  Employees will be reimbursed for call outs as required under 
current Alberta Employment Standards legislation. 

 
5.10.4 Utility Operators will be paid $50.00 per 24-hour period on a regularly scheduled 

shift for standby pay.  Utility operators will be required to maintain radio contact 
with the Water Treatment and Sewage Treatment plants (WTP/STP) and 
respond to all alarms and other related events. 

 
5.10.5 Employees of the Community Services Department required to provide 

weekend or holiday coverage will be paid $50.00 per 24-hour period on a 
regularly scheduled shift for standby pay. 

 
5.10.6 Employees on standby will be provided with the emergency phone (and contact 

information for secondary staff) and are entitled to take home a Town vehicle to 
be used only for official purposes.  Employees on standby shall report to the job 
site within thirty (30) minutes, and be required to be in fit condition to work for 
all such stand-by hours. 
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5.10.7 All rates of pay for workers called out will be in accordance with the employee 

wage grid and overtime/time off in lieu policy. 
 
 
5.11 Timesheets 
 
5.11.1 All employees are responsible to complete and submit a weekly timesheet. 
 
5.11.2 All Department Managers are responsible for ensuring that employees have 

completed their timesheet, along with all appropriate paperwork (ie. leave forms, 
new employee forms and Payroll Change Forms), and that all information is 
forwarded to the Payroll Department in accordance with section 5.11.3 of this 
policy. 

 
5.11.3 All timesheets and leave forms are to be forwarded to the Payroll Department 

by 12:00 noon on the Monday before pay cheques are regularly issued.  When 
Monday is a statutory holiday, all timesheets and leave forms are to be 
forwarded to the Payroll Department by 12:00 noon the previous Friday unless 
alternate arrangements are made with the Chief Administrative Officer, or 
designate, prior to the applicable deadline.  Adjustments required due to hours 
worked on the weekend will be made Tuesday morning, following the statutory 
holiday. 

  
5.11.4 New Employee Forms and Payroll Change Request Forms must be delivered 

to the Payroll Department no later than the day after the employee’s date of hire 
or payroll change.  These forms must indicate the ‘Effective Date’ for hire or 
payroll change (please attempt to schedule the hire date for the beginning of a 
pay period). 

 
 
6.0 Benefits 
 
6.1 Benefit Principles 

 
6.1.1 The Town provides comprehensive benefits for employees which includes 

group health and dental plans, short and long-term disability plans, pension 
contributions and other various, specified leave of absences. 

 
  

101



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 13 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
6.2 Bereavement 
 
6.2.1 In the event of a death in an employee’s immediate family the employee will be 

granted Bereavement Leave: 
a) for the purpose of arranging and/or attending the funeral; 
b) allowed five (5) working days leave of absence with pay; and 
c) may be allowed extended leave if travel is necessary in excess of 400 km 

based on the discretion and prior approval of the manager. 
 
6.2.2 Immediate family members mean to include:  spouse, children, parents, 

siblings, and grandparents. 
 
6.2.3 An employee shall be granted one (1) working day leave with pay in the event 

of death of a member of the employee’s extended family.  The day shall be 
granted provided the funeral takes place on the employee’s normal work day. 

 
6.2.4 An employee must inform the manager of the request for Bereavement Leave 

as soon as possible.  Days granted will be approved at the discretion of the 
manager. 

 
 
6.3 Employee Recognition 
 
6.3.1 The Town endorses programs that recognize employees’ length of service, 

retirement and special accomplishments. 
   
6.3.2 Long-Term Service certificates and awards will be presented to full and 

part-time employees in recognition of total years of service with the Town, 
starting at five (5) years of consecutive service and each subsequent five (5) 
year period thereafter.  Council and/or the CAO will present the service 
certificate and cash award ($10.00 for each year of service) at the annual 
Christmas party. 

 
6.3.3 Payroll is responsible for tracking employee anniversary dates and will advise 

the CAO and/or Chief Financial Officer prior to the Christmas Party so 
certificates and cheques can be prepared. 

 
Note: Casual, contracted, and non-permanent staff are not eligible for service awards. 
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6.3.4 The Town will present a certificate and cash award to an employee in 

recognition of long term service (minimum ten (10) years) who retires ($10.00 
for each year served by the retiring employee as a departing gift), in addition to 
the long service award, if providing that the employee is eligible for the a long 
service award the year they retire.  The Town will not be responsible for the any 
costs associated with a retirement function. 

 
6.3.5 Department managers or Council may recognize special accomplishments of 

specific employees for service above and beyond the scope of 
work/requirements of the position. 

 
6.3.6 Department Managers are encouraged to informally recognize employees or 

teams for exceptional service to the organization, such as the accomplishment 
of projects, improved productivity, customer service, etc. 

 
 
6.4 Family Recreation Benefit 
 
6.4.1 The Town recognizes the importance of providing quality recreational 

opportunities for staff and their families and encourages employees to engage 
in healthy living and physical fitness on a regular basis.  To facilitate this 
commitment, the Town offers a Recreation Centre pass for all full-time, 
permanent employees, including spouses and/or dependents, and an individual 
Recreation Centre pass for part-time, seasonal and casual employees.  For the 
purposes of this policy only, ‘staff’ and ‘employees’ will include members of 
Council. 

 
6.4.2 The pass shall be used to access recreational opportunities including public and 

lane swimming, public skating, shinny hockey and the fitness centre. 
 
6.4.3 Employees will be issued their pass by the Community Services Department 

following the completion of probationary periods or other employment conditions 
(upon notification from the Payroll Department) and members of Council will be 
issued their pass once they are sworn into office following an election.  

 
6.4.4 Spouses and dependents are defined as: 

a) one for whom the employee is eligible to claim as a personal exemption 
under the Income Tax Act; 
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b) is in full-time attendance at an accredited learning institution to a 

maximum 21 years of age; 
c) spouse is defined as a partner to whom the employee is legally married 

or has entered into a common-law relationship for a period of no less than 
six consecutive months  (an  employee may only claim one spouse per 
year and may be required to sign a statutory declaration or provide a 
marriage certificate to verify the relationship); and 

d) children from a prior relationship in which the employee has parental 
obligations, legal custody (ie. joint custody) or visitation rights.  

 
6.4.5 Contractors are not eligible for this benefit. 
 
6.4.6 Employee recreation passes will expire immediately when employment with the 

Town is terminated or term on Council ends. 
 
 
6.5 Group Benefit Package 
 
6.5.1 The Town provides a comprehensive group benefit package for permanent full-

time employees which includes medical and dental plans, short-term and long-
term disability plans and pension plan.  Eligible employees qualify for this benefit 
following the successful completion of the probation period in accordance with 
Section 14 of the Recruitment and Hiring Policy (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
6.5.2 Eligible employees are required to contribute a portion toward their pension 

plan.  The long-term disability plan is paid in its entirety by the employee. 
 
6.5.3 The short-term disability plan is to provide coverage after five (5) days of illness 

or after the first day for injury or hospitalization.   
 
6.5.4 The long-term disability plan will provide coverage after 17 weeks of disability 

as per the Town’s group benefits provider. 
 
6.5.5 For additional information regarding short-term disability entitlement and sick 

leave benefits, refer to section 6.10. 
  

104



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 16 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
6.6 Maternity and Parental/Adoption Leave 
 
6.6.1 Maternity and/or parental/adoption leave will be granted to employees in 

accordance with the Alberta Employment Standards legislation. 
 
6.6.2 a) While on maternity or parental/adoption leave, an employee who is eligible for 

group benefit plans may continue to participate providing the required 
contributions are being made.   

 
b) The employee must provide post-dated cheques or make other suitable 

arrangements (ie. pre-authorized withdrawals) regarding payment of the 
employee’s portion of premiums for benefit coverage. 

 
6.6.3 If an employee elects not to participate in the group benefit plans, the employee 

must provide, in writing, notification that the employee will not be making 
contributions for benefit coverage. 

 
6.6.4 An employee does not accrue vacation or sick leave while on maternity or 

parental/adoption leave. 
 
6.6.5 No employee shall be intimidated, suspended, laid off, dismissed or penalized 

in any manner because she is eligible to, intends to take or takes maternity or 
parental/adoption leave. 

 
 
6.7 Personal Use of Town Vehicles 
 
6.7.1 The Town strives to ensure that all vehicles and equipment are operated in a 

manner consistent with efficiency, economy and good public relations.  
Employees operating Town vehicles or equipment must do so in accordance 
with the Vehicle Use Policy (Section 6 – General, Policy and Procedures Manual). 

 
 
6.8 Professional/Non-Professional Association Membership 
 
6.8.1 The Town recognizes that maintaining industry status or designation is 

important and often related to an employee’s current position and will pay for 
periodic association fee or dues required to maintain professional or industry 
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status.  The Town has the sole discretion to determine whether an association 
status is a necessary qualification for an employee’s current or future position. 

 
6.8.2 Managers are responsible for budgeting association fees and expenses. 
 
 
6.9 Seminars, Conferences and Conventions 
 
6.9.1 The Town encourages employees to increase knowledge, maintain currency in 

the profession, and to continually upgrade skills.  Such professional 
development is often best accomplished through attendance at seminars, 
conferences or conventions. 

 
6.9.2 Employees may be authorized by the CAO or manager to attend seminars, 

conferences or conventions in accordance with budget limitations.  The Town 
will pay registration fees and applicable travel expenses. 

 
 
6.10 Sick Leave 
 
6.10.1 Sick leave pay is accumulated by eligible employees of the Town at a rate of 

1.5 days per month, cumulative for one year only (18 days) during the calendar 
year.  The Town will offer employees a wellness bonus for unused sick days as 
of December 31 which will be calculated and paid out as outlined in Section 
6.10.11 of this policy. 

 
6.10.2 Sick leave is provided as a supplement to the Town’s short-term disability plan 

and will be managed in accordance with Section 6.10.3 of this policy. 
 
6.10.3 a) Eligibility 
 All full-time permanent employees are eligible for sick leave.  Term (with less 

than one year), casual and part-time employees are ineligible to earn or receive 
sick leave benefits. 

 
b) Sick leave is permitted as follows: 

i. Employees may take sick leave for personal illness or disability for up 
to five (5) consecutive days after which they will transfer to short-term 
disability; 

ii. Employees absent for medical and dental appointments will have the 
time off treated as sick leave; 
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iii. Sick leave may be used in the event of illness of an immediate family 
member, including a spouse, children, parents, sibling or grandparent 
(provided verification of sickness is submitted and the employee 
attends to the family member); and 

iv. Employees may only take sick leave from accumulated days, and must 
use vacation or lieu time if no days have been earned, unless 
authorized by the CAO or manager. 

 
c) Sick leave credit is earned on the following basis: 

i. Employees who work 35 or 37½ hours per week, on the basis of  4.85 
hours per pay period or 126 hours of sick leave credit per year; 

ii. Employees who work 40 hours per week, on the basis of 5.54 hours 
per pay period or 144 hours of sick leave credit per year; 

iii. Unused sick leave may be accumulated to a maximum of 18 working 
days in the current year only; and 

iv. If an employee uses five (5) sick days and then moves into short-term 
disability provided by the Town, sick days will not accumulate and days 
off on short term disability will count as sick days under this policy and 
will not accumulate. 

 
(For example, an employee is eligible for 18 days and takes sick leave for five days and then goes on 
short-term disability for ten days.  Returning to work, they would only be eligible for three more sick 
days in that calendar year.  However, the days would start accumulating again on January 1 of in the 
following year.) 

 
6.10.4 When possible, all employees must notify their immediate supervisor of their 

absence due to illness or injury prior to their shift. 
 
6.10.5 An employee is required to produce a certificate from a medical practitioner for 

any illness in excess of three working days, certifying the employee is unable to 
carry out duties due to illness or injury. 

 
6.10.6 An employee returning to work from either short- or long-term illness must 

provide appropriate certification from a medical practitioner that the employee 
is able to return to work and perform their duties as required. 

 
6.10.7 While on short- or long-term disability benefits, eligible employees will retain all 

benefits and will continue to be responsible to pay their share while the employer 
continues its share.  Arrangements must be made prior to taking leave or upon 
return to work to pay back the employee portion of premiums if they have not 
been paid by the employee. 

107



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 19 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
6.10.8 Employees do not earn annual vacation during absence due to short- and/or 

long-term disability. 
 
6.10.9 After an employee uses five (5) sick days and then goes on short-term disability, 

sick days will not continue to be used. An employee is entitled to the remaining 
sick days that were accrued when that employee went on short-term leave. Sick 
days will not accrue while the employee is off on leave. Sick days will begin 
accumulating again when the employee returns to work. (For example, an 
employee has accrued fifteen sick days and uses five before going on short-
term disability. Returning to work, they would be eligible for the remaining 
accrued sick days in that year. 

 
6.10.10 Management of sick days: 

a) the Town will maintain records of each employee’s sick days; 
b) the department manager or CAO will take corrective action if it has been 

determined that an employee has or is abusing sick leave privileges.  Such 
corrective action may include written reprimand, loss of pay, suspension 
or termination; and 

c) where there is an absenteeism pattern that indicates an abuse of sick 
leave, the employer may request an employee to provide a certificate from 
a duly qualified medical practitioner indicating the reason for the absence.  
A medical practitioner is defined as a physician, nurse practitioner or 
midwife. 

 
6.10.11 The wellness bonus will be given annually on the first pay period of the following 

year to employees who have unused sick leave from January 1 to December 
31 of that year.  This bonus will be calculated at 25% of the unused days and 
employees will be given an option of vacation days or pay in lieu. 

 
 
6.11 Statutory and Recognized Holidays 
 
6.11.1 The Town recognizes twelve (12) days as holidays and eligible employees are 

entitled to one (1) day of pay.  These holidays are: 
New Year’s  Family Day (Alberta) Good Friday 
Easter Monday   Victoria Day   Canada Day 
Civic Holiday  Labour Day   Thanksgiving Day 
Remembrance Day Christmas Day   Boxing Day  
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and any other day proclaimed as a holiday by the federal, provincial or 
municipal government 

 
6.11.2 Where a holiday falls on a non-working day, the Town will designate a working 

day before or after the day of the statutory holiday (ie. Christmas is on a Sunday, 
Monday will be designated the paid holiday). 

 
6.11.3 Employees eligible for holiday pay will be compensated in accordance with the 

Alberta Employment Standards legislation. 
 
 
6.12 Training/Education/Professional Development 
 
6.12.1 The Town of Grande Cache encourages employees to take educational courses 

and training programs which enhance and broaden the performance of their 
present duties and prepare for advancement opportunities.  

 
 
6.12.2 a) Efforts shall be made to provide training and educational assistance for all job 

classes in the Town for those requiring a minimum of specialized skills to those 
requiring higher education.   

 
b) Completion of training or educational courses shall not guarantee promotion or 

advancement of an employee, but is intended to expand skills and knowledge, 
thus providing the individual with higher levels or opportunity and performance. 

 
6.12.3 Funding for education and training shall be a part of the annual operating budget 

of the Town and the department manager shall be responsible for its budgetary 
inclusion and administration.  

 
6.12.4 Pre-payment or reimbursement may only be approved for courses which are 

job-related and lead toward possible advancements in the organization.  Priority 
for education and training will be considered based on whether the 
education/training is mandatory for the position, employees’ performance, 
benefit to the organization, length of service and previous training/education 
taken. 

 
6.12.5 The CAO shall be responsible for administering collective staff training and 

education and shall have the authority to approve or deny a request for 
educational assistance. 
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6.12.6 To receive reimbursement students must obtain a ‘Pass’ or better grade.   
 
6.12.7 Employees may be approved for, but not limited to, the following opportunities:  
 

Trades training 
Accredited post-secondary education 
Professional credentialing  
Apprenticeship training 
Multi-year education/training 
Professional Certification 
Any educational program that exceeds $5,000.00 per annum 

 
6.12.8 Employees approved for training or educational courses exceeding $750.00 

must sign an ‘Employee Education Commitment Agreement’ and adhere to all 
the terms and conditions of the agreement. 

 
 
6.13 Travel Expenses 
 
6.13.1 Employees incurring expenses while travelling out of town on Town-related 

business will be reimbursed in the amounts specified and in accordance with 
the Town’s Travel Expense Policy (Section 6 – General, Policy and Procedures Manual).  
Travel expenses must be authorized by the CAO or department manager prior 
to travel. 

 
6.13.2 Expenses incurred for spouses or family accompanying an employee will not be 

covered or reimbursed by the Town. 
 
 
6.14 Vacation and Vacation Pay 
 
6.14.1 Vacation time is granted to employees based on completed years of continuous 

employment with the Town. 
 
6.14.2 A vacation year is defined as the anniversary date that the employee 

commenced employment with the Town. 
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6.14.3 Employees who have not completed one (1) year of continuous employment are 
entitled to a prorated vacation period, reflecting the period the employee has 
worked and with the prior approval of their manager. 

 
6.14.4 Eligible employees shall receive annual vacation, with pay, in accordance with 

the years of continuous employment as follows: 
a) at one (1) year of service - fifteen (15) working days, plus two (2) days 

travel time; 
b) at five (5) years of service - twenty (20) working days, plus two (2) days 

travel time; 
c) at ten (10) years of service - twenty-five (25) working days, plus two (2) 

days travel time; and 
d) at fifteen (15) years of service and each year after- an additional one (1) 

working day of vacation, to a maximum of five (5) additional working days 
of vacation.  

 
6.14.5 Managers are responsible for receiving, scheduling and approving employee 

vacation requests.  Managers will monitor vacation time owed and used for 
employees in their department and ensure that vacation time is used annually 
so as not to have an adverse impact on the department operations or budget 
regarding vacation pay out at the end of the year.  Payroll will provide managers 
with unused vacation day reports. 

 
6.14.6 Employees must submit a Leave Request Form to their manager, and insofar 

as the efficient operation of the department will permit, allow an employee to 
choose the period of vacation.  If, in the opinion of the manager, the vacation 
period chosen by an employee conflicts or interferes with the efficient operation 
of the department, the manager must inform the employee immediately and 
allow the employee to select an alternative period.   

 
6.14.7 Managers have the authority to refuse vacation dates if the dates can be shown 

to cause undue hardship in the department or interfere with the delivery of an 
essential service. 

 
6.14.8 In the case where two or more employees apply for the same vacation dates, 

the dates will be approved at the discretion of the manager. 
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6.14.9 If an employee becomes ill or is injured after commencing vacation, the period 

of illness or injury is considered sick time.  Employees may be required to 
provide documentation and days will be adjusted to reflect vacation 
compensated and sick time used. 

 
6.14.10 Employees are expected to use accumulated vacation days prior to December 

31 of each year.  Vacation benefits may not be carried over more than the 
earned number of days in a two-year period. 

 
6.14.11 No payment will be made in lieu of vacation time except where: 

a) an employee ceases employment with the Town; 
b) an employee who is entitled to vacation time is on extended leave and/or 

is physically unable to take earned vacation in the current year and the 
manager approves such payment. 

 
6.14.12 An employee who has been on sick leave, maternity or parental leave, Worker’s 

Compensation benefits or a leave of absence without pay for thirty (30) or more 
consecutive calendar days, shall only be eligible for vacation with pay based on 
days actually worked. 

 
 
7.0 Employee Relations 
 
7.1 The Town understands that through the fulfilment of individual needs for 

personal and professional growth can it achieve the goal of being a successful 
organization.   

 
7.1.2 Because success depends upon the quality and commitment of employees, the 

objective are to employ the best people available and to maintain a high quality 
working relationship with all employees.  Based upon mutual trust, respect, 
courtesy and tolerance, the Town strives to: 
a) provide a work environment which is free of discrimination and 

harassment; 
b) provide a work environment that encourages self-motivation and initiative; 
c) encourage open and frank dialogue regarding work and organizational 

issues; 
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d) offer equal opportunity for personal development, career growth and 
advancement based on individual ability and demonstrated job 
performance; and 

e) provide healthy and safe working conditions for all employees. 
 
 
7.2 Conduct and Behaviour 
 
7.2.1 Employee conduct and behavior will be administered in accordance with the 

Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
 
7.3 Confidentiality of Information 
 
7.3.1 Employees and Council members may not disclose, divulge, or make 

confidential information belonging to, or obtained through their affiliation with 
the Town to any person, including relatives, friends, businesses and 
professional associates, other than to persons who have a legitimate need for 
such information and to whom the Town has authorized the disclosure. 

 
7.3.2 All representatives of the Town are expected to adhere to confidentiality of 

information as provided in section 4.2 – Confidential Information in the 
Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
 
7.4 Corrective Action/Discipline 
 
7.4.1 The Town endeavors to be fair and tolerant in the administration of its 

employees and to encourage self-discipline and corrective action in the event 
of undesirable or unacceptable conduct, behavior, performance or violations of 
policies, procedures or standard practices.   

 
7.4.2 The primary objective of the disciplinary process is employee co-operation in 

correcting unacceptable behavior and/or conduct.  Therefore, disciplinary 
actions will be primarily for the purpose of correcting the behavior rather than 
punishing an employee.   Every attempt will be made to ensure that disciplinary 
actions are firm, fair, prompt and consistent. 
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7.4.3 Repeated, willful or inexcusable breaches of policies, standard operating 

practices or normal business ethics are not acceptable and shall be dealt with 
in accordance with this policy. 

 
7.4.4 Managers are responsible for training, counseling and coaching employees to 

understand the expectations of the Town.  Managers will treat employees fairly, 
with dignity and respect and ensure appropriate coaching and assistance is 
provided throughout the corrective actions/disciplinary process. 

 
7.4.5 Disciplinary action that is imposed upon an employee due to an infraction or 

disregard for policy or procedures by the employee, will result in the following: 
a) the manager will identify and record all information with regard to the 

infraction; 
b) the manager will meet with the employee and discuss the infraction, at 

which time both parties shall give their version, in writing, of the events of 
the infraction; 

c) the manager will submit both versions of the infraction to the CAO who 
will provide guidance with regard to any disciplinary action; and 

d) if disciplinary action is imposed and the employee disagrees, the 
employee may grieve the disciplinary action to the CAO. 

 
7.4.6 A manager has the authority to discipline an employee using the following steps 

and actions: 
Step 1: Verbal warning - for small infractions where corrective behavior is 

required.  The manager shall make record of all verbal warnings and 
notify the CAO of such warnings. 

Step 2: Written warning - for infractions that are repeated within a two-year 
period, despite being verbally warned.  Written warning shall be 
made, in writing, with a copy provided to the employee, CAO and 
personnel file. 

Step 3: Suspension - for serious or repeated infractions where verbal and 
written warnings have not resulted in corrective behaviors.  
Suspension may be issued, dependent on the severity of the 
infraction.  Employees who commit a serious infraction may be 
suspended without receiving steps one and two. 

Step 4: Termination - for serious infractions such as theft, physical abuse, 
job abandonment, etc.  Termination may be used as a last resort 
when all other attempts at corrective actions have failed and may 
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result in such other actions or penalty as may be appropriate or 
permitted by law under the circumstances. Employees who 
committed a serious infraction may be terminated without receiving 
steps one to three.  

 
7.4.7 Employees will be given written notice of any disciplinary actions taken against 

them.  Such notice will include the reason for the action, the corrective action 
expected of the employee and the consequences of future misconduct. 

 
 
7.5 Dispute Resolution 
 
7.5.1 The Town is committed to resolving employee concerns and disputes related to 

employment in a prompt and timely manner. 
 
7.5.2 All individuals will be protected from reprisal, harassment or other discriminatory 

practice as a result of reporting a concern or dispute under any section of this 
policy.  Retaliation will not be tolerated for reporting a concern or dispute if it is 
made in good faith. 

 
If retaliatory action occurs, the employee shall report the action(s) to their 
immediate supervisor, manager or CAO and the individual(s) committing an 
offence will be disciplined in accordance with section 7.4 – Corrective 
Actions/Discipline in the Town’s Personnel Policy (Section 7 – Personnel, Policy and 
Procedures Manual) and/or may also result in criminal prosecution or civil 
proceedings. 

 
7.5.3 An employee who has a legitimate concern or dispute with another employee 

should first discuss the concern with their immediate supervisor in an attempt to 
resolve the concern or dispute satisfactorily. 

 
7.5.4 The immediate supervisor is required to discuss and/or investigate the concern 

or dispute raised and respond in within two (2) business days of learning of the 
concern or dispute. 

 
7.5.5 If the concern or dispute has not been resolved, an employee may submit a 

formal complaint, in confidence, to the department manager or CAO. 
 
7.5.6 When a complaint is received, an investigation will be initiated by the manager 

or CAO under the following guidelines: 
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a) the identity of the complainant or reporting individual will be kept 
confidential, except as permitted or as may be required by law; 

b) a copy of the complaint must be provided to the recipient; 
c) within two (2) working days or at a time mutually agreed upon, the 

manager or CAO shall meet with the employee (recipient of the complaint) 
and the immediate supervisor to investigate the complaint; 

d) following the investigation, the manager or CAO will respond, in writing, to 
the complainant. 

 
7.5.7 If the matter is not resolved in a satisfactory manner, the employee may appeal 

the matter to the CAO within five (5) days following receipt of the written 
response. 

 
7.5.8 The CAO will consult with all parties involved in an attempt to resolve the matter.  

The CAO’s decision shall be final and binding on all parties. 
 
 
7.6 Dress Code 
 
7.6.1 All employees must abide by the following rules: 

a) office staff shall wear appropriate business casual clothing when 
performing duties in an office setting, regardless of department.  Strong 
perfume/cologne and other fragrances will be avoided; 

b) departments that issue uniforms for employees is to be worn only when 
on duty or while enroute to or from your place of work; 

c) Personal protective equipment (PPE) and other safety clothing, including 
appropriate footwear is to be worn at all times; 

d) Pool and Recreation Centre operations staff in public buildings must, at 
all times, wear appropriate clothing to clearly identify them as Town staff; 

e)  ‘Casual Friday’ clothing may include jeans that are clean and free of rips 
and tears. 

 
7.6.2 Employees are not permitted to wear sexually inappropriate clothing (including 

clothing depicting sexually suggestive or explicit images or text, clothing 
advertising illicit drugs or alcohol, gang affiliations or other inappropriate images 
or text).  Employees who are found in violation of this policy may be sent home 
from work to change. 
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7.7 Email and Internet Use 
 
7.7.1 Employees must follow the provisions of the Internet and Email Use and 

Acceptable Use of Communication and Technology Resources Policies 
(Section 5 – FOIP and IT Security, Policy and Procedures Manual). 

 
 
7.8 Harassment, Discrimination, Bullying and Violence 
 
7.8.1 Employees are subject to the provisions in the Harassment, Discrimination, 

Bullying and Violence Policy (Section 7 – Personnel, Policy and Procedures Manual). 
 
7.9 Membership on Boards or Committees 
 
7.9.1 The Town encourages employees to take part in community activities.  

However, it is important to bear in mind that such service may, at times, place 
the individual in a real or perceived conflict of interest situation.  As a member 
of a community board or external committee, the employee must continually 
assess their involvement and expected decision-making responsibilities in light 
of their employment with the Town.  It may be necessary to resign from a board 
or committee if that body has a direct role with the Town. 

 
 
7.10 Other Employment  
 
7.10.1 An employee may not engage in any outside work or business undertaking: 

a) that interferes with the performance of the duties as a Town employee; 
b) in which advantage is derived from employment with the Town; 
c) in a professional capacity that will, or is likely to, influence or affect the 

ability to carry out the duties of a Town employee; and 
d) creates a pecuniary interest for the employee as outlined in section 4.9 of 

Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
7.10.2 Employees may take supplementary employment, including self-employment, 

unless such employment: 
a) is performed in a manner as to appear to be an official act or endorsement 

of the Town; and/or 
b) unduly interferes, through lack of performance, telephone calls or 

otherwise, with regular duties. 
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1.0 Statement 
 

The Town of Grande Cache is committed to creating and implementing 
a comprehensive Personnel Policy to ensure that clear guidelines are in 
place to address human resources matters. 

 
2.0 Purpose 
 

The purpose of this policy is to establish practices, procedures and 
conditions relevant to equal employment opportunity, hiring, promotion, 
employment, pay, performance reviews, hours of work, leave of absence 
provisions, training, employee benefits and grievance procedures. 

 
3.0 General Provisions 
 
3.1 Interpretation 
 
3.1.1 A word used in the plural also applies in the singular. 
 
3.1.2 For the purposes of this policy, the words ‘he or his’ shall be interpreted 

to mean ‘she or her’. 
 
3.1.3 This policy shall supersede all previous policies and resolutions of 

Council that pertains to all of the matters herein contained. 
 
3.2 Definitions 
 
3.2.1 Town means the municipal corporation of the Town of Grande Cache. 
 
3.2.2 CAO means the person appointed by Council to the position of 

Chief Administrative Officer. 
 

3.2.3 Employee means any individual employed by the Town that reports 
directly or indirectly to the Chief Administrative Officer, along with those 
individuals employed under contract by the Town on a personal services 
agreement. 
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3.2.4 Manager means any individual employed by the Town who reports directly or 

indirectly to the CAO and manages a department or sections of a department 
and is responsible for the supervision of employees.  This includes department 
managers, assistant managers and senior foremen. 

 
 
3.3 Application 
 
3.3.1 All terms and conditions of this policy shall apply to all full-time employees, 

unless specifically altered or exempted under the terms of an employee’s 
individual contract with the Town. 

 
3.3.2 Part-time and temporary employees are subject to the terms and conditions of 

this policy where applicable. 
 
 
3.4 Management Rights 
 
3.4.1 The Town retains the sole and exclusive control of all matters concerning the 

operation, management and administration of its business.  The Town retains 
all functions, rights, powers and authority that the Town has not specifically 
abridge, delegated or modified by this policy. 

 
3.5 Amendments 
 
3.5.1 The Town may amend this policy from time to time as it deems necessary. 
 
3.5.2 The Personnel Policy shall be reviewed annually by the CAO, who will confirm 

as part of his/her performance evaluation that this review has been completed. 
 
3.5.3 Employees may propose changes to the terms and conditions contained herein 

by submitting a written request to the CAO or designate. 
 
3.6 Legislation 
 
3.6.1 This policy is intended to adhere to the Canada Charter of Rights and 

Freedoms, the Alberta Employment Standards Code, the Alberta Employment 
Standards Regulations, the Occupational Health and Safety Act and any other 
applicable legislation. 
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3.6.2 In the event that any law passed by the Government of Canada or Alberta 

renders, or should a Court determine, that any provision of this policy be 
otherwise reduced or nullified, that term or condition shall be altered to adhere 
to the new legislation or court ruling, and the remaining provisions shall continue 
to apply. 

 
3.7 Distribution 
 
3.7.1 Each employee shall be issued and required to acknowledge receipt of the 

current copy of the Personnel Policy handbook and any other related policies 
referred to herein, upon being hired. 

 
 
4.0 Employment 
 
4.1 Recruitment and Hiring Process 
 
4.1.1 Personnel recruitment and hiring will be conducted in accordance with the 

Town’s Recruitment and Hiring Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
4.1.2 The Town is committed to the principle of fair and equitable hiring and therefore, 

all positions will be filled by open competition. 
 
4.1.3 Promotion and transfers from within the organization are encouraged and will 

be based on a variety of factors, including but not limited to qualifications, 
experience, previous performance, seniority and potential for success in the 
new position or department.  Preference in the evaluation process will be given 
for any internal candidates with suitable qualifications. 

 
 
4.2 Termination of Employment 
 
4.2.1 a) Resignation is the cessation of employment, which is initiated by the employee, 

without duress. 
 
b) Employees are expected to provide written notice of resignation to their 

immediate supervisor at least two (2) weeks in advance of the effective date of 
resignation. 

120



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 4 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
4.2.2 a) An involuntary termination means a cessation of employment that may be 

initiated by the Town, at any time, in its sole discretion. 
 

b) An involuntary termination shall be fully documented by the Manager 
responsible and discussed with the CAO prior to any termination discussion with 
the employee. 

 
c)  An involuntary termination of any employee must have the written approval of 

the CAO prior to implementation.  The CAO has the discretion and authority to 
consult legal counsel prior to any actions regarding an involuntary termination. 

 
d) An employee who has been continuously employed for more than three (3) 

months and who is terminated involuntarily, shall receive written notice of 
termination, served in person or by registered mail, or pay in lieu thereof, in 
accordance with the provisions of the Alberta Employment Standards Code. 

 
e) Written notice is not required if: 

i. the employment is terminated for just cause; 
ii. an employee has been employed by the Town for three (3) months or 

less; 
iii. the employee is employed for a defined term or task for a period not 

exceeding twelve (12) months, on completion of which the 
employment terminates; 

iv. the employee is laid off after refusing an offer from the Town of 
reasonable alternative work; 

v. the employee is employed on a seasonal basis and on the completion 
of the season employment is terminated;  

vi. an employee is temporarily laid off; 
vii. the contract of employment is or has become impossible for the Town 

to perform by reason of unreasonable or unpreventable causes 
beyond the control of the Town. 

 
4.2.3 An employee may be discharged for just cause, without notice or pay in lieu of 

notice in accordance with Alberta Employment Standards legislation. 
 
4.2.4 The Town and an employee may enter into an agreement to terminate. 
 
 
 

121



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 5 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
4.3 Employment of Relatives 
 
4.3.1 A potential employee who is a relative of an existing employee neither 

prejudices nor advances that person’s hiring prospects.  Applicants will not be 
hired, transferred or promoted into positions where a direct supervisory 
relationship will exist between the related employees, or where other working 
relationships can be perceived to have influence over promotion or supervision 
or could lead to conflict of interest or favoritism. 

 
4.3.2 Employment of relatives will be conducted in accordance with this policy and 

the Town’s Recruitment and Hiring Policy (in Section 7 - Personnel, Policy and 
Procedures Manual). 

 
 
5.0 Pay and Performance 
 
5.1 Pay Principles 
 
5.1.1 The Town will pay employees for consistent and sustained competency in the 

performance of the role and responsibilities of the position in accordance with 
Section 5.7 of this policy. 

 
5.1.2 The CAO is responsible for approving job classifications, range structures, 

wages and increases for each position.  The CAO, with consultation of senior 
managers, will review positions within the organization at least once every three 
(3) years to ensure job descriptions accurately reflect the duties and 
responsibilities assigned to that position. 

 
5.1.3 The CAO will recommend wage grid structures and cost of living allowance 

increases to Council for approval during the annual budget process. 
 
 
5.2 Payroll Category 
 
5.2.1  Salary is an employee who receives a bi-weekly or monthly rate of pay 

regardless of hours worked.  The CAO and Department Managers are in this 
category. 
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5.2.2 Hourly is an employee who is paid an hourly wage for hours worked. Full-time, 

part-time, temporary, casual and seasonal employees are included in this 
category. 

 
 
5.3 Employment Category 
 
5.3.1 Permanent Full-Time means an employee who has been hired for an ongoing 

position, working full-time hours of thirty five (35) hours or more per week, where 
there is no defined end date of employment.  This position is eligible for all 
benefits. 

 
5.3.2 Permanent Part-Time means an employee who has been hired for an ongoing 

position, working less than full-time hours where there is no defined end date of 
employment.  This position is not eligible for benefits. 

 
5.3.3 Casual means an employee who has been hired for a pre-determined period of 

time. 
 
5.3.4 Seasonal means an employee who has been hired for a non-permanent 

seasonal nature for between five (5) and eleven (11) months, working various 
hours as determined by the manager. 

 
5.3.5 Independent Contract Personnel are not considered employees of the Town 

and may be self-employed or work for another organization with which the Town 
has contracted services.  Contracted Personnel are expected to adhere to all 
relevant policies, procedures and practices while working for the municipality.  
All contracted personnel are paid by invoice through Accounts Payable. 

 
 
5.4 Hours of Work 
 
5.4.1 Regular Full-Time Hours means a position requiring regularly scheduled hours 

of work at: 
a) seven (7) hours per day for thirty five (35) hours per week; or 
b) seven and a half (7½ ) hours per day for thirty-seven and a half (37½) 

hours per week; or 
c) eight (8) hours per day for forty (40) hours per week. 
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5.4.2 Part-Time Hours means a position that an employee is working less than thirty 

five (35) hours per week. 
 
5.4.3 Variation of hours of work must be approved by the CAO or manager. 
 
 
5.5 Acting Incumbent Pay 
 
5.5.1 When an employee is qualified and required to provide relief in a senior position 

and the employee is assigned these responsibilities, in writing, for a period of 
ten (10) consecutive days or more, that employee will receive a 5% increase in 
pay starting on the first day of leave and continuing for the duration of the 
assignment. 

 
5.5.2 Qualifications or eligibility of an employee to relieve or be assigned to a 

temporary senior position will be determined by the CAO or manager after 
conferral with the CAO. 

 
5.5.3 Acting incumbent provisions shall not apply to employees who have been 

assigned additional duties for annual vacation or other short-term absences. 
 
 
5.6 Pay Administration 
 
5.6.1 For the purposes of payroll administration, each week begins on Sunday and 

ends on the following Saturday. 
 
5.6.2 Any employee requesting information on the status of his/her sick leave, 

vacation, or time in lieu must direct his/her inquiry to his/her manager. 
 
5.6.3 All employees must have a valid bank account with a recognized banking 

institution and must provide all required banking information to the Payroll 
Administrator upon the first day of employment.  Employees who do not provide 
banking information will not be paid. 

 
5.6.4 Pay cheques will be automatically deposited (direct deposit) in the employees 

account on Wednesday, bi-weekly. 
 
 

124



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 8 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
5.6.5 Employees will receive their pay stub via email unless other arrangements have 

previously been made. 
 
5.6.6 No payroll advances will be made to any employee, unless under exceptional 

circumstances and approved by the CAO. 
 
5.6.7 For the convenience of an employees, the following items will be authorized for 

payment through the payroll deduction method in accordance with Canada 
Revenue Agency regulations for deductions: 
a) RRSP deductions; 
b) monthly Property Tax Increments; 
c) Maintenance enforcement (as per court order received from the Court of 

Queen’s Bench); 
d) Any other legal judgments (as per court order received from the Court of 

Queen’s Bench or the Province of Alberta). 
 
5.6.8 In the event of a payroll deduction for the purpose of a trainee program or any 

other Town training course, payroll deductions may be considered only on the 
following basis: 
a) The employee must be hired by the Town and require the credential or 

training in order to perform their duties; 
b) Payments must set on a bi-weekly repayment schedule, and the 

employee is responsible to make regular payments on the pre-agreed 
terms at the Administration Office; and 

c) If payments are in arrears, the Payroll Department will deduct all arrears 
and current payments from the employee’s pay cheque without prior 
notice. 

 
5.6.9 All payroll deductions for the purpose of education and training (as outlined 

above) must be approved, in writing, and with all terms and conditions outlined 
by the Chief Financial Officer (CFO) and the CAO.  The CAO and CFO may 
impose any other conditions on a case-by-case basis. 

 
5.6.10 No other payroll deductions are permitted, unless approved by the CAO. 
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5.7 Employee Job Performance Evaluation 
 
5.7.1 The Employee Job Performance Evaluation process is based on the following: 

a) conducting annual performance evaluations with each employee; 
b) develop job descriptions for each job and have a consistent format used 

to evaluate and  document the employee’s job performance; 
c) managers and supervisors will determine training, provide coaching and 

otherwise assist employees to meet or exceed job performance 
standards; 

d) regular feedback is provided to employees on job performance to 
encourage improvement, growth and development. 

 
5.7.2 The purpose of this process will permit the manager and employee to evolve a 

method of performance evaluation and feedback which reflects: 
a) the work relationship; 
b) the demands of the job; 
c) current information for the purpose of improving the employee’s 

immediate value and potential with the Town and prepare an individual to 
perform more effectively; 

d) review performance standards and provide direction; and 
e) express appreciation, as well as increase enthusiasm and commitment. 

 
5.7.3 Managers will complete annual job performance evaluations, using the 

prescribed format, for all permanent full- and part-time employees, in a private 
setting, without interruption, before December 31 of each year. 

 
5.7.4 Job performance evaluations will be conducted following the completion of an 

employee’s probation period. 
 
5.7.5 The manager will determine whether an employee receives a wage increment 

increase based on the overall performance evaluation. 
 
5.7.6 Managers will provide a copy of the signed evaluation to the employee and 

provide the original to Payroll for the employee’s personnel file and must be 
accessible to the employee upon request. 
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5.8 Notification of Illness or Injury 
 
5.8.1 All employees who will be absent from scheduled shifts due to illness will be 

required to contact their Manager, or the individual in charge of their department, 
at least one (1) hour before they are scheduled to work.  Failure to follow 
this policy may result in loss of pay, temporary suspension and/or dismissal. 

 
5.8.2 Where there is an absenteeism pattern that indicates an abuse of sick leave, 

the employer may request an employee to provide a certificate from a duly 
qualified medical practitioner, describing the reason for the absence.  A medical 
practitioner is defined as a physician, nurse practitioner or midwife. 

 
5.8.3 An employee who calls in absent from work due to illness, but has been shown 

not to be ill may be subject to disciplinary action. 
 
 
5.9 Overtime 
 
5.9.1 This section does not apply to the CAO, and managers. 

 
5.9.2 As per Section 22(1)(2) of the Employment Standards Code (RSA 2000,       Chapter 

E-9), all employees will be paid one and one half (1.5) times their regular hourly 
rate for all hours worked in excess of eight (8) hours per day or forty four (44) 
hours per week. 

 
5.9.3 Employees who are required to work overtime on their second consecutive day 

of rest (working seven (7) days in a row) shall be paid two (2) times the regular 
straight hourly rate. 

 
5.9.4 All overtime must be pre-approved by the appropriate department manager or 

the CAO, using the Overtime Request Form, which must be submitted with the 
timesheets.  Employees will not be paid for the accumulation of unauthorized 
overtime. 

 
5.9.5 Employees must use banked lieu time within six (6) months in accordance with 

the Alberta Employment Standards legislation. 
 
5.9.6 Employees may not borrow against banked time that they have yet to 

accumulate. 

127



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 11 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
5.9.7 Permanent part-time and casual employees are not permitted to bank overtime 

and all earned overtime accumulated in a bi-weekly period will be paid out 
during the regular pay period. 

 
 
5.10 Stand-By Pay 
 
5.10.1 From the period of November 1 to March 31, the Public Works Department will 

establish and maintain a list for standby workers.  The purpose of the list is to 
ensure that employees are available in the event of a major Public Works event, 
such as a water break, major snowfall, etc.  

 
5.10.2 The Public Works Department is to provide 24-hour standby coverage on 

weekends and statutory/recognized holidays as described in section 6.11 of this 
policy, and employees will be paid a stand-by allowance of: 
a) $50.00 per 8-hour period; OR 
b) 1 ½ hours in lieu time for each 8-hours of standby 
(ie. for a typical weekend, each standby employee would receive $400 for the 
period starting Friday at 4:00 pm through to Monday at 7:00 am) 

 
5.10.3 Employees will be required to document dates, times and details of all calls 

while on standby.  Employees will be reimbursed for call outs as required under 
current Alberta Employment Standards legislation. 

 
5.10.4 Utility Operators will be paid $50.00 per 24-hour period on a regularly scheduled 

shift for standby pay.  Utility operators will be required to maintain radio contact 
with the Water Treatment and Sewage Treatment plants (WTP/STP) and 
respond to all alarms and other related events. 

 
5.10.5 Employees of the Community Services Department required to provide 

weekend or holiday coverage will be paid $50.00 per 24-hour period on a 
regularly scheduled shift for standby pay. 

 
5.10.6 Employees on standby will be provided with the emergency phone (and contact 

information for secondary staff) and are entitled to take home a Town vehicle to 
be used only for official purposes.  Employees on standby shall report to the job 
site within thirty (30) minutes, and be required to be in fit condition to work for 
all such stand-by hours. 
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5.10.7 All rates of pay for workers called out will be in accordance with the employee 

wage grid and overtime/time off in lieu policy. 
 
 
5.11 Timesheets 
 
5.11.1 All employees are responsible to complete and submit a weekly timesheet. 
 
5.11.2 All Department Managers are responsible for ensuring that employees have 

completed their timesheet, along with all appropriate paperwork (ie. leave forms, 
new employee forms and Payroll Change Forms), and that all information is 
forwarded to the Payroll Department in accordance with section 5.11.3 of this 
policy. 

 
5.11.3 All timesheets and leave forms are to be forwarded to the Payroll Department 

by 12:00 noon on the Monday before pay cheques are regularly issued.  When 
Monday is a statutory holiday, all timesheets and leave forms are to be 
forwarded to the Payroll Department by 12:00 noon the previous Friday unless 
alternate arrangements are made with the Chief Administrative Officer, or 
designate, prior to the applicable deadline.  Adjustments required due to hours 
worked on the weekend will be made Tuesday morning, following the statutory 
holiday. 

  
5.11.4 New Employee Forms and Payroll Change Request Forms must be delivered 

to the Payroll Department no later than the day after the employee’s date of hire 
or payroll change.  These forms must indicate the ‘Effective Date’ for hire or 
payroll change (please attempt to schedule the hire date for the beginning of a 
pay period). 

 
 
6.0 Benefits 
 
6.1 Benefit Principles 

 
6.1.1 The Town provides comprehensive benefits for employees which includes 

group health and dental plans, short and long-term disability plans, pension 
contributions and other various, specified leave of absences. 

 
  

129



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Personnel Policy Page 13 of 28 
    
Section 7 - Personnel Resolution No. 375/18 Supersedes Resolution No.  463/17 
Department All Effective Date October 10, 2018   

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
6.2 Bereavement 
 
6.2.1 In the event of a death in an employee’s immediate family the employee will be 

granted Bereavement Leave: 
a) for the purpose of arranging and/or attending the funeral; 
b) allowed five (5) working days leave of absence with pay; and 
c) may be allowed extended leave if travel is necessary in excess of 400 km 

based on the discretion and prior approval of the manager. 
 
6.2.2 Immediate family members mean to include:  spouse, children, parents, 

siblings, and grandparents. 
 
6.2.3 An employee shall be granted one (1) working day leave with pay in the event 

of death of a member of the employee’s extended family.  The day shall be 
granted provided the funeral takes place on the employee’s normal work day. 

 
6.2.4 An employee must inform the manager of the request for Bereavement Leave 

as soon as possible.  Days granted will be approved at the discretion of the 
manager. 

 
 
6.3 Employee Recognition 
 
6.3.1 The Town endorses programs that recognize employees’ length of service, 

retirement and special accomplishments. 
   
6.3.2 Long-Term Service certificates and awards will be presented to full and 

part-time employees in recognition of total years of service with the Town, 
starting at five (5) years of consecutive service and each subsequent five (5) 
year period thereafter.  Council and/or the CAO will present the service 
certificate and cash award ($10.00 for each year of service) at the annual 
Christmas party. 

 
6.3.3 Payroll is responsible for tracking employee anniversary dates and will advise 

the CAO and/or Chief Financial Officer prior to the Christmas Party so 
certificates and cheques can be prepared. 

 
Note: Casual, contracted, and non-permanent staff are not eligible for service awards. 
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6.3.4 The Town will present a certificate and cash award to an employee in 

recognition of long term service (minimum ten (10) years) who retires ($10.00 
for each year served by the retiring employee as a departing gift), in addition to 
the long service award, if providing that the employee is eligible for the a long 
service award the year they retire.  The Town will not be responsible for the any 
costs associated with a retirement function. 

 
6.3.5 Department managers or Council may recognize special accomplishments of 

specific employees for service above and beyond the scope of 
work/requirements of the position. 

 
6.3.6 Department Managers are encouraged to informally recognize employees or 

teams for exceptional service to the organization, such as the accomplishment 
of projects, improved productivity, customer service, etc. 

 
 
6.4 Family Recreation Benefit 
 
6.4.1 The Town recognizes the importance of providing quality recreational 

opportunities for staff and their families and encourages employees to engage 
in healthy living and physical fitness on a regular basis.  To facilitate this 
commitment, the Town offers a Recreation Centre pass for all full-time, 
permanent employees, including spouses and/or dependents, and an individual 
Recreation Centre pass for part-time, seasonal and casual employees.  For the 
purposes of this policy only, ‘staff’ and ‘employees’ will include members of 
Council. 

 
6.4.2 The pass shall be used to access recreational opportunities including public and 

lane swimming, public skating, shinny hockey and the fitness centre. 
 
6.4.3 Employees will be issued their pass by the Community Services Department 

following the completion of probationary periods or other employment conditions 
(upon notification from the Payroll Department) and members of Council will be 
issued their pass once they are sworn into office following an election.  

 
6.4.4 Spouses and dependents are defined as: 

a) one for whom the employee is eligible to claim as a personal exemption 
under the Income Tax Act; 
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b) is in full-time attendance at an accredited learning institution to a 

maximum 21 years of age; 
c) spouse is defined as a partner to whom the employee is legally married 

or has entered into a common-law relationship for a period of no less than 
six consecutive months  (an  employee may only claim one spouse per 
year and may be required to sign a statutory declaration or provide a 
marriage certificate to verify the relationship); and 

d) children from a prior relationship in which the employee has parental 
obligations, legal custody (ie. joint custody) or visitation rights.  

 
6.4.5 Contractors are not eligible for this benefit. 
 
6.4.6 Employee recreation passes will expire immediately when employment with the 

Town is terminated or term on Council ends. 
 
 
6.5 Group Benefit Package 
 
6.5.1 The Town provides a comprehensive group benefit package for permanent full-

time employees which includes medical and dental plans, short-term and long-
term disability plans and pension plan.  Eligible employees qualify for this benefit 
following the successful completion of the probation period in accordance with 
Section 14 of the Recruitment and Hiring Policy (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
6.5.2 Eligible employees are required to contribute a portion toward their pension 

plan.  The long-term disability plan is paid in its entirety by the employee. 
 
6.5.3 The short-term disability plan is to provide coverage after five (5) days of illness 

or after the first day for injury or hospitalization.   
 
6.5.4 The long-term disability plan will provide coverage after 17 weeks of disability 

as per the Town’s group benefits provider. 
 
6.5.5 For additional information regarding short-term disability entitlement and sick 

leave benefits, refer to section 6.10. 
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6.6 Maternity and Parental/Adoption Leave 
 
6.6.1 Maternity and/or parental/adoption leave will be granted to employees in 

accordance with the Alberta Employment Standards legislation. 
 
6.6.2 a) While on maternity or parental/adoption leave, an employee who is eligible for 

group benefit plans may continue to participate providing the required 
contributions are being made.   

 
b) The employee must provide post-dated cheques or make other suitable 

arrangements (ie. pre-authorized withdrawals) regarding payment of the 
employee’s portion of premiums for benefit coverage. 

 
6.6.3 If an employee elects not to participate in the group benefit plans, the employee 

must provide, in writing, notification that the employee will not be making 
contributions for benefit coverage. 

 
6.6.4 An employee does not accrue vacation or sick leave while on maternity or 

parental/adoption leave. 
 
6.6.5 No employee shall be intimidated, suspended, laid off, dismissed or penalized 

in any manner because she is eligible to, intends to take or takes maternity or 
parental/adoption leave. 

 
 
6.7 Personal Use of Town Vehicles 
 
6.7.1 The Town strives to ensure that all vehicles and equipment are operated in a 

manner consistent with efficiency, economy and good public relations.  
Employees operating Town vehicles or equipment must do so in accordance 
with the Vehicle Use Policy (Section 6 – General, Policy and Procedures Manual). 

 
 
6.8 Professional/Non-Professional Association Membership 
 
6.8.1 The Town recognizes that maintaining industry status or designation is 

important and often related to an employee’s current position and will pay for 
periodic association fee or dues required to maintain professional or industry 
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status.  The Town has the sole discretion to determine whether an association 
status is a necessary qualification for an employee’s current or future position. 

 
6.8.2 Managers are responsible for budgeting association fees and expenses. 
 
 
6.9 Seminars, Conferences and Conventions 
 
6.9.1 The Town encourages employees to increase knowledge, maintain currency in 

the profession, and to continually upgrade skills.  Such professional 
development is often best accomplished through attendance at seminars, 
conferences or conventions. 

 
6.9.2 Employees may be authorized by the CAO or manager to attend seminars, 

conferences or conventions in accordance with budget limitations.  The Town 
will pay registration fees and applicable travel expenses. 

 
 
6.10 Sick Leave 
 
6.10.1 Sick leave pay is accumulated by eligible employees of the Town at a rate of 

1.5 days per month, cumulative for one year only (18 days) during the calendar 
year.  The Town will offer employees a wellness bonus for unused sick days as 
of December 31 which will be calculated and paid out as outlined in Section 
6.10.11 of this policy. 

 
6.10.2 Sick leave is provided as a supplement to the Town’s short-term disability plan 

and will be managed in accordance with Section 6.10.3 of this policy. 
 
6.10.3 a) Eligibility 
 All full-time permanent employees are eligible for sick leave.  Term (with less 

than one year), casual and part-time employees are ineligible to earn or receive 
sick leave benefits. 

 
b) Sick leave is permitted as follows: 

i. Employees may take sick leave for personal illness or disability for up 
to five (5) consecutive days after which they will transfer to short-term 
disability; 

ii. Employees absent for medical and dental appointments will have the 
time off treated as sick leave; 
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iii. Sick leave may be used in the event of illness of an immediate family 
member, including a spouse, children, parents, sibling or grandparent 
(provided verification of sickness is submitted and the employee 
attends to the family member); and 

iv. Employees may only take sick leave from accumulated days, and must 
use vacation or lieu time if no days have been earned, unless 
authorized by the CAO or manager. 

 
c) Sick leave credit is earned on the following basis: 

i. Employees who work 35 or 37½ hours per week, on the basis of  4.85 
hours per pay period or 126 hours of sick leave credit per year; 

ii. Employees who work 40 hours per week, on the basis of 5.54 hours 
per pay period or 144 hours of sick leave credit per year; 

iii. Unused sick leave may be accumulated to a maximum of 18 working 
days in the current year only; and 

iv. If an employee uses five (5) sick days and then moves into short-term 
disability provided by the Town, sick days will not accumulate and days 
off on short term disability will count as sick days under this policy and 
will not accumulate. 

 
(For example, an employee is eligible for 18 days and takes sick leave for five days and then goes on 
short-term disability for ten days.  Returning to work, they would only be eligible for three more sick 
days in that calendar year.  However, the days would start accumulating again on January 1 of in the 
following year.) 

 
6.10.4 When possible, all employees must notify their immediate supervisor of their 

absence due to illness or injury prior to their shift. 
 
6.10.5 An employee is required to produce a certificate from a medical practitioner for 

any illness in excess of three working days, certifying the employee is unable to 
carry out duties due to illness or injury. 

 
6.10.6 An employee returning to work from either short- or long-term illness must 

provide appropriate certification from a medical practitioner that the employee 
is able to return to work and perform their duties as required. 

 
6.10.7 While on short- or long-term disability benefits, eligible employees will retain all 

benefits and will continue to be responsible to pay their share while the employer 
continues its share.  Arrangements must be made prior to taking leave or upon 
return to work to pay back the employee portion of premiums if they have not 
been paid by the employee. 
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6.10.8 Employees do not earn annual vacation during absence due to short- and/or 

long-term disability. 
 
6.10.9 After an employee uses five (5) sick days and then goes on short-term disability, 

sick days will not continue to be used. An employee is entitled to the remaining 
sick days that were accrued when that employee went on short-term leave. Sick 
days will not accrue while the employee is off on leave. Sick days will begin 
accumulating again when the employee returns to work. (For example, an 
employee has accrued fifteen sick days and uses five before going on short-
term disability. Returning to work, they would be eligible for the remaining 
accrued sick days in that year. 

 
6.10.10 Management of sick days: 

a) the Town will maintain records of each employee’s sick days; 
b) the department manager or CAO will take corrective action if it has been 

determined that an employee has or is abusing sick leave privileges.  Such 
corrective action may include written reprimand, loss of pay, suspension 
or termination; and 

c) where there is an absenteeism pattern that indicates an abuse of sick 
leave, the employer may request an employee to provide a certificate from 
a duly qualified medical practitioner indicating the reason for the absence.  
A medical practitioner is defined as a physician, nurse practitioner or 
midwife. 

 
6.10.11 The wellness bonus will be given annually on the first pay period of the following 

year to employees who have unused sick leave from January 1 to December 
31 of that year.  This bonus will be calculated at 25% of the unused days and 
employees will be given an option of vacation days or pay in lieu. 

 
 
6.11 Statutory and Recognized Holidays 
 
6.11.1 The Town recognizes twelve (12) days as holidays and eligible employees are 

entitled to one (1) day of pay.  These holidays are: 
New Year’s  Family Day (Alberta) Good Friday 
Easter Monday   Victoria Day   Canada Day 
Civic Holiday  Labour Day   Thanksgiving Day 
Remembrance Day Christmas Day   Boxing Day  
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and any other day proclaimed as a holiday by the federal, provincial or 
municipal government 

 
6.11.2 Where a holiday falls on a non-working day, the Town will designate a working 

day before or after the day of the statutory holiday (ie. Christmas is on a Sunday, 
Monday will be designated the paid holiday). 

 
6.11.3 Employees eligible for holiday pay will be compensated in accordance with the 

Alberta Employment Standards legislation. 
 
 
6.12 Training/Education/Professional Development 
 
6.12.1 The Town of Grande Cache encourages employees to take educational courses 

and training programs which enhance and broaden the performance of their 
present duties and prepare for advancement opportunities.  

 
 
6.12.2 a) Efforts shall be made to provide training and educational assistance for all job 

classes in the Town for those requiring a minimum of specialized skills to those 
requiring higher education.   

 
b) Completion of training or educational courses shall not guarantee promotion or 

advancement of an employee, but is intended to expand skills and knowledge, 
thus providing the individual with higher levels or opportunity and performance. 

 
6.12.3 Funding for education and training shall be a part of the annual operating budget 

of the Town and the department manager shall be responsible for its budgetary 
inclusion and administration.  

 
6.12.4 Pre-payment or reimbursement may only be approved for courses which are 

job-related and lead toward possible advancements in the organization.  Priority 
for education and training will be considered based on whether the 
education/training is mandatory for the position, employees’ performance, 
benefit to the organization, length of service and previous training/education 
taken. 

 
6.12.5 The CAO shall be responsible for administering collective staff training and 

education and shall have the authority to approve or deny a request for 
educational assistance. 
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6.12.6 To receive reimbursement students must obtain a ‘Pass’ or better grade.   
 
6.12.7 Employees may be approved for, but not limited to, the following opportunities:  
 

Trades training 
Accredited post-secondary education 
Professional credentialing  
Apprenticeship training 
Multi-year education/training 
Professional Certification 
Any educational program that exceeds $5,000.00 per annum 

 
6.12.8 Employees approved for training or educational courses exceeding $750.00 

must sign an ‘Employee Education Commitment Agreement’ and adhere to all 
the terms and conditions of the agreement. 

 
 
6.13 Travel Expenses 
 
6.13.1 Employees incurring expenses while travelling out of town on Town-related 

business will be reimbursed in the amounts specified and in accordance with 
the Town’s Travel Expense Policy (Section 6 – General, Policy and Procedures Manual).  
Travel expenses must be authorized by the CAO or department manager prior 
to travel. 

 
6.13.2 Expenses incurred for spouses or family accompanying an employee will not be 

covered or reimbursed by the Town. 
 
 
6.14 Vacation and Vacation Pay 
 
6.14.1 Vacation time is granted to employees based on completed years of continuous 

employment with the Town. 
 
6.14.2 A vacation year is defined as the anniversary date that the employee 

commenced employment with the Town. 
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6.14.3 Employees who have not completed one (1) year of continuous employment are 
entitled to a prorated vacation period, reflecting the period the employee has 
worked and with the prior approval of their manager. 

 
6.14.4 Eligible employees shall receive annual vacation, with pay, in accordance with 

the years of continuous employment as follows: 
a) at one (1) year of service - fifteen (15) working days, plus two (2) days 

travel time; 
b) at five (5) years of service - twenty (20) working days, plus two (2) days 

travel time; 
c) at ten (10) years of service - twenty-five (25) working days, plus two (2) 

days travel time; and 
d) at fifteen (15) years of service and each year after- an additional one (1) 

working day of vacation, to a maximum of five (5) additional working days 
of vacation.  

 
6.14.5 Managers are responsible for receiving, scheduling and approving employee 

vacation requests.  Managers will monitor vacation time owed and used for 
employees in their department and ensure that vacation time is used annually 
so as not to have an adverse impact on the department operations or budget 
regarding vacation pay out at the end of the year.  Payroll will provide managers 
with unused vacation day reports. 

 
6.14.6 Employees must submit a Leave Request Form to their manager, and insofar 

as the efficient operation of the department will permit, allow an employee to 
choose the period of vacation.  If, in the opinion of the manager, the vacation 
period chosen by an employee conflicts or interferes with the efficient operation 
of the department, the manager must inform the employee immediately and 
allow the employee to select an alternative period.   

 
6.14.7 Managers have the authority to refuse vacation dates if the dates can be shown 

to cause undue hardship in the department or interfere with the delivery of an 
essential service. 

 
6.14.8 In the case where two or more employees apply for the same vacation dates, 

the dates will be approved at the discretion of the manager. 
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6.14.9 If an employee becomes ill or is injured after commencing vacation, the period 

of illness or injury is considered sick time.  Employees may be required to 
provide documentation and days will be adjusted to reflect vacation 
compensated and sick time used. 

 
6.14.10 Employees are expected to use accumulated vacation days prior to December 

31 of each year.  Vacation benefits may not be carried over more than the 
earned number of days in a two-year period. 

 
6.14.11 No payment will be made in lieu of vacation time except where: 

a) an employee ceases employment with the Town; 
b) an employee who is entitled to vacation time is on extended leave and/or 

is physically unable to take earned vacation in the current year and the 
manager approves such payment. 

 
6.14.12 An employee who has been on sick leave, maternity or parental leave, Worker’s 

Compensation benefits or a leave of absence without pay for thirty (30) or more 
consecutive calendar days, shall only be eligible for vacation with pay based on 
days actually worked. 

 
 
7.0 Employee Relations 
 
7.1 The Town understands that through the fulfilment of individual needs for 

personal and professional growth can it achieve the goal of being a successful 
organization.   

 
7.1.2 Because success depends upon the quality and commitment of employees, the 

objective are to employ the best people available and to maintain a high quality 
working relationship with all employees.  Based upon mutual trust, respect, 
courtesy and tolerance, the Town strives to: 
a) provide a work environment which is free of discrimination and 

harassment; 
b) provide a work environment that encourages self-motivation and initiative; 
c) encourage open and frank dialogue regarding work and organizational 

issues; 
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d) offer equal opportunity for personal development, career growth and 
advancement based on individual ability and demonstrated job 
performance; and 

e) provide healthy and safe working conditions for all employees. 
 
 
7.2 Conduct and Behaviour 
 
7.2.1 Employee conduct and behavior will be administered in accordance with the 

Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
 
7.3 Confidentiality of Information 
 
7.3.1 Employees and Council members may not disclose, divulge, or make 

confidential information belonging to, or obtained through their affiliation with 
the Town to any person, including relatives, friends, businesses and 
professional associates, other than to persons who have a legitimate need for 
such information and to whom the Town has authorized the disclosure. 

 
7.3.2 All representatives of the Town are expected to adhere to confidentiality of 

information as provided in section 4.2 – Confidential Information in the 
Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and Procedures 
Manual). 

 
 
7.4 Corrective Action/Discipline 
 
7.4.1 The Town endeavors to be fair and tolerant in the administration of its 

employees and to encourage self-discipline and corrective action in the event 
of undesirable or unacceptable conduct, behavior, performance or violations of 
policies, procedures or standard practices.   

 
7.4.2 The primary objective of the disciplinary process is employee co-operation in 

correcting unacceptable behavior and/or conduct.  Therefore, disciplinary 
actions will be primarily for the purpose of correcting the behavior rather than 
punishing an employee.   Every attempt will be made to ensure that disciplinary 
actions are firm, fair, prompt and consistent. 
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7.4.3 Repeated, willful or inexcusable breaches of policies, standard operating 

practices or normal business ethics are not acceptable and shall be dealt with 
in accordance with this policy. 

 
7.4.4 Managers are responsible for training, counseling and coaching employees to 

understand the expectations of the Town.  Managers will treat employees fairly, 
with dignity and respect and ensure appropriate coaching and assistance is 
provided throughout the corrective actions/disciplinary process. 

 
7.4.5 Disciplinary action that is imposed upon an employee due to an infraction or 

disregard for policy or procedures by the employee, will result in the following: 
a) the manager will identify and record all information with regard to the 

infraction; 
b) the manager will meet with the employee and discuss the infraction, at 

which time both parties shall give their version, in writing, of the events of 
the infraction; 

c) the manager will submit both versions of the infraction to the CAO who 
will provide guidance with regard to any disciplinary action; and 

d) if disciplinary action is imposed and the employee disagrees, the 
employee may grieve the disciplinary action to the CAO. 

 
7.4.6 A manager has the authority to discipline an employee using the following steps 

and actions: 
Step 1: Verbal warning - for small infractions where corrective behavior is 

required.  The manager shall make record of all verbal warnings and 
notify the CAO of such warnings. 

Step 2: Written warning - for infractions that are repeated within a two-year 
period, despite being verbally warned.  Written warning shall be 
made, in writing, with a copy provided to the employee, CAO and 
personnel file. 

Step 3: Suspension - for serious or repeated infractions where verbal and 
written warnings have not resulted in corrective behaviors.  
Suspension may be issued, dependent on the severity of the 
infraction.  Employees who commit a serious infraction may be 
suspended without receiving steps one and two. 

Step 4: Termination - for serious infractions such as theft, physical abuse, 
job abandonment, etc.  Termination may be used as a last resort 
when all other attempts at corrective actions have failed and may 
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result in such other actions or penalty as may be appropriate or 
permitted by law under the circumstances. Employees who 
committed a serious infraction may be terminated without receiving 
steps one to three.  

 
7.4.7 Employees will be given written notice of any disciplinary actions taken against 

them.  Such notice will include the reason for the action, the corrective action 
expected of the employee and the consequences of future misconduct. 

 
 
7.5 Dispute Resolution 
 
7.5.1 The Town is committed to resolving employee concerns and disputes related to 

employment in a prompt and timely manner. 
 
7.5.2 All individuals will be protected from reprisal, harassment or other discriminatory 

practice as a result of reporting a concern or dispute under any section of this 
policy.  Retaliation will not be tolerated for reporting a concern or dispute if it is 
made in good faith. 

 
If retaliatory action occurs, the employee shall report the action(s) to their 
immediate supervisor, manager or CAO and the individual(s) committing an 
offence will be disciplined in accordance with section 7.4 – Corrective 
Actions/Discipline in the Town’s Personnel Policy (Section 7 – Personnel, Policy and 
Procedures Manual) and/or may also result in criminal prosecution or civil 
proceedings. 

 
7.5.3 An employee who has a legitimate concern or dispute with another employee 

should first discuss the concern with their immediate supervisor in an attempt to 
resolve the concern or dispute satisfactorily. 

 
7.5.4 The immediate supervisor is required to discuss and/or investigate the concern 

or dispute raised and respond in within two (2) business days of learning of the 
concern or dispute. 

 
7.5.5 If the concern or dispute has not been resolved, an employee may submit a 

formal complaint, in confidence, to the department manager or CAO. 
 
7.5.6 When a complaint is received, an investigation will be initiated by the manager 

or CAO under the following guidelines: 
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a) the identity of the complainant or reporting individual will be kept 
confidential, except as permitted or as may be required by law; 

b) a copy of the complaint must be provided to the recipient; 
c) within two (2) working days or at a time mutually agreed upon, the 

manager or CAO shall meet with the employee (recipient of the complaint) 
and the immediate supervisor to investigate the complaint; 

d) following the investigation, the manager or CAO will respond, in writing, to 
the complainant. 

 
7.5.7 If the matter is not resolved in a satisfactory manner, the employee may appeal 

the matter to the CAO within five (5) days following receipt of the written 
response. 

 
7.5.8 The CAO will consult with all parties involved in an attempt to resolve the matter.  

The CAO’s decision shall be final and binding on all parties. 
 
 
7.6 Dress Code 
 
7.6.1 All employees must abide by the following rules: 

a) office staff shall wear appropriate business casual clothing when 
performing duties in an office setting, regardless of department.  Strong 
perfume/cologne and other fragrances will be avoided; 

b) departments that issue uniforms for employees is to be worn only when 
on duty or while enroute to or from your place of work; 

c) Personal protective equipment (PPE) and other safety clothing, including 
appropriate footwear is to be worn at all times; 

d) Pool and Recreation Centre operations staff in public buildings must, at 
all times, wear appropriate clothing to clearly identify them as Town staff; 

e)  ‘Casual Friday’ clothing may include jeans that are clean and free of rips 
and tears. 

 
7.6.2 Employees are not permitted to wear sexually inappropriate clothing (including 

clothing depicting sexually suggestive or explicit images or text, clothing 
advertising illicit drugs or alcohol, gang affiliations or other inappropriate images 
or text).  Employees who are found in violation of this policy may be sent home 
from work to change. 
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7.7 Email and Internet Use 
 
7.7.1 Employees must follow the provisions of the Internet and Email Use and 

Acceptable Use of Communication and Technology Resources Policies 
(Section 5 – FOIP and IT Security, Policy and Procedures Manual). 

 
 
7.8 Harassment, Discrimination, Bullying and Violence 
 
7.8.1 Employees are subject to the provisions in the Harassment, Discrimination, 

Bullying and Violence Policy (Section 7 – Personnel, Policy and Procedures Manual). 
 
7.9 Membership on Boards or Committees 
 
7.9.1 The Town encourages employees to take part in community activities.  

However, it is important to bear in mind that such service may, at times, place 
the individual in a real or perceived conflict of interest situation.  As a member 
of a community board or external committee, the employee must continually 
assess their involvement and expected decision-making responsibilities in light 
of their employment with the Town.  It may be necessary to resign from a board 
or committee if that body has a direct role with the Town. 

 
 
7.10 Other Employment  
 
7.10.1 An employee may not engage in any outside work or business undertaking: 

a) that interferes with the performance of the duties as a Town employee; 
b) in which advantage is derived from employment with the Town; 
c) in a professional capacity that will, or is likely to, influence or affect the 

ability to carry out the duties of a Town employee; and 
d) creates a pecuniary interest for the employee as outlined in section 4.9 of 

Employee Conduct and Behaviour Policy (Section 7 – Personnel, Policy and 
Procedures Manual). 

 
7.10.2 Employees may take supplementary employment, including self-employment, 

unless such employment: 
a) is performed in a manner as to appear to be an official act or endorsement 

of the Town; and/or 
b) unduly interferes, through lack of performance, telephone calls or 

otherwise, with regular duties. 
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PURCHASE ORDERS 
 

All purchases made by, or for the Town of Grande Cache must be authorized by a    
Purchase Order (PO). 
 
The Purchase Order confirms the responsibility for payment of the invoice, and aids in 
determining which department/area the expense will be charged to. 
 
The exception will be for persons authorized by their Department Manager to obtain goods 
through local merchants where an invoice system is in place. 
 
The authorized signatures shall be the Department Manager, Chief Administrative Officer or 
his/her designate. 
 
Any employee who purchases goods or services without proper managerial authorization will 
be responsible to pay the cost of the goods or services purchased. 
 
No employee will purchase any good(s) or service(s) without expressed approval from the 
appropriate Department Manager, and all approved purchases shall only be made in 
accordance with good(s) or service(s) outlined in the annual financial plan, or in the case of 
emergency where special authorization has been granted.  All purchases must be made in 
accordance with all other related policy. 
 
Departmental Managers are responsible to sign all PO’s for their departments, unless an 
expense is in excess of $5,000.00 in which case it will be deferred to the Chief Financial 
Officer and/or the Chief Administrative Officer for approval.  
 
The Town credit card shall only be used in circumstances where an account cannot be 
opened with a vender, or a credit card purchase is the only option.  Only the CAO/CFO or 
authorized department head will be permitted the use the credit card, and all credit card 
purchases must be accompanied by a receipt. 
 
Any charges to the Town credit card for personal purposes shall be repaid by the date of the 
next pay period in which the charges were made. 
 
No staff shall use a personal credit card for Town purchases unless specific approval has 
been granted by the Department Manager, the Chief Financial Officer or Chief Administrative 
Officer. 
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1.0 Purpose 

 
The purpose of this policy is to establish the procedures, practices and 
conditions relevant to the selection and employment of personnel for the 
Town of Grande Cache (the ‘Town’). 

 
 

2.0 Policy Statement 
 

2.1 This policy provides a framework for a consistent recruitment and hiring 
process that: 
a) meets legislative and budgetary requirements; 
b) ensures sustainable recruitment and hiring practices; 
c) attracts employees who will integrate into the organization and 

support the corporate and community values and culture; 
d) ensures employment opportunities, including advancement for 

current staff, are open to all qualified applicants on the basis of their 
education, skills and experience; and 

e) the selection process is conducted in a fair, transparent and 
equitable manner. 

 
2.2 The Town is committed to the principle of fair and equitable hiring and 

therefore, all positions will be filled by open competition. 
 

2.3 The Town does not permit discrimination based on race, religious beliefs, 
physical disability, age, ancestry, place or origin, marital status, family 
status, sexual orientation or any other prohibited grounds covered by 
federal or provincial human rights legislation. 

 
 

3.0 General Provisions 
 
3.1 Interpretation 
 
3.1.1 A word used in the plural also applies in the singular and the words ‘he 

or his’ shall be interpreted to mean ‘she or her’. 
 

3.1.2 This policy shall supersede all previous policies and resolutions of 
Council that pertained to all of the matter herein contained. 
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3.2 Definitions 

 
3.2.1 Town means the municipal corporation of the Town of Grande Cache. 

 
3.2.2 CAO means the person appointed to the position of Chief Administrative Officer by 

Council. 
 

3.2.3 Hiring Manager is the employee responsible for filling a position vacancy.  This 
individual may be the CAO, Department Manager, Assistant Manager, Senior Foreman 
or Supervisor. 

 
3.2.4 Employee means any individual employed by the Town that reports directly or 

indirectly to the Chief Administrative Officer, along with those individuals employed 
under contract by the Town on a personal services agreement, but does not include 
elected officials. 

 
3.2.5 Applicant is an individual who applies for a position with the Town. 
 
3.2.6 Family or Relative are members of the same family who are related to one another 

by marriage or common-law and includes spouses, children, parents, siblings and 
grandparents. 

 
3.3 Amendments 
 
3.3.1 The Town may amend this policy from time to time as it deems necessary. 
 
3.3.2 The Recruitment and Hiring Policy shall be reviewed annually by the CAO, who will 

confirm as part of his/her performance evaluation that this review has been completed. 
 
3.4 Legislation 
 
3.4.1 This policy is intended to conform to the Canada Charter of Rights and Freedoms, the 

Alberta Employment Standards Code, the Alberta Employment Standards Regulation, 
the Occupational Health and Safety Act and any other applicable legislation. 
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3.4.2 In the event that any law passed by the Government of Canada or Alberta renders, or 
should a Court determine, that any provision of this policy be otherwise reduced or 
nullified, that term or condition shall be altered to conform to the new legislation or 
court ruling, and the remaining provisions shall continue to apply. 

 
 
4.0 Responsibilities 
 
4.1 Town Council shall approve and authorize any newly established permanent positions. 
 
4.2 The hiring of employees is the responsibility of management and only the most 

qualified applicants available will be selected. 
 
4.3 Hiring Responsibility 
 
4.3.1 Position Hiring Responsibility 

 Chief Administrative Officer (CAO) Town Council 
 Department Manager CAO 
 Assistant Manager/Senior Foreman/ 

Supervisor 
Department Manager  

- optional input from CAO, if desired 
 Other Personnel CAO, Department Manager, Assistant Manager, 

Senior Foreman or Supervisor 
 
4.3.2 a) Council will recruit, by advertising or through a recruitment agency, select and 

approve the employment contract and relocation expenses for the CAO position. 
 
 b) Council will approve all new permanent positions not approved in the current annual 

operating budget. 
 
4.3.3 The CAO will approve all recruitment and selection actions for all Department Manager 

positions.  Relocation expenses for employees will be approved by the CAO in 
compliance with section 12.0 - Relocation Expenses of this policy. 

 
4.3.4 Department Managers will approve all recruitment and selection actions for all 

supervisory positions. 
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4.3.5 Other personnel will be recruited and selected to fill positions in each department by 
the CAO, Department Manager, Assistant Manager, Senior Foreman or Supervisor. 

 
 
5.0 Job Postings 
 
5.1 When a vacancy occurs or a new position is created, notice of the position will be 

posted internally and externally, unless otherwise approved by the CAO, to ensure all 
interested applicants are advised and the hiring process can be completed in a fair and 
timely manner. 

 
5.2 Job postings will include the position title, requirements including qualifications, skills, 

experience and education, where resumes are to be submitted and a closing date. 
 
5.3 All job applicants must submit a resume, including current and former employers, on 

or before the closing date. 
 
 
6.0 Hiring Principles 
 
6.1 No individual may be hired into a position with the Town that is not an approved job 

vacancy. 
 
6.2 The hiring manager is responsible for: 

a) initiating the recruitment process; 
b) requesting media job advertisements; 
c) developing and/or understanding the job selection criteria for a job vacancy; 
d) screening candidates in accordance with the job selection criteria; 
e) selecting and interviewing candidates for a job vacancy; 
f) conduct reference checks; 
g) provide the successful candidate with a written offer of employment; 
h) ensure the offer of employment is accepted prior to the candidate starting work; 

and 
i) ensure the successful candidate receives proper and thorough orientation for 

the new position in accordance with section 13.0 – Orientation in this policy. 
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6.3 Promotion and transfers from within the organization are encouraged and will be based 
on a variety of factors, including but not limited to qualifications, experience, previous 
performance, seniority and potential for success in the new position or department.  
Preference in the evaluation process will be given for any internal candidates with 
suitable qualifications. 

 
6.4 Favoritism or an actual or perceived conflict of interest can potentially arise when 

members of the same family work in the same department.  To eliminate even the 
appearance of impropriety, as well as the potential for favoritism, employees may not 
take part in, or in any way attempt to influence the hiring or placement process of a 
member of their family. 
 

6.5 In general, the fact that a potential employee is a relative of an existing employee 
neither prejudices nor advances that person’s hiring prospects.  Applicants will not be 
hired, transferred or promoted into positions where a direct supervisory relationship 
will exist between the related employees, or where other working relationships can be 
perceived to have influence over promotion or supervision or could lead to conflict of 
interest or favoritism. 

 
6.6 When all factors are equal, preference for essential personnel will be given to local 

candidates over non-local candidates. 
 
 
7.0 Privacy 
 
7.1 Throughout the selection process, applications and applicant information will be 

treated with confidentiality in accordance with the Alberta Freedom of Information and 
Protection of Privacy Act (RSA, Chapter F-26). 

 
 
8.0 Interview Process 
 
8.1 The hiring manager will select and schedule interviews for the most suitable candidates 

based on the position criteria. 
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8.2 Reimbursement for travel expenses for potential candidates must be pre-approved by 
the CAO.  Travel expenses where travel is in excess of 100 km will be issued for the 
candidate only, and in compliance with the Town’s Travel Expense Policy (Section 6 – 
General, Policy and Procedures Manual) and may include mileage, accommodation and 
meals. 

 
 
9.0 Pre-Employment Checks for Potential Employees 
 
9.1 The Town will determine what employment checks are necessary based on the job 

requirements of each position.  All necessary pre-employment checks (reference 
checks, security screening or other job related checks) must be completed prior to a 
candidate commencing employment.  

 
9.2 The Town’s operational standard for security screening includes, but is not limited to, 

utilizing criminal records check and child abuse registry check as an indicator for 
employment suitability prior to the commencement of service.  This also serves to 
determine whether the individual has, in the past, committed crimes that would indicate 
unacceptable risk in relation to the duties to be performed. 

 
9.3 Applicants for any position, including casual labour, must undergo a screening process 

if their tasks necessitate access to sensitive information, assets, interaction with the 
public, work requiring the public’s trust, working in a care capacity, working with 
children and other duties requiring an accelerated level of responsibility.  Those 
positions which require enhanced vulnerable sector security clearance must be 
completed prior to the issuance of an offer of employment. 
 

9.4 The existence of a criminal record can be, but need not be, sufficient grounds to deny 
employment.  A criminal record should be considered in light of such matters as the 
duties and tasks to be performed, the nature and frequency of the offence, and 
passage of time.  Where the individual was convicted of a criminal offence, a manager 
must notify the CAO regarding the nature and severity of the offence. 
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9.5 If the criminal record check reveals a record of an offence, the following guidelines will 
be used to determine employment suitability: 
a) the likely reoccurrence of similar offences and their potential effect upon job 

reliability; 
b) the severity of the offence and the relevance on the position applied for; 
c) the person’s attitude towards the offence, and the extent to which he or she has 

changed behaviour in this regard. 
 
9.6 Any applicant, whose name appears on the National Child Abuse Registry or the 

Province of Alberta’s Child Abuse Registry, will not be considered for employment with 
the Town under any circumstance. 

 
9.7 Employees may be required to undergo a medical examination with a physician or 

appropriate practitioner selected by the Town to ensure suitability for a position.  
Examination costs will be covered by the Town. 

 
 
10.0 Compliance 
 
10.1 If there is any misrepresentation of facts by employees or applicants regarding work 

history, credentials or any other work-related information, the Town may terminate the 
employee or withdraw the applicant from the selection process. 

 
 
11.0 Offer Letter 
 
11.1 An employment Letter of Offer, outlining the start date, wages, probation period, 

benefits, vacation, termination, confidentiality and acceptance, must be approved by 
the Department Manager and CAO prior to presenting to the successful applicant. 

 
 
12.0 Relocation Expenses 
 
12.1 New employees may be eligible for relocation expenses which include the actual cost 

of moving household goods and personal effects from the previous location to a new 
residence in the Town of Grande Cache. 

 
12.2 The hiring manager should not make any commitment regarding moving expenses 

until approval has been obtained from the CAO.   
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12.3 Relocation expenses do not include the cost of meals while traveling or living in 
temporary accommodations, the cost of selling or settling an unexpired lease on a 
previous residence, or the cost of buying a new residence or house hunting costs.   
 

12.4 If a new employee elects to move themselves, allowable expenses will include the cost 
of a rental truck, trailer and other related equipment, cost of assistance loading and 
unloading, cost of gas if using a rental vehicle, mileage allowance if using a personal 
vehicle and lodging while enroute. 

 
12.5 Relocation expenses must not exceed 10% of the employee’s annual salary or the 

actual costs of moving, to a maximum of $10,000, whichever is the lesser, and must 
be authorized by the CAO.  The CAO may authorize expenses in excess of 10% for 
actual moving costs. 
 

12.6 The Town will not reimburse an applicant for possessions that have been lost, 
damaged or stolen in the process of relocation. 

 
12.7 An employee who resigns or is terminated prior to twelve (12) months of employment 

from a position where a relocation expenses were paid, will reimburse 50% the 
expenses paid by the Town. 

 
12.8 In accordance with Revenue Canada, all reimbursements for moving expenses will be 

reported on the employee’s T-4.  
 
 
13.0 Orientation 
 
13.1 Upon acceptance of the Offer of Employment, orientation will be provided to review: 

a) workplace policies; 
b) health and safety policies; 
c) rules and regulations; 
d) other job specific information; 
e) payroll and benefit forms; 
f) facility tours; and 
g) staff introductions. 
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14.0 Probation Period 
 
14.1 All new employees must serve a probationary period.  The probationary period for full-

time permanent employees shall be three (3) months and part-time, permanent 
employees shall be 480 hours or six (6) months, whichever occurs first.  This is 
designed to give the Town an opportunity to determine whether an employee is suitable 
and qualified for the work for which the employee was hired, and the decision as to the 
employee’s suitability and qualifications is the sole responsibility of the Town.  
Termination of employment or other disciplinary action during the probationary period 
is not subject to progressive discipline or grievances.  

 
14.2 If the employee’s service during the probationary period is deemed unsatisfactory, but 

it is felt that the employment should continue under a probationary status rather than 
being terminated, the recommendation that the employee remain in a probationary 
status shall be forwarded by the departmental manager to the CAO.  In all such 
instances, the employee must be counseled regarding the extension of their 
probationary period.  The employee may not remain in a probationary status for more 
than nine (9) months.  An employee may complete the probationary period or be 
terminated at any time after the initial probationary period upon the recommendation 
of the department manager or CAO. 

 
14.3 Employees who have successfully completed their probationary period will be placed 

on Step I of the employee wage grid, unless other agreements preexist. 
 
14.4 Employees who receive authorized absences outside of earned sick leave will have 

their probationary period extended so that the probationary period is satisfied. 
 
14.5 There will be no responsibility of the Town of Grande Cache for reemployment or 

continued employment of probationary employees. 
 
 
15.0 Family Members 
 
15.1 An employee is not affected if a family member is elected to Council after that 

employee has commenced employment with the Town. 
 
15.2 No members of the same family may work for the same department of the Town without 

prior consideration and authorization from the CAO.  For this purpose, the same family 
is defined under section 3.2.6. 
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16.0 Other Interests 
 
16.1 Employees must conduct themselves, both on and off the job, in such a manner and 

act in such a way that there will be no adverse reflection upon the Town.  All employees 
are required to sign an Employee Code of Conduct form. 

 
16.2 Employees are expected to be ready, willing and able to perform all job functions.  

Loyalty and full commitment towards employment with the Town is expected from all 
employees. 

 
 
17.0 General 
 
17.1 The duties of each employee shall be those as assigned in their job description.  The 

Town will provide each employee with a copy of the job description for their position 
upon hiring.   

 
17.2 Copies of any job description will be made available to an employee upon request. 
 
17.3 Job descriptions are to be reviewed annually during the employee performance review 

process to ensure that the description is current and accurately reflects the existing 
position duties and responsibilities. 

 
17.4 The classification of each position and the associated salary grid level will be 

determined on the basis of the duties and responsibilities assigned to the position as 
recorded in the job description and the Town salary grids. 

 
17.5 Salary grid levels shall be reviewed annually by the CAO and Council in conjunction 

with the annual budget preparation process. 
 
17.6 An employee is required to complete the minimum probationary period for the position 

for which they were hired. 
 
17.7 Employees who have completed the minimum probationary period will receive notice 

of at least one (1) week prior to a layoff. 
 
17.8 The Town will not provide employee benefits to employees during a layoff period. 
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Policy Statement 
 
The purpose of this Town of Grande Cache (the ‘Town’) policy (the ‘Policy’) is 
to establish guidelines and standards expected of all employees, contractors, 
and members of Town Council (collectively, ‘Town Representatives’) when 
engaging in social media.  The Town uses social media as a communication 
tool to provide information to the community and to stakeholders on initiatives, 
strategies, news stories, programs, services, events and to promote the Town 
as a favorable place to live, work and play.  Adherence to these guidelines will 
ensure that the Town is consistently represented accurately and effectively 
through social media.     
 
General 
 
- These guidelines will evolve as new technologies and social networking 

tools emerge. 
 
- The use of online and social media sites creates new opportunities for 

enhanced communications and collaboration with residents and it also 
creates new responsibilities for Town Representatives. 

 
- Social media works best as part of a comprehensive ‘Communication and/or 

Marketing Plan’ in which communication strategies, goals, objectives, 
timelines, tactics and successes are measured.   It is within this plan that 
new, approved forms of social media be created, maintained and monitored 
by designated Town Representatives.   

 
- Individual Town Representatives may not initiate new social media activity 

on behalf of the Town without prior approval of the Communications Officer. 
 
- These guidelines apply to all Town Representatives, particularly those who 

make public statements on corporate or personal social media sites. 
 

- Town Representatives must use discretion, act responsibility and 
professionally when using communication technology and follow the 
‘Employee Code of Conduct Policy’ and ‘Code of Conduct for Members of 
Council and Council Committee’. 
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- Information about the Town’s decisions, programs and services will be distributed through 
traditional communications methods and various online communication methods, 
including Social Media. 

 
- This Social Media Policy may be overridden by the Municipal Emergency Plan or 

Emergency Operations Procedures in an emergency. 
 

- Best practices in communications and public engagement will always apply. 
 

- In the event that any Town Representatives acting as Social Media Administrators cease 
to be employed by or under contract with the Town, their administration access shall be 
deleted. 

 
 
1.0 DEFINITIONS 
 

a) Comment shall mean a written online response to a Town article or Social Media 
content. 
 

b) Commenter means a Town Representative or member of the public who submits 
a Comment. 
 

c) Communications Officer refers to a Town Representative designated by the              
Chief Administrative Officer (presently the Coordinator of Marketing & Guest 
Services). 
 

d) Email Marketing a form of direct marketing which uses email as a means of 
communicating to an audience (ie. email blasts).   
 

e) Messages includes online communications such as posts, blog posts, email, wall 
posts, tweets, document posting, video posting, comments, replies, direct 
messages, events, and invitations. 

 
f) Online Communication refers to the communications of information through the 

use of the internet for any purpose (ie. information for sharing, marketing, 
engagement).   
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g) Regular Business Hours means regular daily office hours, as per department, 
defined by   their Manager (excluding statutory holidays).   

 
h) Social Media is e-technology and practices that focus on building online 

communities of people who share an interest, used to share opinions and 
information, promote discussion and build online relationships. The Town presently 
engages in a number of traditional communications and social media 
communications (as attached in      Appendix A).  There are many other forms of 
social media listed below. Examples include, but are not limited to, the following:   
 

Micro-blogging -Twitter 
Blogging -blogger 

-Wordpress 
-TypePad 
-Other non-branded blogging platforms 

Email Marketing -Constant Contact Program 
Video Sharing -Youtube 
Photo Sharing -Flickr 

-Instagram 
-Picasa 

Document Sharing -Slideshows 
-google docs 
-Drop Box 

Book Marking -Digg 
-Reddot 

Social Networking -Linkedin –professionals 
-Facebook 
-My Space 
-Instagram 
-Google + 
-Twitter 

Forums -often self-developed 
Wikis -Wikipedia 
Virtual Worlds -Foursquare, Sims 
Website -Town of Grande Cache website:  www.grandecache.ca  
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i) Social Media Administrator(s) means a Town Representative assigned by the 
Town Chief Administrative Officer or designate (Communications Officer) to 
maintain social media for the Town. 
 

j) Town Accounts means Social Media accounts, profiles and online communities 
maintained and operated by and on behalf of the Town. 
 

k) Town Representatives means all employees, contractors, and members of Town 
Council. 
 

l) Traditional Communications refers to the sharing of information for any purpose 
using commonly used or traditional tools for media relations, such as press 
releases, interviews, print media, letters, brochures, posters, paper advertisements 
or radio. 

 
 
2.0 RESPONSIBILITIES 
 

As private citizens, Town Representatives have the same rights of freedom of speech 
as other citizens.  However, they may not represent the Town on their own personal 
social media sites and shall not purport to do so.  Further, they are reminded that they 
are bound by the Oath of Confidentiality, the Freedom of Information and Protection of 
Privacy Act, Employee Code of Conduct and Code of Conduct for Members of Council 
and Council Committees, and must not disclose any Town information or content that 
they are not specifically authorized to disclose.   

 
When interacting on Social Media as private citizens, Town Representatives must use 
a private email address or Social Media account and make every reasonable effort to 
ensure that their contributions and interactions on Social Media are in their capacity as 
private citizens and not in their capacity as Town Representatives. Town 
Representatives shall not post comments, images or video that may damage the 
reputation or otherwise negatively impact the Town. Town Representatives can be 
personally liable for defamatory or discriminating content about other individuals. All 
Town Representatives have a responsibility to avoid making comments or posting 
content that is defamatory, derogatory or offensive towards co-workers or other 
persons, even if those people are not directly identified. 
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Town Representatives may notice references or misrepresentations of the Town, Town 
Representatives or Town Operations on external Social Media sites.  Do not become 
personally involved or respond on behalf of the Town.  Town Representatives are to 
print screen or screen shot these references and forward to the Communications 
Officer to manage.  The Communications Officer will forward comments to the Chief 
Administrative Officer or Department Manager if applicable. 

 
2.1 Town Representatives 
 

a) Chief Administrative Officer (CAO): 
- administers and advises Departments of the Policy. 

 
b) Managers: 

- ensure that all Town Representatives in their Departments are familiar with the 
Social Media Policy 

- administers this Policy within their Department 
- forwards Social Media communication and advertisements to Communications 

Officer for approval and distribution. 
 

c) Communications Officer: 
(Coordinator of Marketing & Guest Services or CAO designate) 
- shall ensures that the use of Social Media and Town Accounts follows all 

approved policies and procedures for the Town and, when Town 
Representatives are engaging in Social Media or, when authorized, using Town 
Accounts, using Town equipment and during Regular Business Hours, such 
Social Media use is only for the purposes of fulfilling job duties 

- shall approve Social Media postings as required 
- shall keep a list of Town Accounts, and shall keep a list of passwords and names 

of Town Representatives that have access to Town Accounts 
- shall be responsible for Town Account record keeping. 

 
d) Social Media Administrator(s): 

- shall ensure that their use of Social Media and Town Accounts follows all 
approved policies and procedures for the Town and, when Town 
Representatives are engaging in Social Media using Town equipment and 
during Regular Business Hours, or, when authorized, using Town Accounts, 
such Social Media use is only for the purposes of fulfilling job duties 
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d) Social Media Administrator(s) (con’t): 
- shall be a Town Representative designated by the Communications Officer 

permitted to post material through the Town Accounts and on behalf of the Town 
shall approve posts, respond to Comments and assist with daily monitoring of 
Town Accounts and postings to Town Accounts as tasked by the 
Communications Officer 

- shall report concerns to Communications Officer 
- shall be responsible for Town Account record keeping. 

 
e) Employee(s) and Contractors: 
- shall ensure that their use of Social Media and Town Accounts follows all 

approved policies and procedures for the Town and, when Town 
Representatives are engaging in Social Media using Town equipment and 
during Regular Business Hours or, when authorized, using Town Accounts, 
such Social Media use is only for the purposes of fulfilling job duties 

- shall only post material to Town Accounts when authorized to do so by the 
Communications Officer 

- shall forward all proposed Town Account postings to the Communications 
Officer and/or the Social Media Administrator(s) for approval and posting. 

 
f) Mayor, Council and Elected Officials: 
- shall not use Town Accounts to promote opinions or political campaigns.  

Members of Council may participate in Social Media using their personal 
accounts with the understanding that they speak for themselves, rather than the 
Town 

- shall be accountable to the public and should abide by their legal 
responsibilities, avoid conflict of interest, respect confidentiality and abide by 
the Code of Conduct for Members of Council and Council Committees 

- shall direct the public to Town Accounts for accurate and consistent information. 
 
2.2 Violations 
 

Employees and Contractors found in violation of this policy may be subject to 
disciplinary action, up to and including termination of employment or their contract.  
Corrective action for violations by Council will be determined by Council. 

 
 
 
3.0 RELATED POLICIES 
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All use of Town Accounts shall adhere to the following Legislation and/or Town 
Policies: 

 
a) Legislation 

− Freedom of Information and Protection of Privacy Act, Province of Alberta 
(‘FOIP’) 

− Federal Consolidated Anti-Spam Legislation, S.C. 2010, c. 23 (‘Anti-Spam 
Laws’) 

 
b) Town Policies 

− Code of Conduct for Members of Council and Council Committees 
− Employee Code of Conduct 
− Confidentiality Policy 
− Council Communication Device 
− Disciplinary Procedures Policy 

 
 
4.0 TOWN SOCIAL MEDIA ACCOUNTS 
 
4.1 General 
 

a) Town Accounts are created and maintained through the Communications Officer 
and monitored by designated staff (Social Media Administrator(s)). 

 
b) Social Media is a valued marketing tool within the Town and will be monitored 

during weekday business hours.  Additional monitoring may occur at the discretion 
of the department Manager. 
 

c) To ensure that the Town follows best practices, maximizes resources and ensures 
consistency, only designated Social Media Administrators will have access to post 
information on Town Accounts. 
 

d) All Town Accounts will be consistent and will follow the Town identity and logo 
standards. 
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e) Information that effects the Town or that may have a positive or negative impact on 
the Town’s operations, (i.e. text, images, video, comments, documents), must be 
saved and archived in the Communications Officer’s computer file and brought to 
the attention of the CAO and/or Communication Officer. 

 
f) Any Social Media initiative (ie. Constant Contact email blasts) that requires the 

collection of personal information (which includes, but is not limited to, an 
individual’s name, email address or username), must adhere to all applicable Town 
policies, the requirements of FOIP and Anti-Spam Laws. 
 

g) Inquiries may be forwarded to the appropriate Town Departments in order to 
provide an accurate response. 
 

h) Content, comments or links that are in breach of Town policies will be removed in 
accordance with section 4.3 of this Policy. 
 

i) When applicable, content posted to Town Accounts should contain links directing 
users back to the Town’s official website at www.grandecache.ca. 
 

j) The Town will create “pages” in Facebook not “groups.”  “Facebook pages” offer 
distinct advantages including greater visibility, customization, measurability, reports 
and statistics. 
 

k) Social Media Administrator(s) will not post information on third party programs or 
events but may ‘share’ a post from an organization or business (including an event 
poster or notice) where appropriate. 
 

l) The total daily number of postings or Comments per day to any Town Account may 
be limited. 

 
4.2 Branding 
 

To accomplish the goal of speaking with one voice, Town Social Media Accounts must: 
- clearly indicate they are maintained by the Town and shall have the Town contact 

information prominently displayed. 
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- Town Accounts will include an introductory statement, specifying the purpose of the 
site, a disclaimer that clearly specifies what content is unacceptable and 
information indicating when responses to inquiries of the Town can be expected. 

- the Town logo will be the official visual identifier.  The background image should 
incorporate Town images that promote the Town. 

 
4.3 Guidelines for Postings or Removal 
 

Content, comments or links containing any of the following will not be allowed on Town 
Accounts and the Town may restrict or remove any content that is deemed in violation 
of this Policy. Applicable guidelines will be displayed to users/commenters or made 
available by hyperlink.  Any content removed by the Social Media Administrator, must 
be retained, including date, time and identification of commenter and kept in a 
computer file with Communications Officer. 

 
The Town may restrict or remove content that is deemed in violation of this Policy or 
applicable law. The following content will not be tolerated and will be removed: 
- content that is offensive to an individual or organization, rude in tone, or abusive, 

as determined by the Town in its sole and unfettered discretion; 
- Spam; 
- content containing threatening, offensive, hateful, defamatory, slanderous, 

obscene language or sexual content; 
- content that contains copyright material for which necessary permission has not 

been granted by the holder of copyright; 
- content that contains confidential information about the Town, or Town 

Representatives such as home phone numbers or addresses; 
- comments not topically related to the particular social medium being commented 

on; 
- content that promotes, fosters or perpetuates discrimination on the basis of race, 

creed, color, age, religion, gender, marital status, status with regard to public 
assistance, national origin, physical or mental disability or sexual orientation; 

- content that promotes political views or candidates; 
- content that promotes illegal activity; 
- content that  contains information that may compromise the safety or security of 

the public or public systems; 
- content that violates FOIP or any other applicable laws; 

 
 

165



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title SOCIAL MEDIA POLICY Page 10 of 13 
    
Section G-1, General Resolution No. 412/14 
Department All Effective Date December 10, 2014 

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

- any other content that Social Media Administrators deems unsuitable for Town 
Accounts. 

 
 
5.0 GUIDELINES FOR PROFESSIONAL USE 
  

The following best practices will be followed by Town Representatives: 
 

a) be credible, truthful, transparent, consistent, responsive, respectful, professional, 
and accountable. 

 
b) the Town strives for a friendly, approachable and professional tone on Town 

Accounts. 
 

c) Ethical Social Media conduct includes: 
- customer protection and respect; 
- Town Representatives will keep their interactions factual and accurate; 
- Town Representatives will strive for transparency and openness in interactions; 
- Town Representatives will provide links to credible sources of information to 

support their interactions; 
- Town Representatives will publicly correct any information that has later been 

found to be in error; 
- Town Representatives will protect privacy and permissions. 

 
d) Town Representatives shall exercise caution and discretion when commenting on 

Social Media on issues, programs and policies related to the Town, and shall not 
use their position to lend weight to the public expression of any personal views, as 
per the Employee Code of Conduct and Code of Conduct for Members of Council 
and Council Committees. 

 
e) Town Representatives may use Town assets (computers or other devices) for the 

performance of their duties. 
 
f) as part of the Strategic Marketing Plan, Social Media Sites have been created 

specific to the Town’s departments and each has a purpose for interacting with the 
community. 
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g) Town Representatives shall not publish confidential information, such as 
unpublished details about current projects, future plans, financial information, 
research, and/or private contact information without approval of the                Chief 
Administrative Officer. 

 
h) only the Town logo and photographs that are owned or approved (ie. by signed 

photo waiver) may be used on Town Accounts. The Town may not have the right 
to use materials owned by other individuals and organizations. If a Town 
Representative is unsure, he or she should confirm the copyright status before 
posting online. If a Town Representative is quoting excerpts of someone else's 
work or ideas, always attribute such quotations to the original author/source. Artists 
or named personnel whose works may be posted to Social Media must be informed 
of this possibility so that they may waive their moral rights. 

 
i) simple questions and concerns can easily be addressed through Social Media; 

others in the community will appreciate good customer service and also benefit 
from Town Representative answers. Exchanges that require private information or 
that cannot be answered easily online should be taken out of Social Media and into 
more traditional channels such as email, phone calls or in person meetings when 
appropriate. 

 
j) partners, such as other local organizations, other levels of government or 

government agencies, should not be cited or referenced without their approval.  
Town Representatives should never identify a partner without permission and never 
discuss confidential details of a partnership. This includes making disparaging 
comments about other parties. 

 
k) as a representative of the Town, Town Representatives must be respectful and 

professional. This includes the obvious (i.e. no ethnic slurs, offensive comments, 
defamatory comments, personal insults, obscenities, etc.) as well as proper 
consideration of privacy and of topics that may be considered objectionable or 
inflammatory. The Town must be unbiased and not appear to be applying pressure 
influence, or give the appearance that a decision has been made if one has not. 

 
l) Town Representatives shall not say anything that is dishonest, untrue or 

misleading.  Town Representatives shall maintain a neutral stance. 
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m) if a Town Representative makes an error, admit the mistake and correct it quickly. 
If an earlier post is modified, be clear that the modification is clearly identified.  If 
there are accusations of improper posting (such as copyrighted material or a 
defamatory comment), respond quickly - better to remove the item immediately to 
reduce the possibility of legal action or ongoing argument. 

 
n) in Social Media, a quick response is vital. This is especially important when 

responding to negative feedback. Whenever possible, Town Representatives 
should not let a negative question or comment sit unanswered for longer than a few 
hours during business hours. If uncertain as to how to respond, seek help from 
Communications Officer or applicable manager. 

 
o) departments should ensure that Social Media activity related to Town Accounts can 

be included with current workloads and commitments. During the communications 
and marketing planning process, the Communications Officer will advise on the 
best possible method for reaching your intended audience – which may or may not 
include Social Media. 

 
p) Town Representatives are personally responsible for the content they publish. 
 
q) if a Town Representative does not know the answer, state that the inquiry will be 

forward to the appropriate department. 
 
r) ensure quality of content. Use spell check. Review and edit prior to publishing it, or 

as someone else to look at it. 
 
s) social media acronyms and jargon (ie. LOL, BTW, etc.) or shortened text prevalent 

in SMS messaging (ie. B4, 2nite) shall not be used on Town Accounts by Town 
Representatives. 

 
t) in order to maintain and manage Town Accounts, the designated Social Media 

Administrator(s) are given administrative access to the Town Accounts   It is 
understood that these accounts may be accessed by work or personal mobile 
devices (outside of work) and must adhere to confidentiality and FOIP and other 
applicable laws.  All such devices must be password protected. 
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u) Town Representatives are responsible for safeguarding their Town computer files, 
emails and access to social media sites through computers, laptops, personal or 
work phones.  Devices, such as laptops, computers, iPads and phones that allow 
access to Town email, computer files and social media access, must be password 
protected and not left open unattended.   

 
 
6.0 RECORDS 
 

All Town Accounts shall adhere to applicable provincial, federal and local laws, 
regulations and policies including all information technology and records management 
policies.  FOIP applies to Town Accounts and therefore content must be managed and 
stored to comply with this Act. 
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1.0 PURPOSE 

 
The purpose of this Town of Grande Cache Social Media Procedure is to 
establish guidelines and standards expected of all employees and 
contractors, (collectively, ‘Town Representatives’) when engaging in 
social media.  The Town uses social media as a communication tool to 
provide information to the community and to stakeholders on initiatives, 
strategies, news stories, programs, services, events and to promote the 
Town as a favorable place to live, work and play.  Adherence to these 
guidelines will ensure that the Town is consistently represented 
accurately and effectively through social media.    

 
This Social Media Procedure interacts with the Social Media Policy, 
which must be adhered to by Town Representatives. 

 
 

2.0 MONITORING HOURS - Daily 
 

The Social Media Administrator(s) will monitor Town Accounts, at 
minimum during weekday business hours.  Additional monitoring hour 
may occur. 

 
2.1 Business Hours Monitoring of Town Accounts 

 
a) Designated Social Media Administrators will: 

− monitor posts, comments and discussions daily and respond as 
required. 

− remove any content, Comments or links in accordance with 
section 4.3 of this Policy. 

− respond to inquiries within one business day.   
− forwards negative or positive comments, feedback on Town 

operations to the Chief Administrative Officer. 
− forwards unknown responses to appropriate Manager to provide 

accurate customer responses.  
− post or schedule relevant updates. 
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b) Social Media Administrator(s) must make a copy of posts or comments that 

contravene this policy or applicable laws and then delete the post from Social 
Media.  Forward these comments to Communications Officer to save the 
contravening post in a main computer file. 

 
2.2 Evening and Weekend Monitoring of Town Accounts 
 

a) Review comments and updates. 
b) Respond if immediate attention required. 
c) Remove any content, comments or links in accordance with section 4.3 of the 

Social Media Policy. 
d) Make a copy of any posts or comments that contravene the Social Media Policy or 

applicable law and save the contravening post or comment in a computer file and 
delete the post from the Town Account. 

e) Social Media Administrator(s) may, with prior written approval of their Manager, be 
compensated (ie. lieu hours) for managing, monitoring Town Accounts during 
evening or weekend hours.   

 
 

3.0 PHOTOS AND VIDEOS 
 

The Town owns pictures and videos created or taken by Town Representatives for 
Town promotional purposes.  All photos and videos are to be filed in an appropriate 
photo system, made accessible to the Communications Officer and Social Media 
Administrator(s).   Photo releases must be signed and filed to adhere to FOIP. 

 
 
4.0 DISCLAIMER 

(to be included at the bottom of each Facebook ‘About’ section, after the description) 
 

We will respond to inquiries as soon as reasonably possible.  We value the opportunity 
for dialogue that this Facebook page provides, but reserve the right to remove any 
comments that we deem discriminatory, slanderous or obscene or otherwise 
inappropriate.   For more information on our Social Media Policy, please visit 
www.grandecache.ca.   
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TOWN OF GRANDE CACHE SOCIAL MEDIA  
as of November 13, 2014 

TWITTER 
User Name Profile Description 

@GCWellRec Programs, Events and Recreation Centre information 
@TourismCentreGC Tourism information 

@TownofGC Council information, Notices, Press Releases, Administration, Development, 
Public works, Bylaws, etc 

@Deathfesthq Deathfest 
 
FACEBOOK 

Page Page Description 
Grande Cache Recreation 

Centre  
About: 
Welcome to the official Facebook Page of the Grande Cache Recreation Centre, 
home of the Grande Cache Wellness and Recreation Department in the Town of 
Grande Cache!  Please visit www.grandecache.ca for more information. 
 
We provide information on facility, programs, services and events.  We also promote 
community events, activities and services that have a recreation, leisure, 
educational, sport or cultural theme. 
 
Description:  
The Grande Cache Recreation Centre is home to a first-class aquatics centre that 
includes a 25m lap pool, leisure/wave pool, waterslide, diving boards, hot tub, sauna 
and steam room.  In addition, the facility has a 4-sheet curling rink, curling lounge, 
arena, fitness centre, spin room, birthday party room, Grotto climbing room, 
preschool, after school program, Grande Prairie Regional College Outreach, 
Community Adult Learning, and concession. 
 
This wonderful facility sits on the site of Central Park, which features a spray park 
with change facilities, a skateboard park and walking paths.  Also on site is an 
outdoor green gym, with a full range of fitness equipment. 
 
Contact: 
10450 Hoppe Avenue ~ P.O. Box 300 
Grande Cache, Alberta ~ T0E 0Y0 
Phone:  780-827-2446     Fax:  780-827-3850 
Email:  reccenter@grandecache.ca 
Website:  www.grandecache.ca 
Facebook:  Grande Cache Recreation Centre 
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Grande Cache Tourism & 
Interpretive 
Centre 

About: 
Welcome to the official Facebook Page of the Grande Cache Tourism & Interpretive 
Centre! 
We are a beautiful town tucked away in the majestic Rocky Mountains – a town that 
provides pristine, natural beauty, breath-taking vistas, and activities ranging from 
thrilling outdoor adventures to serene personal experiences.  Please visit 
www.grandecache.ca for more information. 
 
We provide information on events, activities, attractions & businesses from in and 
around our mountain community that would be of interest to residents and visitors. 
 
Description:  
Information - Maps - Retail Shop - Museum - Art Gallery - Meeting Room Rentals - 
Wildlife, History & Industry Displays - Interpretive Programs - Historical Buildings - 
Bird's Eye View Park - Newcomer Packages 
 

Located on Highway 40 and surrounded by stunning vistas of the Canadian 
Rockies, the Grande Cache Tourism & Interpretive Centre has much to offer the 
curious traveler and long-time resident. We are more than just a tourism information 
centre. 
 
Our friendly and knowledgeable staff are available to answer questions and help 
you make the most of your time in our beautiful mountain town. We offer hiking 
guides, maps and loads of information about the area. 
 
Along with tourism information, the Centre also showcases the fascinating history 
of the area through exhibits and displays: featuring ice age artifacts, dinosaur tracks, 
Aboriginal heritage and fur trading, full animal mounts, tree and geological 
descriptions, and local industry displays. 
 
There is a Gift Shop, Art Gallery, an intimate movie theatre and space available for 
meetings and conferences. 
 
Make sure to save time to tour the Bird`s Eye View Interpretive Park featuring trails 
and gazebo style picnic areas, outside of the Centre. A replica of a “cache” along 
with other historic buildings are also on site. 
 
Contact: 
9701 - 100 Street - along Highway 40 
P.O. Box 300 ~ Grande Cache, Alberta ~ T0E 0Y0 
Toll Free:  1-888-827-3790 
Phone:      780-827-3300      
Fax:           780-827-4636 
Email:        tourism@grandecache.ca 
website:     www.grandecache.ca 
Facebook: Grande Cache Tourism & Interpretive Centre 
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Deathfest Headquarters About: 
Welcome to the official Facebook Page “Deathfest Headquarters,” the "Party" for 
the Canadian Death Race that occurs every August long weekend in Grande Cache, 
Alberta! 
 
Description:  
Annually on August Long Weekend held in Central Park! 
Carnival, Games and Entertainment! 
Watch for Details on our Sunday Night Killer Concert. 
 
Contact Recreation Centre at 780-827-2446 or melanie.hryniuk@grandecache.ca 
for more information. 

Town of Grande Cache About: 
Welcome to the official Facebook Page of the Town of Grande Cache! 
We are a beautiful town tucked away in the majestic Rocky Mountains – a town that 
provides pristine, natural beauty and breath-taking vistas and activities ranging from 
thrilling outdoor adventures to serene personal experiences.   
 
Mission 
The Town of Grande Cache will strive to provide an exceptional quality of life. 
 

Vision Statement 
Grande Cache will be a progressive mountain community that achieves excellence 
by embracing cultural diversity, encouraging safe and healthy lifestyles while 
fostering environmental stewardship within a thriving and diversified economy.    
 
Please visit www.grandecache.ca for more information about the Town of         
Grande Cache. 
 
Description: 
This page will is provided as a tool for you to connect with municipal government.  
We will provide information on municipal government administrative information, 
Development, Public Works, Animal Control, Bylaws, recent news, notices and 
events. 

 
YouTube 
http://www.youtube.com/user/GrandeCacheAB?feature=watch  link to channel 
WEBSITE 
Town of Grande Cache Website at 
www.grandecache.ca 
 

The Town of Grande Cache website provides information on Municipal Government 
(including Town Departments, Mayor and Council, Civic Web Links & Employment 
opportunities, Resident, Doing Business, Recent News, Upcoming Events (for 
Town & Community Groups can submit events), Business Directory, Visitor & 
Community Guide and many pictures promoting the community. 
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OTHER 
Foursquare Foursquare is a local search and discovery service mobile app which provides a 

personalized local search experience for its users. By taking into account the places 
a user goes, the things they have told the app that they like, and the other users 
whose advice they trust, Foursquare aims to provide highly personalized 
recommendations of the best places to go around a user's current location.  
(Presently have an account, but do not use. 

TripAdvisor TripAdvisor is a travel website providing reviews of travel-related content.  
Presently hold an account, and add information as time permits. 
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Section 
P-1 

Page 38 

Department 
Personnel 

Approved by 
Resolution No. 265/09 

Effective Date 
September 30, 2009 

Supersedes 

 
 

TIME FOR EMPLOYEES TO VOTE 
 

Section 148(1) of the Canada Elections Act states in part that: 
 
 “…every employee who is entitled to vote at an election, while the polls are open on polling 
day at the election, have four (4) consecutive hours for the purpose of voting…” 
 
Section 89(1) of the Alberta Elections Act states the identical wording, except it allows 
employees three (3) consecutive hours. 
 
Regular shift employees will be allowed to leave their duties at 4:00 pm in order to cast their 
ballot in the Federal Election, or at 5:00 pm to cast their ballot for the Provincial Election.  
Those employees whose shift does not allow the consecutive hours to vote before reporting 
for duty or after they have completed their shift, will be advised by their manager as to the 
time in which they can cast their ballot. 
 
There is no legislation governing Municipal Elections.  Employees will be advised by their 
manager of the time they will be allotted for the purpose of casting their ballots. 
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It is the policy of the Town of Grande Cache to extend hospitality in an 
economical, consistent and appropriate way when it will facilitate municipal 
business, or is considered a matter of courtesy.  It is also the policy of the Town 
to encourage the use of the Town fleet to attend training, meetings or other 
events that facilitate the education and growth of staff, or to advance the best 
interests of the municipality.  Staff and Council are to ensure the safe, efficient 
and effective operation of vehicles and equipment. 
 
As a focus of municipal employees is to deliver outstanding customer service to 
residents, and in order to deliver on that promise, it is vital that equipment be 
properly maintained and operated in a safe and courteous manner. 
 
Accommodations 
 
The Town of Grande Cache will reimburse accommodation expenses as 
follows: 

i) Hotel expense will be reimbursed upon submission of a receipt. 
ii) Private residence accommodation in lieu of hotel, to a maximum of 

$50.00 per day. 
 

Meal Allowance 
 
The Town of Grande Cache will reimburse meal expenses, without receipts as 
follows: 

i) Breakfast $13.00 per day 
ii) Lunch $15.00 per day 
iii) Dinner  $35.00 per day 

 
NOTE: To qualify for Breakfast the employee must leave home by 7:00 am, and 

for Dinner must arrive home after 7:00 pm. 
 

If meal expenses exceed the daily allowance, receipts are required.  The Town 
of Grande Cache will not reimburse any expenditure for alcohol unless 
authorized by Mayor and Council-as-a-Whole. 

 
 
 
 

177



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Travel Expenses Page 2 of 2 
    
Section G-1, General Resolution No. 023/18 Supersedes Resolution No. 023/18 
Department All Effective Date January 24, 2018  

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
Vehicle Use 
 
Municipal vehicles may be used when they are available.  Travel allowance for the use of 
private vehicles equivalent to the Alberta Provincial Government mileage rate, applicable on 
the date of travel, shall be paid.  Mileage shall be paid based on the distances travelled.  
 
Travel rates as of October, 2015 is $0.515/km.  
 
When public transportation or parking is paid, the Town will reimburse actual costs upon 
presentation of receipts. 
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In order to prevent unauthorized use of Town vehicles and equipment, the 
following policy will be strictly adhered to: 

 
a) Personal use of all Town vehicles is strictly prohibited, including the 

transportation of family members or members of the public for any reason 
within the Town of Grande Cache. Employees are expected to get to work 
and home again, both for meal breaks and the start and finish of their shifts. 

 
b) Employees required to be out of town on Town business, such as 

conventions and similar events, are allowed to have family or members of 
the public travel with them in Town vehicles. 

 
c) No employee or member of Council shall be permitted to operate any 

motorized vehicle of the Town of Grande Cache unless in the possession of 
the appropriate valid driver’s license. 

 
d) On-call workers may take a designated vehicle home in the evenings, 

provided it is used only for work purposes. 
 
e) No employee shall use a Town vehicle except for the purpose directly 

relating to his or her duties, unless given specific approval by their 
Department Manager or Chief Administrative Officer. 

 
f) No employee shall use any Town vehicle or equipment for the purpose of 

personal gain, including the rental of equipment.  The Town of          Grande 
Cache rental policy only extends to personal use. 

 
g) The use of alcohol before or during a shift is prohibited when operating any 

Town vehicle. 
 
h) No employee shall use a Town vehicle during regular working hours, other 

than for purposes authorized by the Manager required to conduct assigned 
work or responsibilities. 
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i) Employees operating Town vehicles are responsible to ensure that basic driver 
maintenance (as instructed by the Manager of Public Works and Utilities) is performed 
before, during and after the vehicle is operated, cleanliness of the vehicle and ensuring 
that the fuel is topped up after each use. 

 
j) The Manager of Public Works and Utilities shall be responsible for the general mechanical 

maintenance of the fleet, and will make necessary arrangements to call in all fleet vehicles 
for regular maintenance. 

 
k) All vehicle problems must be reported immediately to the Department Manager. 
 
Any employee found to be in contravention of this policy will be disciplined, and depending 
on the severity of the infraction, may receive a verbal or written warning, loss of driving 
privileges, suspension and/or termination. 
 
The Town of Grande Cache fuel supply will only be used for Town equipment and vehicles.  
Any employee found using the Town fuel supply in contravention of this policy may face 
immediate termination. 
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TOWN OF GRANDE CACHE Policy and Procedures 

VOLUNTEER FIRE DEPARTMENT AWARDS PROGRAM 
 
To give recognition for years of volunteer service received from the Volunteer Fire 
Department for dedication and commitment to the Town of Grande Cache. 
 
This policy applies to all active members for the Grande Cache Volunteer Fire Department 
and will be delivered in partnership with the Municipal District of Greenview No. 16. 
 
Upon retirement or resignation of a volunteer firefighter who has served the community for a 
minimum of three years, they shall be recognized by receiving an award of appreciation. 
The award of appreciation may be in the form of a gift certificate from a local business 
operating in the Town of Grande Cache or a cheque from the Town, as well as a 
commemorative plaque. 
 
The awards of appreciation will be presented annually, if required, at a special dinner 
scheduled each September. 
 
Recipients of the Volunteer Fire Department award shall be presented with an award for the 
appropriate time served, indentified as follows: 
 

 3 years $100.00 
 6 years 150.00 
 9 years 200.00 
12 years 250.00 
15 years 300.00 
20 years 350.00 
25 years 500.00 
30 years 600.00 
35 years 750.00 
40 years 1,000.00 

 
The Public Safety Officer will provide written notification to the Infrastructure Committee of 
Council annually if an award(s) is required. 
 

181



 

  
 

TOWN OF GRANDE CACHE 
 

Policy and Procedures 

 

   
Title Whistleblower Protection Page 1 of 3 
    
Section Personnel Resolution No. 160/16 
Department All Effective Date April 13, 2016 

 

 
TOWN OF GRANDE CACHE ~ Policy and Procedures 

 
1.0 Statement 
 

The Town of Grande Cache is committed to creating and maintaining an 
ethically sound and transparent environment in which employees can act 
appropriately without fear of retaliation. 

 
2.0 Purpose 
 

The purpose of this policy is to establish and maintain a process for the 
reporting and resolution of retaliation complaints. 

 
3.0 Definitions 
 
3.1 Town means the municipal corporation of the Town of Grande Cache. 

 
3.2 CAO means the person appointed to the position of Chief Administrative 

Officer by Council. 
 

3.3 Employee means any individual employed by the Town that reports 
directly or indirectly to the Chief Administrative Officer, along with those 
individuals employed under contract by the Town on a personal services 
agreement. 

 
3.4 Independent Reviewer means a senior manager assigned by the            

Chief Administrative Officer to review a retaliation complaint, who does 
not manage the department in which the alleged retaliation occurred, and 
who is not implicated, involved or otherwise conflicted in relation to any 
aspect of the retaliation complaint. 

 
3.5 Retaliation means oral or written reprimand, suspension, termination, 

loss of advancement opportunities, change in duties, reduction in pay, 
change in reporting structure, change in work location, harassment, 
threats, coercion, interference or intimidation directed at an employee 
who in good faith makes a report, or participates in an investigation, 
proceeding or hearing with respect to a suspected violation of any Town 
policy, procedure or other rule/expectation respecting the conduct of 
employees. 
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4.0 Application 
 

This policy applies to any individual employed by the Town that reports directly or 
indirectly to the CAO or designate, along with those individuals employed or contracted 
by the Town on a personal services agreement. 

 
 
5.0 Procedures and Guidelines 
 
5.1 If an employee believes that retaliation has occurred, the employee may submit a 

complaint, in writing, to the CAO or designate within six months of the date on which 
the employee knew or ought to have known that the alleged retaliation occurred. 

 
5.2 All complaints of retaliation will include: 

a) the name and work address of the complainant; 
b) the name and title of each Town employee against whom the complaint of 

retaliation is made; 
c) the specific type of retaliation; 
d) the specific date(s) of retaliation; 
e) a statement as to the facts that form the basis of the complaint of retaliation; and 
f) a statement of the complainant’s explanation of how his or her reported allegation 

and/or participation in an investigation, proceeding or hearing is related to the 
retaliation. 

 
5.3 An employee who has complained of retaliation may be temporarily reassigned to other 

duties during the investigation if such reassignment is deemed appropriate and such 
reassignments are not retaliation. 

 
5.4 The CAO will assign the retaliation complaint to an independent reviewer who is not 

involved in any aspect of the complaint.  The independent reviewer will conduct an 
investigation, make determinations and report the outcome, in writing, to the CAO and 
all parties involved. 

 
5.5 An employee may appeal the outcome of the investigation into an allegation of 

retaliation to the CAO by submitting a written request for review of the decision not 
more than one month after the date on which the independent reviewer’s written report 
is provided to all parties involved.   
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The CAO will review the appeal, make any further inquiries deemed appropriate, adjust 
the decision if necessary, and notify, in writing, all parties involved.  The CAO’s 
decision is final for the purposes of this investigation. 

 
5.6 When the CAO is implicated in retaliation, employees may submit complaints, in 

writing, to the Chief Financial Officer not more than six months after they know or ought 
to have known that the alleged retaliation occurred.  The Chief Financial Officer will 
investigate, notify, in writing, all parties involved and report the outcome, in writing, to 
Council as required. 

 
5.7 When the Chief Financial Officer is implicated in retaliation, employees may submit 

complaints, in writing, to the CAO not more than six months after they knew or ought 
to have known that the alleged retaliation occurred.  The CAO will investigate, notify in 
writing, all parties involved and report the outcome, in writing, to Council as required. 

 
5.8 All employees receiving report of retaliation and those participating in investigations 

shall keep the details and results of the investigation confidential.  This means 
disclosure is only permitted to those who have a legitimate need to know and such 
disclosure shall be restricted to what must be disclosed to ensure a thorough, effective 
and complete investigation/response, or as otherwise required by law. 

 
6.0 Compliance 
 
6.1 Any employee that violates this policy will be subject to disciplinary action, up to and 

including termination in addition to and apart from any penalty provided for by law. 
 
6.2 An employee who knowingly makes a false or misleading statement during the course 

of a complaint, investigation, hearing or proceeding will be subject to disciplinary and/or 
legal action. 
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