TOWN OF CANMORE
AGENDA
Special Meeting of Council
Council Chamber at the Canmore Civic Centre, 902 – 7 Avenue
Tuesday, June 27, 2017 at 5:00 p.m.
Times are estimates only.
PUBLIC QUESTION PERIOD – Before meeting is called to order
5:00

A. CALL TO ORDER AND APPROVAL OF AGENDA
1. Agenda for the June 27, 2017 Special Meeting of Council
B. DELEGATIONS
None
C. MINUTES
None
D. BUSINESS ARISING FROM THE MINUTES
None
E. UNFINISHED BUSINESS
None
F. BYLAW APPROVAL
None

5:00 – 5:15

5:15 – 5:25

G. NEW BUSINESS
1. Lot 28MR Disposition at 201 Stewart Creek Rise
Recommendation: That Council schedule a Public Hearing for August 22,
2017 at 5:00 p.m. to consider disposition of Municipal Reserve Lot 28MR,
Block 21, Plan 1611360.
2. AUMA Resolution
Recommendation: That Council approves the following resolution for
consideration at the annual AUMA conference:
THEREFORE BE IT RESOLVED THAT the Alberta Urban
Municipalities Association advocate for the amendment of the Alberta
Capital Finance Authority Act, RSA 2000, c A-14.5 to include Housing
Authorities created as Part 9 corporations whose shareholders are
comprised of a city, a regional authority, a municipal authority, or a town
in the definition of “local authorities” to enable these corporations to
directly access Alberta Capital Finance Authority financing.
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5:25 – 5:55

3. Policy Review
Recommendations: That Council:
(1) Approve the Council Policy Guidelines as presented in attachment 1.
(2) Repeal the policies shown in attachment 3.
(3) Approve new policy numbers as shown in attachment 4.
(4) Direct administration to bring policy amendments to Council for approval
in accordance with the schedule shown in attachment 4.

5:55 – 6:55

4. Human Resources Policy Review
Recommendation: That Council approve as presented the:
(1) Benefits Policy
(2) Code of Conduct Policy
(3) Employment Related Legal Proceedings Policy
(4) General Holidays Policy
(5) Recruitment Policy
(6) Employee Pay Policy
(7) Time Away From Work Policy
(8) Travel Expenses and Reimbursement Policy

6:55 – 7:10

BREAK

7:10 – 7:40

5. Sustainability Screening Process Review
Recommendation: That Council amend the Sustainability Screening Policy as
proposed in Attachment 2.

7:40 – 7:50

6. Land Transactions Policy
Recommendation: That Council approve Land Transactions Policy EX-007 as
presented.
H. CORRESPONDENCE/INFORMATION
None
I. REPORTS FROM ADMINISTRATION
None
J. NOTICES OF MOTION
None
K. IN CAMERA
None

7:50

L. ADJOURNMENT
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Request for Decision
DATE OF MEETING:

June 27, 2017

Agenda #: G-1

TO:

Council

SUBJECT:

Lot 28MR Disposition at 201 Stewart Creek Rise

SUBMITTED BY:

Richard Williams, Junior Planner

RECOMMENDATION:

That Council schedule a Public Hearing for August 22, 2017 at 5:00 p.m. to
consider disposition of Municipal Reserve Lot 28MR, Block 21, Plan
1611360.

EXECUTIVE SUMMARY
In response to Council direction, Administration is proposing to “dispose” of Lot 28MR in the recently
approved Stewart Creek Phase 3 subdivision. The proceeds from this sale will partially offset the purchase of
land at 990 Wilson Way. The Municipal Reserve (MR) lot is located in an area that currently does not have
adjacent development.
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
Council Resolution 2016-167, directed Administration to pursue selling a portion of MR dedication in Stewart
Creek Phase 3, the proceeds of which would go to the cash in lieu municipal reserve account.
The Municipal Government Act, RSA 2000 (MGA) outlines a specific process regarding ‘Disposal of a
Municipal Reserve’. In particular, s674 of the MGA requires a Public Hearing to be held in accordance with
s230 and advertised in accordance with s606. Furthermore, s675 of the MGA states that once Municipal
Reserve designation is disposed of, the proceeds from the sale must only be used for Municipal Reserve
purposes.
DISCUSSION
The 2014 phase 3 subdivision of Stewart Creek located in Three Sisters Mountain Village includes six parcels
of MR, most of which include important pedestrian connections through the area. The smallest of the six is a
532m2 parcel of land for Municipal Reserve and does not include any key pathway linkages or important
neighbourhood nodes. It is located at 201 Stewart Creek Rise and a lane is proposed to the rear of the parcel
(see Attachment 1, though note that the site has since been cleared and re-graded).
The shape of the parcel is irregular, with one side being almost half the length of the opposite side. The parcel
is currently being re-graded, will be generally flat and has been cleared of any vegetation The parcel is located
just beyond current development, and there are no services extended to this parcel at this time. The extension
of services to this parcel is directly linked to the development of adjacent land, likely later this summer. The
site does have modest improvements planned (some landscaping, two benches, and waste and recycling
containers; (see Attachment 2). Development and new residents in this area are not expected until the middle
of 2018 at the earliest. Loss of this site as MR will not have a significant impact on the future residents.
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Zoning
The site is currently zoned as Public Use (PD) District. Eventually the parcel will need to be rezoned to be
developed and achieve the highest potential market value. Although the site is part of the rezoning proposed
as part of Bylaw 2017-25, which would change this site from Public Use (PD) to Local Commercial (CC),
Administration is now recommending removal of this parcel from that rezoning process. Bylaw 2017-25 has
received First Reading, but as Council heard at the Public Hearing last week, Administration is not
recommending proceeding with the rezoning until after the MR designation has been considered and
completed.
NEXT STEPS
1. Following the public hearing, a motion of Council is required directing Administration to remove the
Municipal Reserve designation.
2. The parcel will need to be rezoned to an appropriate land use district for future development.
3. Once appropriate, the parcel will be sold.
4. Proceeds from the sale will be directed towards Municipal Reserve fund.
ANALYSIS OF ALTERNATIVES
Postpone the disposition of the Municipal Reserve land. Council must be comfortable that additional
resources will not be directed into the Municipal Reserve fund. Additionally, should it be chosen in the future
to dispose of this land while adjacent landowners have purchased land on the assumption that this Municipal
Reserve land would remain as such, there may be resistance from adjacent landowners for this proposal.
FINANCIAL IMPACTS
The disposition of the MR and outcome of the sale will result in funds being allocated towards the Municipal
Reserve cash in lieu account. Initial indications are that the funds for this parcel of MR will only recover
approximately 66% of the cost of acquiring 990 Wilson Way, or a shortfall of approximately $100,000. The
final amount will depend on the rezoning and development potential.
STAKEHOLDER ENGAGEMENT
There have been preliminary discussions with Three Sisters, but there has been no other engagement; formal
engagement will be undertaken through the Public Hearing Process.,
STRATEGIC ALIGNMENT
The proposal aligns with the Strategic Goal of:
Goal 4: The Town of Canmore delivers effective and fiscally responsible services while valuing innovation.
ATTACHMENTS
1) Site Aerial Photo
2) Existing landscaping plan for Lot 28MR
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AUTHORIZATION
Submitted by:

Richard Williams
Junior Planner

Date:

June 8, 2017

Approved by:

Katherine Van Keimpema, CPA,
CGA, BADM, CLGM
Manager of Financial Services

Date:

June 22, 2017

Alaric Fish
Manager of Planning and
Development

Date

June 14, 2017

Approved by:

Michael Fark
General Manager of Infrastructure

Date:

June 22, 2017

Approved by:

Lisa de Soto, P.Eng.
Chief Administrative Officer

Date:

June 22, 2017

Approved by:
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Attachment 1: Site Aerial Photo
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Attachment 2: Existing landscaping plan for Lot 28MR
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Request for Decision
DATE OF MEETING:

June 27, 2017

Agenda #: G-2

TO:

Council

SUBJECT:

AUMA Resolution

SUBMITTED BY:

Katherine Van Keimpema, Manager of Financial Services

RECOMMENDATION:

That Council approves the following resolution for consideration at the
annual AUMA conference:
THEREFORE BE IT RESOLVED THAT the Alberta Urban
Municipalities Association advocate for the amendment of the Alberta
Capital Finance Authority Act, RSA 2000, c A-14.5 to include Housing
Authorities created as Part 9 corporations whose shareholders are
comprised of a city, a regional authority, a municipal authority, or a town
in the definition of “local authorities” to enable these corporations to
directly access Alberta Capital Finance Authority financing.

EXECUTIVE SUMMARY
Across Canada, including Alberta, affordable housing is a pressing issue for many municipalities and
initiatives to address the issue require affordable funding beyond that provided by the limited grants available.
The Alberta Capital Finance Authority (ACFA) is the most common source for affordable financing for
Alberta municipalities. At present, this financing is only available to local authorities, the definition of which
limits access to “a city, an educational authority, a health authority, a municipal authority, a regional authority
or a town across the Province”.
It is therefore being proposed that the Town of Canmore, in conjunction with the Town of Banff, submit a
joint resolution to the AUMA for consideration at their fall conference asking that AUMA advocate for
changes to the “local authority” definition to include affordable housing corporations such as Canmore
Community Housing Corp (CCHC).
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
Alberta Capital Finance Authority Act, RSA 2000, c A-14.5.
Part 9 of Alberta’s Companies Act, RSA 2000, c C-21
DISCUSSION
Affordable housing is a growing problem for municipalities and their citizens across Canada, and Alberta is
no exception. Many municipalities have been pressed into providing housing solutions and each municipality
is striving to find and implement those that are affordable, sustainable, and work for their communities.
Rather than create another department or add the housing workload to an existing department, some
municipalities have incorporated a corporation under Part 9 of Alberta’s Companies Act, RSA 2000, c C-21 in
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order to better address this important issue. These corporations are developing local solutions that require
funding beyond that available from limited grants. By utilizing debt financing, the rent or sales revenue
generated by these housing programs can be used to service the debt. Thus, the beneficiaries of the programs
pay the costs to provide them with affordable housing.
In Alberta, the Alberta Capital Finance Authority (ACFA) is the most common source for affordable
municipal debt financing. At present, this financing is only available to local authorities, the definition of
which limits access to “a city, an educational authority, a health authority, a municipal authority, a regional
authority or a town across the Province”. For those municipalities who build, manage, and operate affordable
housing programs via a Part 9 corporation, access to ACFA financing can only be accomplished through their
municipal shareholders. This requirement often results in convoluted and unnecessary inter-corporate
agreements to channel initial ACFA funds through the municipality to the housing corporation and debt
servicing payments back through the municipality to ACFA. If the definition of “local authority” in section
21 of the Alberta Capital Finance Authority Act, RSA 2000, c A-14.5 were modified to include Part 9
corporations whose shareholders are comprised of local authorities, they could obtain affordable ACFA
financing directly to further their affordable housing initiatives.
This challenge is not limited to Canmore and as a result of discussions with the Director of Corporate
Services for the Town of Banff, it is apparent they are facing the same problems. It is administration’s
recommendation that Canmore and Banff submit a joint resolution to the AUMA for consideration at their
fall conference asking that AUMA advocate for changes to the “local authority” definition to include Part 9
corporations whose shareholders are comprised of local authorities. The deadline for resolution submission
to AUMA is June 30, 2017 and all submissions must be accompanied by background information and copies
of Council approval.
ANALYSIS OF ALTERNATIVES
None have been considered.
FINANCIAL IMPACTS
There are no financial implications other than the potential to reduce the cost of borrowing for the Canmore
Community Housing Corporation, Canmore’s housing corporation.
STAKEHOLDER ENGAGEMENT
The Director of Corporate Services for the Town of Banff has been consulted and will take this resolution to
his Council for approval. If Banff Council approves the resolution, a copy of it will accompany the
submission to AUMA.
STRATEGIC ALIGNMENT
Canmore’s services and programs respond to the aspirations of its residents and visitors and are delivered in
an effective, innovative, and fiscally responsible manner.
ATTACHMENTS
1. Proposed AUMA resolution contained “whereas” statements.
2. The “Background Information” that will accompany the resolution, as required by AUMA’s
submission requirements.
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AUTHORIZATION
Submitted by:

Approved by:

Katherine Van Keimpema, CPA,
CGA, BADM, CLGM
Manager of Financial Services

Date:

June 14, 2017

Lisa de Soto, P.Eng.
Chief Administrative Officer

Date:

June 16, 2017
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AUMA Resolution
WHEREAS affordable housing is a pressing issue for many municipalities across the
Province,
AND WHEREAS municipalities have created corporations under Part 9 of Alberta’s
Companies Act, RSA 2000, c C-21 to build, manage and operate affordable housing
initiatives on behalf of the municipality,
AND WHEREAS affordable housing initiatives require affordable financing,
AND WHEREAS section 21 of the Alberta Capital Finance Authority Act, RSA 2000, c
A-14.5 specifies that the business of the authority is to provide local authorities that are
its shareholders with financing for capital projects,
AND WHEREAS the definition of a local authority in subsection 1 of the Alberta Capital
Finance Authority Act, RSA 2000, c A-14.5 does not include Part 9 corporations whose
shareholders are comprised of local authorities and thus, these corporations do not
have access to Alberta Capital Finance Authority financing,
THEREFORE BE IT RESOLVED THAT the Alberta Urban Municipalities Association
advocate for the amendment of the Alberta Capital Finance Authority Act, RSA 2000, c
A-14.5 to include Housing Authorities created as Part 9 corporations whose
shareholders are comprised of a city, a regional authority, a municipal authority, or a
town in the definition of “local authorities” to enable these corporations to directly access
Alberta Capital Finance Authority financing.
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Attachment 2
Background Information:
Affordable housing is a growing problem for municipalities and their citizens across
Canada, and Alberta is no exception. Many municipalities have chosen to provide
housing solutions and each municipality is striving to find and implement those that are
affordable, sustainable, and work for their communities. Some municipalities have
created a corporation under Part 9 of Alberta’s Companies Act, RSA 2000, c C-21 in
order to better address this important issue. These corporations are developing local
solutions that require funding beyond that available from grants. By utilizing debt
financing, the rent or sales revenue generated by these housing programs can be used
to service the debt. Thus, the beneficiaries of the programs pay the costs to provide
them with affordable housing.
In Alberta, the Alberta Capital Finance Authority (ACFA) is the most common source for
affordable municipal debt financing. At present, this financing is only available to local
authorities, the definition of which limits access to “a city, an educational authority, a
health authority, a municipal authority, a regional authority or a town across the
Province”. For those municipalities who build, manage, and operate affordable housing
programs via a Part 9 corporation, access to ACFA financing can only be accomplished
through their municipal shareholders. This requirement often results in convoluted and
unnecessary intercorporate agreements to channel initial ACFA funds through the
municipality to the housing corporation and debt servicing payments back through the
municipality to ACFA. If the definition of “local authority” in section 21 of the Alberta
Capital Finance Authority Act, RSA 2000, c A-14.5 were modified to include Housing
Authorities created as Part 9 corporations whose shareholders are comprised of a city,
a regional authority, a municipal authority, or a town in the definition of “local
authorities”, they could obtain affordable ACFA financing directly to further their
affordable housing initiatives.
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Request for Decision
DATE OF MEETING:

June 27, 2017

Agenda #: G-3

TO:

Council

SUBJECT:

Policy Review

SUBMITTED BY:

Cheryl Hyde, Municipal Clerk

RECOMMENDATION:

That Council:
1) Approve the Council Policy Guidelines as presented in attachment 1.
2) Repeal the policies shown in attachment 3.
3) Approve new policy numbers as shown in attachment 4.
4) Direct administration to bring policy amendments to Council for
approval in accordance with the schedule shown in attachment 4.

EXECUTIVE SUMMARY
This report presents the recommendations of the Policy Review Working group for Council’s approval.
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
On January 10, 2017 Council:
1) appointed Councillors Krausert, McCallum, and Comfort to a Policy Review Working Group
supported by administration,
2) directed the working group to provide the following to Council on or before the July 4, 2017 regular
meeting: final Policy Development Guidelines and a list of policies indicating which are
recommended for repeal, amendment, review, and status quo, and
3) approved draft Policy Development Guidelines to assist the working group with their review.
DISCUSSION
Starting in January 2017, the Policy Review Working Group held a series of meetings to review all active
Town policies. The working group was assisted in its review by the municipal clerk, the CAO, and
administration from departments responsible for implementing the various policies. The working group used
the criteria set out by Council in the draft Policy Development Guidelines, and as the process unfolded made
recommendations intended to distill the guidelines into its most useful parameters. The resulting Council
Policy Guidelines are attached to this report for Council’s approval, along with a red-line version of the draft
guidelines approved on January 10.
From a total of 72 active policies, the working group recommends that Council repeal the 27 listed in
attachment 3. Specific explanations are provided in the attachment, but in general the reasons for
recommending repeals fall into a few categories:
1) Several policies better met the definition of “procedure” – a detailed set of how to instructions set by
administration for the implementation of policy – and are part of our standard operations.
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2) Some policies are entirely addressed by other legislation, or would be better addressed as part of
another existing policy.
3) Finally, a few policies are no longer in use.
The working group recommends that the remaining policies, shown in attachment 4, remain active. Many of
these policies were flagged as requiring amendments. Council will have already reviewed the Investment
Policy and the Reserves Policy at the Finance Committee Meeting held earlier today, and several Human
Resources Policies as well as the Land Transaction Policy are on today’s agenda. A proposed schedule for
ensuring remaining amendments occur is set out in attachment 4 for Council’s approval.
Policies that don’t require amendments at this time will be scheduled for regular review during the next
Council term, in accordance with the proposed Council Policy Guidelines.
Finally, the working group recommends that Council approve the renumbering of active policies. Historically
the resolution approving the policy has been used as the policy number, however this has proved confusing
and makes the policies difficult to sort. The recommendation is to use letters representing the department
responsible for implementing the policy along with chronological numbering.
ANALYSIS OF ALTERNATIVES
No alternatives were analyzed.
FINANCIAL IMPACTS
None.
STAKEHOLDER ENGAGEMENT
As mentioned, the working group was assisted in its review by the municipal clerk, the CAO, and
administration from departments responsible for implementing the various policies.
STRATEGIC ALIGNMENT
The policy review supports municipal accountability and organization.
ATTACHMENTS
1) Proposed Council Policy Guidelines
2) Draft Council Policy Development Guidelines approved January 10 – Redline
3) Policies Recommended for Immediate Repeal
4) Active Policies
AUTHORIZATION
Submitted by:

Cheryl Hyde
Municipal Clerk

Date:

May 16, 2017

Approved by:

Sally Caudill, Ph.D.
General Manager of Municipal Services

Date:

June 15, 2017

Approved by:

Lisa de Soto, P.Eng.
Chief Administrative Officer

Date:

June 16, 2017
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Attachment 1

Council Policy Guidelines
EFFECTIVE:
1. PURPOSE
Council and administration will use this document to guide the development and review of policies.
2. POLICY CATEGORIES
Policies should typically fall into one of the following categories:
1) Governance Processes
a) Accountability
b) Financial
c) Public Engagement
d) Community Planning
2) Organizational Management
a) Human Resources
b) Organizational Effectiveness
c) Service Levels
3) Risk and Liability
a) Road and Infrastructure Construction
b) Maintenance and Repair
c) Design Standards
4) Significant Community Interest
3. POLICY ELEMENTS
1) Policies will:
a) Set out general principles by which council and staff are guided;
b) Address “what is the rule” rather than how to implement the rule;
c) Be developed for the many, not the few;
d) Contain direction intended to influence the process for determining decisions and actions;
e) Support administrative decision-making when administration needs parameters or council
direction; and
f) Be realistic and achievable.
2) A policy should neither contradict nor repeat existing policies or legislation.
3) A policy may not be required when there is already clear council direction to carry out a service or
program and only technical details remain.
Guideline approved by: _______ _______
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4. REVIEW
1) Each policy will be presented to Council at least once during a council term, at which time Council
may:
a) Accept the policy as information,
b) Vote on amendments proposed either by a member of council or by administration, or
c) Repeal the policy.
5. TYPES OF DIRECTIVES
1) A bylaw is a municipal law authorized or required by legislation. Bylaws often provide avenues for
enforcement measures such as fines.
2) A guideline is a recommended practice that allows some discretion or leeway in its interpretation,
implementation, or use.
3) A policy is a document, approved by council resolution, that provides administration with overall
guidance and parameters for decision-making.
4) A procedure is a detailed set of “how to” instructions set by administration for implementation of
policy.
5) A resolution is a specific situational decision of council.

REVIEW DATE: July 4, 2017
AUTHORIZATION:

John Borrowman
Mayor
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Draft Policy Development
Guidelines
EFFECTIVE DATE:

January 10, 2017

1. PURPOSE STATEMENT
Council and administration will recommends that the following guidelines be taken into consideration
when policies are use this document to guide the developed development and approvedreview of policies.
2. ESTABLISHING COUNCIL POLICIES
A policy should be considered when a mattertypically falls into one of the following categories:
1) Governance Processes
a) Accountability
b) Financial
c) Public Engagement
d) Community Planning
2) Council Organizational Management Delegating to or Limiting Authority of Administration
a) Human Resources
b) Organizational Effectiveness
c) Services Levels
3) Risk and Liability
a) Road and Infrastructure Construction
b) Maintenance and Repair
c) Design Standards
4) Significant Community Interest
3. ELEMENTS OF A COUNCIL POLICY ELEMENTS
1) A council policyPolicies will:
a) sets out general principles by which council and staff are guided;
b) addresses “what is the rule” rather than how to implement the rule;
c) is be developed for the many, not the few;
d) contains a plan or course of actiondirection intended to influence andand the process for
determine determining decisions and actions;
e) supports supports administrative decision-making when administration needs parameters or
council direction; and
f) may be required to address politically sensitive issues;
g)f) may be required to address risk and liability matters;
h)g) is be realistic and achievable.;
i)h) identifies the resources that are available for implementation and monitoring;
j)i) contains a schedule for administrative review, council awareness, and compliance audit;
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2) A policy should neither contradict nor repeat is not redundant with existing legislation; and
3)2) is not contradictory to existing legislation.
4)3) A council policy may not be required when there is already clear council direction to carry out a
service or program and only technical details remain.
4. REVIEW
5)1) Each policy will be presented to council at least once during a council term, at which time Council
may:
a) Accept the policy as information,
b) Vote on amendments proposed either by a member of council or by administration, or
c) Repeal the policy.
4.5. TYPES OF DIRECTIVES
1) A bylaw is a municipal law authorized or required by legislation. Bylaws often provide avenues for
enforcement measures such as fines.
2) A council policy is a document, approved by council resolution, that provides administration with
overall guidance and parameters for decision-making.; enduring.
3) A guideline is a recommended practice that allows some discretion or leeway in its interpretation,
implementation, or use.
4) A procedure is a detailed set of “how to” instructions for implementation of policy.
5) A resolution is a specific situational decision of council.
5. POLICY CONTENTS
1) Policy statement
2) Purpose
3) Definitions
4) Policy parameters, directive, or principles
5) Responsibilities (or Authority or Scope)
6) Vison alignment
7) Compliance
8) Related documents
9) Attachments
10) Review Schedule
11) Revision History
REVIEW DATE: July 4, 2017
AUTHORIZATION:

John Borrowman
Mayor
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Policies Recommended for Immediate Repeal

Arts and Events
Cultural

626-2003

The intent of this policy will be included in the updated
Community Events Policy.

Location Filming

198-2003

The intent of this policy will be included in the update
Recreation Services User Fee Policy.

Use of Town Event Signs

207-90

This is an operational procedure – policy not required.

FCSS Older Adult Program

678-2003

This is an operational procedure – policy not required.

Support for Community Projects

137-2002

This is an operational procedure – policy not required.

Boards, Committees and
Commissions

207-90

The terms of this policy are addressed in individual
committee terms of reference.

Canvassing by Charitable Cause

152-1993

Covered by provincial legislation. Municipal
requirements are unenforceable.

Legal Counsel

207-90

The intent of this policy will be included in a new
Dispute Resolution Policy.

Mandate of Policy Manual

207-90

Will be replaced by Council Policy Guidelines.

Office Security

207-90

This is an operational procedure – policy not required.

Policy Manual Updates

207-90

Will be replaced by Council Policy Guidelines.

Risk Management

297-2003

The current policy is not effective and should be
repealed; a new Risk Management Policy will be
drafted in the next council term.

Town Pins

207-90

This is an operational procedure – policy not required.

Use of Professional Services

207-90

This is an operational procedure – policy not required.

568-2004

Not in use.

Community Social Development

Executive Office

Finance
Employee Computer Purchase
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Human Resources
Conflict Resolution

323-2011

Now covered in Respectful Workplace Policy.

Hours of work

519-2005

Covered by provincial legislation.

Petitions

207-90

This policy refers to employees signing petitions, The
policy is not necessary.

Private Vehicle Allowance

53-200

Intent will be including in the Travel Expense Policy;
must address in-town travel.

Town Vehicles

207-90

Addressed in the Travel Policy.

Training and Education

238-2012

This is an operational procedure – policy not required.
Funding is approved through the operating budget.

Development Grading Plan

248-2000

This is an operational procedure – policy not required.

Green Building

337-2007

Has been replaced by sections in the Land Use Bylaw.

Issuance of Building Permits

477-93

This is an operational procedure – policy not required.

Sustainable Building

020-2005

Addressed in the Alberta Building Code – policy not
required.

Unsightly Premises Complaint

054-2006

Operating procedure based on the MGA – policy not
required.

Voluntary Recreation Facility
Contribution

272-2012

This is an operational procedure – policy not required.

Anti-Idling

483-2005

This is an operational procedure – policy not required.

Towards Zero Waste

348-2010

This is an operational procedure – policy not required.

Planning and Development

Public Works

June 27, 2017 Special Council Meeting 5 p.m.

Page 21 of 114

Attachment 4
Active Policies
Department

Name

Arts and Events
Arts and Events

Public Art Policy
Community Events

Existing
Number
288-2010
306-2010

New
Number
AE001
AE002

Review
By Date
2018-06
2017-12

Working Group Comments
o
o

Communications Community
Engagement
Community
Community Grants
Social
Development
Executive Office Council
Governance

576-2007

COM001 2018-03

o

79-2017

CSD001

o

23-2015

EX001

Executive Office

Council
Remuneration

93-2017

EX002

Executive Office

Land Sales

207-2012

EX003

Next
council
term
Next
council
term
Next
council
term
2017-06

Executive Office

Mediation

504-2001

EX004

2018-04

o

o

o

o

o
o

Executive Office

Risk Management

NEW

EX006

Executive Office

Sponsorship

384-2012

EX007

Finance

Budget
Amendments

146-2013

FIN001
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Next
council
term
Next
council
term
2017-08

o
o
o

General update required.
General update required. Include relevant content from Cultural
Policy.
Communications manager will review this in her first year after
the new MGA regulations come out.
Approved March 7, 2017. No amendments recommended.

Last amended May 16, 2017. This should be reviewed once the
Council Code of Conduct Regulation has been approved by the
Province.
New policy approved March 2017 – to come into effect January
1, 2018
Address land purchases as well and rename “Land Transactions
Policy”
Combine with Legal Counsel Policy to create a new Dispute
Resolution Policy
How to approve a budget when seeking to initiate action
How legal services are evaluated and chosen plus give authority
not to follow purchasing policy when appropriate
How council is advised of legal action (complying with FOIP)
Make more reflective of current best practices
A risk management policy consistent with current industry
practices will be drafted during the next council term.

o

Approved November 2012. No amendments recommended.

o

Does operating budget “material changes” need to include
FTEs?
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Department

Name

Existing
Number

New
Number

Review
By Date

Working Group Comments
o

Finance

o
o

Capital – does not address when a change in funding needs to
be approved
Definition to what constitutes a material change
Uses dates that are difficult to meet so change expenditures
deadline to October
Approved May 17, 2016. No amendments recommended.

176-2006

FIN001

2017-08

Finance

Capital Project
Carry Forward –
Debt Management

159-2016

FIN002

o

Finance

Investment Policy

288-2012

FIN002

Next
council
term
2017-06

Finance

Property Tax

364-2015

FIN003

o

Finance

Purchasing

147-2013

FIN004

Next
council
term
2017-08

Finance
Finance

Reserves
Tangible Capital
Assets
Employee code of
conduct

223-2016
016-2009

FIN005
FIN006

2017-08
2017-08

o
o

General review; also address section 6: is $5,000 for a one-time
purchase only?
Reference to CBT needs to be removed.
This is mandatory under the MGA; needs an extensive update

406-2010

HR002

2017-06

Employment
related legal
proceedings
Group benefits

291-2011

HR003

2017-06

o
o
o
o

Scheduled for June 27
move FOIP to a dedicated policy
hospitality needs more details
revise with the help of legal counsel

245-2014

HR001

2017-06

o

Leaves of absence

321-2011

HR007

2017-06

o

Recruitment

002-2011

HR004

2017-06

Respectful

62-2016

HR005

Next

o
o
o

revise language around part-time – s/b anything less than full
time
Combine with Leaves of Absence and rename “Time Away from
Work Policy”
identify the policy elements and address
remove procedure elements and repetition of other legislation
Approved March 2016. No amendments recommended.

Human
Resources
Human
Resources
Human
Resources
Human
Resources
Human
Resources
Human

June 27, 2017 Special Council Meeting 5 p.m.

o

o

4(1) is not followed, 9 is too prescriptive, talked about bringing
an investment expert coming to finance committee every 2
years; needs a schedule for reporting to the finance committee.
Approved December 2015. No amendments recommended. In
future, need to address stat declarations for tourist homes.
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Attachment 4
Department

Name

Resources

workplace

Human
Resources
Human
Resources
Human
Resources

Salary Wage
Administration
Statutory Holiday

266-2014

HR006

Review
By Date
council
term
2017-09

207-90

HR004

2017-06

o

Travel expense

510-2012

HR008

2017-06

o
o

Human
Resources
Planning and
Development

Vacation

267-2014

HR007

2017-06

Collection of
Levies and Fees

444-99

PD001

Next
council
term

o

Planning and
Development

Encroachment

04-2008

PD002

o

Planning and
Development

Environmental
Impact Statement
(EIS) Policy

265-2016

PD003

Next
council
term
Next
council
term

Planning and
Development

In Street Patio

117-2016

PD004

Next
council
term

o

Planning and

Municipal Park

426-2001

PD005

Next

o
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Existing
Number

New
Number

Working Group Comments

o

Review and rename to “Employee Pay Policy.”
Rename policy “General Holidays;” minor content amendments
required.
keep, revise;
add relevant content from the Private Vehicle Allowance Policy,
especially must address in-town travel
Address personal use of Town vehicles
Combine with Leaves of Absence and rename “Time Away from
Work Policy”
One of most frequently used. Can be replaced with one policy
statement authorizing administration to defer payments or split
up payments provided there is a letter of credit and put the rest
in procedure. Committee recommends formation of a new
overall planning and development policy capturing several
existing policies – old ones will be repealed but not until new
policy and procedures are ready to go.
Keep and update. Add a reference to in-street patios.

o
o

o

Approved September 2016. No immediate amendments
required. In the future we might want to add when we hire for
the third party review so the Town isn’t out of pocket if a
developer cancels the application.
Necessary to allow for in-street patios. May not have enough
parameters to guide the CAO in permitting the patios. The
committee recommends adding some parameters back to the
policy that are currently set out in the procedure. Annual fee
should go to parking cash in lieu fund.
Keep and update.
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Attachment 4
Department

Name

Existing
Number

New
Number

Development

Naming

Planning and
Development

Occupancy and
Building
Condominium
Parking Cash-InLieu and Parking
Cash-in-Lieu Administrative
Guideline for
Variances
Perpetually
Affordable
Housing (PAH)
Subdivision and
Development
Appeal Board
refund
Teepee Town
A.R.P. Task Force
Terms of
Reference
Three Sisters
Resort Core and
Stewart Creek
Commercial Village
Municipal
Reserves (MR)
Snow Removal

446-99

PD006

67-2002

PD007

170-2015

PD008

207-98

PD009

439-2006

Vehicle
Replacement

Planning and
Development

Planning and
Development
Planning and
Development

Planning and
Development

Planning and
Development

Public Works
Public Works

June 27, 2017 Special Council Meeting 5 p.m.

Review
By Date
council
term
Next
council
term
Next
council
term

Working Group Comments

o

May have some elements that could be included in a general
planning and development policy.

o

Keep and review, documents need to be dealt with together.
Maybe add guidelines to LUB and have the cost in the policy.

Next
council
term
Next
council
term

o

Approved June 2015. No immediate amendments required.

o

Keep and add to a general planning policy

PD010

Next
council
term

o

Also in the Teepee Town ARP bylaw itself – review along with
ARP review; should be replaced with something else.

216-2007

PD011

Next
council
term

o

Needs advice from the planning department of what should be
done with this; perhaps the content would be suitable for
inclusion in the ASP.

536-2002

PW001

2017-09

o

385-2016

PW002

Next
council

o

Needs updating; preferably by September; also address street
sweeping
Approved December 2016. No amendments recommended.
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Attachment 4
Department

Name

Existing
Number

New
Number

Recreation
Recreation

Facility Allocation
Recreation
Services Operating

209-2007
292-2015

REC001
REC002

Recreation

Recreation
Services User Fee
and Rental Rate
Policy

233-2012

REC003
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Review
By Date
term
2018
Next
council
term
2017-12

Working Group Comments

o
o

General update required
Approved November 2015. No amendments recommended.

o

Expand to include events and film location permits or create
similar content for events policy. Add content regarding tracking
in kind-services provided.
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Request for Decision
DATE OF MEETING:

June 27, 2017

TO:

Council

SUBJECT:

Human Resources Policy Review

SUBMITTED BY:

Therese Rogers, Manager of Human Resources

RECOMMENDATION:

That Council approve as presented the:
1)
2)
3)
4)
5)
6)
7)
8)

Agenda #: G-4

Benefits Policy
Code of Conduct Policy
Employment Related Legal Proceedings Policy
General Holidays Policy
Recruitment Policy
Employee Pay Policy
Time Away From Work Policy
Travel Expenses and Reimbursement Policy

EXECUTIVE SUMMARY
This report summarizes the changes made to Human Resources policies for Council’s approval.
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
On January 10, 2017 Council:
1) appointed Councillors Krausert, McCallum, and Comfort to a Policy Review Working Group
supported by administration,
2) directed the working group to provide the following to Council on or before the July 4, 2017 regular
meeting: final Policy Development Guidelines and a list of policies indicating which are
recommended for repeal, amendment, review, and status quo, and
3) approved draft Policy Development Guidelines to assist the working group with their review.
DISCUSSION
Starting in January 2017, the working group held a series of meetings to review all active policies. They were
assisted in their review by the municipal clerk, the CAO, and administration from departments responsible
for implementing the various policies. The Human Resources team took the feedback from the working
group’s initial review of policies relating to staff and updated these policies as presented today. The policy
elements we followed are those that were developed with the Policy Review Working Group:
1) Policies will:
a. Set out general principles by which council and staff are guided;
b. Address “what is the rule” rather than how to implement the rule;
c. Be developed for the many, not the few;
d. Contain direction intended to influence and determine decisions and actions;
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e. Support administrative decision-making when administration needs parameters or
council direction;
f. Be realistic and achievable
2) A policy should neither contradict nor repeat existing policies or legislation.
3) A policy may not be required when there is already clear council direction to carry out a service
or program and only technical details remain.
In completing these updates, the Human Resources team completed a review of policies from public and
private sector organizations. Legislation impacting employment was also reviewed to ensure compliance.
Clear and relevant policies provide a sound framework for Managers to lead their teams in a consistent, fair,
efficient and legally compliant manner. They are fundamental tools for communicating the values of the
organization and provide managers and employees with clarity around responsibility and expectation, and
provide guidance for decision making.
Several of the policies being presented were still in the previous policy format and included many procedure
statements. In keeping with the working group recommendations, “procedure” was removed from these
policies. As a result, changes appear to be significant and red-lined versions were very difficult to create and
confusing to review. The following “Summary of Key Changes” highlights the updates made to each policy.
The Attachments include the original policy and the updated policy being presented for approval.
Summary of Key Changes and Recommendations:
1. Benefits Policy
a. Clarified scope by including employees and elected officials.
b. Inclusion of all benefits provided to employees and elected officials, previous focus was on
Group benefits only. Policy now includes the Employee and Family Assistance Program
and the corporate Elevation Place membership.
c. Update to the definition of “full time employee” to reflect 1.0 FTE up from 0.8 FTE. The
Town currently has 1 employee who receives fulltime benefits and is a 0.8 FTE. This
employee will be “grandfathered” and continue to receive full time benefits until departure
or until employment status changes.
d. Updated language to be consistent with Canada Revenue Agency wording – “Healthcare
Spending Account” becomes “Non-taxable Healthcare Spending Account” and “Wellness
Account Credits” becomes “Taxable Wellness Spending Account”.
e. Fire-Rescue staff are covered in the IAFF Collective Agreement.
f. Recommend providing Non-Taxable Healthcare Spending Account to part time employees
and not the option for the Taxable Wellness Spending Account. As the Town does not have
a group benefit plan for part time employees, the original intention of this credit was to
provide some coverage for group benefits or one-off health and dental expenses.
2. Code of Conduct
a. Clarity of Scope from “Employee” to employee and independent contractors.
b. Removal of Intellectual Property as this area is addressed in employment contracts.
c. Update of language to reflect current workplace norms:
 Behaviour and Professionalism to Personal Conduct
 Use of Town Property to Town Time and Assets
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3.

4.

5.

6.

7.

8.

Confidential Information and FOIP to Use, Collection and Disclosure of
Information
 Gifts and Hospitality to Gifts and Gratuities
 Secondary Employment or Business Activity to Other Employment
Employment Related Legal Proceedings – reviewed by our legal counsel
a. Removal of procedure.
b. Minor editorial changes.
c. Language update from Councillor to Elected Official.
General Holidays
a. Minor editorial changes.
b. Updated language to align with current legislation: “Statutory Holidays” now referred to as
“General Holidays”.
Recruitment Policy
a. Minor editorial changes to provide greater clarity on Job Vacancies, Hiring Principles and
Due Diligence.
b. Removal of procedure.
Salary and Wage Administration Policy
a. Changed title from the “administration” of salary and wages which is procedurally focused
to Employee Pay Policy which is policy driven.
b. Minor editorial changes.
c. Removal of section 4 of the original policy which is procedural.
Time Away From Work Policy
a. Combined the previous “Leaves of Absence” and “Vacation” policies to the proposed
“Time Away From Work Policy” as both deal with time away from work that is not regular
days of rest.
b. Removed reference to leaves that are covered by legislation.
c. Removed procedure and updated language to reflect current norms in the workplace.
d. Recommend change to vacation eligibility from “on your 20th anniversary” to “on your 15th
anniversary”. This change provides the opportunity to recognize employees more fairly, and
more in keeping with current norms in the workplace. It is no longer the norm that
employees work 20 plus years with the same employer so having a vacation change at an
eligibility date most employees won’t achieve does not accomplish our goal of recognition.
A change every 5 years results in greater fairness across the employee group by recognizing
milestones of service that are realistic, achievable and consistent across the employee group.
Travel Expense Claims and Reimbursement Policy
a. Added clarity for restrictions on mileage reimbursement.
b. Minor editorial changes.
c. Removal of procedure.

ANALYSIS OF ALTERNATIVES
No specific alternatives were reviewed as the recommended changes are in line with human resources best
practices, new norms in the workplace, Provincial legislation, and the best practices of other Alberta
municipalities.
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FINANCIAL IMPACTS
None.
STAKEHOLDER ENGAGEMENT
As mentioned, the working group was assisted in its review by the municipal clerk, the CAO, and
administration from departments responsible for implementing the various policies.
The HR team engaged with a number of employees, supervisors and managers in the development of these
policies.
STRATEGIC ALIGNMENT
These policies support our strategic initiative to be an employer of choice in the Bow Valley and the value we
place on our strongest asset – our employees, as well as our commitment to fiscal responsibility.
ATTACHMENTS
1) Benefits Policy HR-001 - updated
2) Benefits Policy 245-2014 – old
3) Code of Conduct HR-002 – updated
4) Code of Conduct 406-2010 – old
5) Employment Related Legal Proceedings HR-003 – updated
6) Employment Related Legal Proceedings 291-2011 –old
7) General Holidays HR-004 – updated
8) Statutory Holidays 207-90 – old
9) Recruitment Policy HR-005 – updated
10) Recruitment Policy 002-2011 – old
11) Employee Pay Policy HR-006 – updated
12) Salary and Wage Administration 266-2014 – old
13) Time Away from Work HR-007 – updated
14) Vacation Policy 267-2014 – old
15) Leaves of Absence 321-2011 – old
16) Travel Expenses and Reimbursement Policy HR-008 – updated
17) Travel Expense Claims and Reimbursement Policy 510-2012 – old
AUTHORIZATION
Submitted by:

Therese Rogers
Manager of Human Resources

Date:

June 12, 2017

Approved by:

Lisa de Soto, P.Eng.
Chief Administrative Officer

Date:

June 16, 2017
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Benefits Policy
POLICY NUMBER:

HR-001

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) to provide its employees and elected
officials with a level of benefits that is fair, equitable, fiscally sustainable and integral to
overall compensation, and that contributes to the attraction and retention of a healthy
and engaged workforce.

1.2

This policy applies to all employees and elected officials of the Town, except:
a) Those governed by a collective agreement;
b) Where an employment contract specifically outlines a contrary guideline.

2. PURPOSE
2.1

The purpose of this policy is to establish the benefits to which Town employees and
elected officials are eligible, and the cost sharing of any associated premiums or
contributions, where applicable.

2.2

Should any discrepancies occur between this policy and the terms of the current benefits
plans contracts, the contracts will prevail. In all cases, eligibility for a particular benefit
referred to in this policy will be governed by the terms of the plan contract with the
provider and any applicable legislation. Where there is conflict between a provision in
this policy and a provision in the plan contract or any applicable legislation, the
provisions of either of the latter two will prevail.

3. DEFINITIONS
3.1

“Elected officials” means all Town council members, including the mayor and
councillors.

3.2

“Employee” means any non-union employee, supervisor, or manager.

3.3

“Full time equivalent (FTE)” means the ratio of an employee’s regularly scheduled hours
compared to that of the regular work week for that position.

3.4

“Group benefits” include those listed under section 4 of this policy.
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3.5

“Permanent full time employee” means any employee hired on a permanent basis whose
employment contract commits to regularly scheduled hours of at least 1.0 FTE for that
position.

3.6

“Permanent part time employee” means any employee hired on a permanent basis whose
employment contract commits to regularly scheduled hours of at least 0.6 FTE for that
position.

3.7

“Plan member” means an eligible employee or elected official registered with a Town
group benefits carrier.

3.8

“Returning seasonal employee” means any employee who is rehired for consecutive
seasons, where a season is at least two months and whose employment contract commits
to the regularly scheduled hours of 1.0 FTE for that position.

3.9

“Regular work week” means the normal weekly work hours, where a week is Sunday to
Saturday. For the purposes of this policy, the Town recognizes three regular workweeks:
35.0 hours

Administrative employees – typically office workers, supervisors,
managers

37.5 hours

RCMP Clerks

40.0 hours

Operational employees – typically front line workers

4. PARTICIPATION AND COST SHARING FOR GROUP BENEFITS
4.1

The following tables outline the benefit types and cost share ratio provided under the
Town’s group benefits plan. Participation in the plan is mandatory for all employee
groups identified herein and elected officials, except those benefit types listed as
“Optional” or “Voluntary” under this section of this policy.

Permanent Full Time Employees
Benefit Type
Extended Health Care premium
Dental Care premium
Non-Taxable Healthcare Spending Account/
Taxable Wellness Spending Account
Life Insurance premium
Dependent Life Insurance premium
Accidental Death & Dismemberment (AD&D)
premium
Employment Insurance (EI) Supplemental
Unemployment Benefits (SUB) Top-Up for employees
in receipt of EI benefits for Sickness, Compassionate
Care, or Parents of Critically Ill Children
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Cost Sharing
Plan Member
Town
N/A
100%
N/A
100%
N/A
100%
30%
30%
30%

70%
70%
70%

N/A

100%
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Long-Term Disability (LTD) premium
Optional Life Insurance premium
Voluntary AD&D premium
Group Retirement Savings Plan contribution
(on regular base pay)
Permanent Part Time Employees
Non-Taxable Healthcare Spending Account
Group Retirement Savings Plan contribution
(on regular base pay)
Returning Seasonal Employees
Non-Taxable Healthcare Spending Account

Page 3 of 5

100%
100%
100%
5.5%

N/A
N/A
N/A
10.22%

N/A
5.5%

100%
8.65%

N/A

100%

Elected Officials
Benefit Type
Extended Health Care premium
Dental Care premium
Non-Taxable Healthcare Spending Account/
Taxable Wellness Spending Account
Life Insurance premium
Dependent Life Insurance premium
Accidental Death & Dismemberment (AD&D)
premium
Optional Life Insurance premium
Voluntary AD&D premium
Group Retirement Savings Plan contribution
(on regular base pay)

Cost Sharing
Plan Member
Town
N/A
100%
N/A
100%
N/A
100%
30%
30%
30%

70%
70%
70%

100%
100%
5.5%

N/A
N/A
8.65%

5. EMPLOYEE AND FAMILY ASSISTANCE PROGRAM
5.1

The Town will provide all employees with an active employment contract, elected
officials, and their dependents (spouse and children) with access to a confidential, thirdparty employee and family assistance program at no cost to the employee.

6. ELEVATION PLACE MEMBERSHIP
6.1

The Town will provide all employees with an active employment contract and elected
officials with the option to purchase an individual Elevation Place membership at rates
equivalent to those set out in the Corporate Wellness Membership Program offered to
our local businesses.
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Employees and elected officials are responsible for 100% of the employee cost of the
corporate membership.

7. RESPONSIBILITIES
7.1

It is the responsibility of the Manager of Human Resources to:
a) Administer the group benefits plans, including plan member enrolment,
communication, education, and collection and payment of group benefits premiums
and contributions;
b) Collaborate with group benefits broker and liaise with group benefits carriers;
c) Review and, if necessary, make recommendations for changes to the plan design and
the benefits carriers.

7.2

It is the responsibility of the Chief Administrative Officer to:
a) Approve recommended changes to the group benefits plan or carriers from the
Manager of Human Resources within the current budget.

7.3

It is the responsibility of Council to:
a) Review and affirm or approve amendments to this policy as presented at least once
per term.

7.4

It is the responsibility of plan members to:
a) Pay for and contribute to the group benefits as outlined under section 4 of this
policy.

8. VISION ALIGNMENT
8.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees.

REPEALS POLICY:

Group Benefits 245-2014

AUTHORIZATION:

John Borrowman
Mayor
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Municipal Clerk
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REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Benefits HR-003
Group Benefits 245-2014

2014-10-07

Benefits 320-2011

2011-08-23

2014-10-07

Benefits 427-2001

2001-09-18

2011-08-23

Benefits 207-90

1990

2001-09-18

June 27, 2017 Special Council Meeting 5 p.m.

Page 35 of 114

Attachment #2

Group Benefits Policy
DATE APPROVED:

October 7, 2014

COUNCIL RESOLUTION:

245-2014

1.

2.

3.

POLICY STATEMENT
1.1.

It is the policy of the Town of Canmore to provide its employees and council with a level of
group benefits that is fair, equitable, fiscally sustainable and integral to overall compensation, and
that contributes to the attraction and retention of a qualified workforce.

1.2.

This policy applies to all permanent full time employees, permanent part time employees,
returning seasonal full time employees, and council of the Town of Canmore, except:
1.2.1.

Those governed by a Collective Agreement;

1.2.2.

Where an employment contract specifically outlines a contrary guideline.

PURPOSE
2.1.

The purpose of this policy is to establish the guidelines under which group benefits are
administered.

2.2.

Should any discrepancies occur between this policy and the terms of the current group benefits
plan contracts, the plan contracts will prevail. In all cases, eligibility for or entitlement to a
particular benefit referred to in this policy will be governed by the terms of the individual plan
contract and any applicable legislation. Where there is conflict between a provision in this policy
and a provision in the plan contract or any applicable legislation, the provisions of either of the
latter two will prevail.

DEFINITIONS
3.1.

“Permanent full time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.8 FTE for that position.

3.2.

“Permanent part time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.6 FTE for that position.

3.3.

“Returning seasonal full time employee” means any employee who is rehired for consecutive
seasons, where a season is at least two months and whose offer letter commits to the regularly
scheduled hours of 1.0 FTE for that position.

3.4.

“Council” means all Canmore town council members, including the mayor and councillors.

3.5.

“Eligible employee” means one who qualifies for group benefits per this policy and as defined in
the benefit carriers’ policies.

3.6.

“Plan member” means an employee or elected official registered with a Town of Canmore group
benefits carrier.

3.7.

“Full time equivalent (FTE)” means the ratio of an employee’s regularly scheduled hours
compared to that of the regular work week for that position.
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3.8.

“Regular work week” means the normal weekly work hours, where a week is Sunday to Saturday.
The Town of Canmore recognizes four regular workweeks:
35.0 hours
37.5 hours
40.0 hours
42.0 hours

4.

Administrative employees – typically office workers, supervisors,
managers
RCMP Clerks
Operational employees – typically front line workers
Fire Rescue platoon shift employees

PARTICIPATION
4.1.

5.

Page 2 of 3

Participation in the group benefits plans is mandatory for all eligible employees and council.

COST SHARING
5.1.

Cost sharing for group benefits is as outlined below:
Permanent Full Time Employees
Benefit Type
Extended Health Care premium
Dental Care premium
Healthcare Spending Account/
Wellness Account credits
Life Insurance premium
Dependent Life Insurance premium
Accidental Death & Dismemberment
(AD&D) premium
Employment Insurance Supplemental
Benefit (SUB) Top-Up for eligible programs
Long-Term Disability (LTD) premium
Group Retirement Savings Plan contribution
(on regular base pay)

Cost Sharing
Plan Member
Town of Canmore
N/A
100%
N/A
100%
N/A
100%
30%
30%
30%

70%
70%
70%

N/A

100%

100%
5.5%

N/A
10.22%

N/A

100%

5.5%

8.65%

N/A

100%

Permanent Part Time Employees
Healthcare Spending Account/
Wellness Account credits
Group Retirement Savings Plan contribution
(on regular base pay)
Returning Seasonal Full Time Employees
Healthcare Spending Account
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Council
Benefit Type
Extended Health Care premium
Dental Care premium
Healthcare Spending Account/
Wellness Account credits
Life Insurance premium
Dependent Life Insurance premium
Accidental Death & Dismemberment
(AD&D) premium
Group Retirement Savings Plan contribution
(on regular base pay)
6.

30%
30%
30%

70%
70%
70%

5.5%

8.65%

RESPONSIBILITIES
6.1.

6.2.

It is the responsibility of the Manager of Human Resources or designate to:
6.1.1.

Administer the group benefits plans, including enrolment of, communication to and
education for plan members

6.1.2.

Collaborate with group benefits brokers and liaise with group benefits carriers;

6.1.3.

Review and, if necessary, make recommendations for changes to the plan design and the
benefit carriers.

It is the responsibility of the Chief Administrative Officer or designate to:
6.2.1.

6.3.

Approve recommended changes to the group benefits plans or carriers from the
Manager of Human Resources within the current budget.

It is the responsibility of Council to:
6.3.1.

7.

Cost Sharing
Plan Member
Town of Canmore
N/A
100%
N/A
100%
N/A
100%

Review and affirm or approve amendments to the Group Benefits Policy as presented
at least once per term.

VISION ALIGNMENT
7.1.

This policy supports our strategic initiative to be an employer of choice in the Bow Valley and
the value we place on our strongest asset – our employees.

REPEALS POLICY: Benefits - #320-2011
AUTHORIZATION:

John Borrowman
Mayor
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Lisa de Soto, P.Eng.
Chief Administrative Officer
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POLICY NUMBER:

HR-002

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) that employees adhere to a Code of
Conduct that supports the Town’s values of wellness, respect, integrity, service and
teamwork. Town employees and independent contractors are accountable to the Town,
Council and residents of Canmore, and are responsible for the assets entrusted to them.
Town employees must demonstrate the highest of standards of ethical business, and
personal behaviour.

1.2

This policy applies to all employees and independent contractors of the Town of
Canmore.

2. PURPOSE
2.1

The Code of Conduct Policy outlines the Town’s expectations regarding employee
conduct and behaviour, and addresses risk areas that an employee may encounter in their
work.

2.2

This policy does not answer every question or situation that may arise. It is intended to
promote ethical decision making and behaviour and to make employees think about how
ethics and integrity must guide them in doing their work for the town.

3. DEFINITIONS
3.1

“Conflict of interest” means when the interests of an employee compete, or appear to
compete, with the interests of the Town. Such competing interests may make it difficult
for the employee to fulfill his or her duties impartially.

3.2

“Employee” means any employee, supervisor, or manager.

3.3

“Independent contractor” means an individual or organization hired by the Town in a
non-employment relationship, for the purpose of providing goods and/or services to the
Town and who, in the eyes of the public, may appear to be an employee of the Town.

3.4

“Relative” means a spouse, child, sibling, aunt, uncle, cousin, nephew, niece, parent or
grandparent of the employee, or any person who is related by marriage, and includes inlaws, or those whose relationship with the employee is similar to that of persons who are
family members or who are related by marriage.

Policy approved by: _______ _______
June 27, 2017 Special Council Meeting 5 p.m.

Page 39 of 114

Code of Conduct

Page 2 of 5

4. PERSONAL CONDUCT
4.1

Employees and independent contractors will perform their duties with honesty and
integrity, and in a manner that is helpful, respectful and courteous, and that values the
dignity and diversity of colleagues and the public.

5. TOWN TIME AND ASSETS
5.1

Employees and independent contractors are required to care for Town assets, which
includes all property, equipment, software, information, and time. Town assets may only
be used for Town purposes or as approved by the employee’s or independent
contractor’s supervisor.

6. USE, COLLECTION AND DISCLOSURE OF INFORMATION
6.1

Employees and independent contractors will use, collect, and disclose information only
for purposes consistent with the use for which it was collected, and in accordance with
the Freedom of Information and Protection of Privacy Act (FOIP).

7. PERSONAL GAIN, BENEFIT OR FAVOURITISM
7.1

Employees and independent contractors must remove themselves from any decision
process that may result in personal gain, favouritism, benefit, or a situation in which a
matter could monetarily affect them or their relative. Where employees or independent
contractors have access to confidential information relating to any competition open to
the public, they are ineligible to compete.

8. POLITICAL ACTIVITY (THIS SECTION DOES NOT APPLY TO INDEPENDENT CONTRACTORS)
8.1

Employees may exercise their right to run for public office, in accordance with legislative
requirements. Where an employee wishes to run for Town Council in Canmore, they
must take an unpaid leave of absence beginning as of the day the employee is nominated
and ending on voting day. The Town deems employees who are elected to office to have
resigned from their employment effective immediately before making their declaration
for office.

8.2

Employees are entitled to exercise their right to support and to be involved in a political
campaign, provided they do so on personal time and do not utilize Town resources or
Town property.

9. GIFTS AND GRATUITIES
9.1

Employees and independent contractors will not accept or provide any gift, benefit, or
favour in exchange for special consideration or influence, or where it may be perceived
to be in exchange for special treatment.

9.2

Employees and independent contractors may accept a token or gift that is:
a) Part of the normal exchange of hospitality among persons doing business such as a
lunch or event ticket;
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b) A small holiday gift showing appreciation (e.g., cards, cookies, chocolates);
c) Advertising material (e.g., calendars, note pads, pens, caps);
d) A corporate discount available to all Town employees;
e) A protocol item (e.g., symbolic or ceremonial gifts);
f) A conference door prize.
9.3

Employees and independent contractors may not accept cash or gift cards/certificates
that have a monetary value.

10. OTHER EMPLOYMENT (THIS SECTION DOES NOT APPLY TO INDEPENDENT CONTRACTORS)
10.1

Employees shall not engage in any outside employment, business, or undertaking for the
employee’s direct or indirect personal gain:
a) While on duty for the Town;
b) Where it will, or is likely to, interrupt or interfere with the performance of their
employment duties;
c) Where the employee derives some form of benefit by virtue of their employment
with the Town;
d) That will, or is likely to, influence, affect, or impair the manner in which the
employee carries out their duties with the Town;
e) In such a manner, or in such a way, as to appear to be acting on behalf of the Town.

11. WORKPLACE RELATIONSHIPS
11.1

A romantic or sexual relationship between a manager/supervisor and an employee who
reports directly or indirectly to that person often creates compromising conflicts of
interest, or the perception of such conflicts of interest. If such a relationship occurs, the
employees must report the existence of their relationship to the senior employee's direct
supervisor, or the Town's CAO if no such supervisor is available or exists. Upon being
notified of the relationship, an effort will be made by the Town to arrange a transfer of
one of the employees to an acceptable alternative position in order to avoid that
workplace relationship conflict of interest.

12. MEDIA RELATIONS
12.1

Media inquiries should be directed to the Communications department or the
department manager. Employees and independent contractors will not respond to media
requests unless instructed to do so.
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13. DISCLOSURE
13.1

Employees and independent contractors who feel they may have a conflict of interest or
may be in violation of the Code of Conduct must make a full and prompt disclosure, in
writing, to their manager.

14. CONSEQUENCES OF NON-COMPLIANCE
14.1

Failure to report a conflict of interest or potential violation of the Code of Conduct may
result in disciplinary action, up to and including dismissal.

15. RESPONSIBILITIES
15.1

It is the responsibility of the employee to:
a) Review the Code of Conduct and sign the acknowledgement annually;
b) Direct questions concerning the application, interpretation or disclosure of the Code
of Conduct to their manager;
c) Fully and promptly report to their manager any situation where they may be in
violation of the Code of Conduct.

15.2

It is the responsibility of the independent contractor to:
a) Review the Code of Conduct and sign the acknowledgement when signing a contract
for service;
b) Direct questions concerning the application, interpretation or disclosure of the Code
of Conduct to the manager or supervisor in charge of the contract;
c) Fully and promptly, report to the manager or supervisor in charge of the contract
any situation where they may be in violation of the Code of Conduct.

15.3

It is the responsibility of the manager or supervisor to:
a) Ensure each employee receives and reviews the Code of Conduct;
b) Ensure that all independent contractors receive and review the Code of Conduct
when signing a contract for service;
c) Notify the Manager of Human Resources of any possible violations of the Code of
Conduct.

15.4

It is the responsibility of the Manager of Human Resources to:
a) Assist employees with the interpretation and application of the Code of Conduct;
b) When reported, review possible violations of this policy with managers and
supervisors.
c) Ensure a written record of the employee’s declaration of the conflict of interest, the
decision of the Manager of Human Resources, and written instructions to the
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employee with respect to the conflict of interest are maintained in the employee’s
personnel file.
15.5

It is the responsibility of Council to:
a) Review and affirm or consider approval of amendments to this policy at least once
per term.

16. VISION ALIGNMENT
16.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees, as well as our
commitment to public transparency, accountability and fiscal responsibility.

17. RELATED DOCUMENTS
17.1

Respectful Workplace Policy

17.2

Local Authorities Elections Act

17.3

Alberta Human Rights Act

18. ATTACHMENTS
18.1

Code of Conduct Acknowledgement Form

REPEALS POLICY: Employee Code of Conduct 406-2010
AUTHORIZATION:

John Borrowman
Mayor

Cheryl Hyde
Municipal Clerk

REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Code of Conduct Policy HR-001
Employee Code of Conduct 406-2010

2010-10-05

Code of Ethics Policy 207-90

1990-04-24

2010-10-05
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TOWN OF CANMORE POLICY
EFFECTIVE DATE:

October 5, 2010

ADOPTED BY RESOLUTION #: 406-2010
POLICY TITLE:

Employee Code of Conduct

ASSOCIATED LEGISLATION
OR REGULATIONS:

Local Authorities Election Act;
Alberta Human Rights Code
Freedom of Information and
Protection of Privacy Act
Respectful Workplace Policy;
Internet Code of Ethics; Employee
Code of Conduct Acknowledgement
Form

RELATED DOCUMENTS:

PURPOSE:

Employees must be independent, impartial and responsible to the public in carrying out their duties. By signing the
Employee Code of Conduct Acknowledgement Form, Employees acknowledge and accept responsibility to act and
behave in a manner that is consistent with the expectations outlined in this Code.
This Code is intended to offer a broad range of guidance about the standards of integrity and business conduct, but
no code can address every situation that individuals may encounter. For this reason, this Code does not relieve the
Employees of the responsibility and accountability to exercise good judgment and, in circumstances where they are
unsure as to the proper course of action, to seek guidance from others.

DEFINITIONS:

CAO - Chief Administrative Officer.
Code – Employee Code of Conduct.
Confidential Information – means all information and facts (including Intellectual Property) relating to the affairs,
services and programs of the Town that are confidential or proprietary, whether or not such information or facts: (i)
are reduced to writing; (ii) were created or originated by an Employee; or (iii) are designated or marked as
“confidential” or “proprietary” or some other designation or marking. For greater certainty, “Confidential Information”
includes, but is not limited to:
(a) work product resulting from or relating to work or projects performed or to be performed by an Employee;
and
(b) all information which becomes known to an Employee as a result of the Employee’s employment by the
Town, which the Employee, acting reasonably, believes or ought to believe is confidential or proprietary
information from its nature, or from the circumstances surrounding its disclosure to the Employee.
Conflict of Interest – occurs when an Employee has a private or personal interest which may compete with the
public interests of the Town. Such competing interests may make it difficult for the Employee to fulfill his or her duties
impartially. A Conflict of Interest can create an appearance of impropriety or a perception of bias that can undermine
public confidence in the person and/or the Town. A Conflict of Interest can be either a real or perceived conflict.
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DCAO – Deputy Chief Administrative Officer.
Employee - includes a person who performs a service for the Town as an appointee, volunteer or student or under a
contract or agency relationship with the Town.
FOIP - Freedom of Information and Protection of Privacy Act, R.S.A. 2000, c. F-25, as amended.
Intellectual Property – includes, but is not limited to, trade-marks and trade-mark applications, trade names,
certification marks, patents and patent applications, copyrights, formulae, processes, inventions, research data, trade
secrets, industrial designs and other similar property and all registrations and applications for registration thereof.
Personal Information – means the definition of “Personal Information” as set out in FOIP.
Secondary Employment or Business Activity – means working for another employer, being self-employed or
owning a business which results in receiving or being eligible to receive profit, payment of compensation, or other
benefit from that employer.
Town – Town of Canmore.
Town Property – includes, but is not limited to, facilities, equipment, vehicles, supplies, materials, information, work
time and uniforms.

EMPLOYEE CODE OF CONDUCT POLICY STATEMENT:

Employees are expected to conduct themselves with personal integrity, ethics, honesty and diligence in performing
their duties for the Town. Employees are required to support and advance the interests of the Town and avoid
placing themselves in a situation where their personal interests actually or potentially conflict with the interests of the
Town.

Behaviour and Professionalism

Employees are seen as ambassadors of the Town and are expected to reflect professional behaviour and image at
all times. This will be achieved by conducting themselves with the highest degree of integrity, moral and ethical
behaviour.
Employees must also be professional with each other. Improper behaviour in the workplace has a negative effect on
other Employees and also on the public. Examples of inappropriate behaviour include, but are not limited to,
profanity, potentially offensive jokes or pictures, disrespectful behaviour, or engaging in conduct or behaving in a way
that could negatively impact the Town’s reputation.

Use of Town Property

Town Property should only be used by an Employee to perform work related duties and responsibilities. Any
exceptions to this must be expressly approved by the CAO or permitted within another Town of Canmore Policy.

Confidential Information and FOIP

Employees may not disclose Confidential Information about Town Property or affairs of the Town, nor use
Confidential Information to advance personal interests or the interests of others.
By signing the Employee Code of Conduct Acknowledgement Form, Employee acknowledges that FOIP applies to
the collection, use and disclosure of all Personal Information that the Employees acquire or record in the course of
their duties. Employees must collect, use and disclose Personal Information only in accordance with FOIP.
Many Employees will have access to Confidential Information and Personal Information in the course of their duties.
Employees shall safeguard Confidential Information and Personal Information and shall not release Confidential
Information or Personal Information to anyone other than persons who are authorized to receive such information.
Where an Employee is unsure whether the information is Confidential Information or Personal Information, and before
collecting, using or disclosing the information, they should contact their Supervisor, the appropriate Service Area
Manager, or the FOIP Coordinator to determine whether the information is Confidential Information or Personal
Information.
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Intellectual Property

Ownership of all Intellectual Property acquired or produced in the course of the Employee’s duties shall vest in the
Town and the Employee shall retain no right, title or interest therein.
By signing the Employee Code of Conduct Acknowledgement Form, Employees acknowledge that they have
irrevocably waived, in whole, all moral rights in respect of the Intellectual Property that are prepared or developed in
the course of the Employee’s duties and these waivers shall operate in favour of the Town and the Town’s assignees
and licensees.
Upon termination of employment, an Employee shall promptly return to the Town any and all Town Property,
technology, data, manuals, notes, records, plans and other documents held by the Employee concerning the Town’s
affairs, services and programs, including, but not limited to, any and all Confidential Information and Intellectual
Property.

Media Relations

The media play an important role in providing the public with news and information about the Town, and in reporting
the Public’s views and opinions of the Town. Media inquiries should be directed to the Communications and
Environmental Care Coordinator, Service Area Manager, DCAO or CAO.

Political Activity
a.

Running for Public Office
Employees may exercise their right to run for public office, in accordance with legislative requirements.
Where an Employee wishes to run for Town Council in Canmore, he or she must take an unpaid leave of
absence beginning as of the day the Employee is nominated and ending on voting day. The Town deems
Employees who are elected to office to have resigned from employment immediately before making their
declaration of office.

b.

Involvement in Political Campaign
Employees are entitled to exercise their right to support or to be involved in the political campaign of a municipal,
provincial or federal candidate or party provided they do so on personal time and do not utilize Town resources
or Town Property.

Workplace Relationships

Romantic or sexual relationships between a manager/supervisor and an Employee who reports directly or indirectly to
that person often create compromising Conflicts of Interest, or the appearance of such Conflicts of Interest. If such a
relationship occurs, the Employees must report the existence of the relationship to the senior Employee's direct
supervisor, or the Town's CAO if no such supervisor is available or exists. Upon being notified of the relationship, an
effort will be made by the Town to arrange a transfer of one of the Employees to an acceptable position in order to
avoid that workplace relationship.

Gifts and Hospitality

Employees shall not accept gifts, favours, or services that are connected directly or indirectly with the performance of
their civic duties from any individual or organization other than:

the normal exchange of hospitality among persons doing business (e.g.; event tickets, lunch);

tokens exchanged as part of protocol or festivities (e.g.; charitable golf tournament); or

normal presentations made to persons participating in public functions.
If unsure of the appropriateness of a gift or favour, Employees should see their Service Area Manager, Manager of
Human Resources, DCAO or CAO for clarification.

Secondary Employment or Business Activity

Employees work hard and are dedicated to ensuring the Town’s success in meeting its goals in the community. To
ensure continued commitment to service levels, Employees should not be involved in Secondary Employment or
Business Activity in the following circumstances:

while on duty for the Town;

when it interferes with regular duties in any way or involves the use of Town premises, resources or
equipment;

when the Employee derives some form of benefit by virtue of his or her employment with the Town;

when it causes a Conflict of Interest.
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Where it appears that a Conflict of Interest might arise in accepting outside employment or self-employment,
Employees must notify their supervisor in writing of the nature of the employment, and receive written permission
prior to the acceptance of such employment.

Reporting a Conflict of Interest

If Employees have a personal interest, whether direct or indirect, that might present a Conflict of Interest, they must
report this Conflict of Interest to their manager in writing. The manager shall notify Human Resources and, in
consultation with Human Resources, determine whether the Employee has breached or may potentially breach this
Code.
A written record of the Employee’s declaration of the Conflict of Interest, the decision of the manager and Human
Resources, and written instructions to the Employee with respect to the Conflict of Interest shall be maintained in the
Employee’s personnel file. Failure to report a Conflict of Interest may result in disciplinary action, up to and including
dismissal.

Compliance

Every Employee is expected to be aware of and act in compliance with all aspects of this Code. Employees who fail
to comply with this Code are subject to disciplinary action, up to and including dismissal.

RESPONSIBILITIES:

The following positions and/or Service Areas are responsible for fulfilling the responsibilities outlined in this Code as
follows:

CAO:



Overall administration of the Code to ensure implementation and compliance; and
Provide guidance in interpreting the Code.

Human Resources:





Distribute copies of the Code to all new Employees;
Assist managers with interpretation and application of the Code;
Request signature of all new Employees, verifying that they have seen, read and understood their
responsibility under the Code. Signed letter shall be retained with the Employee’s personnel file in Human
Resources; and
Prepare updates to the Code as required.

Managers/Supervisors:







Administer the Code and ensure compliance;
Provide guidance in interpreting the Code;
Deal fairly and firmly with any confirmed violations of the Code;
Distribute copies of the Code to all Employees;
Request signature of all Employees, verifying that they have seen, read and understood their responsibility
under the Code. Signed Employee Code of Conduct Acknowledgement Forms shall be retained with the
Employees’ personnel files in Human Resources; and
Notify Human Resources of any violations of the Code of which they are aware, or ought reasonably to have
been aware.

Employees:





Subscribe with signature, that he or she has read and agrees to abide by this Code;
Adhere to the standards outlined in this Code;
Seek clarification if unsure about any information included in this Code; and
Disclose Conflict of Interest or potential Conflict of Interest situations to their Service Area Manager or
Human Resources.

SCOPE:

This Code applies to individuals employed by the Town.
This Code is intended to supplement any other requirements imposed by legislation or standards of professional
practice.
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VISION ALIGNMENT:

Civic Leadership and Engagement: High standards of conduct among municipal employees are key to the
maintenance of public trust and confidence in government.

RESCINDS POLICY:

207-90 Code of Ethics Policy

Chief Administrative Officer

Mayor

_____

TOWN OF CANMORE

WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES
SET FORTH IN A COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, IAFF LOCAL #4705, OR POLICIES SET
FORTH IN A STATUTE OF THE PROVINCIAL OR FEDERAL GOVERNMENT, THE COLLECTIVE AGREEMENT OR THE
PROVINCIAL OR FEDERAL STATUTE SHALL SUPERCEDE SUCH OTHER POLICIES.
T.M.
Registered Trade Mark
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Employment Related Legal
Proceedings Policy
POLICY NUMBER:

HR-003

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) that it will provide legal representation
and compensate employees and elected officials for costs, charges and expenses in reference
to legal proceedings as a result of action taken by the employee/elected official in his or her
capacity as an employee/elected official of the Town.

2. PURPOSE
2.1

This policy establishes the guidelines for when and how the Town will provide legal
representation and compensation for its employees and elected officials

2.2

This policy applies to all employees and elected officials of the Town of Canmore.

3. DEFINITIONS
3.1

“Costs, charges and expenses” means, but is not limited to, an amount paid to settle any
action or to satisfy any judgment, legal fees, other professional fees, out-of-pocket expenses
for attending proceedings including discoveries, trials, hearings and meetings, and any
amount for which the employee/elected official is liable by reason of any statutory
provision, whether civil, criminal or otherwise.

3.2

“Elected officials” means Town council members and the Mayor of the Town, along with
their estates, executors, administrators, legal representatives and lawful heirs.

3.3

“Employee” means the CAO, managers, supervisors, employees, and former employees of
the Town, along with their estates, executors, administrators, legal representatives and
lawful heirs.

3.4

“Honestly and in good faith” means acting honestly and in good faith with a view to the
best interests of the Town and, in the case of a criminal or administrative action or
proceeding that is enforced by monetary penalty, actions made by the employee/elected
official where the employee/elected official had reasonable grounds for believing that the
employee’s/elected official’s conduct was lawful.

3.5

“Legal proceedings” means any proceeding, investigation, inquiry or hearing before a court
or administrative tribunal, whether civil, criminal, administrative, investigative or otherwise.

Policy approved by: _______
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4. INDEMNIFICATION
4.1

Subject to sections 4.2 and 4.3 of this policy, the Town agrees to indemnify
employees/elected officials from and against any and all costs, charges or expenses suffered
or incurred by the employees/elected officials, as a result or by reason of the
employee/elected official being or having been an employee/elected official of the Town or
by reason of any action taken by the employee/elected official in his or her capacity as an
employee/elected official of the Town.

4.2

If a court, administrative tribunal or other competent adjudicator determines, or the Town
and the employee/elected official agree, that:
a) The employee/elected official failed to act honestly and in good faith;
b) The employee/elected official acted outside the scope of his or her duties; or
c) The employee’s/elected official’s actions amount to fraud, dishonesty, wilful neglect,
gross negligence or wilful default;
then the Town will not indemnify the employee/elected official for any costs, charges or
expenses.

4.3

The Town will not indemnify employees/elected officials for any costs, charges or expenses
where an employee/elected official fails to participate in the investigation (including any
inquiry, review or assessment that the Town may instigate concerning an actual or potential
legal proceedings) and conduct of legal proceedings as reasonably required by the Town.

5. INSURANCE
5.1

The Town shall obtain and maintain an insurance policy with respect to liability relating to
its employees/elected officials.

5.2

The Town shall pay all premiums and exercise all rights and options under its insurance
policy to extend the coverage under the insurance policy for the maximum discovery period
or run off coverage period permissible under the insurance policy.

6. RIGHT TO RETAIN COUNSEL
6.1

The insurer will appoint counsel to represent the employee/elected official or, if the event is
not an insurable event, the Town will promptly retain counsel to represent the
employee/elected official.

6.2

The employee/elected official shall have the right to retain other counsel to act on his or
her behalf, provided that the fees and disbursements of such other counsel shall be paid by
the employee/elected official, unless:
a) The employee/elected official and the Town mutually agree to the retention of such
other counsel, in which event the Town will pay the reasonable fees and disbursements
of such other counsel;
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b) Where legal proceeding include both the Town and the employee/elected official, and
representation of both parties by the same counsel could be inappropriate due to actual
or potential differing interests between the Town and the employee/elected official
(including the availability of different defences), in which event:
i) The Town will request the insurer to appoint separate counsel for the
employee/elected official and for the insurer to pay the reasonable fees and
disbursements of such counsel; or,
ii) If not an insurable event or if the insurer refuses to appoint separate counsel for the
employee/elected official, the Town will pay the reasonable fees and disbursements
of such counsel.
7. RESPONSIBILITIES
7.1

It is the responsibility of employees/elected officials to:
a) Participate fully in any investigation;
b) Act honestly and in good faith;
c) Act within the scope of his or her duties

7.2

It is the additional responsibility of Council to:
a) Review and affirm or consider approval of amendments to this policy as presented at
least once per term.

8. VISION ALIGNMENT
8.1

This policy supports our strategic initiative to be an employer of choice in the Bow Valley
and the value we place on our strongest asset – our employees, as well as our commitment
to public transparency, accountability and fiscal responsibility.

9. RELATED DOCUMENTS
9.1

N/A

10. ATTACHMENTS
10.1

N/A

REPEALS POLICY: Employment Related Legal Proceedings 291-2011
AUTHORIZATION:

John Borrowman
Mayor

Policy approved by: _______

Cheryl Hyde
Municipal Clerk
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REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Employment Related Legal Proceedings HR-002
Employment Related Legal Proceedings 291-2011

Policy approved by: _______

2011-07-05

_______
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TOWN OF CANMORE POLICY
EFFECTIVE DATE:

July 5, 2011

ADOPTED BY RESOLUTION #:

291-2011

POLICY TITLE:

Employment Related Legal
Proceedings

ASSOCIATED LEGISLATION
OR REGULATIONS:
RELATED DOCUMENTS:

1.

Definitions
1.1

CAO - Chief Administrative Officer.

1.2

Costs, Charges and Expenses – in reference to Legal Proceedings, includes, but is not
limited to, an amount paid to settle any action or to satisfy any judgment, legal fees, other
professional fees, out-of-pocket expenses for attending proceedings including
discoveries, trials, hearings and meetings, and any amount for which the
Employee/Councillor is liable by reason of any statutory provision whether civil, criminal
or otherwise.

1.3

Councillor – includes Town council members and the Mayor of the Town, along with
their estates, executors, administrators, legal representatives and lawful heirs.

1.4

Employee – includes the CAO and employees and former employees of the Town, along
with their estates, executors, administrators, legal representatives and lawful heirs.

1.5

Honestly and in Good Faith - acting honestly and in good faith with a view to the best
interests of the Town and, in the case of a criminal or administrative action or proceeding
that is enforced by monetary penalty, actions made by the Employee/Councillor where
the Employee/Councillor had reasonable grounds for believing that the
Employee’s/Councillor’s conduct was lawful.

1.6

Legal Proceedings - includes any proceeding, investigation, inquiry or hearing before a
court or administrative tribunal, whether civil, criminal, administrative, investigative or
otherwise.

1.7

Policy – Employment Related Legal Proceedings Policy.

1.8

Town – Town of Canmore.
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2.

POLICY STATEMENT:
2.1

3.

The purpose of this Policy is to establish guidelines in determining when, and how, the
Town will provide legal representation and compensate Employees/Councillors for Costs,
Charges and Expenses in reference to Legal Proceedings.

Indemnification
3.1

Subject to sections 3.2 and 3.3 of this Policy, the Town agrees to indemnify
Employees/Councillors from and against any and all Costs, Charges or Expenses suffered
or incurred by the Employees/Councillors, as a result or by reason of the
Employee/Councillor being or having been an Employee/Councillor of the Town or by
reason of any action taken by the Employee/Councillor in his or her capacity as an
Employee/Councillor of the Town.

3.2

If a court, administrative tribunal or other competent adjudicator determines, or the Town
and the Employee/Councillor agree, that:
3.2.1

the Employee/Councillor failed to act Honestly and in Good Faith;

3.2.2

the Employee/Councillor acted outside the scope of his or her duties; or

3.2.3

the Employee’s/Councillor’s actions amount to fraud, dishonesty, wilful neglect,
gross negligence or wilful default;

then the Town will not indemnify Employees/Councillors for any Costs, Charges or
Expenses.
3.3

4.

The Town will not indemnify Employees/Councillors for any Costs, Charges or Expenses
where an Employee/Councillor fails to participate in the investigation (including any
inquiry, review or assessment that the Town may instigate concerning an actual or
potential Legal Proceedings) and conduct of Legal Proceedings as reasonably required by
the Town.

Insurance
4.1

The Town shall use its reasonable commercial efforts to obtain and maintain an insurance
policy with respect to liability relating to its Employees/Councillors, to the maximum
extent reasonably possible. In the event the Employee/Councillor is not named under
such an insurance policy, the Town shall immediately provide written notice to the
Employee/Councillor of that fact. In the event the Employee/Councillor is not named
under such an insurance policy, this does not affect the Employee’s/Councillor’s
entitlement to indemnification pursuant to this Policy.

4.2

The Town shall pay all premiums and exercise all rights and options under its insurance
policy to extend the coverage under the insurance policy for the maximum discovery
period or run off coverage period permissible under the insurance policy.
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5.

4.3

In the event the Employee/Councillor is an insured under the Town’s insurance policy
and an insurable event occurs, the Employee/Councillor will be indemnified promptly
pursuant to this Policy regardless of whether the Town has received the insurance
proceeds. The Employee/Councillor is entitled to be indemnified pursuant to this Policy
notwithstanding any deductible amounts or policy limits contained in any such insurance
policy.

4.4

In the event the Employee/Councillor is an insured under the Town’s insurance policy
and an insurable event occurs, the insurer will appoint counsel to represent the
Employee/Councillor.

Right to Retain Counsel
5.1

The insurer will appoint counsel to represent the Employee/Councillor or, if the event is
not an insurable event or the Employee/Councillor is not an insured under the Town’s
policy, the Town will promptly retain counsel to represent the Employee/Councillor.

5.2

The Employee/Councillor shall have the right to retain other counsel to act on his or her
behalf, provided that the fees and disbursements of such other counsel shall be paid by
the Employee/Councillor, unless:
5.2.1

the Employee/Councillor and the Town mutually agree to the retention of such
other counsel, in which event the Town will pay the reasonable fees and
disbursements of such other counsel;

5.2.2

where the Town has retained counsel to represent the Employee/Councillor and
the parties (including added third or interpleaded parties) to any such Legal
Proceeding include the Town and the Employee/Councillor and representation of
both the Town and the Employee/Councillor by the same counsel could be
inappropriate due to actual or potential differing interests between the Town and
the Employee/Councillor (including the availability of different defences), in
which event the Town will pay the reasonable fees and disbursements of such
counsel;

5.2.3

where the insurer has appointed counsel to represent the Employee/Councillor
and the parties (including added third or interpleaded parties) to any such Legal
Proceeding include the Town and the Employee/Councillor and representation of
both the Town and the Employee/Councillor by the same counsel could be
inappropriate due to actual or potential differing interests between the Town and
the Employee/Councillor (including the availability of different defences), in
which event the Town will request the insurer to appoint separate counsel for the
Employee/Councillor and for the insurer to pay the reasonable fees and
disbursements of such counsel. If the insurer refuses to appoint separate counsel
for the Employee/Councillor, the Employee/Councillor would retain counsel
pursuant to section 5.2.2 above; or

5.2.4

the Town failed to retain, in a reasonable period of time, counsel which is
satisfactory to the Employee/Councillor, acting reasonably, to represent the
Employee/Councillor, in which event the Town will pay the reasonable fees and
disbursements of counsel retained by the Employee/Councillor to act on his or
her behalf.
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SCOPE:

This policy applies to all Employees and Councillors of the Town of Canmore.

VISION ALIGNMENT:

Civic Leadership and Engagement:
The Town of Canmore is an employer of choice in the Bow Valley.

AMENDS POLICY: n/a
RESCINDS POLICY: n/a
SCHEDULES AND ATTACHMENTS: n/a

Chief Administrative Officer

Mayor

_____

TOWN OF CANMORE
WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES
SET FORTH IN A COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, IAFF LOCAL #4705, OR POLICIES SET
FORTH IN A STATUTE OF THE PROVINCIAL OR FEDERAL GOVERNMENT, THE COLLECTIVE AGREEMENT OR THE
PROVINCIAL OR FEDERAL STATUTE SHALL SUPERCEDE SUCH OTHER POLICIES.
T.M. Registered Trade Mark
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General Holidays Policy
POLICY NUMBER:

HR-004

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) to provide its employees with general
holidays and general holiday pay in accordance with the Alberta Employment Standards Code
and Regulation and the Town’s General Holidays Eligibility & Application Grid.

1.2

This policy applies to all employees of the Town except those governed by a collective
agreement.

2. PURPOSE
2.1

The purpose of this policy is to acknowledge the general holidays legislated under the
Alberta Employment Standards Code and Regulation and establish the general holidays
designated by the Town in addition to those which are legislated.

2.2

Eligibility for general holidays is outlined in the Town’s General Holidays Eligibility and
Application Grid.

3. DEFINITIONS
3.1

“Employee” means any non-union employee, supervisor, or manager.

3.2

“General holiday”, also referred to as “statutory holiday” or “stat holiday” or “stat”,
means a holiday as legislated or allowed under the Alberta Employment Standards Code and
Regulation.

4. RECOGNIZED GENERAL HOLIDAYS
4.1

The Town recognizes the following legislated and designated general holidays:
a) Legislated general holidays:
New Year’s Day (January 1)
Alberta Family Day (Third Monday in February)
Good Friday (Friday before Easter)
Victoria Day (Monday before May 25)
Canada Day (July 1, except when it falls on a Sunday, then it is July 2)
Labour Day (First Monday in September)
Thanksgiving Day (Second Monday in October)
Remembrance Day (November 11)
Christmas Day (December 25)
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b) Designated general holidays:
Easter Monday (First Monday following Easter)
Alberta Heritage Day (First Monday of August)
Boxing Day (December 26)
5. Any other day identified, by regulation, as a general holiday under provincial legislation.
6. RESPONSIBILITIES
6.1

It is the responsibility of the Chief Administrative Officer to determine Town business
and operational closures as they relate to general holiday recognition.

6.2

It is the responsibility of managers and supervisors to:
a) Understand and communicate this policy and the General Holidays Eligibility &
Application Grid with employees;

6.3

It is the responsibility of the Manager of Human Resources or designate to:
a) Establish and communicate the procedures for general holiday eligibility and
application;
b) Communicate the annual schedule of recognized general holidays to employees;
c) Ensure general holiday eligibility rules are compliant with the Alberta Employment
Standards Code and Regulation.

6.4

It is the responsibility of Council to:
a) Review and affirm or consider approval of amendments to this policy as presented at
least once per term.

7. VISION ALIGNMENT
7.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees.

8. RELATED DOCUMENTS
8.1
Alberta Employment Standards Code and Regulation
8.2

General Holidays Eligibility & Application Grid

REPEALS POLICY: Statutory Holidays Policy 207-90
AUTHORIZATION:

John Borrowman
Mayor
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REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

General Holidays Policy HR-007
Statutory Holidays Policy 207-90
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TOWN OF CANMORE
POLICY AND PROCEDURE
EFFECTIVE DATE: April 23 1990
ADOPTED BY RESOLUTION #: 207-90
POLICY TITLE: Statutory Holidays Policy

Statutory Holiday
11.1 General
The following designated days are statutory holidays for employees in the service of the Town.
New Year’s Day
AB Family Day
Good Friday
Queen’s Birthday
Canada Day

Labour Day
Thanksgiving Day
Remembrance Day
Christmas Day

And any other day designated as a holiday by the Federal, or Provincial governments.
11.2 The following designated days are considered general holiday by Town Council:
Easter Monday
Heritage Day (Civic Holiday: BC, NB, NT, NU, SK)
Boxing Day
And any other day designated as a holiday by Council.
11.3 All employees not covered by collective agreements are eligible for these holidays and shall be
paid overtime if they are required to work on a designated statutory holiday. Employees
covered by a collective agreement will be subject to the provisions of the applicable collective
agreement with reference to statutory holidays.
11.4 When any of the Town – recognized statutory holidays falls on a normal day(s) of rest for fulltime employees, the following regular work day(s) shall be deemed to be the statutory holiday.
The exception of this policy shall be Remembrance Day, which shall be observed strictly on the
day on which it falls, with no allowance for the following work day off.

TOWN OF CANMORE

WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES AND PROCEDURES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES
AND PROCEDURES SET FORTH IN A COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, OR POLICIES AND PROCEDURES SET
FORTH IN A STATUTE OF THE PROVINCIAL OR FEDERALGOVERNMENT, THE COLLECTIVE AGREEMENT OR THE PROVINCIAL OR FEDERAL
STATUTE SHALL SUPERCEDE SUCH OTHER POLICIES OR PROCEDURES.
T.M. Registered Trade Mark
June 27, 2017 Special Council Meeting 5 p.m.
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Recruitment Policy
POLICY NUMBER:

HR-005

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) to recruit for and fill vacant positions
on a competitive basis, and in accordance with all applicable employment legislation and
Town policies.

2. PURPOSE
2.1

This policy establishes the framework for a consistent recruitment process while:
a) Meeting legislative and budgetary requirements;
b) Ensuring sustainable recruitment practices;
c) Representing the Town professionally; and,
d) Attracting employees who align with corporate and community values and culture.

3. DEFINITIONS
3.1

“Conflict of interest” means when the interests of an employee compete, or appear to
compete, with the interests of the Town. Such competing interests may make it difficult
for the employee to fulfill his or her duties impartially.

3.2

“Due diligence” is a security function used to verify a candidate’s suitability and eligibility
for a position with the Town. The process may include reference checks and verification
of qualifying information, as necessary, such as educational certificates, criminal records
checks, driver abstracts, work permits.

3.3

“Hiring manager” means the employee responsible for filling the job vacancy. This
individual is usually a manager or supervisor.

3.4

“Relative” means any person who is a spouse, child, sibling, aunt, uncle, cousin, nephew,
niece, parent or grandparent of the employee or is related by marriage and includes inlaws, or whose relationship with the employee is similar to that of persons who are
family members or who are related by marriage.

Policy approved by: _______

_______
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4. JOB VACANCIES
4.1

All job vacancies will be created through a formal job requisition approval process;

4.2

All job vacancies must be posted both internally and externally unless otherwise
approved by the CAO.

5. HIRING PRINCIPLES
5.1

No individual may be hired into a position with the Town that is not an approved job
vacancy;

5.2

In general, the fact that a potential employee is a relative of an existing employee neither
prejudices nor advances that person’s hiring prospects. However, applicants will not be
hired into positions where a direct supervisory relationship will exist between the related
employees, or where other working relationships could lead to conflict of interest or
favouritism;

5.3

Hiring practices will aim to secure candidates who meet the minimum educational and
experience qualifications of the position, have potential to develop into the role, and
who are most closely aligned with our culture and values, over those who have extensive
experience and educational qualifications;

5.4

Where all other factors are equal, preference will be provided to local candidates over
non-local candidates.

6. DUE DILIGENCE
6.1

Due Diligence must be completed for all successful candidates, prior to the extension of
an offer of employment.

DOCUMENTATION & CONFIDENTIALITY
6.2

All information and documentation relating to applicants will be treated with
confidentiality in accordance with the Freedom of Information and Protection of Privacy
(FOIP)Act.

6.3

All applications will be treated as confidential, and the identity of applicants will not be
shared without the applicant’s express consent.

7. RESPONSIBILITIES
7.1

It is the responsibility of managers and hiring managers to:
a) Ensure that this policy and associated procedures are adhered to by all staff involved
in the recruitment and selection process;
b) Declare when a conflict of interest may exist;

Policy approved by: _______

_______
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7.2

It is the responsibility of the Manager of Human Resources to:
a) Review job requisitions for compliance with legislation and Town policies.

7.3

It is the responsibility of the CAO to:
a) Ensure the budget is not exceeded;
b) Review and evaluate non-standard job requisitions, and receive approval from
Council when new unbudgeted positions are required.

7.4

It is the responsibility of Council to:
a) Review and consider approval of budget requests as related to this policy;
b) Review and affirm or consider approval of amendments to this policy at least once
per term.

8. VISION ALIGNMENT
8.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees, as well as our
commitment to public transparency, accountability and fiscal responsibility.

9. RELATED DOCUMENTS
9.1

Alberta Human Rights Act

9.2

Salary & Wage Administration Policy

9.3

Code of Conduct

9.4

Recruitment Procedure

REPEALS POLICY: Recruitment Policy 022-2011
AUTHORIZATION:

John Borrowman
Mayor

Policy approved by: _______

Cheryl Hyde
Municipal Clerk

_______
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REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Recruitment Policy HR-004

Recruitment Policy 002-2011

2011-01-04

Screening and Selections Policy 207-90

1990

2011-01-04

Exit Interviews Policy 207-90

1990

2011-01-04

Job Descriptions Policy 207-90

1990

2011-01-04

Policy approved by: _______

_______
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TOWN OF CANMORE POLICY
EFFECTIVE DATE:

January 4, 2011

ADOPTED BY RESOLUTION #: 002-2011
POLICY TITLE:

Recruitment Policy

ASSOCIATED LEGISLATION
OR REGULATIONS:

Alberta Human Rights Act
Alberta Employment Standards
Code
Recruitment Procedure

RELATED DOCUMENTS:

POLICY STATEMENT:
It is the policy of the Town of Canmore (hereinafter referred to as the Town) to recruit for and fill vacant positions on a competitive basis, in
accordance with all applicable employment legislation and Town Policies. The Town is committed to offering equal employment opportunities
with full consideration being given to an applicant's education, knowledge, aptitude, training, experience and suitability. In recruiting new
employees, the following practices will be adhered to:
1.

Recruitment of all positions will be centralized through the Human Resources Department.

2.

Council approval will be required for all newly created permanent positions outside of the approved budget. Approval will be required
by the Chief Administrative Officer (CAO) or designate for the recruitment of existing permanent, temporary and casual positions
already approved in the budget.

3.

All vacancies will be posted both internally and externally unless otherwise approved by the CAO.

4.

Where an applicant’s education, knowledge, aptitude, training, experience and suitability are considered to be relatively equal,
preference will be given to the internal and/or local candidate.

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. However, applicants will not be hired into positions where a direct or indirect supervisory relationship will exist between the
related Employees, or where other working relationships could lead to potential conflict of interest or favouritism.

6.

Union positions shall be recruited for and filled, in accordance with the provisions of the applicable collective agreement.

7.

Reference checks are an important and integral part of the selection process and will be conducted prior to an offer of employment
being made.

8.

All candidates who may operate Town vehicles and/or equipment as part of their job shall provide a current and acceptable driver’s
abstract as a condition of employment.

9.

An offer of employment from the Town will be conditional upon satisfactory completion of a criminal record check, including a
vulnerable sector check if applicable.

10. New employees will be provided with a New Employee Orientation upon commencement of employment.
11. All employees voluntarily leaving their employment with the Town will be invited to participate in a confidential exit interview with
Human Resources.
12. In accordance with the Municipal Government Act, Section 205(2), every Council must appoint a person to carry out the powers,
duties and functions of the position of chief administrative officer. As such, recruitment for the CAO position will be conducted by a
Committee of Council and may include the assistance of an external search firm.
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13. The Recruitment Procedure will be reviewed by Administration annually or more frequently as required to ensure they are consistent
with the recruitment policy.

PURPOSE:
This policy is established to ensure consistency in the recruitment process while meeting legislative and budgetary requirements.

DEFINITIONS:
Drivers Abstract: A driver's abstract provides the current status of an operator's license and lists conviction information, any applicable demerit
points and suspensions.
Exit Interview: A confidential interview conducted by Human Resources with departing employees for the purposes of identifying any trends or
patterns that may have contributed to the decision to leave employment, and subsequently for improving the ability to respond to employee
issues and thereby gain insights to help develop retention initiatives to retain employees and continuously improve the Town of Canmore
employment experience.
External Posting: Job postings which are open to the general public.
Internal Posting: Job postings which are open to current employees of the Town.
Reference Check: The process of interviewing previous employers of the job applicant to determine his or her job history. Reference checks
may also include checking with school(s) or college(s) attended by the applicant to verify educational qualifications.
Relative: means any person who is a spouse, child, sibling, aunt, uncle, cousin, nephew, niece, parent or grandparent of the employee or is
related by marriage and includes in-laws, or whose relationship with the employee is similar to that of persons who are family members or who
are related by marriage.

RESPONSIBILITIES:
Human Resources and Individual Service Areas will partner in the administration of this policy.

SCOPE:
This policy applies to current and prospective Town employees.

VISION ALIGNMENT:
Civic Leadership and Engagement: Well qualified and engaged staff are essential to the Town of Canmore’s corporate success. A clearly
defined recruitment policy upholds our Corporate reputation to deliver effective and efficient service.

AMENDS POLICY:
RESCINDS POLICY:

Screening and Selections Policy #207-90
Exit Interviews Policy #207-90
Job Descriptions Policy #207-90

SCHEDULES AND ATTACHMENTS:

Chief Administrative Officer

Mayor
TOWN OF CANMORE

WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES SET FORTH IN A
COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, IAFF LOCAL #4705, OR POLICIES SET FORTH IN A STATUTE OF THE
PROVINCIAL OR FEDERAL GOVERNMENT, THE COLLECTIVE AGREEMENT OR THE PROVINCIAL OR FEDERAL STATUTE SHALL
SUPERCEDE SUCH OTHER POLICIES.
T.M. Registered Trade Mark
June 27, 2017 Special Council Meeting 5 p.m.

Page 66 of 114

Attachment 11

Employee Pay Policy
POLICY NUMBER:

HR-006

DATE APPROVED:
1. POLICY STATEMENT
1.1

The Town of Canmore (“Town”) recognizes the importance of monetary compensation
in attracting, retaining, and motivating well-qualified employees who are committed to
delivering quality customer service to the community of Canmore.

1.2

It is the policy of the Town to pay its employees based on the 55th percentile of market
value for the jobs they perform, while remaining externally competitive, maintaining
internal equity, and ensuring financial feasibility and sustainability.

1.3

This policy applies to all employees of the Town, except:
a) Those governed by a collective agreement;
b) Where an employment contract specifically outlines a contrary guideline.

2. PURPOSE
2.1

The purpose of this policy is to ensure transparency and accountability with regard to
our approach to establishing pay for employees.

3. DEFINITIONS
3.1

“Employee” means any non-union employee, supervisor, or manager.

3.2

“Externally competitive” means positions and job rates are competitive with similar
positions outside of the organization.

3.3

“Full time equivalent (FTE)” means the ratio of an employee’s regularly scheduled hours
compared to that of the regular work week for that position.

3.4

“Internal equity” means that jobs are grouped within pay grades that adequately reflect
the relative value of job responsibility compared to others within the organization.

3.5

“Job rate” means the 55th percentile of market value of the job.

3.6

“Market salary and wage review” means comparing similar positions and associated pay
with other municipalities that are similar in geographic size, population, provision of
services, and rural/urban characteristics and, for some positions, may include local
private employers where similarities exist.

3.7

“Market value” means the comparative pay for a job based on the completion of a
market review of what external and/or internal competitors are paying.
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3.8

“Pay” means an employee’s annual salary or hourly pay rate.

3.9

“Pay grade” means a grouping of jobs of similar value to the organization, based on
market research.

3.10

“Pay grid” means the summary of pay grades and the list of current jobs that fall within
each.

3.11

“Permanent full time employee” means any employee hired on a permanent basis whose
offer letter commits to regularly scheduled hours of at least 1.0 FTE for that position.

3.12

“Permanent part time employee” means any employee hired on a permanent basis whose
offer letter commits to regularly scheduled hours of at least 0.6 FTE for that position.

3.13

“Red-circled” refers to an occurrence when an employee’s salary or wage is being held
constant at a rate that exceeds the pay grade for their position due to the market salary
and wage review indicating a lower job rate for that position.

3.14

“Regular work week” means the normal weekly work hours, where a week is Sunday to
Saturday. For the purposes of this policy, the Town recognizes three regular workweeks:
35.0 hours
37.5 hours
40.0 hours

Administrative employees – typically office workers, supervisors,
managers
RCMP Clerks
Operational employees – typically front line workers

4. PAY DETERMINATION
4.1

An employee’s pay will be aligned with the pay grade range for their position.

4.2

A market salary and wage review will occur at minimum every three years to determine
the 55th percentile of market value, or job rate, for positions at the Town. The pay grid
will be reviewed in conjunction with this and may be adjusted in accordance with the
results of the review. Timing and scope of such adjustments will vary based on available
funding and approval by Council.

5. COST OF LIVING ADJUSTMENT (COLA)
5.1

If approved in the municipal budget, COLA will be applied to the pay grid and to eligible
employees’ pay, effective the start of the first pay period for that budget year.

5.2

An employee whose pay has been red-circled shall receive the COLA as a one-time lump
sum payment until such a time as the employee’s salary or wage falls within the pay range
for their position.

6. ADVANCEMENT THROUGH THE PAY RANGE
6.1

This section applies only to permanent full time and permanent part time employees.

6.2

Employee advancement through the pay grade of a position will be based on the
philosophy of pay for performance, as approved within the annual budget.
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6.3

If approved, performance-based pay increases are effective with the start of the first pay
period for that budget year.

6.4

An employee may be eligible for a performance increase until such a time as they reach
the job rate for their position.

6.5

An employee whose pay is at the job rate for their position may be eligible for a top
performance increment (TPI) or long service increment (LSI) to a maximum of 105% of
the job rate.
a) Eligibility for TPI is based on achievement of the highest performance outcome in
the employee’s annual performance and development plan review.
b) Eligibility for LSI is based on continuous full time or part time employment with the
Town for at least six years.
c) An employee who achieves the highest performance standard and is already at 105%
of the job rate will be eligible to receive TPI as a one-time lump sum bonus.

7. RESPONSIBILITIES
7.1

It is the responsibility of the Manager of Human Resources to:
a) Conduct market salary and wage reviews as required and make recommendations
based on the results;
b) Maintain salary and wage administration procedures and guidelines that are
consistent with the direction outlined in this policy.

7.2

It is the responsibility of the CAO to:
a) Approve recommendations based on market salary and wage reviews that are within
the approved budget;
b) Approve performance-based pay increases within the approved budget.

7.3

It is the responsibility of Council to:
a) Review and consider approval of budget requests as related to this policy;
b) Review and affirm or consider approval of amendments to this policy as presented
by Administration at least once per term.

8. VISION ALIGNMENT
8.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees, as well as our
commitment to public transparency, accountability, and fiscal responsibility.
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9. RELATED DOCUMENTS
9.1

Budget and Business Plan Guidelines

REPEALS POLICY: Salary and Wage Administration 266-2014
AUTHORIZATION:

John Borrowman
Mayor

Cheryl Hyde
Municipal Clerk

REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Employee Pay Policy HR-006
Salary and Wage Administration 266-2014

2014-10-21

Salary and Wage Administration 318-2011

2011-11-01

2014-10-21

Salary and Wage Administration 518-2005

2005-11-05

2011-11-01

Salary and Wage Administration 269-92

1992-06-23

2005-11-05

Job Evaluation 296-92

1992-06-23

2005-11-05

Performance Appraisal 418-93

1992-06-23

2005-11-05
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Salary and Wage Administration Policy
DATE APPROVED: October 21, 2014
COUNCIL RESOLUTION: 266-2014
1.

2.

POLICY STATEMENT
1.1.

The Town of Canmore recognizes the importance of monetary compensation in attracting,
retaining and motivating well-qualified employees who are committed to delivering quality
customer service to the community of Canmore.

1.2.

It is the policy of the Town of Canmore to pay its employees based on the 55th percentile of
market value for the jobs they perform, while remaining externally competitive, maintaining
internal equity, and ensuring financial feasibility and sustainability.

1.3.

This policy applies to all employees of the Town of Canmore, except:
Those governed by a Collective Agreement;

1.3.2.

Where an employment contract specifically outlines a contrary guideline.

PURPOSE
2.1.

3.

1.3.1.

The purpose of this policy is to establish the guidelines under which pay to employees is
administered.

DEFINITIONS
3.1.

“Externally competitive” means comparing positions and job rates with similar positions outside
of the organization.

3.2.

“Freeze” or “frozen” refers to an occurrence when an employee’s salary or wage is being held
constant at a rate that exceeds the pay grade for their position as a result of the employee
transferring into a position that is in a lower pay grade than their previous position, and the
employee’s previous salary or wage is maintained.

3.3.

“Internal equity” means that jobs are grouped within pay grades that adequately reflect the
relative value of job responsibility compared to others within the organization.

3.4.

“Job rate” means the 55th percentile of market value of the job.

3.5.

“Market value” means the comparative pay for a job based on the completion of a market survey
of what external and/or internal competitors are paying.

3.6.

“Pay grade” means a grouping of jobs of similar value to the organization, based on market
research.

3.7.

“Pay grid” means the summary of pay grades and the list of current jobs that fall within each.

3.8.

“Permanent full time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.8 FTE for that position.
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3.9.

“Permanent part time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.6 FTE for that position.

3.10.

“Red-circled” refers to an occurrence when an employee’s salary or wage is being held constant
at a rate that exceeds the pay grade for their position due to the market salary and wage review
indicating a decrease in the job rate for the employee’s position.

3.11.

“Salary” means an annual pay rate for an employee, typically for those in administrative jobs.

3.12.

“Wage” means an hourly pay rate for an employee, typically for those in operational jobs.

SALARY AND WAGE DETERMINATION
4.1.

New Employees
4.1.1.

The starting salary or wage for a new employee who meets the minimum qualifications
of the job is typically the minimum of the pay grade for the job. A starting rate greater
than the minimum and up to the midpoint of the pay grade may be considered
depending on such factors as:
4.1.1.1. The extent to which the employee's level of education and years of experience

exceed the minimum requirements for the position;
4.1.1.2. Job market-related pressure on salary levels;
4.1.1.3. Internal equity considerations.
4.1.2.

4.2.

4.3.

A starting salary or wage greater than the midpoint may be considered for an individual
who has directly related competencies, experience and education that are extensively
beyond the minimum requirements of the position, as determined in consultation with
the Manager of Human Resources or designate. In such cases, approval is required by
the CAO or designate.

Promotions and Transfers
4.2.1.

Employees promoted to a position in a higher pay grade will receive for an increase to
their salary or wage effective the date of the promotion. Such increase shall be the
greater of 5.0% or the start rate of the new pay grade.

4.2.2.

Employees who transfer to positions in the same or lower pay grade shall be placed
within the pay range for the new position based on their job-related qualifications and
experience.

4.2.3.

Under special circumstances, the CAO or designate may freeze an employee’s current
salary or wage. In these circumstances, the salary or wage will remain frozen until such
time as the pay grade for that position catches up with it.

Temporary Assignment/Acting Pay
4.3.1.

An employee who is formally offered a position in a higher pay grade for a temporary
assignment of at least 30 calendar days will be entitled to acting pay at no less than the
minimum of the pay grade for the higher level position, with allowance for up to a 5.0%
increase over their current rate of pay.

4.3.2.

Acting pay is not intended for coverage of vacation or other periodic absences.
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Reclassification
4.4.1.
From time to time, a variety of factors can occur that result in substantial changes to the
job duties of an existing position and that necessitate a pay grade review. Depending on
the nature of these changes, the pay grade for this position may stay the same, increase
or decrease.
4.4.2.

Where the position is reclassified to a higher pay grade, the employee shall be placed at a
rate within the new pay grade which is equivalent to a 5% increase to their current salary
or wage or the starting rate of the new range, whichever is greater.

4.4.3.

Where the position is reclassified to a lower pay grade, the employee’s existing salary or
wage shall be red-circled.

MARKET SALARY AND WAGE REVIEW
5.1.

A market salary and wage review will occur at minimum every three years to determine the 55th
percentile of market value for positions at the Town of Canmore. The pay grid will be reviewed
in conjunction with this and may be adjusted in accordance with the survey results. Timing and
scope of such adjustments will vary based on available funding and approval by Council.

5.2.

The market salary and wage review will compare similar positions with other municipalities and
may include local private employers for some positions. Generally, the following characteristics
will be used for comparison:
5.2.1.

Other municipalities: similar geographic size, population, provision of similar services,
similar rural/urban characteristics

5.2.2.

Local private employers: similarity in positions

COST OF LIVING ADJUSTMENT (COLA)
6.1.

As per the annual Council-approved “Budget and Business Plan Guidelines”, Council shall
consider approving an annual COLA to reflect local inflation.

6.2.

If approved, the COLA will be applied to the pay grid and to eligible employees’ salaries or
wages, effective the start of the first pay period for that budget year.

6.3.

An employee whose salary or wage has been red-circled shall receive the COLA as a one-time
lump sum payment until such a time as the employee’s salary or wage falls within the pay range
for their position.

6.4.

An employee whose salary or wage has been frozen will not receive the COLA until such a time
as the employee’s pay rate falls within the pay range for their position.

ADVANCEMENT THROUGH THE PAY RANGE
7.1.

This section applies only to permanent full time and permanent part time employees.

7.2.

Employee advancement through the pay grade of a position will be based on the philosophy of
pay for performance, as approved within the annual budget.

7.3.

If approved, performance-based pay increases are effective with the start of the first pay period
for that budget year.
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7.4.

An employee may be eligible for a performance increase until such a time as they reach the job
rate for their position.

7.5.

An employee whose salary or wage is at the job rate for their position may be eligible for top
performance or long service increment (LSI) pay to a maximum of 105% of the job rate.
Eligibility for top performance pay is based on achievement of the highest performance outcome
in the employee’s annual performance and development plan review. Eligibility for the LSI pay is
based on continuous full time or part time employment with the Town for six years. An
employee who achieves the highest performance standard and already has a salary or wage at or
above 105% of the job rate, will be eligible to receive the top performance pay as a one-time
lump sum bonus.

RESPONSIBILITIES
8.1.

8.2.

8.3.

9.
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It is the responsibility of the Manager of Human Resources or designate to:
8.1.1.

Conduct market salary and wage reviews as required and make recommendations based
on the results;

8.1.2.

Update the pay grid to reflect annual COLA and amendments to pay grades as a result
of market salary and wage reviews;

8.1.3.

Maintain salary and wage administration procedures and guidelines that are consistent
with the direction outlined in this policy.

8.1.4.

Administer COLA and performance-based pay increases;

8.1.5.

Assist service area managers in determining starting pay rates for employees.

It is the responsibility of the CAO or designate to:
8.2.1.

Approve recommendations based on market salary and wage reviews that are within the
approved budget;

8.2.2.

Approve performance-based pay increases within the approved budget;

8.2.3.

Approve requests for starting pay rates greater than the midpoint of the pay range;

8.2.4.

Approve requests for freezing or red-circling an employee’s pay rate.

It is the responsibility of Council to:
8.3.1.

Review and consider approval of budget requests as related to this policy;

8.3.2.

Review and affirm or consider approval of amendments to this policy as presented by
Administration at least once per term.

VISION ALIGNMENT
9.1.

This policy supports our strategic initiative to be an employer of choice in the Bow Valley and
the value we place on our strongest asset – our employees, as well as our commitment to fiscal
responsibility.

10. RELATED DOCUMENTS
10.1.

Budget and Business Plan Guidelines
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REPEALS POLICY: Salary and Wage Administration - #318-2011
AUTHORIZATION:

John Borrowman
Mayor
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Time Away From Work Policy
POLICY NUMBER:

HR-007

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) to provide its employees with time
away from work that:
a) Provides an opportunity for self-renewal away from the responsibilities of the
workplace;
b) Allows employees the flexibility to better manage their work and personal lives;
c) Contributes to the attraction and retention of a healthy and engaged workforce.

1.2

This policy applies to all Town employees, except:
a) Those governed by a collective agreement;
b) Where an employment contract specifically outlines a contrary guideline.

2. PURPOSE
2.1

The purpose of this policy is to establish the types of time away from work to which
Town employees are eligible. It does not refer to days of rest that are a normal part of an
employee’s weekly work schedule.

2.2

Should any part of this policy not meet at least the minimums required under current
legislation, the legislation will prevail.

3. DEFINITIONS
3.1

“Employee” means any non-union employee, supervisor, or manager.

3.2

“Full time equivalent (FTE)” means the ratio of an employee’s regularly scheduled hours
compared to that of the regular work week for that position.

3.3

“Immediate family member” means spouse, parent, child, sibling, parent-in-law, siblingin-law, child-in-law, grandparent, and grandchild.

3.4

“Permanent part time employee” means any employee hired on a permanent basis whose
employment contract commits to regularly scheduled hours of at least 0.6 FTE for that
position.

3.5

“Regular work week” means the normal weekly work hours, where a week is Sunday to
Saturday. For the purposes of this policy, the Town recognizes three regular workweeks:
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37.5 hours
40.0 hours
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Administrative employees – typically office workers, supervisors,
managers
RCMP Clerks
Operational employees – typically front line workers

3.6

“Sick day” means paid time off for personal sickness, out-of-town medical
appointments, or short-term care of an immediate family member who is ill.

3.7

“Start date” means the first day of work with the Town.

4. VACATION
4.1

Permanent full time employees and permanent part time employees will be provided
vacation time off with pay as follows:
a) Vacation Eligibility Grid

On your start date
On your 5th anniversary
On your 10th anniversary
On your 15th anniversary

Vacation Amount (Weeks) Per Calendar Year
Manager/
Regular Plan
Supervisor Plan
3 weeks
4 weeks
4 weeks
5 weeks
5 weeks
6 weeks
6 weeks
7 weeks

b) Annual vacation is prorated in the first calendar year of employment and in those
calendar years where an increase occurs.
c) The Manager/Supervisor Plan affords an additional week of annual vacation in
recognition that managers and supervisors are not eligible for overtime
compensation.
d) With the CAO’s approval, a candidate for hire whose years of experience is both
substantial and directly related to the position sought, may negotiate a starting annual
vacation amount greater than that outlined under section 4.1.a.
i) The starting vacation amount will not exceed the maximum amounts outlined
under section 4.1.a (6 weeks under the Regular Plan and 7 weeks under the
Manager/Supervisor Plan);
e) Notwithstanding section 4.1.d, at no time will any employee be eligible for an annual
vacation amount greater than the maximums outlined in section 4.1.a.
f) Annual vacation is taken in the current year, and carry-over of up to 50% of an
employee’s annual vacation entitlement may be permitted under special
circumstances and must be pre-approved by the employee’s direct supervisor.
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All other employees are eligible for vacation pay and vacation time equivalent to the
minimums set by the Alberta Employment Standards Code and Regulation.

5. SICK DAYS
5.1

Permanent full time employees, and temporary full time employees who are fulfilling at
least a one-year employment contract, are eligible for up to 12 paid sick days per calendar
year.

5.2

Sick days are prorated in the first year of employment.

5.3

Sick days are only available in the year in which they are allocated, and do not carry over
to subsequent calendar years.

6. SHORT-TERM SICK LEAVE
6.1

All Town employees are eligible for up to 17 weeks of job-protected short-term sick
leave.

7. LONG-TERM DISABILITY
7.1

Permanent full time employees, who are group benefits plan members under the Town’s
Employee Benefits Policy, are eligible for long-term disability benefits as set out in the
Town’s long-term disability benefits carrier’s policy.

8. COMPASSIONATE CARE LEAVE AND CRITICAL ILLNESS OF A CHILD LEAVE
8.1

All Town employees are eligible for and will be provided with time off for
compassionate care leave and critical illness of a child leave as set out by the minimums
required by the Alberta Employment Standards Code and Regulation.

9. BEREAVEMENT LEAVE
9.1

Permanent full time employees are eligible for paid time off work equivalent to up to
one regular work week for the purpose of grieving the loss of an immediate family
member.

9.2

In the event that an employee requires more time off to grieve, annual vacation or an
unpaid leave may be granted at the discretion of the employee’s manager.

10. FUNERAL LEAVE
10.1

Permanent full time employees are eligible for paid time off work equivalent to up to
one regular work day for the purpose of attending the funeral, or like ceremony, for a
non-immediate family member or friend.

11. PARENT’S LEAVE
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Permanent full time employees are eligible for paid time off work equivalent to one
regular work day for the purpose of attending the delivery of their new child, the release
from hospital of their new child, or the arrival of their newly adopted child.

12. MATERNITY LEAVE AND PARENTAL LEAVE
12.1

All Town employees are eligible for and will be provided with time off for maternity
leave and parental leave as set out by the minimums required by the Alberta Employment
Standards Code and Regulation.

13. JURY OR WITNESS DUTY
13.1

Employees required by law to serve as a juror or subpoenaed as a witness in any court
shall be paid the difference between what they would have earned for their regular hours
and the fee received from the court.

14. UNPAID PERSONAL LEAVE
14.1

In an effort to recognize the need of employees who require time off in addition to the
types of leave identified in this policy, the Town may consider an unpaid personal leave
of absence without pay.

14.2

Approvals for unpaid personal leaves are reviewed on a case-by-case basis and are based,
first, on any applicable legislation that may apply and, second, on the operational needs
of the department. Where there is no applicable legislation, approval of a request for an
unpaid personal leave is at the sole discretion of the Town.

15. RESPONSIBILITIES
15.1

It is the responsibility of the manager:
a) Approve employee annual vacation requests in accordance with the operational
needs of the business unit and in a manner that ensures minimal disruption of
services;

15.2

It is the responsibility of the Manager of Human Resources or designate to:
a) Maintain vacation and sick days records for each employee;
b) Ensure this policy remains compliant with applicable legislation.

15.3

It is the responsibility of council to:
a) Review and affirm or consider approval of amendments to this policy as presented at
least once per term.
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16. VISION ALIGNMENT
16.1

This policy supports our strategic initiative to be an employer of choice in the Bow
Valley and the value we place on our strongest asset – our employees, as well as our
commitment to public transparency, accountability and fiscal responsibility.
17. RELATED DOCUMENTS
17.1

Alberta Employment Standards Code and Regulation

17.2

Alberta Human Rights Act

REPEALS POLICY: Vacation Policy 267-2014
Leaves of Absence Policy 321-2011
AUTHORIZATION:

John Borrowman
Mayor

Cheryl Hyde
Municipal Clerk

REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Time Away From Work Policy HR-010
Vacation Policy 267-2014

2014-10-14

Leaves of Absence Policy 321-2011

2011-08-23

Vacation Policy 322-2011

2011-08-23

2014-10-14

Vacation Policy 296-92

1992-06-23

2011-08-23

Vacation Program and Procedure 207-90

1990-04-24

1993-06-23
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Vacation Policy
DATE APPROVED:

October 21, 2014

COUNCIL RESOLUTION:

267-2014

1.

POLICY STATEMENT
1.1.

1.2.

2.

4.

1.1.1.

Provides an opportunity for self-renewal away from the responsibilities of the
workplace;

1.1.2.

Contributes to the attraction and retention of a qualified workforce.

This policy applies to all employees of the Town of Canmore, except:
1.2.1.

Those governed by a Collective Agreement;

1.2.2.

Where an employment contract specifically outlines a contrary guideline.

PURPOSE
2.1.

3.

It is the policy of the Town of Canmore to provide its employees with an annual vacation
entitlement that:

The purpose of this policy is to establish the guidelines under which vacation entitlements are
administered.

DEFINITIONS
3.1.

“Employee” means employee, supervisor and manager.

3.2.

“Pay rate” means an employee’s wage or salary.

3.3.

“Permanent full time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.8 FTE for that position.

3.4.

“Permanent part time employee” means any employee hired on a permanent basis whose offer
letter commits to regularly scheduled hours of at least 0.6 FTE for that position.

3.5.

“Week” means the regular weekly work hours per the employee’s offer letter.

VACATION ENTITLEMENT
4.1.

Permanent full time and permanent part time employees will be provided vacation time off with
pay as follows:
4.1.1.

Vacation Accrual/Entitlement Grid

On your start date
On your 5th anniversary
On your 10th anniversary
On your 20th anniversary
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4.1.2.

Annual vacation entitlement is prorated in the first calendar year of employment and in
those calendar years where an increase occurs.

4.1.3.

The Manager/Supervisor Plan affords an additional week of vacation entitlement in
recognition that managers and supervisors are not eligible for overtime compensation.

4.1.4.

Should an employee negotiate a greater starting vacation entitlement at the time of hire,
their anniversary increments on the grid will be adjusted accordingly. For example, if a
manager starts at 5 weeks, this becomes “On your start date”, 6 weeks becomes “On
your 5th anniversary” and 7 weeks becomes “On your 10th anniversary

4.1.5.

Notwithstanding section 4.1.4, a starting vacation entitlement that varies from the policy
may be negotiated, with the CAO’s approval, with a candidate for a full-time position
where:


The candidate’s experience is substantial and directly related to the position
sought.



The entitlement negotiated does not exceed the vacation which the
candidate would have earned had all his or her previous experience been in
the employ of the Town of Canmore.

4.1.6.

At no time would an employee be entitled to a vacation allotment greater than that
shown in section 4.1.1 Vacation Accrual/Entitlement Grid.

4.1.7.

Vacation is paid at the employee’s pay rate at the time it is taken.

4.1.8.

Annual vacation entitlement is taken in the current year. Carry-over of up to 50% of an
employee’s annual vacation entitlement may be permitted under special circumstances
and must be pre-approved by the employee’s direct supervisor.

All other employees receive vacation pay and time in accordance with the Alberta Employment
Standards Code and Regulation.

RESPONSIBILITIES
5.1.

It is the responsibility of the employee to:
5.1.1.

5.2.

5.3.

5.4.

Schedule their annual vacation at such a time that is mutually agreeable with and
approved by their Supervisor or Manager.

It is the responsibility of the Service Area Manager or designate to:
5.2.1.

Approve employee annual vacation requests in accordance with the operational needs of
the business unit and in a manner that ensures minimal disruption of services;

5.2.2.

Schedule annual vacation time for employees who fail to submit their requests;

5.2.3.

Report vacation time taken and requests for carry-over to Human Resources.

It is the responsibility of the Manager of Human Resources or designate to:
5.3.1.

Maintain vacation records for each employee;

5.3.2.

Review carry-over requests with Service Area Managers;

It is the responsibility of Council to:
5.4.1.

Review and affirm or consider approval of amendments to the Vacation Policy as
presented at least once per term.
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VISION ALIGNMENT
6.1.

This policy supports our strategic initiative to be an employer of choice in the Bow Valley and
the value we place on our strongest asset – our employees.

REPEALS POLICY: Benefits - #322-2011
AUTHORIZATION:

John Borrowman
Mayor
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Chief Administrative Officer
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TOWN OF CANMORE POLICY
EFFECTIVE DATE:

August 23, 2011

ADOPTED BY RESOLUTION #:

321-2011

POLICY TITLE:

Leaves of Absence

ASSOCIATED LEGISLATION
OR REGULATIONS:

Alberta Employment Standards

RELATED DOCUMENTS:

Unpaid Leave of Absence
Procedure
Paid Leave of Absence Procedure

POLICY STATEMENT:
The Town of Canmore shall grant paid and unpaid leaves of absences to employees in accordance with
applicable legislation and employment contracts. The Town may grant a leave of absence to eligible employees
for periods beyond legislative requirements or employment contracts with approval subject to operational
requirements of service and other established criteria.
The Leaves of Absence Policy will be reviewed at a minimum every three years to ensure the current
operational procedures are consistent.
PURPOSE:
The Town recognizes that employees may require time away from work for personal or other justifiable
reasons. This policy is established to create a work environment that allows employees the flexibility to better
manage their work and personal lives while meeting operational requirements.
The leaves of absence covered under this policy include but are not limited to the following paid and unpaid
leaves of absence;
1. Paid Leaves of Absence
a. Occasional Leave
Occasional leave is intended to provide full time employees with paid time off for sickness,
emergency leave, educational leave, court leave, urgent domestic contingency, parent’s leave,
child or elder care, union business, to a maximum of 12 days per year;
Full time term employees who are filling at least a one-year contract are eligible for up to 12 paid
Occasional Leave days per year for the purpose of personal sickness or child/elder care only;
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b. Bereavement Leave
Leave with pay for the equivalent of up to one work week to provide full time employees time
off for the purpose of attending the funeral of an immediate family member, making
arrangements for the funeral of an immediate family member, or grieving the loss of an
immediate family member whose funeral cannot be attended. If the death of an immediate
family member occurs during an employee’s vacation, the employee will be granted
bereavement leave with pay in lieu of the approved vacation time;
c. Funeral Leave
Leave with pay for one working day to attend funeral services of someone not an immediate
family member.
d. Short Term Sick Leave, Compassionate Care Leave and Maternity Leave
These leaves are provided in accordance with the Employment Insurance Act of Canada and/or
the Alberta Employment Standards Act and/or the Alberta Human Rights Commission.
Employees may receive benefits from Service Canada for this time off and the Town of Canmore
may pay a Supplemental Benefit Top-Up (registered with Service Canada).
e. Parental Leave
Parental leave is provided in accordance with the Employment Insurance Act of Canada and/or
the Alberta Employment Standards Act and/or the Alberta Human Rights Commission.
Employees may receive benefits from Service Canada for this time off.
f. Long Term Disability (LTD)
LTD is provided in accordance with the benefits plan contract.
Note: Eligibility for paid time off applies only to full time employees. Casual, Part Time,
Seasonal and Term employees may be entitled to the time off without pay.
g. Jury or Witness Duty Leave
Employees required by law to serve as a juror or subpoenaed as a witness in any court shall be
paid the difference between what they would have earned for their regular hours and the fee
received.
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2. Unpaid Leaves of Absence
a. Education Leave – to take further educational studies on a full-time basis.
b. Election and Voting Leave – to run for public office as a Member of Parliament, Member of the
Provincial Parliament, Member of Municipal Government and time off for voting purposes.
c. Reservist Leave – the Employments Standards Act of Alberta provides leave provisions for
members of the reserve force of the Canadian Forces.
d. Personal or Professional reasons.
DEFINITIONS:
Leave of Absence – an authorized absence from regular work.
Sickness – intended to provide the employee with short term leave provisions and sick leave up to the eligibility
of Employment Insurance.
Emergency leave – serious illness of an immediate family member.
Educational leave – to receive a diploma, degree or write an exam.
Court leave – an employee requested to appear as a witness during court proceedings.
Urgent Domestic contingency – at the CAO’s discretion, occasional leave to a maximum of three days may be
granted if required to enable an employee to attend to urgent business arising from a serious domestic
contingency or difficulty such as, but not limited to, the burning of an employee’s home.
Parent’s leave – for attending either the delivery of the child, the release from hospital of the mother and child
or the arrival of the adopted child.
Child or Elder Care – short term care and/or time to arrange for longer term care for an ill family member.
Union Business – official representatives of Unions or Associations of Town Employees, may be granted
authorized leaves of absence with pay when necessary for collective bargaining sessions or for the conduct of
official business. Refer also to appropriate Agreements. At all times, employees must have prior approval
from their Director, Manager or Supervisor for the leave.
Immediate Family Member:
 Spouse, including common-law or same-sex
 Parents, including step-parents
 Children, including step-children
 Sibling, including step or half
 In-laws, including mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, daughter-inlaw
 Grandparent
 Grandchild
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Full Time Employee – per letter of offer, those employees who work a minimum of 28 hours per week.
Part Time Employee – per letter of offer, those employees who work an average of 21 – 27 hours per week.
Casual Employee – per letter of offer, those employees whose minimum hours of work are not guaranteed.
Term Employee – per letter of offer, those employees filling a full time position and with a specific end date.
Seasonal Employee – per letter of offer, those employees filling a full time position with a specific end date
and related to a seasonal program.
RESPONSIBILITIES:
Managers and Supervisors – schedule leaves in accordance with the Leaves of Absence Procedures.
HR – administers leaves of absence in accordance with the Leaves of Absence Policy and Procedures.
Employee – notify your manager or supervisor, with as much notice as possible of any leave requirements in
accordance with the Leaves of Absence Procedures.
SCOPE:
This policy does not apply to employees governed by a Collective Agreement. The provisions of the Collective
Agreement will apply.
VISION ALIGNMENT:
Our governance and services are provided in a fiscally responsible manner.
The Town of Canmore is an Employer of Choice in the Bow Valley.
RESCINDS POLICY:
Benefits Policy and Procedure - #427-2001
SCHEDULES AND ATTACHMENTS:
N/A

Chief Administrative Officer

Mayor

TOWN OF CANMORE
WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES SET FORTH IN A
COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, IAFF LOCAL #4705, OR POLICIES SET FORTH IN A STATUTE OF THE PROVINCIAL OR
FEDERAL GOVERNMENT, THE COLLECTIVE AGREEMENT OR THE PROVINCIAL OR FEDERAL STATUTE SHALL SUPERCEDE SUCH OTHER
POLICIES.
T.M. Registered Trade Mark
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Travel Expenses and Reimbursement
Policy
POLICY NUMBER:

HR-008

DATE APPROVED:
1. POLICY STATEMENT
1.1

It is the policy of the Town of Canmore (“Town”) to pay for reasonable expenses
incurred by employees and elected officials who are authorized to travel on Town
business.

2. PURPOSE
2.1

This policy establishes the eligible travel expenses for which the Town will pay.

3. DEFINITIONS
3.1

“Automobile allowance” means any payment that an employee or elected official
receives from the Town for using their own vehicle in the course of their employment.

3.2

“Elected officials” means all Town council members, including the mayor and
councillors.

3.3

“Employee” means any employee, supervisor, or manager.

4. VEHICLE USE EXPENSES
4.1

Employees and elected officials shall use Town vehicles for travel whenever possible. If
no Town vehicle is available for use, an automobile allowance for the use of personally
owned vehicles will be reimbursed at the reasonable per-kilometre allowance rate set by
the Canada Revenue Agency (CRA). If an employee chooses to use a personally owned
vehicle when a Town vehicle is available, the reimbursement rate is 20% of the CRA’s
rate.

4.2

When automobile allowance claims are submitted, there is no further reimbursement for
any other vehicle related expenses, including fuel.

4.3

Employees and elected officials using a personally owned vehicle for Town business
shall carry adequate personal vehicle insurance. In the event of an accident, the employee
shall be responsible for all costs, including any insurance deductibles.
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5. OTHER TRAVEL EXPENSES
5.1

The following are also eligible travel expenses:
a) Reasonable accommodation costs and associated gratuities;
b) Reasonable meal costs and associated gratuities;
c) Reasonable transportation costs, including economy class air, train or bus fares (and
any associated fees) required for travel to and from the destination, or, if estimated
costs are expected to be less, a rental car for travel to, from, and within the
destination;
d) Taxi fares and associated gratuities, or other public transportation costs;
e) Parking;
f) Telephone calls home of a reasonable duration, and telephone calls to the office or
with clients or business contacts;

5.2

Wherever possible, employees shall use their Town purchasing card pay for other eligible
travel expenses.

5.3

When an employee or elected official uses personal funds to pay for other eligible travel
expenses, the Town will provide reimbursement.

6. RESTRICTIONS
6.1

In general, the following are not eligible travel expenses and the Town will not provide
reimbursement for costs associated with:
a) Use of a personal vehicle within Canmore;
b) Charges for alcoholic beverages;
c) Entertainment costs;
d) Upgrades to higher classes travel;
e) Fines for traffic or parking violations;
f) Personal items, such as clothing and toiletries;
g) Additional expenses resulting from travelling with a spouse or other guests.

7. EXCEPTIONS
7.1

Exceptions to Section 6 may be made at the discretion of:
a) The mayor, with respect to elected officials and CAO expenses; or
b) The CAO, with respect to employee expenses.

8. RESPONSIBILITIES
8.1

It is the responsibility of employees and elected officials to:
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a) Exercise sound judgment, accountability, and transparency with respect to
submitting expenses for reimbursement.
8.2

It is the responsibility of the Manager of Finance to:
a) Ensure reimbursement of expenses is carried out in a manner compliant with the
rules set by the CRA.

8.3

It is the responsibility of Council to:
a) Review and affirm or approve amendments to this policy as presented at least once
per term.

9. VISION ALIGNMENT
9.1

This policy provides for fiscal responsibility and public transparency.

10. RELATED DOCUMENTS
10.1

Travel/Expense Account Claim Form

10.2

Purchasing Card Program Procedure

10.3

CRA Employer’s Guide – Taxable Benefits and Allowances

REPEALS POLICY: Travel Expense Clams and Reimbursement Policy 510-2012
AUTHORIZATION:

John Borrowman
Mayor

Cheryl Hyde
Municipal Clerk

REVISION HISTORY
Policy Name

In Effect

Amended

Inactive

Travel Expenses and Reimbursement Policy HR-009
Travel Expense Claims and Reimbursement Policy 5102012
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Travel Expense Claims and
Reimbursement Policy
EFFECTIVE DATE:

January 1, 2013

COUNCIL RESOLUTION:

510-2012

1. POLICY STATEMENT
The Town of Canmore will pay for reasonable expenses incurred by employees or members of council
authorized to travel on Town of Canmore business.
2. PURPOSE
This policy establishes procedures and guidelines for employees and members of council to claim travel
expenses.
3. RESPONSIBILITIES
1) Employees and members of council are responsible for submitting expense claims in accordance
with this policy.
2) Employees and members of council are responsible for exercising sound judgment, accountability
and transparency with respect to claiming expenses.
3) Supervisors, managers, and the mayor, as appropriate, are responsible for approving expense claims
and ensuring compliance with this policy.
4. VEHICLE USE AND COMPENSATION
1) Employees and members of council are encouraged to use Town vehicles for travel whenever
possible. Mileage expenses for use of personally owned vehicles will be reimbursed at a rate
calculated annually by the Canada Revenue Agency, if no Town vehicle is available for use. If an
employee chooses to use a personally owned vehicle when a Town vehicle is available, the
reimbursement rate is 20% of the Canada Revenue Agency rate.
2) When mileage expenses are claimed there is no reimbursement for fuel or any other vehicle related
expenses.
3) Employees and members of council using a personally owned vehicle for Town of Canmore business
shall carry adequate personal vehicle insurance. In the event of an accident, the employee shall be
responsible for all costs, including insurance deductible.
5. OTHER TRAVEL COMPENSATION
The Town of Canmore will reimburse the following expenses upon submission of receipts, or allow the
charging of the following expenses to a Town credit card:
1) Reasonable accommodation costs;
2) Reasonable meal costs and associated gratuities;
3) Economy class airfares, and train or bus tickets required for travel to and from the destination, or, if
estimated costs are expected to be less, a rental car for travel to, from and within the destination;
4) Airport fees;
5) Taxi fares and associated gratuities;

June 27, 2017 Special Council Meeting 5 p.m.

Page 91 of 114

Travel Expense Payments Policy

Page 2 of 3

6) Parking;
7) Telephone calls home of a reasonable duration, and telephone calls to the office or with clients or
business contacts;
8) Any other minor miscellaneous expenses such as hotel gratuities or public transportation costs.
6. RESTRICTIONS
In general, the Town will not reimburse:
1) Charges for alcoholic beverages;
2) Entertainment costs;
3) Upgrades to higher classes of air travel:
4) Fines for traffic or parking violations;
5) Personal items including clothing and toiletries; and
6) Additional expenses related to travelling with a spouse or other guests.
7. EXCEPTIONS
Exceptions to Section 6 may be made at the discretion of:
1) The mayor, with respect to council expenses;
2) Council, with respect to CAO expenses; or
3) The CAO, with respect to employee expenses.
8. SUPPORTING DOCUMENTATION OF EXPENSES
1) Detailed, original receipts indicating proof of payment must be retained and submitted with an
expense report or company credit card invoice.
2) Credit card slips and credit card statements alone are not considered adequate proof of payment.
3) Receipts for meals must include:
a) the amount of the expenditure;
b) the time and place of the expenditure;
c) the business purpose of the expenditure; and
d) the names and the business relationships of individuals for whom the expenditures were made.
4) GST must be identified for all expenses on which it was incurred.
5) Only expense reports that have been approved by a supervisor, manager, or the mayor, as
appropriate, will be reimbursed.
6) Expenses for which detailed original receipts are missing or lost, will be reimbursed only at the
discretion of a supervisor, manager or the mayor, as appropriate.
9. VISION ALIGNMENT
The Expense Policy provides for fiscal responsibility and public transparency.
10. RELATED DOCUMENTS
1) Purchasing Card Program Procedure Guidelines
REPEALS POLICY: 26-94
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AUTHORIZATION:

John Borrowman
Mayor
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Lisa de Soto, P.Eng.
Chief Administrative Officer
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Request for Decision
DATE OF MEETING:

June 27, 2017

Agenda #: G-5

TO:

Council

SUBJECT:

Sustainability Screening Process Update.

SUBMITTED BY:

Alaric Fish, Manager of Planning and Development.

RECOMMENDATION:

That Council amend the Sustainability Screening Policy as proposed in
Attachment 2.

EXECUTIVE SUMMARY
When approved in September 2011, the Sustainability Screening Process (SSP) included a requirement for a
mandatory review of its overall effectiveness in achieving objectives after five years. The objectives are to
enable applicants to describe how their development proposal will enhance sustainability initiatives and
provide a net benefit to the community. Administration feels the SSP remains an effective tool in moving
Canmore toward a more sustainable community and encouraging developers to consider options to better
align with community values. Administration has received direction from Council to look at ways to eliminate
the SSP as a separate process and incorporate the objectives into regulation through the Municipal
Development Plan (MDP) and Land Use Bylaw (LUB). More time is required to complete this work. As an
interim step, Administration is proposing changes to the SSP outlined below that will make the process more
efficient for proponents and Administration.
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
Sustainability screening has been occurring in Canmore since July 2007, with the current Sustainability
Screening Process approved on September 6, 2011, and updated in January 2013 and May 2014. Section 6 of
the current Process includes the following:
6.03 This Process will cease to be effective 5 years after the date of original approval, unless it is
explicitly extended by resolution of Council. In considering an extension of the lifespan of this
Process, Council will conduct a detailed review not only [of] the importance ratings, but also of its
overall effectiveness in achieving objectives to determine if it will be continued.
A review of the SSP was directed by Council to be in the Administration business plan for 2016 and 2017.
The review, which includes consideration of the overall effectiveness in achieving objectives to determine if
the Process should continue to be used, is overdue and per Section 6.03 above, the policy has already expired
and requires an explicit motion of Council to be in effect.
Previous direction from Council includes the following motions:
Motion
Engage in a process with representatives of the Bow Valley Builders and Developers Association
119-2014 to develop and/or enhance mutually agreeable policies or bylaws to achieve all of the
Sustainability Screening Process objectives, which policies or bylaws would align with the new
municipal development plan and be presented to Council for approval by June 30, 2016.
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Postpone a decision on motion 119-2014 until after there has been an opportunity for council
and administration to conduct a workshop to better understand the issues. The motion will then
return for consideration at the February 3, 2015 regular meeting of council.

This work took longer than expected and in July 2015 the following motion was passed:
Motion
Moved by Mayor Borrowman that council direct administration to implement option 3 as
199-2015
presented in the staff report: to develop policies within the Municipal Development Plan and
Land Use Bylaw that could replace the Sustainability Screening Process Policy.
Work on the new Municipal Development Plan took longer than anticipated and Administration is now
working on Land Use Bylaw updates as well as waiting to learn more about revisions to the Municipal
Government Act (MGA), in particular regulations for possible inclusionary zoning powers.
DISCUSSION
Administration is committed to working with the community and the development industry in accordance
with previous Council direction to seek changes to statutory plans and policy documents that would
incorporate the intent of the SSP into regulations with a proposed deadline of December 2018.
In advance of the more substantive review being complete, Administration has worked with the
representatives of BOWDA in an attempt to streamline development application processing and respond to
recommendations from the Canmore Planning Commission (CPC) (see Attachment 1).
The following changes are proposed at this time (see Attachment 2):
1. The Sustainability Screening Report (SSR) will continue to be a required part of most planning
applications, but will not require a distinct approval separate from the decision on a planning
application (e.g. Area Structure Plans, Land Use Bylaw amendments, Development Permits).
2. There will be no special Development Authority for applications with SSRs. Previously CPC was
required to make decisions on files that would otherwise not have been sent to CPC.
3. SSRs will not be required to be advertised or posted on the web site outside of normal practices (e.g.
smaller Development permit applications). All SSRs will still remain part of applications where
currently required and can be made available to the public. In cases where information is not
normally publicized, the SSR will be made available upon request.
4. Section 6.03 is amended to eliminate the previous sunset clause and replace it with wording
consistent with Council’s direction in 2014 and 2015 to move SSP objectives into regulation.
5. We are proposing to rename the “Process” as a “Policy” to be consistent with most other Town
policies.
ANALYSIS OF ALTERNATIVES
The current version of the SSP includes a sunset clause, and if Council chooses not to support the proposed
changes and does not propose alternatives, the Sustainability Screening Process would cease to be in effect.
This is not recommended as Administration sees benefit in the process, has committed to working towards
an alternative approach to the current process, and has the support of industry to continue with the SSP in an
amended form.
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FINANCIAL IMPACTS
There are no direct financial impacts to the Town as a result of the proposed revisions. Reducing the number
of applications that require CPC review will reduce the pressure on staff time and free resources to address
other Council priorities.
STAKEHOLDER ENGAGEMENT
The proposed changes have been reviewed with BOWDA and they have indicated support (see Attachment
3). There has been discussion with the Canmore Planning Commission regarding the proposed Development
Authority changes. There has been no community engagement undertaken to date and none is proposed at
this time. Review of the policy in 2017-2018 could include a component of public / community engagement.
STRATEGIC ALIGNMENT
The Sustainability Screening Process is fundamentally about assessing how development proposals align with
the Canmore Vision:
Canmore is a resilient and vibrant community socially, economically, and environmentally. Its
strength is in its resourceful and engaged citizens, who thrive together on the strength of the
community’s heritage, long term commitment to the diversity of its people, and health of the
mountain landscape.
More specifically, the SSP provides an assessment of how development proposals are consistent with the
Goals associated with:
 Environment: Canmore is a municipal leader in environmental stewardship
 Affordability: Canmore is a viable community for people of diverse socioeconomic backgrounds
 Economy: Canmore has a diverse economy that is resilient to change
 Place: Canmore has a unique sense of place.
ATTACHMENTS
1) Letter to Council from Canmore Planning Commission
2) Proposed revisions to Sustainability Screening Process Policy
3) Letter from BOWDA regarding proposed revisions
AUTHORIZATION
Submitted by:

Alaric Fish
Manager of Planning and
Development

Date:

June 16, 2017

Approved by:

Katherine Van Keimpema
Manager of Financial Services

Date:

n/a

Approved by:

Michael Fark
General Manager of Municipal
Infrastructure

Date:

June 22, 2017

Lisa de Soto, P.Eng.
Chief Administrative Officer

Date:

June 22, 2017

Approved by:
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Process Policy
DATE APPROVED:
POLICY NUMBER COUNCIL
RESOLUTION:

PD-012

1. POLICY STATEMENT
The primary purpose of the Sustainability Screening Policy Process is to provide an opportunity to
describe how a planning or development proposal will enhance sustainability initiatives, provide a net
benefit to the community, and at the same time provide Council the Town’s decision-making bodies
and the public an opportunity to assess review those benefits.
2. PURPOSE
The goal of the Sustainability Screening Policy Process is to assist in moving towards the Vision and
Goals of the Town of Canmore and the Town’s statutory planning documents, such as the Municipal
Development Plan. These documents and their objectives should be considered by applicants in
designing their proposals, and be at the forefront for the Town’s decision-making bodies when proposals
are being reviewed.
The process seeks to address a “triple bottom line” for Canmore’s economic, environmental and
community objectives. The applicant should be familiar with Canmore’s community vision and planning
documents, but a brief summary of the triple bottom line considerations are:
Economy
Decisions and practices that create the conditions for balanced and stable economic growth and facilitate
economic diversification, with a short term horizon (2 to 5 years).
Key reference documents:
 Municipal Development Plan (MDP), Sections 9 (Economic Development) and 16
(Mincipal Finances)
 Sustainable Economic Development and Tourism Strategy
Environment
Decisions and practices that respect the environment, defined development boundaries, limiting water
usage and greenhouse gas emissions, minimizing waste creation, limiting the extraction from or
introduction of substances to the earth, protecting wildlife and riparian habitats and natural spaces, with a
very long term horizon (up to 50 years).
Key reference documents:
 Municipal Development Plan, (MDP) Section 4 (Environmental Stewardship)
 Land Use Bylaw Green Building requirements
 Environmental Sustainability Action Plan
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Community
Decisions and practices directed at preserving and enhancing an inclusive, diverse, engaged, connected,
self-sufficient community, with a long term horizon (up to 20 years).
Key reference documents:
 Municipal Development Plan, Sections 15 (Community Services), 5 (affordable
Housing), 7 (Community Open Space, Recreation and Schools), and 13 (Urban Design
and Historic Resources)
 Mining the Future Vision
 Comprehensive Housing Action Plan
 Signposts to Sustainability
3. SCOPE AND THRESHOLDS
3.01 Statutory Plans and Amendments
Any statutory plan (including the Land Use Bylaw) or amendment thereto shall be subject to this
Sustainability Screening Policy Process.
3.02 Notwithstanding the above, when a statutory plan amendment has no material effect on the plan
itself, is a technical or administrative amendment, or there will be no new physical development resulting
directly from the amendment, then an a Sustainability Screening Report (SSR) is not required.
However, if prior to third reading being given to a bylaw amending a statutory plan (that has not been
subject to this Sustainability Screening Policy Process), it becomes evident to Council that the
amendment has a material effect, Council may require that the application follow the Sustainability
Screening Policy Process.
Development Permits
3.03 Any Development Permit application that includes a gross floor area of 500 square metres (5,382
square feet) or more, for any development (residential, commercial, industrial, institutional), including all
forms of residential development (single family homes and duplexes included) shall be subject to this
Sustainability Screening Policy Process.
3.04 Development Permit applications for development within land use districts that were previously
subject to the Sustainability Screening Policy Process and for which a Sustainability Screening Report
was approved by Council, shall be subject to the “Multiple SSR’s” section below.
3.1 Municipal Applications:
3.1.1 Statutory plan preparation and amendments, and Development Permit applications made by the
Town shall not be subject to this Policy Process unless specifically directed by resolution of Council.
Council may consider requiring the preparation of a Sustainability Screening Report when a statutory plan
amendment has a material effect on the plan itself or new physical development will result directly from
the amendment.
4. PROCESS
4.01 All applications that meet the above thresholds shall be required to undergo the Sustainability
Screening Policy Process, unless exempted by resolution of Council. Applicants are encouraged to
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engage the Pprocess at an early, conceptual stage of their project planning to facilitate the subsequent
application process.
4.1 Sustainability Screening Report Required Contents:
4.1.1 All applications subject to this Policy Process shall submit a Sustainability Screening Report. A
complete Sustainability Screening Report shall consist of the following:
a) Application Form
a) Impact – Offset Matrix
b) Narrative (description of the proposal)
4.2 Impact – Offset Matrix:
4.2.1 Each Sustainability Screening Report shall complete the Impact – Offset Matrix, which is a
spreadsheet in which the applicant inputs details of the proposed project. The spreadsheet will then
create a resulting numerical “Impact,” based on extrapolating current community conditions to the new
project. For some criteria, Administration will provide the necessary information to the applicant (such as
distance to existing municipal infrastructure). The applicant will then be required to select from a wide
range of “Offset” criteria that produce a corresponding numerical result. The aim is that the resulting
difference between the Impact and the Offset is at least zero, or that the Offsets exceed the Impacts.
Administration can provide clarification to the applicant regarding matters of interpretation of offsets
and may identify areas where further details in support of proposed offsets may be useful. Administration
will not provide direction to applicants of what offsets are preferred or what is needed to gain approval.
4.2.2 Both the Impact indicators and the Offset categories for community, environmental and economic
impacts have importance ratings for each category. These ratings shall be subject to scheduled Council
review and revision to allow for responses to changes in community, environmental or economic
conditions. In order to ensure a stable decision framework for proponents, neither the scoring nor ratings
elements of the assessment shall be subject to negotiation.
4.2.3 Specific opportunities in the Offsets section of the Matrix allow for creativity and innovation, where
importance ratings are proposed by the applicant, reviewed by Administration, and finally determined by
the decision making body. Discussions around ratings and points afforded for creativity and innovation
shall be undertaken in a public forum by the decision making body.
4.2.4 The Impact – Offset Matrix forms the critical element is part of the decision making process. It will
not be the only criterion, but achieving the required positive Net Score number is considered to be
extremely important for the proposal being assessed.
4.2.5 Where submitted applications “Fail” to achieve a positive Net Score, the applicant must provide an
explanation in the accompanying Narrative, and should rationalize why the application cannot achieve a
“Pass.” If an applicant proposes to substitute actual numbers into the Impact – Offset Matrix to replace
calculated impacts, then the numbers must be verified by an independent third party. “Variances” may be
permitted by the decision making authority, but must be explained in writing as part of the decision.
4.2.6 Where a submitted application achieves a positive Net Score in the Impact – Offset Matrix, but
Administration believes that the application should not be approved, then Administration must clearly
identify (in writing to the applicant and the decision making authority) where in the Impact – Offset
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Matrix that impacts are not fully represented or measured, where independently verified actual numbers
can replace projected numbers, or that Offsets are over-represented.
4.2.7 Where a submitted application achieves a zero or negative Net Score in the Impact – Offset Matrix,
but Administration believes that the application should be approved, then Administration must clearly
identify (in writing to the applicant and the decision making authority) where in the Impact – Offset
Matrix that offsets are not fully represented or measured, where independently verified actual numbers
can replace projected numbers, or that impacts are over-represented.
4.2.8 Where a development permit for a change of use is subject to the Sustainability Screening Policy
Process, the applicant may not complete the Impact – Offset Matrix, but shall demonstrate the
differential impacts of the proposed new use in relation to the existing use, particularly with respect to
employment, housing affordability and environmental impact. The applicant shall further demonstrate
how these identified impacts are proposed to be offset as part of the application.
4.3 Narrative:
4.3.1 Each Sustainability Screening Report shall include a “Narrative,” that describes the basic outline and
intent of the proposed project, the net community benefit and any sustainability initiatives that are
included. The intent of the Narrative is to demonstrate how the application will move the community
towards the Town’s objectives. Applicants are encouraged to familiarize themselves with the objectives
contained in the Town’s relevant documents, such as Mining the Future, A Vision for Canmore; the
Municipal Development Plan; and the principles of The Natural Step.
4.3.2 An applicant should first complete the Impact – Offset Matrix; then provide explanations or details
supporting their scoring of the Offsets in the Matrix in their Narrative. The format of the written
Narrative should follow the order and structure of the Matrix. The series of questions contained in the
Offsets portion of the Matrix is intended to provide guidance to the contents of Narratives. These
questions suggest examples of relevant questions which should be considered by an applicant and will be
considered by the Town during its review. The list is not considered exhaustive, and applicants should
consider other relevant questions. Demonstrating net community benefit and innovation and creativity in
responding to these questions is encouraged.
4.3.3 The Narrative should address the “triple bottom line” for the community, and be divided into
economic, environmental and community components, and provide details and initiatives of the project
in each of the categories.
4.3.4 Although every Narrative should address each of the three areas described, the detailed contents of
Narratives will vary depending on the type of application (e.g. aArea sStructure pPlan, Land Use Bylaw
amendment, Development Permit, etc.). The scope and detail of the Narrative may also depend on
whether or not a previous SSR has been approved for the project.
Statutory Plans and Amendments
4.3.5 The level of detail for Narratives for statutory plans (Municipal Development Plan (MDP), Area
Structure Plans (ASP’s), Land Use Bylaw (LUB) amendments, etc.) should reflect the level of detail
present in the rest of the application. For example, if an ASP contains detailed urban design elements and
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descriptions of land uses, it would be expected to provide similar levels of detail for all three components
of the net community benefit. On the other hand, an amendment to the MDP or a more conceptual ASP
would require only broader descriptions of net community benefit, which would be described in more
detail in subsequent steps in the development process or additional Sustainability Screening Reports (i.e.
during the Land Use Bylaw and Development Permit processes).
Development Permits
4.3.6 The same objectives above are applicable at the Development Permit stage. The variety in scale and
types of applications will be reflected in the nature of the specific Narrative, but there is an expectation
that clear, specific details of initiatives are to be provided.
4.4 Review Body:
Statutory Plans and Amendments
4.4.1 All Sustainability Screening Reports will be reviewed as part of the usual application process.
There are no special authorities required for the SSP. submitted with statutory plan and amendment
applications shall be reviewed by Council.
Development Permits
4.4.2 Sustainability Screening Reports submitted as part of a Development Permit application shall be
reviewed by:
a) Council where the application is in a DC Direct Control District and Council is the Development
Authority in that district; or
b) Planning Commission where the application is in a DC Direct Control District and Planning
Commission is the Development Authority in that district; or
c) Planning Commission where the Development Permit application is referred to the Planning
Commission by the Development Officer; or
d) The Development Officer.
4.5 Review Process:
Statutory Plans and Amendments
4.5.1 Sustainability Screening Reports as part of statutory plans or amendments are required as part of a
complete application to the Planning and Development Department The Sustainability Screening Report
will be considered as part of the overall statutory plan application.
4.5.2 Completed Sustainability Screening Reports, upon their submission, are a public document and will
be publicly available for review by interested parties. Sustainability Screening Reports will be posted on
the Town’s web site.
4.5.3 Administration may provide information regarding matters of interpretation or clarity around
aspects of the Sustainability Screening Policy Process, but are not intended to “negotiate” aspects of the
application required to achieve approval. Administration may provide comments to the applicant on the
submitted Sustainability Screening Report in advance of the Council meeting where the application will
be considered.

June 27, 2017 Special Council Meeting 5 p.m.

Page 102 of 114

Sustainability Screening Policy

Page 6 of 10

4.5.4 At First Reading the Council meeting, the applicant may present the Sustainability Screening
Report, and Council may ask questions of the applicant. Council may ask questions of Administration. At
the Public Hearing Council shall also allow for questions or comments from the public on the entire
application, including the SSR. Such questions or comments should be limited to 5 minutes. Extra
time may be allocated at Council’s discretion to consider matters specifically raised in the SSR.
Development Permits
4.5.5 Sustainability Screening Reports as part of a Development Permit application shall be submitted as
supplementary information to the application. An application may be deemed incomplete if a required
Sustainability Screening Report is not provided. Administration will then proceed to process the
completed Development Permit application in accordance with the Act, the Municipal Development
Plan, and the Land Use Bylaw and the Municipal Development Plan.
4.5.6 Completed Sustainability Screening Reports, upon their submission, are public documents and will
be publicly available for review by interested parties. Sustainability Screening Reports will be posted on
the Town’s web site.
4.5.7 Administration may provide information regarding matters of interpretation or clarity
around aspects of the Sustainability Screening Policy, but are not intended to “negotiate”
aspects of the application required to achieve approval. Administration may provide comments
to the applicant on the submitted Sustainability Screening Report in advance of a decision on
the application.
4.5.7 Development Permit applications that include a Sustainability Screening Report will be referred to
the Canmore Planning Commission. The Town will schedule and advertise a date for the public review of
the Report during a scheduled Planning Commission meeting.
4.5.8 Prior to the Planning Commission meeting, Planning Commission and the applicant will receive
Administration’s comments on the Sustainability Screening Report. Administration will not contact the
applicant with respect to the Sustainability Screening Report, but will provide its comments to Planning
Commission based on the submission “as is.”
4.5.9 At the Planning Commission meeting, the applicant may present the Sustainability Screening
Report, and Commission may ask questions of the applicant. Commission may ask questions of
Administration. Commission may, at its discretion, also allow for questions from the public. All questions
from the public shall be directed to the Chair of the Commission.
4.5.10 Notwithstanding sub-sections 4.5.1-4.5.11 above, the Development Officer may make a decision
on a Sustainability Screening Report submitted as part of a Development Permit application, when the
application is minor in nature (e.g. residential developments up to 5 units, or non-residential projects that
are not referred to Canmore Planning Commission), or when a Sustainability Screening Report has been
approved by Council that includes the development site. In the latter instances the Development Officer
shall ensure that the application is consistent with the approved Sustainability Screening Report.
4.6 Decisions:
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Statutory Plans and Amendments
4.6.1 Consideration of the Sustainability Screening Report will occur as part of Council deliberations on
the entire application. No separate decision will be required or issued. Council may table the application
at any stage for any reason, including to require clarification in order to demonstrate a net benefit to the
community.
Development Permits
4.6.2 The Development Authority shall consider the A decision on a Sustainability Screening Report
as part of the application and this consideration may form part of the reasons shall be provided as
a reason for a decision on the Development Permit by the Development Authority.
4.6.3 A Development Permit may be refused by the Development Authority, despite the Sustainability
Screening Report having a positive score receiving a “Pass,” for other planning reasons deemed
appropriate.
4.6.4 When the Development Authority approves a Sustainability Screening Report, reasons for that
decision shall be provided, whether the application is approved or refused.
4.6.45 If the Sustainability Screening Report constitutes a reason or a part of the reason or reasons that
the Development Authority refuses the Development Permit application, then the Development
Authority in its reasons shall clearly identify the failure or failings of the Sustainability Screening Report
in its reasons for its decision.
4.6.56 If the Development Authority refuses a Development Permit, in part or in whole relating to the
Sustainability Screening Report submitted with the application, then the applicant may appeal that
decision to the Subdivision and Development Appeal Board in accordance with the Act.
4.7 Multiple SSR’s:
4.7.1 If a previous Sustainability Screening Report has been part of an approval accepted by Council for
an application, subsequent Sustainability Screening Reports shall be consistent with the prior Report, and
provide additional details which might reasonably be expected to be available at the relevant level of
planning. (For example, if a Sustainability Screening Report for an area structure plan had identified a
green building commitment, then a subsequent Sustainability Screening Report for the subsequent Land
Use Bylaw amendment and Development Permit application shall reflect that commitment, and
additionally could include the particular green building program and level of expected certification.)
Statutory Plans and Amendments
4.7.2 Notwithstanding section 4.4.1 above, if If Council has approved a Sustainability Screening Report
for the property as part of a prior statutory planning application, then the a new Sustainability Screening
Report will still be required and will may be reviewed and approved by Administration. The review
shall confirm that the latter Sustainability Screening Report is consistent with the earlier one.
Administration shall report on this review when the statutory planning application is provided for first
reading by Council, and shall confirm that the two reports are consistent.
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4.7.3 If, during a review conducted pursuant to section 4.7.2, Administration is unable to confirm that the
latter Sustainability Screening Report is consistent with the earlier one, then Administration shall identify
any inconsistencies not approve the Sustainability Screening Report and shall refer it to Council in
accordance with section 4.5.
Development Permits
4.7.4 If a Sustainability Screening Report has been approved by Council as part of a statutory plan
application that includes the development site then a the new Sustainability Screening Report shall may
be reviewed and approved by Administration and does not need to be referred to the Planning
Commission. The review shall to confirm that the latter Sustainability Screening Report is consistent with
the earlier one.
4.7.5 If, during a review conducted pursuant to section 4.7.4, Administration is unable to confirm that the
latter Sustainability Screening Report is consistent with the earlier one, then Administration shall review
the new not approve the Sustainability Screening Report and consider it in their deliberations on the
application shall refer it to the Planning Commission in accordance with section 4.5.
4.8 Changes to SSR’s:
Statutory Plans and Amendments
4.8.1 If, prior to Council reviewing a Sustainability Screening Report, an applicant wishes to make an
amendment to the Report originally submitted, the amendment shall be in writing, clearly outlining the
changes. Council, may, at its discretion, upon reviewing the amendment(s), postpone the decision
pending further Council review or to request additional Administrative comments.
4.8.2 If an applicant wishes to amend a Sustainability Screening Report after it has been approved by
Council, such amendments are subject to review and approval by Council.
Development Permits
4.8.3 If prior to the Development Authority providing a decision on a Sustainability Screening Report, an
applicant wishes to make an amendment to the Report, the amendment shall be in writing, clearly
outlining the changes. The Development Authority, may, at its discretion, upon reviewing the
amendment(s), postpone the decision pending further review.
4.8.4 If the Development Authority postpones a decision on a Sustainability Screening Report, it may, at
its discretion and deemed necessary, seek an extension to the time period allowed to render a decision
specified in the Act.
4.8.5 If an applicant wishes to amend a Sustainability Screening Report after it has been approved by the
Development Authority, such amendments are subject to review and approval by the Development
Authority. Substantial amendments to an approved Sustainability Screening Report may require the
submission of a new Development Permit application.
4.9 Timelines:
Statutory Plans and Amendments
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4.9.1 Where a Sustainability Screening Report is provided in support of a Statutory Plan application or
amendment, the normal Council scheduling process will be followed.
Development Permits
4.9.2 Where A decision on a Sustainability Screening Reports is submitted as part of a Development
Permit application, a decision on the entire application shall be rendered within 40 days of a complete
application being submitted to the Town, in accordance with the Act.
4.9.3 Notwithstanding section 3.9.2, the Development Authority may request an extension to the time
limit to render a decision in accordance with the Act.
5. DEFINITIONS
1) “Act” means the Municipal Government Act, R.S.A. 2000, Ch. M-26.
2) “Gross Floor Area” shall have the same meaning as contained in the Land Use Bylaw.
“Statutory Plan” means a Municipal Development Plan, Area Structure Plan, Area Redevelopment Plan
or a Land Use Bylaw.
6. PROCESS REVIEW
6.0.1 This process shall be subject to periodic review and reconsideration by Council..
6.0.2 Council will initially approve the importance ratings for each measure, and a review of the ratings
shall be conducted by Council 1 year after original approval of the Process and subsequently every 2 years
thereafter. Council may conduct a review with greater frequency at their discretion..
6.03. Administration will engage in a process with representatives of the Bow Valley Builders and
Developers Association to develop and/or enhance mutually agreeable policies or bylaws to
achieve all of the Sustainability Screening Policy objectives, which policies or bylaws would align
with the new Municipal Development Plan and be presented to Council for approval by
December 19, 2018. If deemed acceptable to Council, the Sustainability Screening Policy will be
rescinded. This Process will cease to be effective 5 years after the date of original approval, unless it is
explicitly extended by resolution of Council. In considering an extension of the lifespan of this Process,
Council will conduct a detailed review of not only the importance ratings, but also of its overall
effectiveness in achieving objectives to determine if it will be continued.
7. RESPONSIBILITIES
1) The CAO shall be responsible to ensure that the Manager of Planning & Development,
Development Officers and Municipal Clerk meet their accountabilities under this Policy Process.
2) The Manager of Planning & Development shall be responsible to ensure that:
a) Council or the Planning Commission receives Administrative comments within the required
timelines; and
b) The timelines and process for Development Permits is met; and
c) Reasons for decisions are provided by the Development Authority; and
d) Process reviews are conducted as required.
3) Development Officers shall be responsible to follow the requirements of this Policy Process.
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8. VISION ALIGNMENT
The Sustainability Screening Policy Process is based upon the foundational values of the community and
provides a mechanism to evaluate the consistency of new development applications for alignment with
those values.
9. RELATED DOCUMENTS
1) Municipal Development Plan
2) Land Use Bylaw
10. ATTACHMENTS
1) Application Form
1) Impact – Offset Matrix
REVISION HISTORY
Policy Name
Sustainability Screening Process 334-2007
Sustainability Screening Process 334-2007
Sustainability Screening Process 334-2007
Sustainability Screening Process 334-2007
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Bow Valley Builders & Developers Association
Suite 854, 743 Railway Ave
Canmore, Alberta, T1W 1P2
T. 403.675.2288
ceo@bowda.ca; www.bowda.ca

Town of Canmore
902 7th Ave
Canmore, AB T1W 3K1
Attention: Alaric Fish
Jun 20, 2017
Dear Mr. Fish,
Re: Review of the Sustainability Screening Process
We appreciate that the review of the Sustainability Screening Process (SSP) was paused at
the June 6, 2017 Council meeting, which allowed the BOWDA board to discuss the
proposed changes with Town Administration at our regular Liaison Meeting. The changes
now being proposed to the SSP are supported by BOWDA.
The revised SSP Policy is an improvement over the second alternative presented in the
Request for Decision for the June 6, 2017 meeting, for the following reasons:
• Process is simplified. The SSR is considered as a part of an application. It does not need
to be elevated to Canmore Planning Commission (CPC) just because the application
contains an SSR.
o This addresses the concerns expressed by CPC.
• The SSR is still considered in the decision-making process of the development authority.
As noted in Section 4.2.4:
o The Impact – Offset Matrix is part of the decision-making process. It will not be the
only criterion, but achieving the required positive Net Score number is important for the
proposal being assessed.
o This addresses concerns that we heard prior to the June 6th Council meeting that
Alternative 2 was insufficient.
The revised SSP Policy is a positive interim step towards the ultimate goal of developing
policies or bylaws that replace the SSP.
Regards,

Ron Remple
Executive Director
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DATE OF MEETING:

June 27, 2017

Agenda #: G-6

TO:

Council

SUBJECT:

Land Transactions Policy

SUBMITTED BY:

Cheryl Hyde, Municipal Clerk

RECOMMENDATION:

That Council approve Land Transactions Policy EX-007 as presented.

EXECUTIVE SUMMARY
Administration is proposing a new Land Transactions Policy to replace the existing Land Sales Policy and
incorporate new regulations around land purchases.
RELEVANT COUNCIL DIRECTION, POLICY, OR BYLAWS
At the April 19, 2016 regular meeting, Council passed a motion directing administration to review existing
Town policies to ensure any offers to the municipality of land must come to Council for decision, and bring
back recommendations to Council as soon as practicable if any changes to existing policies or a new policy
are needed.
DISCUSSION
In the spring of 2016 when Council was considering the purchase of a parcel at 990 Wilson Way, it came to
light that there is no policy that addresses how offers of land to the municipality should be approved. Council
determined such offers should be approved by resolution, and so directed Administration to provide policy
wording to that effect.
There has been a Land Sales Policy in place for a number of years, so administration is proposing replacing
this policy with a new Land Transactions Policy that will cover both the sale and acquisition of land.
Administration is recommending several edits to the existing policy wording in order to comply with the draft
Policy Development Guidelines, however the intent of the land sales regulations remains the same. A new
section has been added to address land acquisition. Both the proposed new policy, as well as the existing
policy, are attached to this report.
ANALYSIS OF ALTERNATIVES
No alternatives were analysed.
FINANCIAL IMPACTS
None
STAKEHOLDER ENGAGEMENT
None
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STRATEGIC ALIGNMENT
The proposed Land Transactions Policy supports municipal accountability and organization.
ATTACHMENTS
1) Proposed Land Transactions Policy EX-007
2) Existing Land Sales Policy 207-2012
AUTHORIZATION
Submitted by:

Cheryl Hyde
Municipal Clerk

Approved by:

Sally Caudill, Ph.D.
GM of Municipal Services

Approved by:

Lisa de Soto, P.Eng.
Chief Administrative Officer
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Land Transactions Policy
POLICY NUMBER:

EX-007

DATE IN EFFECT:
1. POLICY STATEMENT
It is the Town’s policy to carry out land transactions in an open, transparent, and accountable manner.
2. PURPOSE
This policy is intended to set parameters around the Town’s acquisition and disposal of land.
3. AUTHORITY
3.1. Unless otherwise authorized by the Municipal Government Act, the Town shall acquire or dispose
of land only if authorized by Council resolution.
3.2. Council may impose any limitations, terms or conditions on a transaction it deems necessary,
including but not limited to:
a)
b)
c)

a requirement to develop the lands within a specified time frame;
a first right of refusal to purchase the lands within a specified time frame if they are offered for
resale; and
a re-purchase or transfer back provision if development is not undertaken within a specified
time frame.

3.3. In the event the Municipal Government Act sets out additional or different requirements to those
stated in this policy, the Municipal Government Act shall prevail. These circumstances include:
a)
b)
c)
d)
e)
f)
g)

Land acquired through area redevelopment plans;
Land acquired through expropriation;
Land designated for public use under the Land Use Bylaw;
Minerals acquisition;
Land acquired outside municipal boundaries;
Land acquired for roads; and
An estate or interest in
i)
land transferred or granted for less than its market value or
ii)
a public park or recreation or exhibition grounds.

4. LAND ACQUISITION
4.1. Land purchasing decisions will be based on the principle of obtaining best value for money in
accordance, where applicable, with the Town’s Purchasing Policy.
4.2. The Town will not pay more than fair market value when purchasing land.
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4.3. Any offer from a third party to sell land to the Town will be brought to Council for a decision.
5. DISPOSAL OF MUNICIPAL LAND
5.1. When selling municipal land, the Town will use a competitive process open to any person wishing to
purchase the land.
5.2. Land sales will be advertised, at a minimum, in one local newspaper and on the Town’s website for a
2-week period.
5.3. Land sale decisions will be based on providing maximum value to the Town.
5.4. Council may, by resolution, approve an exception to Part 5 if it determines the exception will
provide a clear community benefit.
6. RESPONSIBILITIES
6.1. The General Manager of Municipal Infrastructure is responsible for creating and maintaining any
administrative procedures necessary for compliance with this policy.
7. RELATED DOCUMENTS
7.1. Purchasing Policy
8. ATTACHMENTS
None
REPEALS POLICY: 207-2012
AUTHORIZATION:

John Borrowman
Mayor

Cheryl Hyde
Municipal Clerk

REVISION HISTORY
Approved

Repealed

Land Transactions Policy
Land Sales Policy 207-2012

May 15, 2012

Land Sales Policy 398-2011

November 1, 2011

May 15, 2012

Land Sales Policy 107-2006

March 7, 2006

November 1, 2011

Land Sales Policy 207-90

April 24, 1990

March 7, 2006
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TOWN OF CANMORE POLICY
EFFECTIVE DATE:

May 15, 2012

ADOPTED BY RESOLUTION #: 207-2012
POLICY TITLE:

Land Sales Policy

ASSOCIATED LEGISLATION
OR REGULATIONS:

Municipal Government Act

RELATED DOCUMENTS:

Land Sales Procedure

POLICY STATEMENT:
The Town owns a wide variety of land assets, some of which are essential to maintaining services
and operations, and others that are or may become, over time, surplus to the Town’s needs. This
Policy will ensure that the sale of municipal land assets is done with the consent of Council,
maximises the value obtained from the sale, minimizes liability and allows the ability for any
interested person to attempt to purchase land.
PURPOSE:
The sale of land assets by the Town may involve large land areas or large amounts of possible
revenue, and may impact provision of services. To that end, direction is provided by this Policy to
ensure that land sales are conducted appropriately. This Policy will also ensure that Council approves
the sale of any land assets.
The sale of any lands shall seek to maximize the financial benefit to the Town, and whenever possible,
sell lands as close to the fair market value as can be obtained.
The sale of any lands shall seek to maximize the community benefit to the Town:
 Environmentally, through measures to protect or conserve the lands;
 Socially; through measures that provide for enhanced social interaction in the community;
 Economically through development resulting in the creation of new employment or other
economic development benefits.
The sale of lands shall not be undertaken where the lands are to be resold by the buyer for speculative
purposes.
The sale of any lands shall be in accordance with the Municipal Government Act.
The sale of any lands shall use a consistent, transparent procedure.
Council may authorize Administration in certain circumstances to negotiate a sole source sale, when
the Town is approached by an independent third party seeking to purchase land from the Town or
where Council deems it as appropriate.
Council may impose any limitations, terms or conditions on the sale it deems necessary, to ensure that
the intent of the Land Sales Policy is met, including but not limited to:
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(ii)
(iii)
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a requirement to develop the lands within a specified time frame; and
a first right of refusal to purchase the lands within a specified time frame if they are offered
for resale; and
a re-purchase or transfer back provision if development is not undertaken within a
specified time frame.

The C.A.O. shall be responsible for ensuring compliance with this Policy.
The Municipal Clerk and the relevant service area manager for the lands proposed to be sold shall be
responsible for ensuring the sale of lands are carried out in accordance with this Policy and any
related Procedure.
DEFINITIONS:
None.
RESPONSIBILITIES:
Lands may be deemed surplus to the Town’s need and sold only by decision of Council.
The proceeds from the sale of any lands shall be allocated to a Town reserve as required by the
Municipal Government Act or as directed by Council.
An inventory of Town lands shall be maintained and updated as lands are sold.
VISION ALIGNMENT:
The Policy is intended to ensure that the fiscal health of the Town is improved by obtaining the best
value for any lands sold. The Policy is intended to ensure that any environmentally sensitive lands are
not inappropriately sold. The Policy is also intended to ensure that the public is able to be involved in
any proposed sale.
AMENDS POLICY:
REPEALS POLICY:

Land Sales Policy 398-2011

SCHEDULES AND ATTACHMENTS:

None.

Chief Administrative Officer

Mayor
TOWN OF CANMORE

WHERE THERE IS ANY CONFLICT BETWEEN THE POLICIES ADOPTED BY THE TOWN OF CANMORE AND THE POLICIES SET FORTH IN A
COLLECTIVE AGREEMENT ADOPTED BY CUPE LOCAL #37, IAFF LOCAL #4705, OR POLICIES SET FORTH IN A STATUTE OF THE
PROVINCIAL OR FEDERAL GOVERNMENT, THE COLLECTIVE AGREEMENT OR THE PROVINCIAL OR FEDERAL STATUTE SHALL
SUPERCEDE SUCH OTHER POLICIES.
T.M. Registered Trade Mark
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