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\\// ON SYLVAN LAKE
Joint Services Administrative
Policy

1. POLICY OBJECTIVES

To establish a policy related to service levels and to provide clarity and guidance on the
services that will be provided by Administration to each municipality and Council.
Administration is committed to a professional service level while balancing the needs of
the municipality as a whole.

2. POLICY STATEMENT

The Summer Villages on Sylvan Lake Administration acknowledges that it is responsible
to provide good governance in an accountable and transparent manner by delivering high
quality service and promoting efficient use of resources.

3. COMMUNICATION BETWEEN STAFF AND COUNCIL/RESIDENTS

Staff shall respond to voicemail and email messages from Council/Residents as quickly as
possible but not longer than three (3) business days. Communications will be triaged with
high-priority communications addressed promptly.

Communication received via the website will be distributed to the appropriate staff member
by reception and a response will be generated within three (3) business days. If a response
requires investigation or archived information in order to provide an informative response,
the inquirer will be advised of an anticipated timeframe for response.

Communication does not mean that a problem will be solved, or even that an answer to a
particular question will be given, but that at minimum contact will be made.

4. DEPARTMENTAL RESPONSIBILITIES

The organizational structure provides for the following departments: Administration,

Finance, Public Works, Development, Protective Services:
he following will expand on the above listed services provided by each department:

l1|Page



5. Administration

5.1 Elections and by-elections will be facilitated by Administration as required and in
compliance with the LAEA (Local Authorities Election Act). Administration will provide
Council orientation and training to new/returning Councilors prior to them attending their
first Council meeting following an election or by-election.

5.2  Administration will provide a minimum of 10 Council meetings per year (generally
one meeting per month). Committee of the Whole meetings may be held from time to time
by a resolution of Council. As Municipal Planning Commission (MPC) meetings and
Subdivision and Development Appeal Board (SDAB) hearings are required on an as-
needed basis these meetings will be in addition to the above mentioned Council meetings.
Administration will also provide service for 4 Joint Services Committee (JSC) meeting per
year. Requests arising from council meetings will be prioritized by the CAO and a follow
up will be provided at the following meeting.

5.3 For all meetings facilitated by Administration, an agenda will be prepared with
supporting documentation for each item as required and circulated 7 days prior to the
meeting (some exceptions may apply). MPC and JSC agendas will be circulated no later
than 3 days prior to the meeting. Agenda packages, other than the JSC Agendas (which
may have sensitive information) will be posted to the municipal website for public viewing
once distributed to Council. Minutes will be prepared by the recording secretary and
circulated to all members for review prior to inclusion in the next agenda package.

5.4  Aregular Council meeting will be no longer than 4 hours unless a motion is provided,
as noted in each Council’s Procedural Bylaw.

5.5 Committee meetings will be facilitated as required with the same level of service as
provided for other meetings of Council. Agendas and minutes will be prepared and
distributed in a timely manner by Administration to the members for review.

5.6 Bylaws will be reviewed to ensure they are up to date with current practices and
legislative requirements. Bylaws will be drafted and/or amended as required and public
hearings scheduled as needed. Administration will facilitate resident notification and
advertising as outlined in the Municipal Government Act (MGA). Resident feedback will
be collected and communicated to Council via the upcoming agenda package or verbally
during the public hearing as outlined in the Procedural Bylaw. The record of the public
hearing will be included in the meeting minutes.

5.7 The MGA governs the way that municipalities plan, manage, and pay for services
for their residents. Policies will be created by Administration to ensure compliance with
legislation and outline procedures where relevant. These policies will be reviewed regularly
to ensure they reflect current practices.

5.8 Itis understood that Council and the Chief Administrative Officer (CAO) may attend
conferences, conventions, educational opportunities and external meetings. The CAO will
attend at minimum the Alberta Municipalities Convention and Association of Summer
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Villages of Alberta (ASVA) Conference annually. Council members may also attend these
and other municipal gatherings. Administration will be responsible for the registration of
attending Councilors along with hotel and when required, travel accommodation.

5.9 The CAO will meet with Council, residents, contractors, advisors, other municipal
figures, etc. as required and bring forth to Council information or strategies that are
beneficial or of interest to the municipality.

5.10 Administrative staff will provide resident communications and inquiries, website
population and management, weekly email blasts for subscribed users, distribution of 2
newsletters per year via mail out, and maintain the Summer Village’s records management
system as per the Records Management Bylaw associated with both physical and
electronic records. The content of the newsletters will be written by and approved by
Council.

5.11 The CAO or delegate will ensure the Summer Villages remain compliant with privacy
legislation. Staff will aid members of the public when seeking access to information, or for
any privacy-related matters.

512 The CAO or delegate will provide for employee recruitment and onboarding
including the management of employee benefits and pension program as required. Any
changes to the Personnel Policy will be approved by the JSC.

5.13 Changes to land titles and resident contact information will be updated twice monthly
to ensure changes to roll file information is accurate and current.

5.14 All staff members will participate in the emergency management program and are
required to complete the Basic Emergency Management and ICS 100 training programs.

5.15 The CAO is the administrative head of the municipalities, and as such is responsible
for ensuring the primary functionality of the municipalities is carried out. Each department
and all staff members are directed by the CAO.

6. Finance

6.1  The Finance Department will be responsible for overseeing the day-to-day accounts
receivable financial transactions such as the receipt of taxes, utilities, and development
deposits as well as the inputting and payment of the accounts payable invoices.

6.2  Operating and Capital budgets for the following year will be prepared and presented
to Council for review and adoption each fall. The operational budget will include revenue
and operational expenses for 3 years and historical data from the 2 previous years.
Finance, in conjunction with the CAO and Public Works Manager, and in conjunction with
the municipality’s strategic plan, will discuss potential capital expenditures and present
them to Council for adoption as a capital budget.
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6.3  Financial reporting will be provided to Council quarterly highlighting the revenue and
expenses incurred with current bank and reserve balances. Budget reporting will also be
provided to keep Council informed of areas that are or may be over the budgeted amount.

6.4  Month end reconciliation of accounts and bank statements will be completed in a
timely manner and shared costs distributed among the Summer Villages and invoiced out.
Tax installment withdrawals will be done monthly for participating residents.

6.5 Mill rate bylaws will be prepared in the spring upon approval of the operating budget.
Tax, utility and encroachment invoices will be sent out to ratepayers annually with overdue
penalties applied when warranted.

6.6 Finance, in conjunction with the CAO, will be the liaison for the audit providing
supporting documentation to the auditors and answering questions as required. The audit
will be completed annually, and a report will be given by the auditors to each Council.

6.7 The Finance Department will apply for and manage all applicable grant funding for
projects as required and update Council on the status of available funding.

6.8  Council remuneration will be paid monthly as per the Council Remuneration Policy.

7. Public Works

7.1 Council will have a number of ongoing projects at any given time. These projects
will be managed by the Public Works Manager in conjunction with the CAO. The Public
Works Manager will prepare Request for Proposal (RFP) required and obtain quotes from
contractors to provide Council with plans for the scope of the work and projected
expenditures, as outlined in the procurement policy. The Public Works Manager will make
recommendations to Council regarding avenues to fund these projects (ex. budget,
reserves, grant funding, etc.).

7.2 While it may be necessary for the Public Works Manager to occasionally fix small
situations personally, he/she is not an on-call service to run tools for small projects and is
not expected to spend a significant amount of time doing so.

7.3  Projects will be reviewed by the JSC at the January meeting each year (or when
required by the CAO) to ensure that one summer village is not monopolizing staff time, and
that the number of projects for any given year by all 5 municipalities is realistic for staff to
accomplish.

7.4  The Public Works Manager will act as the liaison with contractors, engineers,
consultants, etc. and provide updates to Council on the status of the work and anticipated
completion. Depending on the scope of the project, the Public Works Manager may act as
the project lead, or subcontract that role out as part of the RFP process.

7.5 The contracts for solid waste, recycling, green spaces, pathways, tree removal,
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ditch work, wastewater, roads, plowing, office building management, and any other normal
operations contracts will be negotiated and managed by public works. Sign maintenance
will be performed as needed with signs being replaced or repaired as required. Work
arising outside of the budgeted scope will be brought to Council for discussion and
approval.

7.6  Public Works will continue to create maintenance and operational plans for all
municipally owned infrastructure.

7.7  All fleet vehicles will be serviced and maintained by Public Works. Regular
maintenance will be performed or outsourced as necessary.

7.8  Temporary staff will be employed as necessary based on budget allowances. All
temporary staff will be hired and directed by the Public Works Manager. Temporary staff
will perform day-to-day operations in the summer villages such as pathway maintenance,
extra garbage clean up, reserve clean up, or other non-contracted services.

8. Development

8.1  The Development Officer and/or his/her delegate will be responsible for the intake
of all development applications. Applications will be reviewed to ensure the necessary
documents are provided. Development permits will be issued for all compliant applications.

8.2 Non-compliant applications requiring a variance will be brought forward by the
Development Officer to the MPC for review and consideration. The Development Officer
will attend these meetings and advise Council on the Land Use Bylaw requirements and
request variance both through an agenda item and verbally at the meeting. Adjacent
landowners will be notified in writing of all development permit applications going before
the MPC and will receive the decision notice.

8.3 Appeals of the MPC to the SDAB will be facilitated by Administration. The
Development Officer will attend these hearings and provide both written and verbal
information on the proposed development citing the appropriate statutory documents and
the Land Use Bylaw (LUB). If necessary, the Development Officer and CAO will engage
with legal counsel for SDAB appeals. The SDAB may also, through the secretary to the
SDAB, retain their own separate legal counsel.

8.4  Active developments will be managed with site visits occurring before, during and
after construction to ensure compliance with the development permit. Enforcement to
varying degrees will occur on developments that do not conform with the approved
development permit requirements. If necessary, the Development Officer and CAO may
engage with legal counsel for enforcement matters. Residents who have developments
occurring or that have occurred without a permit may be contacted and a stop order may
be issued advising them to apply for a development permit.

8.5 Development plans and bylaws will be reviewed regularly and brought forward to
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council with any recommendations on proposed amendments to the LUB or other statutory
documents. Amendments will be drafted by the Development Officer and public hearings
scheduled as legislation requires.

8.6  Compliance certificates may be requested by anyone. Real Property Reports (RPR)
will be reviewed once received to ensure the developed property is in compliance with the
LUB. Non-conforming developments will be noted on the compliance certificate.

8.7  The Development Officer will participate annually with Superior Safety Codes to
complete the Safety codes audit.

9. Protective Services

9.1  The Community Peace Officer (CPO) and/or Bylaw Officer (Enforcement Officer)
will patrol the summer villages regularly and make Administration aware of occurrences
arising from these patrols. The CPO will interact with residents answering questions and
providing education on the current bylaws.

9.2 The Enforcement Officer will be familiar with and enforce all municipal bylaws,
Traffic Safety Act, or other applicable Acts through the issuance of tickets or education
such as written or verbal warnings.

9.3 Enforcement of development permits will be provided by the Enforcement Officer in
conjunction with the Development Officer and fines issued when required. Developments
occurring without a permit will be communicated to the Development Officer for further
investigation.

9.4  Written complaints received will be invested by the Enforcement Officer for
resolution and where warranted fines/penalties issued via ticketing. Tickets will be
managed by the Enforcement Officer until resolved through payment or cancellation. If
required, the Enforcement Officer will attend court for any disputed provincial violation
tickets.

9.5 When required, the Enforcement Officer will respond to calls regarding animals at-
large and dangerous animals. The Enforcement Officer may be required to apprehend and
impound at-large animals. The Enforcement Officer will work in conjunction with the Animal
Control Facilitator to secure the animals and notify owners of impending fines and/or
impound costs.

9.6 The Enforcement Officer is not an on-call service that will replace the RCMP.
Members of the public will not have access to his/her cell phone number and all complaints
must come through the administration office via phone or through the website and will be
triaged and responded to appropriately.

9.10 The Enforcement Officer will provide a written quarterly report to Council that will
include an update on general ongoings, statistics on warnings, tags, tickets, and any
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updates to court appearances. This report will also include any recommendations for
Council’s consideration when it comes to public safety.
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