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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

☐ INFORMATION ITEM

DATE:

Standing Committee Meeting of May 12, 2020

PRESENTED BY:

Emily Olsen, Interim Chief Administrative Officer

RE:

HINTON YOUTH ADVISORY COUNCIL 2019/2020 TERM & OUTCOMES

Recommended Action
That Committee recommend Council approve that the Hinton Youth Advisory Council meetings and
activities be concluded for the 2019-2020 Term; and
That Committee recommend Council award full bursary payments to the 2019-2020 Hinton Youth
Advisory Council youth membership, conditional upon the fulfillment of sections 9.3 and 9.4 of Bylaw
#1128 Appendix #1.

Background
The Hinton Youth Advisory Council (HYAC) Bylaw #1128 was passed by Council in May, 2019
(Attachment #1). HYAC’s first term commenced with Council’s annual appointment of Committee
Members in October, 2019.
At that time, eight students were appointed to HYAC. From October to February, HYAC met monthly to
hear guest speakers, set goals, and devise workplans. HYAC Members presented their plans to Council
at the February 4, 2020 Regular Meeting of Council.
On March 13, 2020, the decision was made to close all Town facilities to the public in light of the COVID19 Pandemic; several additional safety precautions were implemented, including the elimination of all
public meetings when possible. As such, HYAC has been unable to meet since February.
Analysis
CESSATION OF MEETINGS
In light of the unprecedented circumstances of the COVID-19 Pandemic, Administration recommends
that HYAC meetings and activities be concluded for the 2019-2020 term. The basis for this
recommendation includes the Committee’s inability to fully achieve its mandate and objectives,
unpredictable duration of staffing layoffs, changing expectations for youth, and cost savings.
Inability to Achieve Mandate & Objectives
As outlined in the February 4, 2020 presentation to Council, HYAC set four goals for their 2019-2020
term as follows:
1. Provide information to the youth and on behalf of the youth;
2. Add more youth programming;
3. Work with the community to learn about different languages and cultures; and
4. Add cultural education at the Fohn Festival.

Written by: Jenna Altrogge, FCSS Assistant Manager
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These objectives are designed for in-person activities; although it would be possible to fulfill partial
outcomes through phone and online tools, successful and meaningful engagement with these goals
would be challenging without the ability to perform in-person activities. For example, involvement at the
Fohn Festival would not be possible with the Province’s extended restrictions of gatherings over 15
people. Although it would be possible to revise current goals, it would be challenging to identify, outline,
and achieve new or extensively revised goals before the end of this term. The ability to work towards
meaningful outcomes would now be significantly compromised.
Unpredictable Duration of Staffing Layoffs
As per Bylaw #1128, HYAC’s administrative representation includes staff from the Hinton Youth Centre
and the Northern Rockies Museum of Culture and Heritage. Both facilities have been closed to the
public in compliance with Provincial directives, and the staff at the Hinton Youth Centre have been
temporarily laid off for an unknown duration. This means other staff would be required to take over the
administrative function; this is possible but would result in replacement staff being required to reallocate
prioritized workloads within essential service parameters.
Changing Expectations for Youth
When the eight youth were appointed to HYAC, they committed to monthly in-person meetings with
meals being provided by the Town and they collectively devised a workplan and corresponding
timelines. The COVID-19 Pandemic restrictions will result in significant modifications to expectations
for the students if operations continue. This would involve re-establishing goals and timelines, working
with new staff, and changing meeting formats to online meetings. Administration cannot confirm that all
HYAC Members are adequately equipped with the technology and internet connections needed to move
to online meetings. The added value of having speakers and mentorship opportunities would also be
more of a challenge to obtain, due to the decrease of interactivity with online meetings.
Youth have faced innumerable challenges with the COVID-19 Pandemic. It may present an additional
burden for them to be asked to restart their work with HYAC with new parameters and expectations.
The eight HYAC members were all consulted by Administration prior to the presentation of this report;
of the youth that replied to Administration’s inquiries, all agreed that cancelling the meetings would be
preferable due to the challenges and setbacks of the Pandemic.
Two of the eight youth are currently in their grade 12 academic year; the remaining six youth will be
invited to reapply for Council’s consideration for the 2020-2021 HYAC term.
Cost Savings
The COVID-19 Pandemic resulted in unexpected budget challenges for the Town of Hinton. An early
conclusion to HYAC activities would result in some cost savings. Namely, Councillors appointed to
HYAC would not require meeting remuneration and the budget allocated towards hosting meeting
meals, purchasing clothing and swag items, and general operating expenses would incur no further
expenses.
AWARDING OF BURSARY
The members of 2019-2020 HYAC are dedicated, engaged, and hard-working students. They have
proven their willingness to work hard and earn their HYAC bursary. The COVID-19 Pandemic presented
an unforeseen challenge to the fulfillment of their commitments, through no fault of the students.
Administration is recommending that their commitment and hard work be recognized with fully awarding
the $500 bursary to each participant, dependent upon the fulfillment of additional conditions outlined in
sections 9.3 and 9.4 of Bylaw #1128 Appendix 1. These additional requirements include enrollment in
a post-secondary institution and claiming the funds within two years of graduation.
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In terms of cost impact for 2020, as stated above, only two HYAC members are scheduled to graduate
in 2020. If both students meet the additional requirements outlined in the Bylaw, the maximum cost
impact to the 2020 HYAC Bursary Fund would be $1,000. This represents 20% of the HYAC Bursary
Fund that has been designated by Council.
Implications of Decision
Financial Implications
Items
Operating Cost/Implications

Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
$1,000 in bursary payments (budgeted expense)
Approximately $2,500 savings in unused operating
expenses and Council remuneration (unbudgeted
savings)
$0
$8,000 (as set by Bylaw #1128)
Council’s allocated HYAC Budget

Unbudgeted Costs
N/A (overall cost savings)
o Options for where to acquire the
necessary funds
Level of Service Implications
No impacts to level of service. Valuable input from youth has been obtained through HYAC’s February
presentation to Council and HYAC activities will commence in October, 2020 when it is anticipated the
Council will appoint members to the 2020/2021 Term.
Public Engagement
HYAC members were consulted, including the eight youth members, the two Council representatives,
and the Administrative representative from the Northern Rockies Museum of Culture and Heritage.
Communications
Based on Council’s direction, all HYAC Members will be contacted directly to inform them of next steps.
Risk / Liability
None.
Legislative Implications
Conforms with:
Council’s Strategic Plan

Yes/No/
Partial
Yes

Community Sustainability
Plan

Yes

Municipal Policies or
Bylaws

Yes

Comments
Key Strategy 1.2.1: Work with partners to retain youth
citizenship.
Key Strategy 1.2.3: Explore opportunities to improve
children and youth programs/services.
2.6.1: Through partnerships, develop innovative, quality,
creative, and inclusive learning opportunities for K-12
students.
Conforms with Bylaw #1128.
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Provincial Laws or MGA

Yes

Other plans or policies

Yes

The Municipal Government Act, section 145, allows
Council to oversee Council committees and boards.
Aligns with Council Committees Bylaw #1070-3 and
Council Code of Conduct Bylaw #1124.

Options / Alternatives
1. That Committee recommend Council approve that the Hinton Youth Advisory Council meetings
and activities be concluded for the 2019-2020 Term and that Council award full bursary
payments to the 2019-2020 Hinton Youth Advisory Council youth membership, conditional upon
the fulfillment of sections 9.3 and 9.4 in Bylaw #1128 Appendix #1.
2. That Committee direct Administration to continue Hinton Youth Advisory Council Meetings
through online platforms, with a change of objectives and Administrative representation.
3. That Committee refer next steps of the Hinton Youth Advisory Council to a future Standing
Committee Meeting for further review.
Attachment(s)
1. Hinton Youth Advisory Council Bylaw #1128
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ATTACHMENT #1

HINTON

BYLAW NO. 1128
OF THE TOWN OF HINTON
(hereinafter referred to as “the Municipality”)
IN THE PROVINCE OF ALBERTA
A BYLAW TO ESTABLISH THE HINTON YOUTH ADVISORY
COUNCIL

WHEREAS, pursuant to section 145 of the Mtinicipal Government Act, a Council may
pass Bylaws related to the establishment and functions of Council Committees and other
bodies;
AND WHEREAS Council values full and transparent public involvement in major
municipal decision making;
NOW THEREFORE the Council of the Town of Hinton, in the Province of Alberta, hereby
enacts as follows:
to

SHORT TITLE

1.1

This Bylaw is to be referred to as the “Hinton Youth Advisory Council Bylaw.”

2.0

TERMS OF REFERENCE

2.1

This Committee is hereby established as per the Terms of Reference attached
as Appendix 1.

3.0

RELATED DOCUMENTS

3.1

Council Committees Bylaw #1070-3

3.2

Council Code of Conduct Bylaw #1124

4.0

ENACTMENT

4.1

This Bylaw will come into force and effect when it receives third reading and is duly
signed.

READ a First time this 7th day of May 2019.
READ a Second time this 7th day of May 2019.
READ a Third time this 7th day of May 2019.

birector ot’Cbrporate Servces
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APPENDIX 1: COMMITTEE OF COUNCIL TERMS OF REFERENCE
HINTON YOUTH ADVISORY COUNCIL
TERMS OF REFERENCE
1.0

PURPOSE

1.1

The Hinton Youth Advisory Council (HYAC) operates through a partnership
between the Town of Hinton and the Northern Rockies Museum of Culture and
Heritage with the purpose of engaging youth by providing them with mentorship
opportunities and a platform to provide input into municipal processes.

2.0

OBJECTIVES

2.1

Rooted in the principles of youth advocacy and governance, Town Council and
HYAC will work collectively to ensure that youth are connected and meaningfully
involved in community life and that the needs of Hinton’s youth are met.

2.2

Town Council will refer relevant items to HYAC for comment before making a
decision.

2.3

HYAC has been formed to:
2.3.1
2.3.2
2.3.3
2.3.4
2.3.5
2.3.6

2.3.7
2.3.8

Ensure the voice of youth is heard by decision makers in Hinton and
elsewhere;
Enable youth to learn about and support the Northern Rockies Museum of
Culture and Heritage and the work of other community organizations;
Provide insight on innovative, diverse youth engagement strategies and
opportunities;
Assist in the implementation of youth projects and activities;
Connect youth by encouraging personal network-building and friendships;
To encourage personal development and strong mental health in youth by
providing a supportive environment and a platform to address issues that
affect youth (e.g. bullying, self-harm);
Provide youth with mentorship opportunities with Town Council and other
community leaders; and
Provide youth the opportunity to improve their public speaking and debating
skills, learn the processes of municipal government, and create change
within their community.

3.0

COMPOSITION

3.1

The Committee will include:
3.1.1 Northern Rockies Museum of Culture and Heritage representative (Chair);
3.1 .2 Town of Hinton Youth Outreach Supervisor;
Page 2 of 6
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3.1.3 Two Town of Hinton Council representatives; and
3.1.4 Eight students that are enrolled in grades eight through twelve through:
a)
Harry Collinge High School,
b)
Gerard Redmond Community Catholic School,
c)
The Learning Connection, or
A home education program.
d)
3.2

Each HYAC Member must be appointed for a one-year term.

4.0

STUDENT APPLICATION & NOMINATION PROCESS

4.1

Students may apply for HYAC or be nominated for a position on HYAC.

4.2

If a student wishes to apply for HYAC, they must complete the Student Application
Form in Attachment A.

4.3

If a teacher, school administrator, or community member would like to nominate a
student for HYAC, they must complete the Student Nomination Form in Attachment
B.
4.3.1

Nominated students must review and sign the Student Nomination Form
prior to submission.

4.4

Town Council will appoint the eight student Members of HYAC on an annual basis.

4.5

Each appointment spans October through to the following September.

5.0

ROLES & RESPONSIBILITIES

5.1

HYAC Members will be expected to:
5.1.1
5.1.2
5.1.3
5.1 .4
5.1.5
5.1.6
5.1.7
5.1.8

Engage youth and provide input into youth-related resources, projects,
events, activities, and topics to be shared with Town Council;
Act as an ambassador for Hinton;
Participate in ad-hoc special projects;
Meet outside of the monthly HYAC meetings to advise on or participate in
projects or attend Hinton Town Council meetings;
Produce two reports and presentations annually on HYAC activities to Town
Council;
Act as a youth liaison with municipal authorities;
Promote community engagement of youth in community life and
volunteerism;
Actively participate in HYAC activities and events; and
Page 3 of 6
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5.1 .9 Volunteer a minimum of four times annually at a not-for-profit association in
our community, or for community events hosted by the Town of Hinton with
the following stipulation:
Volunteer activity must be approved by either the Northern Rockies
a)
Museum of Culture and Heritage representative or a Town of Hinton
representative.
5.2

Town Council representatives will be expected to:
Engage HYAC Members in municipal processes to enhance their learning
and understanding of municipal government;
5.2.2 Mentor, encourage, and inspire HYAC Members;
5.2.3 Encourage decisions of HYAC that are consistent with the Town’s goals;
and
5.2.4 Report actions of HYAC to Town Council.
5.2.1

5.3

Town Administration will be expected to:
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5

5.4

In cooperation with the Northern Rockies Museum of Culture and Heritage
representative, plan activities, speakers, and events for HYAC;
Manage and facilitate the application process for HYAC membership;
Provide administrative support to HYAC;
Maintain and process bursaries; and
Keep record of HYAC Members’ activity, volunteerism, and meeting
attendance.

The Northern Rockies Museum of Culture and Heritage representative will be
expected to:
In cooperation with the Town Administration representative, plan activities,
speakers, and events for HYAC;
5.4.2 Chair HYAC Meetings; and
5.4.3 When possible, provide a meeting space for HYAC meetings at the
Northern Rockies Museum of Culture and Heritage.
5.4.1

6.0

MENTORSHIPS

6.1

Representatives from the Northern Rockies Museum of Culture and Heritage,
Town Council, and other community leaders will be in attendance at meetings to
provide mentorship opportunities for HYAC Members to develop skills to effect
change today and in the future.

Page 4 of 6
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6.2

Northern Rockies Museum of Culture and Heritage representatives and Town
Council representatives will be available for HYAC Members to contact outside of
meeting hours to ask questions or voice concerns.

7.0

MEETINGS

7.1

HYAC is expected to hold monthly meetings, however, frequency and dates of
meetings can be determined on a month-by-month basis as requited.

7.2

It is expected that HYAC Members will make every reasonable effort to attend all
meetings. In the event that a Member must be absent from a meeting, it is the
responsibility of the Member to notify Town Administration of their absence.

7.3

Meetings will be held at the Northern Rockies Museum of Culture and Heritage
unless otherwise scheduled.

7.4

Meetings will be no longer than two hours (excluding any meetings and gatherings
arranged outside of the monthly meetings).

8.0

BUDGET

8.1

Town Council will allocate $8,000 annually to HYAC.

8.2

$3,000 of HYAC funds will be used for:
8.2.1 Meeting meals;
8.2.2 Clothing and swag items; and
8.2.3 HYAC operating expenses.

8.3

$5,000 of HYAC funds will be designated towards the HYAC Bursary Fund.

8.4

HYAC’s two annual reports will include reporting to Town Council on how funds
are used.

9.0

HYAC BURSARY FUND

9.1

Students who fulfill their commitment to HYAC will be awarded a bursary upon
graduation, with proof of enrollment in post-secondary studies, up to a maximum
of $500 per annual appointment term.

Page 5 of 6
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9.2

Eligibility for bursary payment requires:
Active participation and involvement in HYAC activities and events,
including attendance at a minimum of five meetings during the appointment
term; and
9.2.2 Volunteering a minimum of four times annually at a not-for-profit association
in our community, or for community events hosted by the Town of Hinton,
as approved by the Northern Rockies Museum of Culture and Heritage or
the Town of Hinton.
9.2.1

9.3

The bursary will be awarded to eligible HYAC Members once proof of paid
enrollment in post-secondary studies has been provided to and approved by the
Town of Hinton. This may include apprenticeship and other accredited programs.

9.4

Bursaries must be claimed within two years following grade 12 graduation.

Page 6 of 6
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HI NTON
Schedule A: Hinton Youth Advisory Council Application Form

Date of Application:
APPLICANT NAME

First

ADDRESS

Street/RR/Apt

PHONE NUMBER

Parent/Guardian

Applicant

EMAIL

Parent/Guardian

Applicant

Cast
Town/County

Grade

SCHOOL
DATE OF BIRTH

Postal Code

Day

Month

Year

Please provide a brief explanation of three strengths and skills you have, and describe why you believe
you would be a good representative for community youth: (please write on the back if more space is
required)

By signing below, I
agree to make any reasonable efforts to
attend all scheduled Hinton Youth Advisory Committee (HYAC) meetings and to represent the ideas and
opinions of my peers at the meetings. I also consent to my contact information (as listed above) to be
shared among other HYAC Members and other relevant persons.
Signature of Applicant
Name of Parent/Guardian
Signature of Parent/Guardian

Those wishing to participate on HYAC will need to submit a completed application or nomination form
by September 30 (or next business day) annually to the following address:
Town of Hinton Re: HYAC Application; 131 Civic Centre Road Hinton, Alberta 17E 2E5
(Applications must be submitted annually, however those who served on HYAC for previous term are not required
to resubmit reference information). For more information please call 780-740-8059.
This personal information is being collected under the authority of Section 33(c) of the Freedom of In formation and Protection of
Privacy Act (the “FOIP Act”). All personal information collected will be used to assess the applicant for suitability. If you have any
questions regarding the collection of your personal information, please contact the Town of Hinton FOIP Coordinator at 780-740-8059.
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HINToN
Reference Form (1)
Reference Information:
REFERENCE NAME

First

PHONE NUMBER

Daytime

Cast
Mobile

EMAIL

Relationship to applicant:
Number of years you have known the applicant:

Please list and briefly explain three reasons you believe the candidate would be a good choice as
a member of HYAC and provide a list of three strengths/skills of the applicant as well as leadership
abilities and/or relevant experience.

By signing below I agree that

is a suitable candidate for HYAC, and that

to the best of my knowledge the individual named above will make a reasonable effort to attend

scheduled HYAC meetings and represent his/her peers.
Signature:
Date:
This personal information is being collected under the authority of Section 33(c) of the Freedom of Information and Protection of
Privacy Act (the FOIP Act). All personal information collected will be used to assess the applicant for suitability. It you have any
questions regarding the collection of your personal information, please contact the Town of Hinton FOIP Coordinator at 780-740-8059
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Reference Form (2)
Reference Information:
REFERENCE NAME

First

PHONE NUMBER

Daytime

Cast
Mobile

EMAIL

Relationship to applicant:
Number of years you have known the applicant:

Please list and briefly explain three reasons you believe the candidate would be a good choice as
a member of HYAC and provide a list of three strengths/skills of the applicant as well as leadership
abilities and/or relevant experience.

By signing below I agree that

is a suitable candidate for HYAC, and that

to the best of my knowledge the individual named above will make a reasonable effort to attend

scheduled HYAC meetings and represent his/her peers.
Signature:
Date:
This personal information is being collected under the authority of Section 33(c) of the Freedom of Information and Protection of
Privacy Act (the FOIP Act”). All personal information collected will be used to assess the applicant for suitability. It you have any
questions regarding the collection of your personal information, please contact the Town of Hinton FOIP Coordinator at 780-740-8059.
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Schedule B: Hinton Youth Advisory Council Nomination Form
Date of Nomination:
Last

STUDENT NAME

First

STUDENT ADDRESS

Street/RR/Apt

STUDENT PHONE
NUMBER

Parent/Guardian

Student

STUDENT EMAIL

Parent/Guardian

Student
Grade

STUDENT SCHOOL
STUDENT DATE OF
BI RTH

Postal Code

Town/County

Day

Month

Year

Please list and briefly explain three of the student’s strengths and skills, and describe why you believe the
student would be a good representative for community youth: (please write on the back if more space is
required)

Student Signature
accept this nomination and agree to make
By signing below, I
any reasonable efforts to attend all scheduled Hinton Youth Advisory Committee (HYAC) meetings and to
represent the ideas and opinions of my peers at the meetings. I also consent to my contact information
(as listed above) to be shared among other HYAC Members and other relevant persons.
Signature of Applicant
Name of Parent/Guardian
Signature of Parent/Guardian

Those wishing to participate on HYAC will need to submit a completed application or nomination form
by September 30 (or next business day) annually to the following address:

Town of Hinton Re: HYAC Application
131 Civic Centre Road Hinton, Alberta T7E 2E5
(Applications must be submitted annually, however those who served on HYAC for previous term are not required
to resubmit reference information). For more information please call 780-740-8059.
This personal information is being collected under the authority of Section 33(c) of the Freedom of Information and Protection of
Pnvacy Act (the FOIP Act). All personal information collected will be used to assess the applicant for suitability. If you have any
questions regarding the collection of your personal information, please contact the Town of Hinton FOI P Coordinator at 78O-74O8O59.
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INTON
Nominator Information
Nominator Information:
NOMINATOR NAME

First

NOMINATOR PHONE
NUMBER
NOMINATOR EMAIL

Daytime

Last
Mobile

Relationship to student:
Number of years you have known the student:
Please list and briefly explain three reasons you believe the candidate would be a good choice as
a member of HYAC and provide a list of three strengths/skills of the applicant as well as leadership
abilities and/or relevant experience.

By signing below I nominate

for appointment to HYAC and agree that

he/she is a suitable candidate. To the best of my knowledge, the individual named above will make a
reasonable effort to attend scheduled HYAC meetings and represent his/her peers.
Sign atu re:
Date:
This personal information is being collected under the authority of Section 33(c) of the Freedom of Information and Protection of
Privacy Act (the FOIP Act) All personal information collected will be used to assess the applicant for suitability If you have any
questions regarding the collection of your personal information please contact the Town of Hinton FOIP Coordinator at 780-740-8059
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Reference Form
Reference Information:
REFERENCE NAME

First

PHONE NUMBER

Daytime

Last
Mobile

EMAIL

Relationship to applicant:
Number of years you have known the applicant:
Please list and briefly explain three reasons you believe the candidate would be a good choice as
a member of HYAC and provide a list of three strengths/skills of the applicant as well as leadership
abilities and/or relevant experience.

By signing below I agree that

is a suitable candidate for HYAC, and that

to the best of my knowledge the individual named above will make a reasonable effort to attend
scheduled HYAC meetings and represent his/her peers.
Signature:
Date:
This personal information is being collected under the authority of Section 33(c) of the Freedom of Information and Protection of
Privacy Act (the FOIP Act”). All personal information collected will be used to assess the applicant for suitability. If you have any
questions regarding the collection of your personal information, please contact the Town of Hinton FOIP Coordinator at 780-740-8059.
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

☐ INFORMATION ITEM

DATE:

Standing Committee Meeting of May 12, 2020

FROM:

Emily Olsen, Interim Chief Administrative Officer

RE:

EMPLOYMENT PRINCIPLES POLICY HR-1905

Recommended Action
That Committee recommends that Council approves Employment Principles Policy HR-1905 as
presented.
That Committee recommends that Council rescind Personnel Policy – Salaried Staff 027, Personnel
Policy – Salaried Employees 060, and Personnel Policy General 017.
Background
Alberta Legislation requires employers to observe certain principles related to human rights in
employment matters. These principles, expressed in Human Rights and Employment Standards
Legislation, relate to equal employment opportunities and prohibited grounds of discrimination. An
employer’s statement, in the form of an Employment Principles Policy, as presented in Attachment #1,
is a useful way to establish the context for how the Town will administer fair and equal treatment for all
employees.
Effective December 11, 2015, the Government of Alberta amended the Alberta Human Rights Act to
include gender identity and gender expression as prohibited grounds for discrimination. For prohibited
grounds of discrimination, such as gender, religion, family status, or disability, etc., employers must
accommodate persons, if requested, to the point of undue hardship, on the basis of any of the prohibited
grounds of discrimination provided a person is able to perform the essential duties of a job within
accommodation. The Alberta Human Rights Act prohibits discrimination in the employment relationship
because of:
•
•
•
•
•

Race
Gender
Physical Disability
Ancestry
Source of Income

•
•
•
•
•

Religious Beliefs
Gender Identity
Mental Disability
Place of Origin
Family Status

•
•
•
•
•

Colour
Gender Expression
Age (18 or over)
Marital Status
Sexual Orientation

Analysis
Current Structure
Currently, the Town has three Council approved Policies which speak to Employee Principals, all three
of which are outdated and in need of revision. Personnel Policy – Salaried Staff 027 and Personnel
Policy – General 017 have not been updated since November 28, 2000. Personnel Policy – Salaried
Written By: Nikiea Hope, Human Resources Manager
Employment Principles Policy HR-1905
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Employees 060 has not been updated since January 2008. These Policies do not reflect MGA
requirements, current legislative requirements, or best practice.
According to Municipal Government Act Sections 201 and 207, Council and the Chief Administrative
Officer have clearly defined areas of control and approval relating to the development of guiding
documents. Policies 027, 017, and 060 as written do not adhere to these areas of control, create an
unnecessary burden on Council’s time, and detrimentally impact the Town’s efficiency and effectiveness
in dealing with internal personnel matters. These policies are not in compliance with the structures as
set out in the Municipal Government Act.
In addition to legislative non-compliance, Policies 027, 017, and 060 have overlapping scope. While
they are generally in alignment, there are sections in which the Policies provide contradictory advice.
Without clear guidance, Administration defaults to the most reasonable alternative, but this may not be
consistent with changing leadership.
New Structure
In practice, the Town meets the standards set out in the Alberta Human Rights Act. However, the Town’s
current Policies have not been updated to reflect Town practice or legislative standards. As such, the
revised Policy HR-1905 clearly outlines these new legislative requirements. The development of a
revised guiding Policy will set clear standards, protect employees, and (along with the development of
Directives, training, and support) ensure the Town follows the due diligence required to protect the
organization from liability.
A clear, updated Policy will help prevent a contravention of the Alberta Human Rights Act, which can
apply a remedy as high as $100,000, and/or of Alberta Employment Standards, which can apply
Administrative penalties ranging from $500 to $6,000.
Additionally, The Town also faces a high turnover rate. In 2019, the average turnover rate was 23%.
Having a Policy which speaks to the Town’s values of equal employment opportunities will be a useful
attraction and retention tool and could reduce recruitment and staff turnover costs.
It is imperative that Council, through Policy, provides clear direction to Administration “that ensure local
authorities operate in an ethical, accountable, transparent, and proactive manner” (3.10.11 of The
Community Sustainability Plan). Policy HR-1905 will set clear and accountable Town-wide standards
for employment matters.
Implications of Decision
The Town will be able to move forward with the development of Directives, Procedures, and training
tools to reinforce and clarify Town processes and procedures and to meet legislative compliance. Once
developed, implementation and training of the Directives and associated Procedures will begin.

Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Employment Principles Policy HR-1905

Comments
None, practices and costs are not changing.
None.
Costs reflected in 2020 Budget.
None required.
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Unbudgeted Costs
None.
o Options for where to acquire the
necessary funds
Risk / Liability (if applicable)
An updated Policy will reduce the Town’s risk and liability by bringing the Town into compliance with
best employment practices.
Legislative Implications
Conforms with:

Yes/No/
Partial
Yes

Council’s Strategic Plan

Comments
Strategic Plan Goal 3: The Town of Hinton is innovative,
efficient, and exceptional in its service delivery
Strategic Plan Corporate Values: Be a leader, be safe,
be accountable.
Strategic Plan Priorities: Retaining Workforce and
Succession, Infrastructure Maintenance and Safety.

Community Sustainability
Plan

Municipal
Bylaws

Policies

Yes

or

Yes

Governance Pillar: Leadership:
as an employer;
responding to family needs; encouraging volunteerism;
offering mentorship opportunities; removing barriers for
persons with disabilities; recent immigrants and
Aboriginal Canadians.
Strategy 10: Ensure Local Governments and authorities
are responsive to the needs of the community
3.10.11: Develop policies that ensure local authorities
operate in an ethical, accountable, transparent, and
proactive manner.
CL 1106 Town Policies, Procedures, and Directives
Policy

Provincial Laws or MGA

Yes

Albert Alberta Human Rights Act
Alberta Employment Standards

Other plans or policies

Yes

Organizational Efficiency and Effectiveness Review

Options / Alternatives
1. That Committee recommends that Council approves Employment Principles Policy HR-1905
as presented; and
That Committee recommends that Council rescind Personnel Policy – Salaried Staff 027,
Personnel Policy – Salaried Employees 060, and Personnel Policy General 017.
2. That Committee requests Employment Principles Policy HR-1905 be brought back to a future
Standing Committee Meeting for further discussion.
3. That Committee requests Employment Principles Policy HR-1905 be brought back to a future
Standing Committee Meeting with changes as discussed.
4. That Committee accepts this report for information.

Employment Principles Policy HR-1905
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Attachment(s)
1.
2.
3.
4.

Employment Principles Policy HR-1905
Personnel Policy – Salaried Staff 027
Personnel Policy – General 017
Personnel Policy – Salaried Employees 060
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Employment Principles Policy
Council Approved
THE TOWN OF

HINTON

Human Resources (HR) #1905
Approved
Month ##, 2020
Next Review Date
Month ##, 2024

1.0

POLICY STATEMENT

1.1

The Town of Hinton is committed to the fundamental principles of equal
employment opportunity. The Town is committed to treating people fairly, with
respect and dignity, and to offer equal employment opportunities based upon an
individual's qualifications and performance free from discrimination or harassment
because of race, colour, ancestry, place of origin, religion, gender, gender identity,
gender expression, sexual orientation, age, marital status, source of income, family
status, physical, or mental disability.

1.2

These principles apply to all aspects, terms, and conditions of employment at the
Town including recruitment, hiring, training, transfer, promotion, demotion,
discipline, dismissal, and layoffs.

2.0

PURPOSE

2.1

The purpose of this Policy is to express the principles illustrated in Section 1.0
above, that will be observed by Employees in all aspects of the employment
relationship.

3.0

SCOPE

3.1

This Policy applies to all Town Employees.

4.0

RESPONSIBILITIES

4.1

Each Employee is responsible for ensuring the principles outlined in Section 1.1
are adhered to throughout all business activities.

5.0

RELATED MATTERS & REFERENCES

5.1

Alberta Human Rights Act

5.2

By-Law ## CAO Recruitment

Employment Principles Policy HR-1905
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6.0

DEFINITIONS

6.1

Age: The Alberta Human Rights Act defines age as eighteen (18) years of age or
older, which means that individuals eighteen (18) and older are protected from age
discrimination.

6.2

Family Status: The status of being related to another person by blood, marriage
or adoption.

6.3

Gender: Being male, female, or transgender, including pregnancy.

6.4

Gender Expression: The varied ways in which a person expresses their gender,
which can include a combination of dress, grooming, demeanour, social behaviour,
and other factors.

6.5

Gender Identity: A person’s internal, individual experience of gender, which may
not coincide with the sex assigned to them at birth. A person may have a sense of
being a woman, a man, both, or neither. Gender identity is not the same as sexual
orientation, which is also protected under the Alberta Human Rights Act.

6.6

Harassment: Engaging in a course of vexatious comment or conduct that is known
or ought reasonably to be known to be unwelcome.

6.7

Marital Status: The state of being married, single, widowed, divorced, separated
or living with a person in a conjugal relationship outside marriage.

6.8

Mental Disability: Any mental disorder, developmental disorder, or learning
disorder, regardless of the cause or duration of the disorder.

6.9

Physical Disability: Any degree of physical disability, infirmity, malformation or
disfigurement that is caused by bodily injury, birth defect or illness and, without
limiting the generality of the foregoing, includes epilepsy, paralysis, amputation,
amputation, lack of physical co-ordination, blindness or visual impediment,
deafness or hearing impediment, muteness or speech impediment, or physical
reliance on a guide dog, wheelchair or other remedial appliance or device.

6.10

Religious Beliefs: A system of belief, worship and conduct, including native
spirituality.

6.11

Source of Income: Money lawfully received in exchange for providing a good or
service or investing capital.

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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6.12

Sexual Orientation: A person's actual or presumed sexual orientation, whether
homosexual, heterosexual, bisexual, or otherwise.

6.13

Violence: The use of threat of force, that causes physical psychological or
emotional harm to somebody or something.

7.0

APPENDICES, PROCEDURES, & FORMS

7.1

None.

8.0

REVISION CONTROL

8.1

This Policy must be reviewed every four (4) years.

8.2

Upon Council approval, all former versions of this Policy are hereby rescinded.

Date

Revision

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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SALARIED STAFF
1.

PURPOSE
The present Town policies set by Council as a Guideline for Management in their dealings with
Salaried Staff. (All non union positions) Previously referred to as Exempt Staff

2.

MANAGEMENT RIGHTS
Notwithstanding the comments made in this document, management and the direction of the
working force are vested solely and exclusively with the employer. The Town reserves unto itself
without limitation, all powers, rights, authority, duties and responsibilities conferred upon it by the
laws of the Province of Alberta and including all those historical, traditional and residual rights of
Management not specifically limited by expressed terms within this document, irrespective of the
same having been exercised.

3.

EMPLOYEE REPRESENTATION
Salaried Staff will have an annual opportunity, prior to Council deciding on subsequent year salaries,
benefits, etc. to present comments and suggestions in a collective setting at a Standing Committee
In Camera Meeting. Personnel matters affecting Salaried Staff will be dealt with as required from
time to time by the Town Manager and the Personnel Council Liaison Committee as appointed by
Council.

4.

GRIEVANCE PROCEDURE
Salaried Staff who feel aggrieved should work with their Department Manager to resolve issues of
concern. Failing their satisfaction at that level, they should then deal with the Town Manager who
will review the circumstances and rule in the matter. Salaried Staff who feel that they have been
unfairly treated, may request at any time, through the Town Manager, that they be given the
opportunity to appear before the Personnel Council Liaison Committee on any issue of concern to
them.

5.

POSITION PROFILES (Formerly referred to as Job Descriptions)
As a general policy, the Town will ensure that a Position Profile exists for all Salaried positions.
Position profiles must be current and reflect the positions responsibilities rather than duties.
Responsibilities tell you what you have to accomplish. All profiles should be no more than two
pages in length and should be updated whenever there is a significant change.
The Position Profile clearly establishes a descriptive outline of the positions responsibilities and
qualifications
Position Profiles will identify the three areas:
1.
Position Responsibilities (deal with major areas of responsibility)
2.
Competencies & Behaviours (what is required and expected to successfully fullfill the
responsibilities)
3.
Desired knowledge, education, and experience.(required and desired)
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Changed position profiles shall require signatures from the employee and the Department Manager
and then approved by the Town Manager. Position Profiles will be updated in the computer by the
Executive Secretary into a central file for access.

6.

POSITION EVALUATION
The Position Evaluation plan is designed to be a simple, readily understandable and easily applied
means of determining the relative internal ranking of positions.
The method of evaluation used is one of whole job ranking by means of factor comparison. These
factors have been identified and accepted b the Town as representing those values that they
consider makes a job more or less important in achieving organizational goals.
Attachment #2 – Salaried Staff Position Evaluation Plan

7.

COMPENSATION POLICY
The Town will have in place a Compensation Policy that will provide fair and equitable compensation
to all Salaried Staff based on internal equity and market comparison. Compensation will be
structured so as to attract and retain competent and qualified staff and to appropriately reward their
performance.
Attachment #1 – Salaried Staff Compensation Policy

8.

TRANSFERS, PROMOTIONS, AND DEMOTIONS
a)

When it is necessary to transfer an employee on a temporary basis to a lower paying job, the
employee will not receive a lower rate of pay than his/her current rate of pay.

b)

Where permanent transfers are required, promotions, transfers and demotions will be
determined on the basis of knowledge, ability, and skills and other relevant attributes. Where
these factors are deemed by the Town to be relatively equal, then seniority will be a deciding
factor.

c)

The conditions of employee transfers, promotions, and demotions will be set out in an
appropriate letter to the employee by the employee's supervisor. The letter will clearly
determine the start date, salary arrangements, probationary period, and any other pertinent
data, all subject to the approval of the Town Manager.

d)

Notwithstanding the establishment of a probationary service, in cases of promotions as set
out above, an employee may revert to his/her former position on or before the expiration of
thirty calendar days if that move can reasonably be accommodated by the Town.

e)

Where an employee is asked to assume part or all of the responsibilities of a senior job for
one week or longer in the absence of a higher paid employee, the Town Manager may
authorize appropriate salary adjustments to recognize senior work assignments. This
provision will not apply to those staff members who have responsibilities under their present
Position Profile to assume the responsibilities of a senior in the senior's absence.
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9.

JOB POSTINGS
All job vacancies (including jobs newly created) will be posted for a minimum of seven working
days unless a direct appointment is made.
Employees having the apparent knowledge, ability, skills and relevant attributes will be interviewed
before candidates from the outside, and will be advised in writing as to the final decision with respect
to their application.

10.

SENIORITY
Salaried staff seniority will be calculated in the same way as the C.E.P. contractual arrangement for
Bargaining Unit employees.
Any employee may inquire at any time through their supervisor as to their own seniority position.

11.

ABOLISHED POSITIONS/PERMANENT REDUCTIONS OF WORK FORCE
Because of the nature of the work carried out by the Town, and more specifically by Salaried staff
employed by the Town, layoff on a temporary or permanent basis is not common in Salaried ranks.
Where layoff or permanent reductions do occur, the Town will do its best to assist the employee in
obtaining other work, either within Town ranks or with another employer.
Although bumping rights down into Bargaining Unit positions clearly do not exist for Salaried staff,
the benefits of the C.E.P. contract as they relate to notice and severance pay will be the minimum
basis upon which permanent layoffs will be processed.

12.

HOURS OF WORK
The workweek for all Salaried staff is 35 hours per week. Salaried Staff may have the opportunity to
work a compressed workweek or Flex their work schedules where it is mutually agreed by your
Supervisor and best meets the needs of the work.
Compressed Work Week schedules must meet the following conditions::
Salaried staff members will be given the opportunity to work additional hours per day over a twoweek period to have one earned day off (E.D.O.), provided:
1. There will be no decrease to Public service (alternative salaried person available on the day
off to cover core responsibilities).
2. Maximize schedule to meet both internal and external customer service.
3. E.D.O. schedule must have Department Managers approval after reviewing the case and
facts relating to the flex week.
4. A schedule will be established and posted to cover a 3-month period, providing allowances for
specific changes that may be necessitated by arising circumstances.
5. If an employee is scheduled for their E.D.O. and their attendance is required for business,
then the E.D.O. will be rescheduled to another day. If it is mutually agreed between the
employee and the Department Manager that the day cannot be rescheduled, it will be
overtime banked.
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Flex Work schedules will meet the following conditions
1.
2.
3.
4.

Flex Work schedules will consider internal and external customer requirements.
Flex Work schedules are to be communicated effectively. (to customers affected).
Department Managers must be satisfied the above criteria are met.
Flex hours will be used within the pay period earned and if it cannot be accommodated the
additional worked hours will be considered as overtime.

Standby
All salaried employees on standby will receive 1/2 day off for every week on standby.
The time off will be added to the employees' TOIL bank
No shift differential or other premium pays shall be paid to Salaried Staff.
Time recording is required from all salaried staff. Department Managers will be based on half day
recording of absences (all sick leave absences will be recorded), extra work and all other salaried
staff shall record on an hourly basis.

13.

COMPENSABLE OVERTIME
Will be defined as actual time worked, after 1/2 hour extra each day attached to the regular workday
which is required and authorized by the supervisor in advance (unless emergent).
1)

Current Salaried staff (non Department Managers) will be paid at time and one half when
earned or banked for TOIL at straight time.. (Attachment #3 Overtime Agreement)
Maximum banked overtime will be capped at 70 hours.
All unused banked overtime (time off in lieu) will be paid down to 35 hours on the last pay
period of the calendar year or a employee may request payout anytime.

14.

2)

Department Managers (current and new) will be entitled to one week time in lieu of all
overtime hours.

3)

A Mandatory position review by the Department Manager and Town Manager for any
position accruing more than 55 hours overtime per half year. The purpose of the review is to
ensure position design/workload is realistic for long term planning. Payroll will advise the
applicable Department Manager when the 55 hours is exceeded.

GROUP INCOME PROTECTION - SICK LEAVE BENEFITS
Sick leave benefits for salaried staff will be as per the Sick Leave benefits provisions of the C.E.P.
contract excepting that:
a)
b)

Specific provision is made to cover Salaried staff medical appointments as though they were
periods of sick leave, and
Salaried staff will continue to bank sick leave entitlement beyond the 30 day limit of the
contract without any ceiling, and
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c)

15.

Sick leave benefits are available to Salaried Staff to top up weekly indemnity, which triggers
after three days of sick leave, to 100% of pay.

GROUP INCOME PROTECTION - LONG TERM DISABILITY
All benefits apply as per the C.E.P contract, excepting that Salaried employees will have 100% of a
group dental plan covered by the Town and Long Term Disability premiums will be paid 100% by the
employee for the non-taxable Long Term Disability Plan.

16.

ANNUAL VACATION
Vacation entitlement is earned during each vacation year of continuous service, and taken during
the following vacation year.
After one year of complete continuous service
After seven years of complete continuous service
After thirteen years of complete continuous service
After twenty years of complete continuous service
After twenty five years of complete continuous service

17.

– 15 working days – 6%
– 20 working days – 8%
– 25 working days – 10%
– 30 working days – 12%
– 35 working days – 14%

All other benefits accruing to employees as per provided by the C.E.P. contract and including Personal

Vehicle Use, Meal Allowance, Accommodation and Public Transportation will be the same for
Salaried Staff.
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COMPENSATION POLICY
The Town of Hinton will provide fair and equitable overall compensation to all Salaried Staff
based on internal equity and market comparison. Compensation will be structured so as to
attract and retain competent and qualified staff and to appropriately reward their performance.
PROCEDURES
1.

A salary range for a position will be established by the Human Resources Co-ordinator and the
Town Manager and approved by Council consistent with both the external benchmark survey and
the relative internal ranking. The appropriate wage and salary structure will be determined
through market comparison, economic requirements and organizational policy. In cases where
market exceeds the internal ranking results, market comparison should be the governing factor.

2.

The salary range for each position will consist of 4 Steps with 5% increments of Step 1 in each
range and will be expressed as annual salary.

3.

Upon hiring, Staff will be placed on the Step of the Grid, considering the successful applicant’s
past experience and qualifications as well as extraordinary market conditions. This will normally
be Step 1 of the Grid. Staff placed on Step 1 of the Grid may move to Step 2 of the Grid after 6
months of full time service (or equivalent) based upon performance. Upon completion of 1 year of
service or equivalent employees will move to Step 3 and subsequently move to Step 4 after 1
year of service or equivalent.(based upon performance)

4.

Movement within each salary is based on overall performance of the incumbent as determined by
a performance appraisal that will be conducted annually prior to the incumbent’s anniversary
date.

5.

Salaried staff may inquire the positions internal ranking results and assigned salary range to the
Town Manager. The appeal process shall be to the Personnel Council Liaison Committee whose
decision is final. In the case of the Town Manager, any concerns will be expressed directly to
Council. There will be no appeal process to the Personnel Council Liaison Committee.

6.

Overall salary ranges will be surveyed annually by the Human Resources Co-ordinator. The
survey will examine the overall compensation provided to similar jobs of relatively equal
responsibility in other municipalities, within the local community and in other public and private
organizations when applicable to the job(s) being surveyed. A recommendation for any changes
will be made by the Town Manager, with input from Salaried Staff, to Council for approval.

EXEMPT STAFF COMPENSATION SURVEY
Because good job “matches” are not available for many of the salaried positions in the Town of Hinton,
this survey covers only certain “benchmark” positions that are readily identifiable and easy to match with
similar positions.
As with all salary surveys, the data presented must be looked and analyzed together with other factors
that are unique to the Town of Hinton and its organizational structure. Rates of pay are higher in Hinton
than in any other community of comparable size because of the prevailing rates of pay in the local pulp
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and paper industry with which the Town must compete if they wish to attract and retain competent staff.
These rates of pay at the union level create a great deal of salary “compression” on Salaried staff
salaries.
EXEMPT BENCHMARK POSITIONS
The following positions have been selected as benchmark positions as they represent a good cross
section of the jobs in question and survey data is more readily available than for other positions:
Town Manager
Director of Engineering & Development/Public Works
Director of Parks, Recreation, & F.C.S.S.
Fire Chief
Environmental Services Supervisor
Supervisor of Parks and Arenas
Development and Planning Officer
Aquatics Supervisor
Executive Secretary
Market Comparison Survey

Town of Edson
Town of Drayton Valley
Town of Canmore
Town of Peace River
Town of Whitecourt
Town of Brooks
City of Leduc
City of Fort Saskatchewan
Local Market – Where Available
Weldwood of Canada
CRC, Obed, Coal Valley – Coal Mines
Hinton General Hospital
Grande Yellowhead School Division
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POSITION EVALUATION POLICY
The basis of the Position Evaluation is the position profile.
The following Position Evaluation plan is designed to be a simple, readily understandable and easily
applied means of determining the relative internal ranking of positions.
The method of evaluation used is one of whole job ranking by means of factor comparison. These
factors have been identified and accepted by the Town as representing those values that they consider
makes a job more or less important in achieving organizational goals.
This plan is to be used in ranking all salaried positions or those positions with significantly changed
responsibilities. Before a position is evaluated it must be signed as per 5 in the Personnel Policy for
Salaried Staff.
The Position Evaluation Committee will be selected on nominations by all. Annually, two of four positions
become vacant each year. Representation will be as follows:
- one member from Public Works / Fire
- one member from Library / Recreation
- one member from the Town Office building
- one member will be a Floater from any Department
The following steps are involved in maintaining the Position Evaluation plan:
1.

All new or significantly revised jobs will be evaluated by a representative salaried staff Position
Evaluation Committee of 4 members, excluding incumbents of the job(s) being rated. The
Committee will evaluate the internal ranking of the position(s) using the five factors of the Salaried
Staff Position Evaluation Plan (see attached). The Supervisor of the position will be asked to
explain the responsibilities involving and to answer any questions the Committee may have.

2.

Rank the position concerned by comparing each job according to the factors identified and the
degree to which that factor is present in each job. Four points are assigned for each degree with
a maximum of 20 points for degree five in any factor. The maximum overall score possible,
therefore, is 100.

3.

The Committee will provide in writing the individual ranking result to the incumbent and the Town
Manager. The incumbent many request an explanation of the ranking from the committee.

4.

Job Evaluation ranking/score appeals are to the Town Manager whose decision is final.
As part of the appeal the Town Manager may ask that the Job Evaluation Committee
review the ranking.
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JOB EVALUATION FACTOR
This factor recognizes the requirement to evaluate problems, to exercise independent judgement in
evaluating and determining valid solutions and to devise and implement new methods in the absence of
established policies, practices, and procedures.
Aspects to consider are the complexity and magnitude of the problems, the amount of analysis and
research required, the availability of established policy or precedent, the availability of required
information and the extent of supervision and guidance provided.
Degree 1.
Requires the improvisation of methods and the application of judgement to resolve problems through the
application of established policies, practices, and procedures. Supervision is provided.
Degree 2.
Requires initiative to resolve occasional significant problems not always covered by established policies,
practices, and procedures. Judgement in resolving problems involves research and/or analysis of
information that is usually available. Advice and guidance is readily available.
Degree 3.
Judgement involves comprehensive analysis and/or research where exact information is not always
available. Resolution of problems may necessitate exceeding or modifying existing policies, practices
and procedures.
Degree 4.
Requires a high level of judgement, extensive research and/or analysis and considerable ingenuity and
initiative to resolve difficult problems. In most cases established policies, practices ad procedures are
not applicable and require adaptation. Limited advice and guidance is available.
Degree 5.
Requires extensive judgement and a high level of initiative and ingenuity to resolve major problems
where decisions affect overall organization, financing, and provision of service image and overall
effectiveness. Work is governed by broad direction and policy and frequently necessitates the
development and implementation of new policies, techniques and methods.
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Contacts and Services

This factor recognizes the importance of internal and external contacts and the importance of providing
good customer service to all.
Aspects to consider are the nature, frequency and level of contacts both internal and external.
Degree 1.
Contacts are primarily with immediate internal associates and infrequently with the public. Ordinary
common courtesy is required.
Degree 2.
Frequent internal as well as external contacts, which requires courtesy, tact and the provision of
excellent customer service.
Degree 3.
Requires tact, diplomacy and persuasion in explaining and discussing problems while maintaining
excellent customer service. Frequent internal and external contacts of specialized nature.
Degree 4.
Requires tact and diplomacy to discuss and explain problems, ideas and recommendations as well as
considerable persuasion to influence others and obtain cooperation and agreement. Frequent internal
and external contacts of a broad nature dealing with overall policies and broad issues of customer
service.
Degree 5.
Requires a high level of tact, diplomacy and persuasion with both internal and external contacts where
failure to act appropriately may result in poor overall organizational service, loss of organizational image
and less organizational effectiveness.
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Responsibility

This factor recognizes the potential importance and possible impact on organizational plans, programs,
customer service, effectiveness, productivity and finances.
Aspects to consider are the degree to which the job can commit the organization to provide service or
make expenditures, the degree to which the job can influence overall organizational effectiveness and
the possible consequences and extent of loss and damage that could be caused.
Degree 1.
Errors due to inaccuracy, neglect or carelessness could result in poor service, some financial loss, time
delay and inconvenience.
Degree 2.
Requires accuracy and attention to detail in the operation of a limited area of activity to ensure continuing
customer service and organizational effectiveness.
Necessitates recommendations regarding
operations, finances, facilities and manpower.
Degree 3.
Where the operation of a significant area or areas of operation requires accurate decisions or actions in
considering customer service, organizational effectiveness and financial matters.
Degree 4.
Where there is a potential serious impact on significant organizational plans, services, objectives,
operational effectiveness and finances.
Degree 5.
Where the management of major areas of organizational activities would have widespread and
significant impact on overall organizational goals and objectives, organizational effectiveness, customer
service finances.
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Leadership

This factor recognizes the importance of effective leadership in creating a productive workplace
environment that is conducive to learning, individual growth, intrinsic motivation, good service and
organizational effectiveness.
Aspects to consider are the nature, level and extent of the leadership exercised.
Degree 1.
No formal leadership is required. Assistance to and cooperation with others is expected.
Degree 2.
Responsible for advice, guidelines and assistance to a small number of staff as a team leader/supervisor
or manager.
Degree 3.
Responsible, in a supervisory capacity, for the performance management of a limited number of other
staff. Expected to provide advice, coaching and assistance as required, to ensure adequate training and
to recognize good performance as well as manage poor performance.
Or
Responsible and accountable for providing advice, guidelines and assistance affecting a large number of
staff.
Degree 4.
Responsible for the performance management of all staff in a major function in a managerial capacity.
Expected to establish overall goals and standards, to ensure that appropriate training is available, to
provide advice, coaching and assistance as required and to recognize good performance as well as
manage poor performance.
Degree 5.
Responsibility for the performance management of all staff. Expect to establish overall goals and
standards. Expected to ensure that policies and practices are in place to ensure appropriate training, to
reward performance and desired organizational competencies and behaviors, to foster a productive
workplace through good performance management and minimize organizational inhibitors to productivity.
To lead by personal example.
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Knowledge
This factor recognizes the degree of formal education and/or equivalent knowledge and training required
to satisfactorily accomplish the responsibilities of the job.
Aspects to consider are the degree of formal education required, professional designations and the level,
complexity and scope of the required knowledge.
Degree 1
Secondary school graduation or an equivalent combination of education, training and experience.
Required knowledge, skills and experience in specific job areas such as computer applications.
Notes -Function at Grade 12 level basic reading, writing and math skills.
-Skills in a specific area, does not require a certificate.
e.g. clerical support

Degree 2
Secondary school graduation plus diploma from a technical or community college with at least two years
experience or an equivalent professional designation.
Notes

-University certificate programs could be utilized as equivalent (see definitions).

Degree 3
University graduation, or an equivalent professional designation, with several years of relevant
experience.
Notes
-Experience is required for both degree and equivalent.
e.g.-example of equivalent is something that requires a minimum of two diplomas.

Degree 4
University graduation or equivalent plus several years additional training and experience in a wide variety
of areas, “or” a professional designation.
Notes

The distinction between Degree 4 and 5 is the use of the word or under Degree 4 and the
use of the word and under Degree 5.

Degree 5
University graduation plus several years of additional training and experience in a wide variety of areas,
“and” professional designation.
Notes

The distinction between Degree 4 and 5 is the use of the word or under Degree 4 and the
use of the word and under Degree 5.
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“DEFINITIONS”

Several:……………….… 5 or more years
Equivalent:………………

Formal course of study that requires an equal amount of time and effort to obtain.

Professional Designation:

Currently limited to P. Eng., C.A., or C.M.A.
based on legal liability.
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TOWN OF HINTON
OVERTIME AGREEMENT

1.

It is agreed between:
____________________________ of __________________________________
(Employee’s Name)
(Employee’s Address)

AND
____________________________ of __________________________________
(Employer’s Name)
Hinton, Alberta T7V 1V1
that either wholly or partly the employer will provide and the employee will take time off in place of
overtime pay for those hours worked in excess of ____ in a day or ____ in a week comprising
_____________ to ________________.
2.

The time off in place of overtime pay shall be provided and taken at a time that would, but for the
time off, have been a time that the employee worked for the employer.

3.

The time off in place of overtime pay shall be at least equal to the number of hours of work for
which the employee, but for this agreement, would have received overtime pay.

4.

The employee shall be paid for time taken off in place of overtime pay at the same rate that the
employee would have been paid wages had the employee worked those hours on a normal
working day.

5.

The time off in place of overtime pay shall be provided by the employer and taken by the
employee within 6 months of the end of the pay period in which it is earned.

6.

If time off is not provided and taken in accordance with this agreement, the employee will be paid
overtime pay for the hours of work for which time off in place of overtime pay was to have been
provided and taken within 10 days of the last date that the time off should have been taken under
this agreement.

7.

No amendment or termination of this agreement shall be effective without at least two weeks
notice in writing by on party to the other.

DATED THIS __________ DAY OF _____________________, 20 ___

SIGNED _____________________________
(For Employer)
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ATTACHMENT 3

TOWN OF HINTON
PERSONNEL POLICY - GENERAL
Policy No. CORP. 017

Created By:
Approved By:
Revised By:

Corporate Services
Town Council
Town Council

Approved On:
Revised On: November 28, 2000 (Family Hiring)

POLICY STATEMENT
1.

GOALS
The Purpose is to outline Present Town Policy set by Council as a guideline for
Management when dealing with matters not addressed in the "Salaried Staff Policies
or the "C.E.P. Contract".

2.

DEFINITIONS

3.

METHODS AND PROCEDURES

4.

RESPONSIBILITIES

5.

GUIDING PRINCIPLES TO STAFF
1.

TOWN AMBASSADORS

All employees are reminded that they are public employees, SERVANTS OF THE
GENERAL PUBLIC. As such, they must at all times be polite and restrained in their
dealings with the public. When problems arise that they cannot deal with, they must refer
the matter in a polite way to their superior for appropriate action.
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2.

CASH ADVANCES

Where approval has been granted for a Town employee to travel out of town at Town's
expense, the Treasurer may approve a request for a cash advance for expenses approved.
This cash advance will be accounted for within one week of the employee's return from
travel by being reflected on an appropriate expense claim.
The advance should be signed for by the employee on a form that authorises its deduction
from the employee's payroll cheque if, in fact, the application is not forthcoming and the
advance accounted for by the second pay day following the employee's return.
3.

APPROVAL - COURSES/CONFERENCES/SEMINARS

Written approval will be required from a Department Manager to authorise any employee to
attend training courses, conferences, seminars, etc. Prior to approval, funds must have
been provided for in the budget account to which associated costs will be charged. Where
the current year's budget has not yet been established, the Department Manager may
approve only those courses/conferences/seminars/etc., which are normal from prior years
activity. New items not having previously been approved will require specific Council
authorisation if they occur prior to that year's budget finalisation.
4.

COFFEE BREAKS

That Morning and Afternoon Coffee Breaks may be required to be taken on the job site at
the discretion of the Supervisor.
5.

PERFORMANCE EVALUATION

The Town of Hinton will maintain a performance evaluation system with an appropriate form
and adequate documentation to govern the execution of the program.
Every Town employee will have a performance evaluation completed by his/her supervisor
once each year at the six-month interval opposite the employee's job anniversary date.
There will be monthly performance evaluations completed during probationary and trial
periods.

6. CAUSE FOR DISMISSAL OR REPRIMAND
Employees may be dismissed or reprimanded at any time for just cause. Causes for
immediate dismissal would normally be because of inability or unwillingness to perform
assigned duties, but may also include the following:
a)

Abusive language or conduct
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b)
c)
d)
e)
f)
g)
h)

Personal acceptance of money or gifts solicited or unsolicited during the course of
employment with the Town
Conviction of a criminal offence involving moral turpitude
Neglect or misconduct causing damage to Town property
or causing waste of public materials or supplies
Direct or indirect solicitation of funds for promoting a political campaign while on duty
Using or being under the influence of drugs and/or alcohol while on duty
Theft of Town property
Abandonment of workstation without acceptable reason

All matters of written discipline will be undertaken by supervisors and Department Managers
only after review and concurrence by the Town Manager. Dismissals will in every case be
ratified by Council prior to proceeding.
Where terminated employees are entitled to notice under the Employment Standards Act,
they will receive pay in lieu of notice as per the Act.
7.

RESIGNATIONS

The Town Manager and all Department Managers are expected to give the Town one
month's notice of intended resignation. All other employees are expected to give two
week's notice of resignation.

8.

OTHER EMPLOYMENT OR INTERESTS

An employee shall not have a monetary interest in nor engage in any business, actively or
passively, which competes with the Town or interferes with his work, so long as he remains
in the employ of the Town. Investments in shares, bonds, or debentures of publicly owned
companies are excluded from the limitation.
9.

LEAVING WORK AREAS

Unless special permission has been obtained from an employee's supervisor, employees
are required to remain within their assigned work areas during working hours.
10.

REMOVAL OF TOOLS AND EQUIPMENT

Town owned equipment and facilities are not to be removed from their appropriate use area
and are not to be used by employees for personal gain.
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11.

SAFETY

It is the duty and obligation of every employee to aid in keeping stock, work areas,
equipment, rest rooms, washrooms, etc. in clean and orderly condition. Any unsafe
environment or piece of equipment detected by an employee should be reported as soon as
possible to their immediate supervisor.
12.

SPECIAL LEAVE - SPORTS COMPETITIONS

It is a rare occasion and certainly an honour when an employee of the Town of Hinton
qualifies to compete in a bonifide Canadian National Championship or to represent Canada
at an International Championship.
As a reflection of the Town of Hinton's support for employees competing in amateur
athletics, the following policies will apply:
- Time off with pay may be allowed for Town Employees to compete in or act as a coach at
a bonafide National or International Amateur Athletic event in accordance with the
following guidelines.
- The amateur status may be determined if there is prize money available to the winner(s)
of the event. Another test of amateur status is the Federal Government's funding of the
event.
- To be eligible for special leave, an employee must have been employed by the Town of
Hinton for a minimum of twelve months, should have an invitation to represent either the
Province of Canada to compete or coach.
- Provided that the employee qualified to participate as per above, on the basis of
Department Head recommendation, the Town Manager may allow up to ten working
days a year special leave with pay. However, not more than twenty working days in
three years shall be granted for such purpose to any one employee. the three-year
period shall be calculated from the date the first day is approved for special leave.
- Any period of leave granted in excess of the above mentioned, shall be charged against
the employee's annual vacation or T.O.I.L. time entitlement. Further, subject to workload
requirements, Town Manager may allow an employee to combine periods of special
leave, annual vacation, T.O.I.L. or leave without pay.
- To avoid unnecessary disappointment, employees who apply for special leave should
first determine from their supervisor and Department Head whether or not workload will
allow the time off. They should do this immediately after qualifying for such an event or
being invited to represent Alberta or Canada.
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13.

APPOINTMENTS

Department Managers will be appointed by the Town Manager in conjunction with
approvals granted by the Personnel Council Liaison Committee. All other staff will be
appointed by the Department Manager in conjunction with the approval granted by the
Town Manager. Where appropriate, the Chairman of the Recreation, Library, or Community
Services Board will also be involved in the Department Manager hiring process.
14.

CONFIRMATION OF APPOINTMENT

All persons appointed to permanent status (upon completion of probationary period) will
receive from the Department Manager a confirmation of employment form approved by the
Town Manager. This form must be processed to the Town Manager prior to the final day of
probationary service for all employees.
15.

INTERVIEW EXPENSE ALLOWANCE

Where persons are requested to come to the Town of Hinton for interviews on full time
positions, reasonable out of pocket expenses for based on actual receipts for transportation,
food, and lodging will be reimbursed. Expense claim forms listing expenses must be
submitted for reimbursement. Expenses expected to exceed $1,000 shall have prior
approval from the Town Manager.
16.

RELOCATION EXPENSES

Where an acceptable applicant cannot be found from the immediate area, the Town
Manager may authorize payment of relocation expenses to a maximum of $3,000.
Relocation expenses are repayable on a pro ration basis should the employee leave the
employ of the Town of their own accord within a 36 month period of commencing
employment.
17.

FAMILY HIRING

Relatives of existing employees may be hired providing that the existing employee is not on
the hiring panel, a direct or indirect reporting relationship will not be created, and the Town
is otherwise satisfied that neither relative will have the ability to affect the terms and
conditions of employment of the other relative. (Revised December 2000)
18.

RETIREMENT GIFT

When a permanent employee has completed five years or more employment, upon
termination, the Town shall contribute towards a gift as per the policy on Awards and
Recognition.
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19.

NEW POSITIONS / SALARIED
a) When new positions are created, whether permanent or temporary, the Position
Profile and salary range will be agreed by the Town Manager and Council. See
Salary .
b) Union Position –shall be created under Article 9 New Positions as per the
collective agreement.
c) No new permanent position will be created without specific approval of Council.

20.

LEGAL COUNSEL

Town Legal Counsel may be used at Town expense with permission from Council when an
issue arises out of an employee's actions while he or she is engaged in Town business.
21.

EMPLOYEE ASSISTANCE PROGRAM

An Employee Assistance Program, designed to voluntarily work with employees having
personal problems, will be maintained by the Town of Hinton and be made available to all
employees.
The system will be covered by a separate policy and communicated to employees.
22.

PROFESSIONAL ASSOCIATION ACTIVITY

As a general rule, the Town will encourage participation by its staff in appropriate
professional associations. This encouragement includes the following arrangements:
a) Where annual professional membership dues apply, and the Department Head
is of the opinion that sustained membership is to the advantage of the Town,
he/she will budget for full payment of membership fees which, of course, will be
subject to Council's annual budget review.
b) Where an employee is an active member in a professional association
approved under "(a)" above, he/she will be eligible to serve on the Executive of
that association subject to the written approval of both the Department Head
and the Town Manager.
c) Where permission has been granted to serve as in "(b)" above, the employee
will be entitled to no loss of pay as a result of this service, and will be eligible to
use the Town car for transportation to attend the Executive meetings.
Employees are encouraged to ensure that telephone costs, postage, etc.
associated with Executive business be charged back to the appropriate
association. This type of cost cannot be charged to the Town budget without
the written approval of both the Department Head and the Town Manager.
d) Approval to serve as in "(b)" above, the eligibility to serve at no loss of pay is
limited to a maximum of three years. Following that term, and with the
permission of the Department Head for a day off work, they may continue to
serve, but at no cost to the town.
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Exceptional circumstances may be approved by the Town Manager on an annual
basis.
23.

EMPLOYEES WITH DISABILITIES / MODIFIED WORK WEEK
a) Where there appears to be medical reasons why an employee is unable to
handle all the routines under their job description, a meeting should be held
with the employee and their doctor. At this meeting, a job description should
be presented along with a written evaluation of the job indicating in more detail
the kind of activity that will be carried out and the circumstances in which the
individual will work. The Doctor should then be requested to indicate whether or
not the employee would be at risk should he or she continue working in the job.
b) If the Doctor's opinion is that the employee would be at risk, it would then
become illegal for the Town to continue to employee the employee in that
position for health and safety reasons. This would mean that the employee
would have to be laid off if there were no other suitable work available for the
employee. Similarly, in those circumstances where an employee's physical or
mental handicap did not permit the employee to do all aspects of the job
requirement, the employee would after appropriate notice, be laid off because of
this inability to handle all aspects of the job requirement.
c) Where lay off has been determined as the appropriate course of action, the
Town should do everything possible to place these employees in other jobs for
which they are qualified, and for which their Doctor is prepared to issue a
statement that they will not be at risk of further injury should they be given the
job opportunity.
UNDER NO CIRCUMSTANCES, HOWEVER, WILL A JOB BE "CREATED" FOR
SUCH AN EMPLOYEE. This means that employees being laid off for health reasons
will have first opportunities at any other jobs that become available for which they are
qualified and not at risk should they be given the opportunity.
d) In those cases where a second internal job is not available for individuals being
laid off, discussions with Workers Compensation Board/Unemployment
Insurance Commission should include full disclosure of the medical reasons for
the lay off, along with a request for appropriate re-training and counselling as
necessary. Application for W.C.B. benefits and long-term disability will have
already previously been applied for prior to layoffs occurring.
e) Attachment Modified Work Policy

24.

SMOKING - (Incorporated September 16th, 1998)
Effective January 1, 2000, Smoking will not be allowed in Town-owned and
operated buildings and vehicles.
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For the purpose of clarification, Town owned and operated buildings does not include the
Library, Chamber offices/Tourist Information Centre and Hinton Community Center.
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ATTACHMENT 4

TOWN OF HINTON

POLICY TITLE:

PERSONNEL POLICY – SALARIED EMPLOYEES

POLICY #:

060

EFFECTIVE DATE:

January 1, 2008

ADOPTED BY
COUNCIL ON:

May 6, 2008

1. POLICY STATEMENT
The Town of Hinton strives to be the “Employer of Choice” by: operating with attractive
personnel practices based on fairness and respect for work, life balance, open
communication and problem solving in employee: employer relationship matters.
2. GOALS
To set out clear employment relationship standards for salaried employees and ensure
consistent application.
Salaried employees personnel compensation practices will be structured so as to attract
and retain competent and qualified employees by providing competitive overall
compensation to all salaried employees, based first on market comparison and, if
needed, internal equity.
3. DEFINITIONS
➢ “Active Living” - Memberships, season passes or sports/recreation equipment that
will be utilized for longer durations. Does not include short vacations or weekend
events.
➢ “Compensation” – Salary and benefits
➢ “Compensable Overtime” – Time which is worked after 1/2 hour extra each day
attached to the regular work day, which is authorized by the supervisor in advance
(unless emergent).
➢ “Equivalent” - Formal course of study that requires an equal amount of time and
effort to obtain.
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➢ “Exceptional Reporting” – A sheet that is submitted to payroll when there is an
exception to the employees two week pay period. (i.e.: vacation, sick time or
flexed work hours) – This will replace the bi-weekly time sheets.
➢ “Flexed Work/Time Off” –Taking approved time off in lieu of overtime.
consistently working additional time in the day to reduce work days.

Not

➢ “Professional Designation” - Currently limited to P. Eng., C.A., or C.M.A. based
on legal liability.
➢ “Salaried/Salary Employees” – All Town employees not in the bargaining unit or
covered by grant positions. This would include Councilors and Volunteer Fire
Fighters.
➢ “Several” - 5 or more years
➢ “TOIL” – Time off in lieu of overtime.
4. RESPONSIBILITIES
➢ Division Directors – Keep salaried employees position profiles up to date.
➢ Human Resources Manager – Conduct annual compensation surveys, review
and keep this policy up to date.
5. PROCEDURES
A. OVERALL
I.

Employer Role

Set out the terms and conditions of the salaried employees’ employment through
policy and good H.R. practices.
Notwithstanding, management and the direction of the working force are vested solely
and exclusively with the employer. The Town reserves unto itself without limitation, all
powers, rights, authority, duties and responsibilities conferred upon it by the laws of the
Province of Alberta and including all those historical, traditional and residual rights of
Management not specifically limited by expressed terms within this document,
irrespective of the same having been exercised.
II.

Employee Role

On major changes to this policy, salaried employees will have an opportunity to
comment before changes are approved. This will be normally be done at salaried
employees meetings.
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III.

Grievance Procedure

Salaried employees who feel aggrieved should work with their Division Director to
resolve issues of concern. Failing their satisfaction at that level, they should then deal
with the Town Manager who will review the circumstances and rule in the matter.
B. PERSONNEL PRACTICES
I.

Position Profiles

As a general policy, the Town will ensure that a Position Profile exists for all
salaried positions. Position profiles must be current and reflect the positions
responsibilities rather than duties. Responsibilities tell you what you have to
accomplish. All profiles should be no more than two pages in length and should be
updated whenever there is a significant change.
The Position Profile clearly establishes a descriptive outline of the positions
responsibilities and qualifications. Position Profiles will identify the three areas:
a)

Position Responsibilities (deal with major areas of responsibility);

b)

Competencies & Behaviours (what is required and expected to
successfully fulfil the responsibilities;

c)

Desired knowledge, education and experience (required and
desired).

Changed position profiles shall be dated and signed by the Division Director, then
approved by the Town Manager. Position profiles will be updated in the computer
by the Administrative Assistant into a central file for access.
II.

Hiring/Job Postings
The town will fill all salaried positions with the best overall suitable candidate
a) All job vacancies (including jobs newly created) will be posted for a
minimum of seven working days unless a direct appointment is made.
Employees having the apparent knowledge, ability, skills and relevant
attributes will be interviewed before candidates from the outside, and will
be advised as to the final decision with respect to their application.
b) New employees and current employees who have transferred to a new
position will receive an offer of employment letter from the Human
Resource Manager. The letter will clearly determine the start date, salary
arrangements, probationary period, and any other pertinent data.
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c) Upon hiring, employees will be placed on the Step of the Grid,
considering the successful applicant’s past experience and
qualifications as well as any current extraordinary market conditions.
This will normally be step 1 of the grid. Employees placed on step 1 of
the grid may move to step 2 after 6 or 12 months of full time service (or
equivalent) based upon overall satisfactory performance. Upon
completion of a further 1 year of service or equivalent, employees will
move to step 3 and subsequently move up to step 6 after 1 year of
service or equivalent at each step (based upon overall satisfactory
performance).
d) The Human Resource Manager may negotiate and offer potential
candidates salaries from steps 1-3.
The Town Manager must
approved hiring’s from step 4 – 6.
e) All salaried employees will be required to serve a six month or equivalent
probationary period.
III.

Transfers, Promotions and Demotions
a) When it is necessary to transfer an employee on a temporary basis to a
lower paying job, the employee will not receive a lower rate of pay than
his or her current rate of pay.
b) Where permanent transfers are required, promotions, transfers and
demotions will be determined on the basis of knowledge, ability, and
skills and other relevant attributes. Where these factors are deemed by
the Town to be relatively equal, then seniority will be a deciding factor.
c) The conditions of employee transfers, promotions, and demotions will be
set out in an appropriate letter to the employee by the employee's
supervisor. The letter will clearly determine the start date, salary
arrangements, probationary period, and any other pertinent data, all
subject to the approval of the Town Manager.
d) Notwithstanding the establishment of a probationary service, in cases of
promotions as set out above, an employee may revert to his/her former
position on or before the expiration of thirty calendar days if that move
can reasonably be accommodated by the Town.
e) Where an employee is asked to assume part or all of the responsibilities
of a senior job for one week or longer in the absence of a higher paid
employee, the Town Manager may authorize appropriate salary
adjustments to recognize senior work assignments. This provision will
not apply to those staff members who have responsibilities under their
present position profile to assume the responsibilities of a senior in the
senior's absence.
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IV.

Seniority
Salaried employees seniority will be calculated in the same way as the
Town:C.E.P. Collective Agreement. Any employee may inquire at any
time through their supervisor as to their own seniority position.

V.

Abolished Positions/Permanent Reductions of Work Force
a) Because of the nature of the work carried out by the Town, and more
specifically by salaried employees employed by the Town, layoff on a
temporary or permanent basis is not common.
b) Where layoff or permanent reductions do occur, the Town will do its best
to assist the employee in obtaining other work, either within the Town
operation or with another employer.
c) Although bumping rights down into Bargaining Unit positions do not exist
for salaried employees, the benefits of the Town:C.E.P. Collective
Agreement as they relate to notice and severance pay will be the
minimum basis upon which permanent layoffs will be processed.

VI.

Hours of Work
The work week for all salaried employees is 35 hours per week.
Flexed Work/Time Off will meet the following conditions:
a) Flex Work will consider internal and external customer requirements;
b) Flex Work schedules are to be communicated effectively (to customers
affected);
c) Division Directors must be satisfied the above criteria are met;
d) Employees must have supervisor approval before taking time off for
working flexed hours;
e) Flex time in excess of one day must be identified on exception reporting
sheet in order for Payroll to keep record of this.

VII.

Standby
a) All salaried employees on standby will receive 1 hr/weekday and 2
hrs/weekend day (total 9 hours/week);
b) The time off will be added to the employees' TOIL bank;
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c) No shift differential or other premium pays shall be paid to salaried
employees;

C. COMPENSATION PRACTICES
I.

Salary Grid
a) Overall salary ranges and other compensation will be surveyed for
market comparison annually by the Human Resources Manager. The
survey will examine the overall compensation provided to similar jobs
of relatively equal responsibility in other municipalities.
A
recommendation for any changes to compensation will be made by the
Town Manager to Council for approval.
b) The Town of Hinton’s salaried employees compensation will provide fair
and equitable compensation based on market competitiveness. For
positions that are difficult to obtain market comparisons, internal equity
will be considered. Compensation will be structured so as to attract and
retain competent and qualified staff and to appropriately reward their
performance.
c) A salary range for all positions will be established by the Human
Resources Manager, reviewed by the Town Manager and implemented
upon approval by Council, consistent with the external benchmark
survey and if needed the relative internal ranking. The appropriate
salary structure will be determined through market comparison,
economic requirements and organizational policy. The salary range for
each position will consist of 6 steps with 4% increments of between
each step and will be expressed as annual salary.
d) Movement on the salary grid only occurs when overall satisfactory
performance of the incumbent as determined by a performance
evaluation that will be conducted annually prior to the incumbent’s
anniversary date.

II.

Salary Compensation Survey
a) Because good job “matches” are not available for many of the salaried
positions in the Town of Hinton, this survey covers only certain
“benchmark” positions that are readily identifiable and easy to match
with similar positions. Below is an example of some of the positions
that may be bench marked, although the Human Resource Manager
may rotate other positions into the survey from time to time.
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b) As with all salary surveys, the data presented must be analyzed
together with other factors that are unique to the Town of Hinton and
its organizational structure.
c) The following positions have been selected as benchmark positions as
they represent a good cross section of the jobs in question and survey
data is more readily available than for other positions. H/R may
substitute positions from time to time if fair comparisons are available.
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.

Town Manager
Director of Planning & Technical Services
Director of Community & Protective Services
Fire Chief
Infrastructure Supervisor (Public Works)
Infrastructure Supervisor (Parks)
Development Officer
Aquatics Supervisor
Executive Assistant

d) The following are Municipalities that are used for the Market
Comparison Survey
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.

III.

Town of Edson
Town of Drayton Valley
Town of Canmore
Town of Camrose
Town of Whitecourt
City of Brooks
City of Wetaskiwin
City of Fort Saskatchewan
Town of Slave Lake
Town of Jasper
Yellowhead County

Overtime

Salaried employees are not normally compensated for extra hours worked by claiming
overtime pay. The need for working hours beyond the regular hours of work does arise
from time to time and is expected of salaried staff, but should be the exception and not
the expectation. Extra hours as described above may be reimbursed to the employee
by flexing time off at a time that is acceptable to the employee and the supervisor.
The following will be times where an employee may claim overtime the traditional way:
a) Call outs during standby rotation unless otherwise addressed in offer
letters.
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b) Times of staff shortage, with advanced approval from the supervisor.
c) After hour mandatory meetings (Although if the meetings are on an
ongoing basis, this may be a good opportunity to discuss a flexed
arrangement with the supervisor as well. i.e taking the odd Friday
afternoon off in lieu of equal amount of extra hours worked)
When approved overtime does occur, it will be paid out at time and one half or banked
at straight time at the employee’s choice.
Any overtime that is not paid out or flexed may be banked at time for time. Maximum
banked overtime will be capped at 70 hours.
All unused banked overtime (time off in lieu) will be paid down to 35 hours on the last
pay period of the calendar year or an employee may request payout anytime. A
position review may be conducted by the Division Director and H.R. Manager for a
position accruing more than 55 hours overtime per half year. The purpose of the
review is to ensure position design/workload is realistic for long term planning. Payroll
will advise the applicable Division Director when the 55 hours is exceeded.
Division Directors will be entitled to one week time in lieu of all overtime hours.
Exception reporting will be used for all salaried staff. One form will be used to
document exceptions such as vacation, toil, sick leave or overtime. This form, after
supervisor’s approval, will be submitted to payroll electronically.
IV.

Group Income Protection

Sick Leave Benefits
Sick leave benefits for salaried staff will be as per the Sick Leave benefits provisions of
the Town:C.E.P. Collective Agreement excepting that:
a) Salaried staff will continue to bank sick leave entitlement beyond the 30
day limit of the contract without any ceiling, and
b) Sick leave benefits are available to Salaried Staff to top up weekly
indemnity, which triggers after three days of sick leave, to 100% of pay.
Long Term Disability
a) All group income benefits apply as per the Town;C.E.P. Collective
Agreement, excepting that salaried employees will have 100% of a group
dental plan covered by the Town and Long Term Disability premiums will
be paid 100% by the employee for the non-taxable Long Term Disability
Plan.
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V.

Annual Vacation
a) Vacation entitlement is earned and may be taken at anytime with
Supervisor’s approval once the employee has completed their 6 month
probationary period.

During first year of service

15 working days – 6%

During seventh year of service and to 20 working days – 8%
the end of the twelfth year of service
During thirteenth year of service and to 25 working days - 10%
the end of the nineteenth year of service
During twentieth year of service and to 30 working days – 12%
the end of the twenty-fourth year of
service
During twenty-fifth year of service and 35 working days – 14%
beyond

Note: Percentages may be used for calculating vacation pay for part time employees

b) Through negotiations at the time of hiring, new salaried employees may
be given credit for years of prior service in the work force.
c) Seniority will not be the deciding factor in the preference for vacation
dates. The Supervisor will make the final decision.
d) Total vacation accrual at any time may not exceed more than two weeks
of the employee’s allotted amount, unless pre-approved by the Division
Director.
Example: An employee who has earned 4 weeks per year may only
have a total of six weeks of accruement.
e) The Town may schedule vacation time for employees if accruals exceed
the approved amount.
VI.

All Other Benefits

All other benefits accruing to employees as per provided by the Town:C.E.P. Collective
Agreement including Personal Vehicle Use, Meal Allowance, Accommodation and
Public Transportation will be the same for Salaried Staff.
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a) Wellness Days
Salaried employees will have two (2) days per calendar year to use as wellness days.
Each wellness day must be approved at least 2 days in advance, by the employee’s
Supervisor, unless there are extenuating circumstances.
b) Active Living
In promoting “Active Living” to the employee and the employee’s family, the Town will:
Reimburse the employee up to $400 for any activities that promotes “Active Living” for
“the employee only” and up to $600 for family activities.
Example:

$400 cost - $400 reimbursement
$500 cost - $450 reimbursement
$800 cost - $600 reimbursement
Some examples of “Active Living” are the following:
➢ Seasonal Pass to the Recreation Centre;
➢ Ski Passes for the season
➢ Mountain Biking or Canoeing
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If it is unsure that the activity falls under “Active Living” as described above, the
employee’s Supervisor with consultation with Human Resource Manager who will
make the final decision.
This is not intended to cover a weekend of skiing or a golf vacation. The intent is to
promote continuous active living; therefore memberships, season passes or
sports/recreation equipment that will be utilized for longer durations is what the
intent of this program.
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

DATE:

Standing Committee Meeting of May 12, 2020

FROM:

Emily Olsen, Interim Chief Administrative Officer

RE:

EMPLOYEE RELATIONS POLICY HR-1904

☐ INFORMATION ITEM

Recommended Action
That Committee recommends that Council approves Employee Relations Policy HR-1904 as presented.
Background
An effective Employee Relations Policy ensures employees are treated in a manner that is fair and
consistent. Establishing a clear Policy, as presented in Attachment #1, to outline employee relation
practices provides employees with knowledge on organizational practices, expectations, and
processes; it also sets consistent standards, improves communication, reduces conflict, and improves
efficiencies. Additionally, a clear Policy helps managers to learn and understand those principles which
must govern their actions in the employment relationship. This Policy will form the basis for
communicating the Town’s principles related to human resources administration to all levels of
employees.
Analysis
It is essential for employers to develop an effective statement of principles for employee relations. This
sets out employer standards for the treatment of their employees, as well as employee perception of
the employer.
All employment related legislation, in some way, deals with the subject of employee relations. Although
there are no specific laws requiring the development and publication on an Employee Relations Policy,
it is good business practice to do so. Strong parameters around employee relations helps to prevent a
contravention of the Alberta Human Rights Act, which can apply a remedy as high as $100,000, and/or
of Alberta Employment Standards, which can apply Administrative penalties ranging from $500 to
$6,000. As such, the establishment of an Employee Relations Policy will protect the Town from liability.
In addition to minimizing risk, there are many internal factors which indicate that an Employee Relations
Policy could positively impact the Town’s organizational culture. For the past two years, the Town has
experienced an average of six (6) harassment investigations per year. These investigations are time
consuming and expensive. Policy HR-1904 will mitigate many of these investigations with supporting
Directives, training, and support, which will develop strong processes for communication and conflict
resolution.
Policy HR-1904 will also help Supervisors align their management style with Town principles, which
encourages employee initiative and involvement. For employees, the Policy will communicate the
Town’s views and principles so that employees will know what type of treatment they can expect.

Written By: Nikiea Hope, Human Resources Manager
Employee Relations Policy HR-1904

Page 61 of 79

Page 2 of 3

It is imperative that Council, through Policy, provides clear direction to Administration “that ensure local
authorities operate in an ethical, accountable, transparent, and proactive manner” (3.10.11 of The
Community Sustainability Plan). This Policy will set clear and consistent parameters relating to the
Town’s employee relations principles.
Implications of Decision
The Town will be able to move forward with the development of Directives, Procedures, and training
tools to reinforce and clarify Town processes and procedures, and to meet legislative compliance.
Once developed, implementation and training of the Directives and associated Procedures will begin.
Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
None.
None.
None.
None required.

Unbudgeted Costs
None.
o Options for where to acquire the
necessary funds
Risk / Liability (if applicable)
An updated Policy will reduce the Town’s risk and liability by bringing the Town into compliance with
best employment practices.
Legislative Implications
Conforms with:
Council’s Strategic Plan

Yes/No/
Partial
Yes

Comments
Strategic Plan Goal 3: The Town of Hinton is innovative,
efficient, and exceptional in its service delivery
Strategic Plan Corporate Values: Be a leader, be safe,
be accountable.
Strategic Plan Priorities: Retaining Workforce and
Succession, Infrastructure Maintenance and Safety.

Community Sustainability
Plan

Yes

Governance Pillar: Leadership:
as an employer;
responding to family needs; encouraging volunteerism;
offering mentorship opportunities; removing barriers for
persons with disabilities; recent immigrants and
Aboriginal Canadians.
Strategy 10: Ensure Local Governments and authorities
are responsive to the needs of the community
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Legislative Implications

Municipal
Bylaws

Policies

or

Yes

3.10.11: Develop policies that ensure local authorities
operate in an ethical, accountable, transparent, and
proactive manner.
CL 1106 Town Policies, Procedures, and Directives
Policy

Provincial Laws or MGA

Yes

Albert Alberta Human Rights Act
Alberta Employment Standards

Other plans or policies

Yes

Organizational Efficiency and Effectiveness Review

Options / Alternatives
1. That Committee recommends that Council approves Employee Relations Policy HR-1904 as
presented.
2. That Committee requests Employee Relations Policy HR-1904 be brought back to a future
Standing Committee Meeting for further discussion.
3. That Committee requests Employee Relations Policy HR-1904 be brought back to a future
Standing Committee Meeting with changes as discussed.
4. That Committee accepts this report for information.
Attachment(s)
1. Employer Relations Principles Policy HR-1904
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Employee Relations Policy
Council Approved
THE TOWN OF

HINTON

1.0

Human Resources (HR) #1904
Approved
Month ##, 2020
Next Review Date
Month ##, 2024

POLICY STATEMENT

1.1 The Town of Hinton believes that only through the fulfilment of individual needs for
personal and professional growth can it achieve its goal of being an Employer of
Choice. Because success depends upon the quality and commitment of Employees,
the Town’s objectives are to employ the best people available and to maintain a
high-quality working relationship with all Employees, based upon mutual trust,
respect, courtesy, and tolerance. To this end, the Town strives to:
1.1.1
Provide a work environment which is free of discrimination and
harassment;
1.1.2
Provide a work environment that encourages self-motivation and initiative;
1.1.3
Encourage open and frank dialogue about work and/or business issues;
1.1.4
Offer equal opportunity for personal development, career growth and
advancement based on individual ability and demonstrated job
performance; and
1.1.5
Provide healthy and safe working conditions for all.
1.2 Notwithstanding Section 1.1, Management and the direction of the work force are
vested solely and exclusively with the Town. The Town reserves unto itself without
limitation all powers, rights, authority, duties, and responsibilities conferred upon it
by the laws of the province of Alberta and including all those historical, traditional,
and residual rights of the Employer not specifically limited by expressed terms within
this Policy.
2.0

PURPOSE

2.1 The purpose is set out clear employment relationship standards for Employees and
ensure consistent application by Management and Supervisors. Review this
sentence, I think a word or two is missing.
2.2 The Town of Hinton strives to be the Employer of Choice by operating with attractive
personnel practices based on fairness and respect for work, life balance, open
communication, and problem solving in the Employee/Employer relationship.
3.0

SCOPE
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HR-1904

3.1

This Policy applies to all Town Employees.

4.0

RESPONSIBILITIES

4.1

Council is responsible for:
4.1.1 Reviewing and approving the Policy.

4.2

The Chief Administrative Officer (CAO) is responsible for:
4.2.1 Setting out the terms and conditions of the Employees employment through
Directives and good practice; and
4.2.2 Creating a work environment in which Employees can learn and/or develop
a work ethic consistent with the principles of mutual trust, respect, courtesy,
and tolerance.

4.3

Directors, Managers, and Supervisors are responsible for:
4.3.1 Creating a work environment in which Employees can learn and/or develop
a work ethic consistent with the principles of mutual trust, respect, courtesy,
and tolerance.

4.4

Employees are primarily responsible for:
4.4.1 Actions related to their personal development, conduct, and behaviour are
consistent with the principles of mutual trust, respect, courtesy, and
tolerance; and
4.4.2 Acting as servants of the general public, and to be polite and restrained in
their dealings with the public.

5.0

RELATED MATTERS & REFERENCES

5.1

Alberta Human Rights Act

5.2

Alberta Employment Standards

6.0

DEFINITIONS

6.1

See CL 1106 Town Policies, Procedures, and Directives Policy for a list of defined
terms.

7.0

APPENDICES, PROCEDURES, & FORMS

7.1

None.

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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8.0

REVISION CONTROL

8.1

This Policy must be reviewed every four (4) years.

8.2

Upon Council approval, all former versions of this Policy are hereby rescinded.

Date

Revision

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

DATE:

Standing Committee Meeting of May 12, 2020

FROM:

Emily Olsen, Interim Chief Administrative Officer

RE:

PAY PRINCIPLES POLICY HR-1902

☐ INFORMATION ITEM

Recommended Action
That Council approves Pay Principles Policy HR-1902 as presented.
Background
A Pay Principles Policy, as presented in Attachment #1, is required for legislative Employment
Standards compliance and it supports an organization’s attraction and retention. While Town practices
meet or exceed Employment Standards requirements, current Policies are not in alignment with these
practices.
In terms of legislative compliance, a clear Policy is required to ensure legislative requirements are being
met. These requirements include equal pay without consideration for factors such as gender, race,
sexual orientation, or other protected grounds. Contravention of these standards can result in penalties
to the organization as high as $100,000. As such, it is essential to have a clear organizational Policy in
place to ensure all employees are compensated in a fair and equal manner and to protect the
organization from liability.
A Pay Principles Policy also impacts the Town’s ability to attract and retain competent employees by
showing how their pay will be administered when they perform their jobs competently. Under a clearly
administered pay system, as outlined in Policy HR-1902, employees quickly learn and understand the
important relationship between pay and job performance. This can improve performance and increase
the Town’s service levels. This is not a change in practice, or intent of the Policies currently in place.

Analysis
Pay Principles Policy HR-1902 aligns with Council’s Strategic Plan and ensures that Town principles
align with Council values. This Policy does not result in changes to current practices, rather, it clarifies
the current processes that the Town already follows. This will ensure consistent application of Policy
through leadership changes. Any Administrative decision regarding pay which would impact the Budget
is still subject to Council approval.
Implications of Decision
The Town will be able to move forward with the development of directives/procedures to reinforce and
clarify Town processes and procedures, and to meet legislative compliance.
Once developed, implementation and training of the Directives and associated Procedures will begin.
Written By: Nikiea Hope, Human Resources Manager
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Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
None, practices and costs are not changing.
None.
Costs reflected in 2020 Budget.
None required.

Unbudgeted Costs
None.
o Options for where to acquire the
necessary funds
Risk / Liability (if applicable)
An updated Policy will reduce the Town’s risk and liability by bringing the Town into compliance with
relevant legislation and proper employment practices.
Legislative Implications
Conforms with:

Yes/No/
Partial
Yes

Council’s Strategic Plan

Comments
Strategic Plan Goal 3: The Town of Hinton is innovative,
efficient, and exceptional in its service delivery
Strategic Plan Corporate Values: Be a leader, be safe,
be accountable.
Strategic Plan Priorities: Retaining Workforce and
Succession, Infrastructure Maintenance and Safety.

Community Sustainability
Plan

Municipal
Bylaws

Policies

Yes

or

Yes

Governance Pillar: Leadership:
as an employer;
responding to family needs; encouraging volunteerism;
offering mentorship opportunities; removing barriers for
persons with disabilities; recent immigrants and
Aboriginal Canadians.
Strategy 10: Ensure Local Governments and authorities
are responsive to the needs of the community
3.10.11: Develop policies that ensure local
authorities operate in an ethical, accountable,
transparent, and proactive manner.
CL 1106 Town Policies, Procedures, and Directives
Policy

Provincial Laws or MGA

Yes

Alberta Human Rights Act
Alberta Employment Standards
Alberta Pension Plans Act

Other plans or policies

Yes

Organizational Efficiency and Effectiveness Review

Options / Alternatives
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1. That Council approve Pay Principles Policy HR-1902.
2. That Council directs Pay Principles Policy HR-1902 be brought back to a Standing Committee
Meeting for further review.
3. That Council accepts this report for information.
Attachment(s)
1. Pay Principles Policy HR-1902
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Pay Principles Policy
Council Approved
THE TOWN OF

HINTON

Human Resources (HR) # 1902
Approved
Month ##, 2020
Next Review Date
Month ##, 2024

1.0

POLICY STATEMENT

1.1

The Town of Hinton will provide fair and equitable compensation to all employees
based on internal equity and market comparison. Compensation will be structured
so as to attract and retain competent and qualified employees, and to appropriately
reward their performance.

1.2

The Town believes in paying employees for consistent and sustained competency
in the performance of their jobs. The Town strives to:
1.2.1 Be an Employer of Choice through the total compensation package offered
to employees and candidates;
1.2.2 Pay wages that are competitive with wages paid by other comparable
municipalities for jobs of equivalent responsibility;
1.2.3 Pay employees in similar jobs on an equitable basis, consistent with the
principles of “Pay for Performance”; and
1.2.4 Award pay increases governed by the Salary Grid and upon merit when job
performance standards are consistently achieved or exceeded .

2.0

PURPOSE

2.1

The purpose is to establish the principles related to the payment of wages and to
ensure these principles are applied consistently throughout the Town.

3.0

SCOPE

3.1

This Policy applies to all non-union employees.

3.2

Where appropriate, the wages and administration of union employees are
governed by the provisions of the Collective Bargaining Agreement between the
Town of Hinton and Unifor Local 855.

4.0

RESPONSIBILITIES

4.1

Council is responsible for:
4.1.1 Reviewing and approving the Policy; and
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4.1.2 Reviewing the budgetary impacts of any plan or program changes
presented.
4.2

The Chief Administrative Officer (CAO) is responsible for:
4.2.1 Approving job classifications and the range structures contained in the
Salary Grid;
4.2.2 Approving any Cost of Living increase to the Salary Grid; and
4.2.3 To address budget impacts of any changes with Council through an
Administrative Report or the Annual Budget Process.

4.3

The Human Resources Manager is responsible to:
4.3.1 Provide guidance to the CAO on evaluation of job classifications, range
structures, wages, and pay increases;
4.3.2 Provide guidance to Directors, Managers, and Supervisors on pay
increases;
4.3.3 Conduct a job evaluation, as outlined in the Town’s Directive HR ## Job
Evaluation. Each job shall be evaluated using a consistent and approved
job evaluation process. Job evaluations shall be reviewed at least once
every three (3) years to ensure that each evaluation accurately reflects the
duties and responsibilities assigned to the job; and
4.3.4 Conduct a Salary Survey Review, as outlined in the Town’s Directive HR ##
Salary Survey Review:
a)
Pay range structures shall be reviewed every three (3) years in order
to remain competitive with estimated wage changes in the external
market;
b)
External wage comparisons shall be made as necessary but at least
once every three (3) years. Proper wage survey techniques shall be
used for this purpose. Surveys may be initiated by the Town or
survey data from external, reputable organizations may be used to
determine competitive wages for jobs of comparable responsibilities
in similar municipalities; and
c)
Pay rate changes may occur consistent with the Town’s Directive HR
## Pay Administration.

4.4

Each Director, Manager, and Supervisor is responsible for:
4.4.1 Ensuring the principles outlined herein are consistently applied to their direct
reports;
4.4.2 Approving the initial wages and pay increases for each employee, according
to the Salary Grid; and
4.4.3 Conduct an employee performance review, at least annually, in
conformance with Town’s Directive HR ## Job Performance Review.

4.5

The Payroll and Benefits Coordinator is responsible for pay administration.

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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5.0

RELATED MATTERS & REFERENCES

5.1

Alberta Human Rights Act

5.2

Alberta Employment Standards

5.3

Alberta Pension Plans Act

5.4

By-Law 1131 CAO Performance Review Committee

6.0

DEFINITIONS

6.1

See CL 1106 Town Policies, Procedures, and Directives Policy for a list of defined
terms.

6.2

Pay for Performance: A merit pay system where pay changes are directly related
to the consistent and sustained achievement of job performance standards and/or
specific job objectives. Such pay changes cannot be outside of the Salary Gird.

6.3

Wages: Monetary remuneration paid to employees under a contract of
employment and includes salary, pay, money paid for time off instead of overtime
pay, or money paid to an employee for work. Wages do not include:
6.3.1 Overtime pay, vacation pay, general holiday pay, and termination pay;
6.3.2 A payment made as a gift, bonus, or honorarium that is dependent on the
discretion of the Town and that is not related to hours of work;
6.3.3 Expenses or an allowance provided instead of expenses; and/or
6.3.4 Unless declared otherwise by legislated provisions, contributions made by
the Town to a fund or benefit plan.

7.0

APPENDICES, PROCEDURES, & FORMS

7.1

None.

8.0

REVISION CONTROL

8.1

This Policy must be reviewed every four (4) years.

8.2

Upon Council approval, all former versions of this Policy are hereby rescinded.

Date

Revision

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.

Pay Principles Policy HR-1902

Page 73 of 79

TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

DATE:

Standing Committee Meeting of May 12, 2020

FROM:

Emily Olsen, Interim Chief Administrative Officer

RE:

BENEFITS PRINCIPLES POLICY HR-1903

☐ INFORMATION ITEM

Recommended Action
That Council approve Benefits Principles Policy HR-1903 as presented.
Background
Certain benefits are required by law and minimum standards exist for those benefits, as dictated by the
Alberta Employment Standards. Furthermore, legislation emphasizes that benefits made available to
employees cannot be provided in a discriminatory manner.
A strong Benefits Principles Policy, as presented in Attachment #1, ensures that long-term cost
implications and planning considerations are factored into organizational benefit decisions. This Policy
outlines a set of principles which govern analysis on whether to introduce new benefit programs or
modify existing ones, supporting long-term planning related to both cost control and benefit
improvements.
Analysis
Benefits Principles Policy HR-1903 aligns with Council’s Strategic Plan and ensures that Town
principles align with Council values. This Policy does not result in changes to current practices, rather,
it reflects the current processes that the Town already follows. This will ensure consistent application of
Policy through leadership changes.
Implications of Decision
The Town will be able to move forward with the development of directives/procedures to reinforce and
clarify Town processes and procedures, and to meet legislative compliance.
Once developed, implementation and training of the Directives and associated Procedures will begin.
Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
None, practices and costs are not changing.
None.
Costs reflected in 2020 Budget.
None required.

Written by: Nikiea Hope, Human Resources Manager
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Financial Implications
Unbudgeted Costs
None.
o Options for where to acquire the
necessary funds
Risk / Liability (if applicable)
An updated Policy will reduce the Town’s risk and liability by bringing the Town into compliance with
relevant legislation and proper employment practices.
Legislative Implications
Conforms with:

Yes/No/
Partial
Yes

Council’s Strategic Plan

Comments
Strategic Plan Goal 3: The Town of Hinton is innovative,
efficient, and exceptional in its service delivery
Strategic Plan Corporate Values: Be a leader, be safe,
be accountable.
Strategic Plan Priorities: Retaining Workforce and
Succession, Infrastructure Maintenance and Safety.

Community Sustainability
Plan

Municipal
Bylaws

Policies

Yes

or

Yes

Governance Pillar: Leadership:
as an employer;
responding to family needs; encouraging volunteerism;
offering mentorship opportunities; removing barriers for
persons with disabilities; recent immigrants and
Aboriginal Canadians.
Strategy 10: Ensure Local Governments and authorities
are responsive to the needs of the community
3.10.11: Develop policies that ensure local
authorities operate in an ethical, accountable,
transparent, and proactive manner.
CL 1106 Town Policies, Procedures, and Directives
Policy

Provincial Laws or MGA

Yes

Alberta Human Rights Act
Alberta Employment Standards
Alberta Pension Plans Act

Other plans or policies

Yes

Organizational Efficiency and Effectiveness Review

Options / Alternatives
1. That Council approves Benefits Principles Policy HR-1903.
2. That Council directs Benefits Principles Policy HR-1903 to be brought back to a Standing
Committee Meeting for further review.
3. That Council accepts this report for information.
Attachment(s)
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Benefits Principles Policy
Council Approved
THE TOWN OF

HINTON

Human Resources (HR) #1903
Approved
Month ##, 2020
Next Review Date
Month ##, 2024

1.0

POLICY STATEMENT

1.1

The Town of Hinton will provide fair and equitable benefit plans and programs
based on municipal practices. The following principles outline the considerations
that will be used to determine the type of benefit programs that will be made
available to employees.
1.1.1 The Town believes that employees are primarily responsible for their own
welfare and the welfare of their dependants.
1.1.2 The Town will provide appropriate benefit plans and programs that are
designed to protect employees from significant financial hardship resulting
from unforeseen circumstances. Where plans are provided, reasonable
efforts will be made to ensure such plans are competitive with those that
are generally in use in comparative municipalities.
1.1.3 The Town may contribute to some, or all, of the costs of various plans,
where it can afford to do so and where it is general practice to do so in
comparative municipalities. Employees are expected to contribute to the
cost of some benefit programs.
1.1.4 The Town may, in its sole discretion, decide upon the following:
a)
Plan design or modification, including the reduction of benefits;
b)
Introduction of new plans;
c)
Selection of carriers;
d)
Funding arrangements;
e)
Cost sharing arrangements; and
f)
Benefits to be provided.
1.1.5 Employees may be offered the opportunity to participate in appropriate
plans on the assumption that costs of a group plan would normally be less
than the costs an employee would have to pay as an individual.
1.1.6 The exception to section 1.1.4 above, is the benefits agreed to in the
Collective Bargaining Agreement between the Town of Hinton and Unifor
Local 855, which applies to Unionized Employees.

2.0

PURPOSE

2.1

The purpose is to express those principles to be considered when determining the
appropriateness of introducing or modifying benefit plans or programs for
employees.
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3.0

SCOPE

3.1

This Policy applies to all Town employees.

3.2

Where there is any conflict, the benefits agreed to in the Collective Bargaining
Agreement between the Town of Hinton and Unifor Local 855, which applies to
Unionized Employees, shall apply.

4.0

RESPONSIBILITIES

4.1

Council is responsible for:
4.1.1 Reviewing and approving the Policy; and
4.1.2 Reviewing the budgetary impacts of any benefit plan or program changes
presented.

4.2

The Chief Administrative Officer (CAO) is responsible for:
4.2.1 Ensuring the consistent application and administration of this Policy
throughout the Town;
4.2.2 For approving the introduction of any new benefit plan, or modifications to
any existing benefit plans prior to any implementation; and
4.2.3 To address budgetary impacts of any benefit plan or program changes with
Council through an Administrative Report or the Annual Budget Process.

4.3

The Human Resources Manager is responsible to:
4.3.1 Provide guidance to the CAO on the evaluation of benefit plans; and
4.3.2 Provide guidance to the CAO, Directors, Managers, and Supervisors on
benefit plans.

4.4

Each Director, Manager, and Supervisor is responsible for:
4.4.1 Ensuring the principles outlined herein are consistently applied to their direct
reports.

4.5

The Payroll and Benefit Coordinator is responsible for the administration of all
benefit plans.

5.0

RELATED MATTERS & REFERENCES

5.1

Alberta Human Rights Act

5.2

Alberta Employment Standards

5.3

Alberta Pension Plans Act

6.0

DEFINITIONS

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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6.1

See CL 1106 Town Policies, Procedures, and Directives Policy for a list of defined
terms.

7.0

APPENDICES, PROCEDURES, & FORMS

7.1

None.

8.0

REVISION CONTROL

8.1

This Policy must be reviewed every four (4) years.

8.2

Upon Council approval, all former versions of this Policy are hereby rescinded.

Date

Revision

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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