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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

DATE:

Standing Committee Meeting of July 7, 2020

PRESENTED BY:

Emily Olsen, Interim Chief Administrative Officer

RE:

PROCUREMENT POLICY FN-1300

☐ INFORMATION ITEM

Recommended Action
That Committee recommends Council approves Procurement Policy FN-1300 as presented and
rescinds Purchasing Policy 016.

Background
Purchasing Policy 016 was initially approved on January 24, 1989 and last amended at the October 2,
2012 Regular Meeting of Council. The purchasing of goods, services, consulting and construction is
one of the most important operational procedures for any organization. The Purchasing (revised
document renamed to ‘Procurement’) Policy is the guiding policy for all procurement by the Town of
Hinton unless exceptions specified in a bylaw or policy apply. An effective Procurement Policy ensures
a fair, open and transparent procurement process. It also ensures the best value for resources through
competitive purchasing and the maintenance of honesty, integrity and fairness in all its purchasing
practices. Additionally, a clear and concise Policy sets consistent standards, outlines clear expectations
for vendors, improves efficiency, increases cost savings, and helps Town employees learn and
understand those principles which must govern their purchases on behalf of the Town.
The Procurement Policy needs to be reviewed regularly and recommended amendments are made to
keep the Policy current with the provincial legislation, relevant trade agreements such as the Canadian
Free Trade Agreement (CFTA) and New West Partnership Trade Agreement (NWPTA), and current
standard practices. However, the current Policy is outdated and does not comply with relevant
legislations, trade agreements and standard municipal practices. Thus, the current outdated and noncompliant Policy results in legal liability, a decrease in efficiency and higher costs. Hence, updates to
this Policy are time-sensitive and will support effective operations of the Town.
To find the standard practices, an extensive scan of other municipalities was conducted by
Administration. All relevant internal departments were also consulted extensively throughout the
process of updating this Policy. This report is being presented to make updates to the Purchasing Policy
to improve effectiveness and increase cost savings for the Town of Hinton. The revised Policy,
Procurement Policy FN-1300, is included in Attachment #1. The current Policy, Purchasing Policy 016,
is included in Attachment #2. Attachments #3-6 provide links to examples of recently updated
procurement policies from other Alberta municipalities, capturing current standard practices.

Analysis
The Procurement Policy has been updated to make it current with provincial legislation, relevant trade
agreements and standard municipal practices. Additionally, formatting changes were made, and more
Written by: Mir Muhtadi Faiaz, Municipal Intern; Carla Fox, Director of Corporate Services
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concise language has been used to provide clear and consistent direction to all Town employees and
vendors regarding Town purchasing practices. The revised Procurement Policy aims to establish clear
guidelines for all Town employees, define expectations for Town employees and vendors, and increase
cost-savings for the Town by ensuring an efficient procurement process. It strives to balance efficiency
and accountability.
Municipal Comparators
The municipal comparators consulted included the Town of Canmore, Town of Edson, Town of
Whitecourt, Town of Taber, City of Lacombe, City of Grande Prairie, City of Calgary, and City of Red
Deer. Some of the municipalities (Town of Canmore, Town of Edson, Town of Whitecourt, Town of
Taber, City of Lacombe) were chosen as comparators due to similarities in key quantitative figures such
as population (between 8,000 to 13,000). To ensure Administration captured standard practices, larger
urban centres within Alberta, such as City of Calgary, City of Grande Prairie and City of Red Deer were
also consulted.
Revisions and Updates in the New Policy
Best Value Concept
The updated Policy concisely states the Town’s commitment to a fair, open and transparent
procurement process, and to ensuring the best value for Town’s resources through competitive and
ethical purchasing practices. The Best Value Concept is not limited to the lowest price but is a
combination of several factors related to the overall transaction and the long-term benefit or advantage
to the Town. Individual factors may vary from contract to contract, but will generally include (but not be
restricted to) price, quality, experience, performance history, service history, equipment, financial
capacity, ease of use, sustainable purchasing, availability/delivery, purchase terms, and other pertinent
factors related to the services or goods required. Considering non-price factors is important for long
term cost implications of projects, to ensure the quality of the product/service, and to reflect standard
practices as represented in other municipalities (e.g. See Town of Canmore Purchasing Policy, section
5.1).
Green Procurement
To communicate the Town’s commitment to sustainability, the Policy states that wherever economically
feasible, the Town will procure goods or services that are environmentally preferred. This is not only
consistent with Town of Hinton’s Community Sustainability Plan (CSP) and the current Policy, but also
with standard practice as established by other municipalities (e.g. see City of Red Deer “Corporate
Procurement Policy,” section 6).
Process and Authority
The Procurement Process (section 5.4) and Procurement Authority (section 5.5) sections in the updated
Procurement Policy streamline the Town’s principles and requirements regarding the Town’s
procurements and provides the Council with high level oversight for procurement practices. The current
Policy’s directions for purchasing procedures (See Section 3 “Responsibilities, Methods and
Procedures,” Section 4 “Quotation and Tendering,” Section 5 “Purchasing Approval and Authority
Levels,” and Section 6 “Procedures”) are often repetitive and unclear, which causes confusion for Town
employees and potential vendors. The revised Policy aims to provide clear guiding principles for staff
and high-level oversight for Council concerning matters with financial implications.
Details concerning specific procedures will be included in separate directives and procedures, adhering
to the policy and legislation. This is aligned with the standard practices of other municipalities (See City
of Calgary’s Procurement Policy and City of Red Deer’s Corporate Procurement Policy), which have a
structured guiding documentation system. This also aligns with the Town’s Town Policies, Procedures,
and Directives’ Policy CL#1106.
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Procurement Thresholds and Requirements
The Procurement thresholds for tendering (above $75,000 for goods and services, and above $200,000
for construction) have been updated according to the requirements of the Canadian Free Trade
Agreement (CFTA) which replaced the former Agreement on Internal Trade (AIT) and the New West
Partnership Trade Agreement (NWPTA). As the thresholds determined in CFTA are higher compared
to the NWPTA, the NWPTA thresholds are chosen as the requirements for the Town (see NWPTA
“Government Procurement” webpage).
For procurements below the tendering thresholds ($75,000 for goods and services, and $200,000 for
construction), the procurement process requirements were determined considering several factors
including standard practice across municipalities and internal consultation. Some municipalities (e.g.
City of Calgary) provide broad direction in their policy without detailing specific requirements for each
threshold, while some municipalities (including the Town of Hinton in its current Purchasing Policy)
provide detailed requirements. Administration’s objective was to identify a process wherein Council has
oversight over the procurement standards, yet Administration has the ability to conduct procurement
processes efficiently and effectively. As such, in the proposed Procurement Policy, procurement
processes and subsequent requirements are detailed concisely for the overall guidance of the
processes and oversight of Council.
Adjustments have been made in the threshold amounts to increase efficiency for lower threshold
expenses. For example, in the current Policy, any purchase of goods or services above $10,000
requires written Tender response or completed Tender documentation, adding a significant
administrative workload and a notable delay in procurement. In the updated Policy, the requirement for
purchases up to $10,000 has been adjusted to require a minimum of two verbal or written quotations.
This adjustment will improve efficiencies and will support optimizing the overall value for obtaining
services and resources.
Council Oversight
Council’s oversight of purchasing practices comes via this Policy and the annual budget.
Administration’s spending authority derives from Council’s approval of the annual budget. As such,
Council must provide special authorization for all over-budget or unbudgeted expenses. For purchases
and departmental budgets approved within the annual budget, the requirement to ensure ‘Best Value’
for the Town’s resources and to follow ethical practices, as stipulated in the Policy, ensures that the
Town follows the highest standard for all its purchasing practices.
Emergency Situations
Following the standard practice across municipalities, an emergency situation clause was added in the
‘Procurement Authority’ section (5.5.6) of the Procurement Policy that states that purchases may be
made without prior approval in an emergency situation when the lack of immediate action to supply
would disrupt critical services to the public or involve the safety of personnel. It also states that the
purchase must be authorized by CAO. This is aligned with the current standard practice across
municipalities (See Town of Canmore “Purchasing Policy” section 4.3, City of Grande Prairie
“Procurement Policy” section 14).
Related Party Transactions
To comply with the new requirements of Canada’s Public Sector Accounting Standards, “Related Party
Transaction” is defined and a process of reporting such transactions is established via section 5.6.3
under “Purchasing Ethics” in the updated Policy. A “Related Party Transaction Directive” will be
developed further once the Policy is approved by Council.
The revised Procurement Policy FN-1300 will allow Council to provide clear direction and set principles
in line with best practice to Administration relating to the Town’s purchasing practices.
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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 standards and procedures regarding procurement, and to meet
legislative compliance. Once developed, implementation and training of the Policy and associated
documents will begin.
Procurement Policy FN-1300 will result in long-term cost savings as it will improve the process by which
services and good are procured by the Town.

Financial Implications
Items
Operating Cost/Implications
Capital Cost
2020 Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
$0
$0 – There are no capital costs.
$0 – There are no additional funds required.
$0

Unbudgeted Costs
$0
o Options for where to acquire the
necessary funds

Level of Service Implications
This amendment will positively impact customer service through improved efficiency and consistency
of service delivery.

Communications
The proposed changes to the Procurement Policy FN-1300 has been reviewed and supported by key
internal stakeholders. Upon approval of the Policy, Town of Hinton Strategic Services will be engaged
in the creation of an internal communications campaign dedicated to ensuring all administration staff
are informed about the implications of this Policy.
The town of Hinton will include this decision in our standard post council information sharing, including
web update to policy inventory, council briefs, agenda package, and council videos.
In addition, distinct messaging will be provided to economic development for the purpose of sharing
outward to the business community by way of established groups and advocates such as the Chamber
and HREDC.

Risk / Liability
An updated Policy will reduce the Town’s risk and liability by bringing the Town into compliance with
legislative requirements and best procurement practices. The inconsistencies and complicated nature
of the current Policy may result in additional costs, duplications of effort, liabilities, and delays in the
provision of procurement services. These risks may damage the credibility of the Town and its
employees.
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Legislative Implications
Conforms with:

Yes/No/
Partial
Yes

Council’s Strategic Plan
Community Sustainability
Plan

Municipal
Bylaws

Policies

Yes

or

Yes

Provincial Laws or MGA

Yes

Other plans or policies

Yes

Comments
Goal 3: Foster innovative, efficient, and exceptional service
delivery.
Theme 3 – Governance and Partnerships.
Strategy 10: Ensure Local Governments and authorities
are responsive to the needs of the community.
3.10.5: Promote the use of best practices to achieve
excellence, innovation and accountability within all local
authorities.
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
Section 153 of the Municipal Government Act, RSA 2000,
Chapter M-26 sets the development and evaluation of
policies and programs as a responsibility of Council.
Competition Act and Regulations.
Freedom of Information and Protection of Privacy Act and
Regulations.
CPA Canada Public Sector Accounting Handbook, PS 2200
– Related Party Disclosure.
Canadian Free Trade Agreement (CFTA).
New West Partnership Trade Agreement (NWPTA).
Trade, Investment and Labour Mobility Agreement (TILMA).

Options / Alternatives
1. That Committee recommends Council approves Procurement Policy FN-1300 as presented and
rescinds Purchasing Policy 016.
2. That Committee recommends Council approves Procurement Policy FN-1300 as amended
and rescinds Purchasing Policy 016.
3. That Committee requests Procurement Policy FN-1300 be brought back to a future Standing
Committee Meeting for further discussion.
Attachment(s)
1.
2.
3.
4.
5.
6.

Town of Hinton Procurement Policy FN-1300
Town of Hinton Purchasing Policy 016
City of Calgary Procurement Policy PW-002
City of Grande Prairie Procurement Policy 310
City of Red Deer Corporate Procurement Policy 5303
Town of Canmore Purchasing Policy FIN-006
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ATTACHMENT 1
Procurement Policy
Council Approved
THE TOWN OF

HINTON

Finance (FN) # 1300
Approved
Month ##, 2020
Next Review Date
Month ##, 2024

1.0

POLICY STATEMENT

1.1

The Town of Hinton is committed to fair, open and transparent procurement
processes.

1.2

The Town of Hinton will ensure the best value for Town resources through
competitive purchasing and by maintaining honesty, integrity, and fairness in all
its purchasing practices.

1.3

Wherever economically feasible, the Town will procure goods or services that are
environmentally preferred.

1.4

The Town will strive to balance efficiency and accountability for all procurement.

2.0

PURPOSE

2.1

The purpose of this Policy is to provide the principles for the Town’s procurement
processes and to address the legislative requirements that apply to the Town, as
a publicly funded institution, in the acquisition of goods, services, consulting, or
construction.

3.0

SCOPE

3.1

All Town procurement is covered by this Procurement Policy (“Policy”) unless
otherwise exempted in section 5.4.6. This Policy applies to all Town of Hinton
Employees who are involved in the purchase of goods, services, consulting or
construction, on behalf of the Town of Hinton.

4.0

RESPONSIBILITIES

4.1

Council is responsible for:
4.1.1 Approving this Policy and subsequent amendments necessary;
4.1.2 Approving the budget and scope of projects as part of the annual
operating and capital budget process, or individual project approval
submissions from Departments throughout the year;
4.1.3 Approval of the project scope and budget by Council shall be deemed to
be approval for the subsequent award of a contract in accordance with the
Procurement Policy and where the cost of the contract is within the budget
previously approved by Council.
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4.2

The Chief Administrative Officer (CAO) or designate is responsible for ensuring
the overall corporate compliance of this Policy and approving related Directives
and Procedures.

4.3

Directors, Managers and Supervisors are responsible for ensuring that
procurement activities are conducted in accordance with this Policy, and any
associated Directives and Procedures.

4.4

The Corporate Services Director or designate is responsible for the development
of Directives and Procedures associated with this Policy. Such Directives and
Procedures must include:
4.4.1 Processes for the approval, implementation, monitoring and evaluation of
purchased goods, services, consulting or construction;
4.4.2 Related Party Transaction Directive and Disclosure Form.

5.0

RELATED MATTERS & REFERENCES

5.1

Open and Fair Competition
5.1.1 The Town will conduct fair, open and transparent procurement processes
that afford equal access to all Qualified Vendors while ensuring
consistency with the Town’s Policies, Directives and Procedures, and
balance between accountability and efficiency;
5.1.2 The Town will practice reciprocal non-discrimination with respect to
Alberta’s trading partners.

5.2

Best Value Considerations
5.2.1 The Town will strive to achieve best value for the expenditure of public
funds through consideration of full range of criteria;
5.2.2 Consideration may be given to the overall cost in the procurement of
goods, services, or construction including but not limited to acquisition
cost, operating costs, life cycle costing, serviceability, and delivery;
5.2.3 The Town will consider and evaluate the relevant non-price factors
including but not limited to quality, reliability, sustainability, anticipated
customer service, and past performance.

5.3

Green Procurement
5.3.1 The Town is committed to reducing its environmental impact, and
wherever practical and economically feasible, will procure goods or
services that are environmentally preferred;
5.3.2 Town employees will strive to support this value by considering
specifications in procurement documents to allow for the expanded use of

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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environmentally preferred goods and services wherever practical and
economically feasible.
5.4

Procurement Process
5.4.1 For purchases of goods and services up to $5,000:
a)
direct purchases without competitive quotes are allowed, but
receipts must be signed and submitted to Accounts Payable staff,
b)
where more than one supplier has been considered, the employee
making the purchase must record the reason for their selection;
5.4.2 For purchases of goods and services between $5,001 and $10,000, and of
construction up to $25,000:
a)
a minimum of two written or verbal quotations or proposals must be
received,
b)
the quotes must be documented using the Quotation Summary
Form and attached to the purchase order/invoice,
c)
in the event that the lowest cost supplier is not chosen, the reasons
for this decision must be noted;
5.4.3 For purchases of goods and services with a procurement value between
$10,000 and $75,000, and of construction with a procurement value
between $25,000 and $200,000:
a)
a Request for Quotations (RFQ) or Request for Proposals (RFP)
must be issued and posted on the Town website,
b)
a minimum of three written quotations or proposals must be
received,
c)
the quotes must be documented using the Quotation Summary
Form and attached to the purchase order/invoice,
d)
in the event that the lowest cost supplier is not chosen, the reasons
for this decision must be noted;
5.4.4 For purchases of goods and services with a procurement value above
$75,000, and for construction with a procurement value above $200,000:
a) a Request for Quotations (RFQ), Request for Proposals (RFP), or
Request for Tender (RFT) must be issued, advertised, and posted
through an electronic tendering system such as the Alberta
Purchasing Connection, in accordance with NWPTA and CFTA,
b) a minimum of three written quotations or proposals must be received,
c)
in accordance with the requirements of the articles 516 and 517 of
the CFTA, a detailed public disclosure of the contract award,
including the name of the supplier and value of the contract, be
made;
5.4.5 Consulting or professional services will be considered as part of the
‘service’ category for procurement thresholds and must follow the Policy;

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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5.4.6 Exceptions are for utility services, legal services, recurring rental or lease
payments;
5.4.7 In the event that the number of responses received are insufficient to meet
the requirements in this Policy, the employee initiating the purchase has
the discretion to extend the deadline for responses, or cancel the
purchase temporarily, or select from among the responses received, as
approved by the CAO;
5.4.8 Departments may advertise or process competitive tendering requests
prior to budget approval, provided that specific wording is included
advising potential vendors of conditional award;
5.4.9 Pre-qualification process using the Request for Pre-Qualification (RFPQ)
can be used to create a list of most qualified vendors, as the first stage in
a two-stage procurement process.
5.5 Procurement Authority
5.5.1 All purchasing funds must be approved through the annual budget or by
Council resolution, except as set out herein or in a Bylaw of the Council;
5.5.2 The CAO is responsible for establishing and amending from time to time
purchasing authorization levels through administrative Directive;
5.5.3 Signing authority limits are as follows:
a)
Manager: up to $50,000 (for budgeted expenses),
b)
Director: up to $200,000 (for budgeted expenses),
c)
CAO: unlimited (for budgeted expenses);
5.5.4 All sole-source and single-source procurements of or above $10,000 will
require approval from the CAO or designate for budgeted expenses;
5.5.5 The Director, with the approval of the Director of Corporate Services, may
delegate signing authority up to $50,000 for specific functions, goods, or
services, upon appropriate training completion;
5.5.6 Emergency purchases (outside a state of local emergency) required,
outside the operating and capital budgets that cannot be offset, may only
be made with the approval of CAO;
a)
In these emergency situations, in accordance with the MGA, any
expenditure anticipated in excess of the approved capital and
operating budgets must receive Council’s retroactive approval.
5.6 Purchasing Ethics
5.6.1 The Town is committed to acting ethically in all its procurement activities.
Town employees should ensure that all purchasing decisions and actions
protect the Town’s reputation with the Qualified Vendor community;
5.6.2 Town employees will not engage in any procurement activities that may
create, or appear to create, a conflict of interest, including but not limited
to accepting gifts or favors, or providing preferential treatment to Suppliers
or products. If a potential conflict of interest exists, the employee shall
advise their supervisor immediately;
This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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5.6.3 Town employees involved with the procurement processes will disclose
their Related Parties before each transaction when applicable, and
annually as part of the year-end audit by the Corporate Services
Department (See ‘Related Party Transaction Directive’).
5.7 Confidential Information
5.7.1 The Town is committed to the protection of confidential information from
unauthorized access or disclosure in compliance with the Town’s
obligations and duties under the Freedom of Information and Protection of
Privacy Act, as amended or repealed and replaced from time to time.
5.8 Laws, Regulations, Trade Treaties and Other Requirements
5.8.1 Procurement activities at the Town will be conducted in accordance with
all laws, regulations and standards including, but not limited to:
a)
Municipal Government Act and Regulations,
b)
CPA Canada Public Sector Accounting Handbook – PS 2200 –
Related Party Disclosure,
c)
Competition Act and Regulations,
d)
Freedom of Information and Protection of Privacy Act and
Regulations,
e)
All Town of Hinton bylaws, policies, directives, and procedures.
5.8.2 Procurement activities at the Town of Hinton will comply with the following
binding Trade Agreements:
a)
Canadian Free Trade Agreement (CFTA),
b)
New West Partnership Trade Agreement (NWPTA) - British
Columbia, Alberta and Saskatchewan,
c)
Trade, Investment and Labor Mobility Agreement (TILMA) - British
Columbia and Alberta.
6.0

DEFINITIONS

6.1

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

6.2

Fair: treating all interested Suppliers equally with unbiased Procurement actions
and decisions, giving no preferential treatment of one Supplier over others.

6.3

Open: all eligible Suppliers that meet the essential requirements and
characteristics for a specific Procurement shall be given the opportunity to submit
a response.

6.4

Transparent: timely, easily understood access to information. Transparency
protects the integrity of the Procurement process and the interests of
organizations, stakeholders, and the public.

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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6.5

Qualified Vendor: a vendor who is in the business of providing the required
goods and/or services and possesses the required licenses, certifications, and
clearances as may be required for the Procurement.

6.6

Reciprocal Non-Discrimination: consideration will be provided to all vendors
through the competitive process regardless of their geographic location, in
accordance with the trade treaties.

6.7

Best Value: is not limited to the lowest price but is a combination of several
factors related to the overall transaction and the long term benefit or advantage
to the Town. Individual factors may vary from contract to contract, but will
generally include, but not be restricted to, price, quality, experience, performance
history, service history, equipment, financial capacity, ease of use, sustainable
purchasing, availability/delivery, purchase terms, and other pertinent factors
related to the service or goods required.

6.8

Environmentally Preferred: goods, services, and construction that have a lesser
or reduced effect on human health and the environment when compared with
competing products or services that serve the same purpose. This comparison
may consider raw materials acquisition, product, manufacturing, packaging,
distribution, reuse, operation, maintenance, or disposal of the product or service.

6.9

Quotation: is a commitment verbally or writing regarding the current price of
goods or services.

6.10

Request for Quotations (RFQ): is used when very clearly defined criteria or
specifications have been developed. The Town is considered the expert and the
award is made using a Purchase Order.

6.11

Request for Proposals (RFP): is used where requirements and specifications are
not clearly defined, the vendor is considered the expert, and negotiations may be
required. An RFP is a formal invitation to suppliers to describe how their services,
methods, equipment or products can address and/or meet specific needs of the
Town. The evaluation criteria and weightings shall be established prior to the call
for bids.

6.12

Request for Tenders (RFT): is used where there are clearly defined criteria or
specifications. It usually entails thoroughly detailed work (e.g. construction
tender) or a specific, product-based quote where the award is based on
mandatory technical compliance and ‘Best Value’ bid from a responsive and
responsible bidder.

6.13

CFTA: the Canadian Free Trade Agreement, an intergovernmental Canadian
trade agreement established to replace Agreement on Internal Trade (AIT). It

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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seeks to eliminate trade barriers to the free movement of persons, goods,
services, and investments within Canada.
6.14

NWPTA: the New West Partnership Trade Agreement, between the Provinces of
Alberta, British Columbia, Saskatchewan, and Manitoba.

6.15

Public Advertising: a formal public invitation to Suppliers to bid on a good or the
provision of a service at a specific price, based on detailed specification.

6.16

Request for Pre-Qualification (RFPQ): is a request for the submission of
information from potential bidders, including the experience, financial strength,
education, background and personnel of firms or corporations who want to
qualify to be able to compete to supply goods, services or construction to the
Town.

6.17

Sole Source Procurement: occurs when a source is predetermined to be the only
source capable of performing the service or supplying the material, or where it
can be demonstrated that only one Supplier is able to meet the requirements of a
procurement, within reasonable scope of the Town; or the good, service or
system is unique to one vendor and no alternative exists.

6.18

Single Source Procurement: occurs when more than one source is available, but
there are valid and sufficient reasons for selecting one vendor in particular, as
follows:
6.18.1 An attempt to acquire the required goods and/or services by soliciting
competitive bids has been made in good faith, but has failed to identify
more than one willing and responsive vendor;
6.18.2 The confidential or security-related nature of the requirement is such that it
would not be in the public interest to solicit competitive bids;
6.18.3 There is a need for standardization or compatibility with goods and/or
services previously acquired or the required goods and/or services will be
additional to similar goods, and/or services being supplied under an
existing contract (i.e. contract extension or renewal);
6.18.4 Where necessary to maintain an existing warranty from a previous vendor;
6.18.5 The required goods and/or services are to be supplied by a particular
vendor(s) having special knowledge, skills, expertise or experience;
6.18.6 It is advantageous to the Town to acquire the goods or services from a
Supplier pursuant to the procurement process conducted by another
public body, including AUMA and RMA;
6.18.7 It is advantageous to the Town to acquire the goods or directly from
another public body or public service body;
6.18.8 Where due to abnormal market conditions, the goods or services required
are in short supply.

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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6.19

Emergency purchase: when the lack of immediate action to supply would disrupt
critical services to the public, or damage to Town assets or private property, or
involve the safety of personnel or the community.

6.20

Conflict of Interest: includes, but is not limited to, the following situations:

6.21

6.20.1 Where an employee has a direct or indirect financial or personal interest in
a matter involving the Town that could improperly influence the
performance of his or her duties and responsibilities;
6.20.2 Where an employee could improperly influence or appear to be able to
influence any decision on a matter by the Town for his or her personal
gain or benefit;
6.20.3 Where a party responding to a procurement document has access to
confidential information of the Town that is not available to other parties,
has communicated with any person with a view to influencing preferred
treatment by the Town, has a relationship with any person which could
result in preferred treatment by the Town or has engaged in conduct that
compromises or could be seen to compromise the integrity of any
procurement activities;
6.20.4 Where a vendor has commitments, relationships or financial interests that
could, or could be seen to, improperly influence the objective, unbiased
and impartial exercise of its independent judgment or otherwise
compromise or be incompatible with the effective performance of its
contractual obligations.
Related Party: exists when one party has the ability to exercise control or shared
control over the other, or when both parties are controlled by the same entity.
Related parties are also Town employees and their close family members.

6.22

Related Party Transactions: is a transfer of an economic resource or obligations
between related parties, or the provision of services by one party to a related
party. The parties must be related prior to when the transaction takes place.

6.23

Close Family Member: includes an individual’s spouse or common law partner,
parents, step parents, children, step children, siblings, mother-in-law, father-inlaw, foster parents, brother-in-law, sister-in-law, son-in-law, daughter-in-law,
grandparents, grandchildren of the employee, and those dependent on either the
individual or the individual’s spouse or common law partner.

7.0

APPENDICES, PROCEDURES, & FORMS

7.1

Related Party Transaction Directive

7.2

Procurement Directives/Procedures

7.3

Town of Hinton Procurement Policy – Summary Tool

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, or as MGA or Public Sector
Accounting Board changes come up, to maintain legislative compliance.

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.

Procurement Policy FN-1300

Page 15 of 124

Page 10 of 10

Procurement Policy

FN-1300

Town of Hinton Procurement Policy – SUMMARY TOOL
Estimated
Value of
Purchase

Signing
Authority

Minimum Method of
Procurement

Documentation

Up to $5,000 or
less

Designated
Personnel

Direct purchase/ verbal
quotes

Quotation Summary
form, or Expense
form (see
Procurement
Directive/Procedures)

$5,001-$10,000
goods and
services, or
Up to $25,000
construction

Department
Manager/
Director unless
delegated

Request for
Quotation/Proposal:
Two verbal or written
quotations or proposals

Quotation Summary
form, attach
quotations (see
Procurement
Directive/Procedures)

$10,000$75,000 goods
and services, or
$25,000$200,000
construction

Manager- up to
$50,000
Director- up to
$200,000
CAO- unlimited*

Quotation Summary
Request for
form, attach
Quotation/Proposal/Tender:
quotations (see
Three written quotations or
Procurement
proposals
Directive/Procedures)

Director- up to
$200,000
CAO- unlimited*

Request for
Quotation/Proposal/Tender:
Three written quotations or
Tender documents
proposals; must be
(see Procurement
advertised, and posted via
Directive/Procedures)
an electronic tendering
system in accordance with
NWPTA and CFTA

Above $10,000
sole-source
and singlesource
purchases

CAO- unlimited*

Quotation Summary
Form/ Tender
documents (see
Procurement
Directive/Procedures)

Emergency
expenses
outside budget
approved

CAO
(requires
retroactive
Council
approval)

Above $75,000
goods and
services, or
Above
$200,000
construction

*Within budgeted expenses

This Policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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ATTACHMENT 2

TOWN OF HINTON
POLICY TITLE:

PURCHASING POLICY

POLICY #:

016

EFFECTIVE DATE: JANUARY 1, 2013
ADOPTED BY
COUNCIL ON:

OCTOBER 2, 2012

POLICY STATEMENT
This Policy is adopted in order to define certain purchasing standards of the Town of Hinton and
to provide direction to Town employees who are involved in the purchase of goods and services
on behalf of the Town of Hinton.
1.

GOALS

-

To purchase goods and services at Best Value for the benefit of taxpayers to ensure:

-

Seeking supply arrangements which provide the optimum combination of quality,
suitability, sustainability and delivery terms;

-

Alignment of purchasing decisions with our commitment to the Community Sustainability
Plan;

-

Communication of the Town of Hinton’s commitment to sustainability to all suppliers and
contractors as a means of encouraging improvements in product development and
availability;

-

Municipal employees follow the same procedures and processes for all purchases,
regardless of value and ensure best practices;

-

Where opportunities exist, to create long term standing agreements with vendors where
beneficial (ie. 5 year banking services, etc.)

-

Municipal objectives and goals are strived for in all public spending;

-

Clear definition of purchasing practices to ensure a) transparency by sharing purchasing
guidelines and product evaluations with the public; b) fiscal responsibility; and c)
accountability in decision-making. To ensure procurement practices are accountable
and transparent, this policy clearly defines and establishes approval authority
purchasing limits;

-

Specifications are set to allow as fair a process as possible while still obtaining Best
Value for the Town of Hinton;
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Consideration of sustainable purchasing methods in all purchasing decisions and
selecting environmentally beneficial goods and services where the additional cost is not
prohibitive;

-

Certain terms and conditions applicable to all Town Tenders are set out;

2.

DEFINITIONS

“Agreement on Internal Trade” (“AIT”) refers to the Agreement on Internal Trade, and
most specifically MASH Annex 502.4, which is a Federal Provincial Agreement that requires
municipalities such as the Town of Hinton to apply non-discriminatory procurement policies.
Generally, AIT applies to the procurement of goods and services over $100,000.00, or
construction contracts over $250,000.00 (amounts reflected as at 2012, however, this policy
will be altered to reflect changes of these amounts to remain current with the agreement).
“Best Value” is not limited to the lowest price, but is a combination of a number of factors
related to the overall transaction and the long term benefit or advantage to the Town.
Individual factors may vary from contract to contract, but will generally include, but not be
restricted to, price, quality, experience, performance history, litigation history, service and
service history, equipment, ability, financial capacity, ease of use, sustainable purchasing,
availability/delivery, purchase terms, and other pertinent factors related to the service or
goods required.
“Community Contributions” funds raised or assistance provided by a community nonprofit organization for a specific project or projects.
“MERX” refers to a national electronic Tendering system available as a bulletin board for
broad posting of Tenders for government and quasi-government organizations.
“Non-discrimination” means buyers must treat suppliers from another province or location
the same as they treat local suppliers.
“Partnership” two or more entities working together for mutual benefit of a project or
projects and may include community contributions.
“Single Source” refers to the supply of goods or services from a single source due to its
proprietary nature, lack of ready availability, emergency, or other reasons.
“Sustainable Purchasing” a management process used to acquire goods and services
(“products”) in a way that gives preference to suppliers that generate positive social,
environmental, financial and economical outcomes, and that integrates sustainability
considerations into product selection so that negative impacts on society, the environment
and economy are minimized throughout the full life cycle of the product.
“Tender” refers to a written process whereby the Town solicits bids from interested or
qualified parties within the context of the competitive process. However, for the purposes of
this policy, the use of the word “Tender” may be interpreted to refer to other competitive
processes such as requests for proposal. The use of the word “Tender” shall not prevent
the Town from utilizing alternative competitive processes.
“TILMA” refers to the Trade, Investment and Labour Mobility Agreement between the
governments of Alberta and British Columbia, and applicable to municipalities such as the
Town of Hinton. Generally, TILMA applies to contracts for goods or services in the amount
of $75,000.00 or more, or construction contracts of $200,000.00 or more (amounts reflected
Procurement Policy FN-1300
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-3as at 2012, however, this policy will be altered to reflect changes of these amounts to
remain current with the agreement).
“Transparency” means that buyers must have open Tendering processes.
3.

RESPONSIBILITIES, METHODS AND PROCEDURES

All employees that are engaged in any supplier related activities shall do so using high
standards and ethical practices and are accountable and responsible to ensure that all
purchases are within budget and comply with all applicable Town of Hinton bylaws, policies,
procedures as well as all Federal and Provincial legislation. The requirements of AIT and
TILMA will be applicable to all contracts to which those agreements apply. The selection of
vendors is the responsibility of the buyer and requires a consideration of a number of
factors, many, but not all, of which are set out in the definition of “Best Value”. Buyers shall
attempt to obtain the Best Value for the Town, and to consider any factors related to the
procurement that might be related to obtaining Best Value.
Directors will be responsible to ensure compliance with sustainable purchasing processes
within their division.
When evaluating different vendors, to the extent possible, buyers should evaluate vendors
on comparable criteria, for example, F.O.B. Hinton.
(a)

Selection of Supplier and Contractors
When a buyer is making purchases for other Departments, or making purchases
that may affect other departments, the buyer shall co-ordinate closely with the
affected departments prior to obtaining quotations or issuing calls for a Tender.
Public Works buying a water truck – check with Parks/Recreation and
Fire Department for needs and compatibility.
Maintenance re-keying doors – check with all departments for possibility
of working from the same master.

Eg.

When selecting suppliers, the following should be considered:
- Degree of competition required commensurate with the type, size and
dollar value of the required goods or services.
- Availability of after sales services.
(b)

(c)

Those factors enumerated in the definition of “Best Value”, and any other
factors the buyer may determine are applicable to obtaining Best Value.

Approval for Single Source supply must be obtained as follows:
-

Director:

up to $50,000.00;

-

Town Manager:

up to $200,000.00;

-

Council:

exceeding $200,000.00

The following specific positions have the authority to expend funds on behalf of
the Town for goods and services:
-
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Town Manager – up to $200,000.00.

(d)

Council approval and a budget amendment are required to award a contract
where total costs for the project exceed the approved budget.

(e)

All Director’s and other approved designated personnel, have the authority to
purchase goods and services up to their approved purchasing limits within the
departmental budget. Expenditures in excess of the limits require approval by
the Town Manager or Director of Corporate Services prior to placement of an
order. The Director, with the concurrence of the Director of Corporate Services,
may delegate signing authority up to $50,000.00 for specific functions, goods or
services. The Director of Corporate services along with the Director will
determine limits for expenditures within this range.
The exception to the limits is provided in the event a Tender and/or contract has
been approved by Council. The Director and/or designate personnel can
approve any amount up to the contract price, as long as the invoice has
additional wording such as “per approved Tender or contract”.

(f)

Buyers have the responsibility of ensuring that:
i)

Expenditures are within overall budget.

ii)

Expenditure is within their delegated authority level.

iii)

Funds for the purchase are “committed” at the time of purchase order.

iv)

A firm price appears on the purchase order.

v)

The supplier will invoice the Town of Hinton, Finance Department,
Attention: Accounts Payable.

(g)

The requirements for a number of the same or similar supplies needed at one
time are not to be split into several purchase orders for the purpose of exceeding
a limit of signing authority unless a specified exception has been obtained from
the Town Manager or Director of Corporate Services.

(h)

i)

In the event that a quotation or Tender is sought from a company that is
owned and operated by a member of the immediate family of a Town of
Hinton employee, that Town of Hinton employee shall not be part of the
quotation or Tender acceptance process.

ii)

A quotation or Tender from a company owned and operated by, or
employing a Town of Hinton employee, shall not be considered unless
that company is a sole source supplier.

iii)

Acceptance of any goods or services from any of the aforementioned
companies shall be verified by the supervisor of the Town of Hinton
employee.

(i)

Town employees will not use their position to request personal advantage when
making purchases. Broad-based corporate programs approved by the Town
Manager may involve employee discounts (e.g. work, clothing, computers, etc.).
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-5The Town may suspend (temporary removal) a vendor from it’s list of bidders for
a period of up to five years for unsatisfactory performance, provided the following
process is followed:

(j)

(k)

i)

The buyer has discussed the performance concerns with the vendor’s
principal or his authorized representative.

ii)

The suspension and reasons for suspension shall be provided to the
vendor in writing. The letter shall be approved by the Department
Manager. For vendor suspensions exceeding two years, the letter must
have the approval of the Department Manager and the Town Manager.

iii)

The term of vendor suspension shall be based on the nature of
performance problem, quality of goods or service provided, frequency of
similar service/goods purchased, clarity of expectations etc.

iv)

The suspension of the vendor and the reasons for said suspension shall
be communicated to the Town Manager, Director of Corporate Services,
and other Department Managers.

If requested, the Finance Department, Accounts Payable will provide Town
Council with a listing of all purchases exceeding $1,000.00 for any given month.

4.

QUOTATION AND TENDERING

(a)

A quotation is a commitment in writing regarding the current price of goods or
services whereas a Tender involves a written offer and acceptance process.
Tenders are competitive processes, whereas quotations may or may not be
competitive in nature.
All prices on Tenders or quotations should be requested without GST.
Unless an exception applies, the following processes will apply to purchases:
i)

Purchases of goods or services expected to cost between $1.00 and $2,500.00
may be awarded by verbal quotation or written quotation.

ii) Purchases for goods or services expected to cost between $2,500.00 and
$9,999.00 may be awarded by written quotation or Tender.
iii) Goods or services which are expected to cost $10,000.00 or more shall be
awarded by way of Tender.
Prices on Tenders and quotations are to be without GST.
Quotations should be recorded and accompanied by a purchase order (see
Schedule “A”).
Tender forms should be prepared utilizing the form attached as Schedule “B”. All
Tender documents, including advertisements, should contain the words:
“The Town of Hinton reserves right to accept or reject any and all
Tenders, and the lowest or any Tender will not necessarily be
accepted. The Town of Hinton Purchasing Policy shall apply”.
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Notice to Bidders

The following terms and conditions shall apply to all Town of Hinton Tenders:
Regardless of anything else contained in this Policy, or any Tender documents, it will be the
purpose of the Town to obtain, through the Tendering process, those contracts which are
most suitable and advantageous to it. The Town reserves the right, in its sole and
unfettered discretion, to reject or accept any Tender, including the right to reject all Tenders.
While the Town may disclose the results of its analysis to bidders, in no circumstances shall
it be required to disclose to bidders the Town’s reasoning or explanation behind its decision
to either award a Tender to a particular bidder, to reject a Tender, or to reject all Tenders.
The Town also reserves the right, before or after closing a Tender, to seek clarification, or to
ask for additional information from one or more bidders, or to negotiate after closing of a
Tender with the bidder that the Town deems has provided the most advantageous Tender,
and in such circumstance, the Town will not be required to seek clarification or ask for
additional information from all bidders or offer any modified terms to other bidders.
Bidders who submit a Tender to the Town of Hinton agree that they will not claim damages
in any court proceeding or other dispute resolution form in respect of any aspect of a Tender
process or any representations made or purported to be made before, during or after the
Tender process or negotiation phase, in excess of the amount equivalent to the reasonable
costs incurred by the Tender in preparing its bid. By submitting a bid, the bidder specifically
waives any claim for loss of profits if no agreement is entered into with that bidder.
5.

PURCHASING APPROVAL AND AUTHORITY LEVELS:

(a) Petty Cash
Petty cash system may be used for small items under $20.00. The Director of Corporate
Services or designate disburses petty cash fund for purchases up to $20.00 upon receipt of
a properly authorized and coded paid sales slip. Staff expenditures in excess of $20.00 can
be claimed on an expense form. Quotations are not required for petty cash items.
(b) Transactions Up To $2,500.00
Procurement of goods and services under $2,500.00 need not be Tendered. Verbal
quotations shall be obtained for purchases of standard goods and services with an
estimated price of up to $2,500.00. Quotations are to be recorded using Schedule “A”. This
will serve as back up if documentation is required after order is placed. The quotation
summary shall be attached to the purchase order, which shall immediately be prepared
following the placement of the order. A minimum of two suppliers is acceptable for verbal
requests. Additional costs to bring goods and services to the Town of Hinton premises
should be considered in the quotations.
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(c) Transactions Between $2,500.00 and $9,999.00
(d) Procurement of goods and services between $2,500.00 and $9,999.00 should be
awarded on the basis of written quotations, unless a Tender is deemed more
appropriate.
i)

The buyer, when purchasing goods and services requiring written quotations, will
solicit prices from three or more vendors. A minimum of two requests is
acceptable if the buyer is familiar with the market and prices of the goods and
services in question and has the concurrence of the Director of Corporate
Services. In the case of proprietary items, more than one price is often not
possible and should be so noted on the purchase order.

ii)

At the beginning of a predetermined buying period, the buyer should consider the
need for recurring orders and establish a price with an open purchase order to
provide the ordering as required without requesting quotations for each order,
e.g. copy paper, chemicals, gas and oil.

iii)

Quotations shall be solicited only from vendors whom the buyer understands are
qualified.

iv)

The buyer shall make every reasonable effort to provide answers to technical
questions arising during the quotations period. In an effort to limit the number of
contacts a supplier has with the Town, the buyer will co-ordinate the reply and
provide all potential suppliers with the same information.

v)

In order to limit the number of contracts with the Town by an individual supplier
the requirements of the Town should be co-ordinated as much as possible by the
various departments.

vi)

After all quotations have been received and examined for completeness, a
summary sheet is to be prepared (Schedule “A”). Determination of the
successful bidder and award of the order will be made by the Director or their
designate. The information gathered will be kept with the purchase order as
back-up documentation.

vii)

The buyer will not release the prices quoted by another supplier, or price paid by
the Town to the successful supplier until after the quotations process is closed.

viii)

All unsuccessful vendors who provided a quote will be notified, either verbally or
in writing, that the quotations have been closed and a purchase order issued.

(e) Additional Information
A request for written Tenders shall be advertised and, upon receiving any inquiries, the
buyer will endeavor to provide identical information to all persons making inquiries. Unless
otherwise specified by Council, the Town Manager is delegated the authority to accept any
Tender or proposal, the value of which does not exceed $200,000.00; as long as:
i)

The goods or services are provided for in an approved budget;

ii)

The Town Manager believes that the Tender or proposal represents Best Value.
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-8In the event of the following, the Tender or proposal shall be submitted to Council for
approval:
i)

The budget allocations is insufficient in the opinion of the Town Manager;

ii)

The award is to be made to any firm with a Tender other than the Tender
demonstrating Best Value.

All Tenders or proposals shall be processed in accordance with the policy approved by
Council and with procedures approved by the Town Manager.
(f) Transactions Over $10,000.00
Tenders for procurement of goods and services from $10,000.00 to $75,000.00 and for
construction or capital projects up to $200,000.00 shall be advertised or undertaken by
invitational Tender, written tender submissions or written proposal call.
Notwithstanding the above, unless an exception applies, Tenders for the procurement for
goods and services to which AIT or TILMA apply, must be advertised through MERX or an
equivalent method and may also be advertised in such other methods, as may be deemed
appropriate.
6.

PROCEDURES

(a) QUOTATIONS
Quotations shall be obtained for any supply or service that can be provided by 2 or more
suppliers for items up to $9,999.00.
Determine whether to request verbal or written quotations;
e.g. up to - $2,500.00 verbal; up to $9,999.00 written.
i)

Advise the vendor of the exact requirement;

ii)

Be specific;

iii)

Use the same specifications for all suppliers;

iv)

Give reasonable time for receipt of a quotation to allow all vendors to obtain
proper quotations from their suppliers;

v)

Advise vendor of final date to accept quotation;

vi)

Combine requirements for specific period, 6 months or 1 year.
quotation to supply for that period to avoid multiple requests;

vii)

Obtain quotations from reputable supplier;

viii)

Include cost of delivery on quotation sheet;

ix)

Request supplies be delivered as needed;

x)

Quotation sheet to be completed on all items (Schedule “A”);
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Quotation sheet shall be attached to purchase order.

xii)

If goods and services are to be supplied over a period of time, a copy of
quotation sheet shall be kept in reference. Once quotation is accepted,
successful supplier is to be notified.

xiii)

All supplies shall be purchased from supplier that provides the Best Value,
unless otherwise approved by Town Manager or Council.

(b) TENDER PROCEDURE
i)

Sufficient Tendering time must be allowed for the preparation and return of
Tenders prior to the date and time of closing.

ii)

It must be emphasized in the invitation to Tender that Tender envelopes are to
be clearly marked with the Tender file number, sender and address – The Town
may use “self-addressed” envelopes for this purpose. [See Schedule “B”].

iii)

Sealed Tenders will be received by the Director of Corporate Services or
designate. As Tenders are received they shall be marked with the time and date
received and initialed by the Director of Corporate Services or designate.
Reception and Accounting Personnel should be advised as to upcoming Tender
closing. Upon receipt of Tenders, the Director of Corporate Services or
designate shall place them in a locked area of the safe and maintain control of
the key.

iv)

Unless there is good reason to the contrary, Tenders shall be opened publicly by
a Senior Representative of the Department responsible for the Tendering and the
Director of Corporate Services or designate.

v)

All bids will be opened at the Town Office at the date and time of Tender closing,
or so soon thereafter as may be reasonable. Closing time should normally be set
for 2:00 p.m.

vi)

Tenders received after closing are to be returned unopened with covering letter
explaining the reason for the rejection. If late bids must be opened to determine
the name and address of the sender, this also must be explained in the letter. A
record of all Tenders and their disposition shall be maintained.

vii)

The invitation to Tender must state the time, date and place where the Tenders
will be opened as well as any other pertinent information.

viii)

At public opening of bids only the name and address of the bidder, and the total
amount of the bid are to be read out, together with a statement to the effect that
the lowest or any bid will not necessarily be accepted, and that a decision
regarding the award of the contract will not be made until such time as the bids
are analyzed.

ix)

Following review of the Tender documents the successful Tender will be
determined based upon Best Value.
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- 10 (c) PURCHASE ORDER PROCEDURE
All purchase of goods or services is to be made by the issuance of a purchase order. (*See
exceptions below). The purchase order is to be prepared immediately upon making the
commitment for purchase of all goods and services.
If a purchase has been made verbally by telephone, a purchase order should be prepared
and marked “For Confirmation Only”. The purchase order number shall then be supplied to
the supplier.
Each purchase order is to be completed in detail: i.e. Date, Vendor, Quantity, Description,
Code, and Price. All suppliers are to be instructed to record the Purchase Order Number of
all invoices.
The purchase order is to be signed by authorized personnel only.
When a purchase order is completed the copies are to be distributed as follows:
White copy to Accounts Payable; Pink copy retained by the purchaser until the purchaser
has received goods and authority to pay has been forthcoming; Yellow copy to be retained
by the purchaser as per the retention record.
There are several situations where Purchase Orders are either unnecessary or by the
nature of the purchase, not practical. They are as follows:
Utility Accounts
Expense Accounts
Debenture Payments
Payroll Payments
Refunds
Requisition Payments & all “Other Government” Transfers
Petty Cash Reimbursements
Professional Fees, e.g. Legal Fee
Phone card charges
As soon as the order has been placed, forward the White Copy to Accounts Payable so they
are informed of the Town’s financial liability.
When the goods and/or service have been received, the pink copy, signed by an authorized
staff member, along with the invoice or packing slip are then forwarded to Accounts Payable
for payment. The signature on the pink copy authorizes the Accounts Payable to make
payment. It is the responsibility of the buyer to ensure the order is complete.
Make sure all Town purchase orders are billed to the Town Office address ONLY.
Payments are not made from a statement. Invoices are to be submitted to the Finance
Department, Town of Hinton, 2nd Floor, 131 Civic Centre Road, Hinton, Alberta, T7V 2E5.
All common supplies are to be ordered by the Finance Department, Attention: Accounts
Payable. Any deviation from this requires approval from the Director of Corporate Services.
Approved purchase order, ready for payment, should flow to the Finance Department,
Attention: Accounts Payable on a regular basis. This practice will avoid last minute
overflow.
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- 11 It is the responsibility of each Department to ensure all supporting documentation for
expenditures are appropriately authorized and received by the Accounts Payable Staff every
second Thursday by 10:00 A.M. in order that the cheques may be released the following
Wednesday.
Invoices not properly authorized by purchase order received by the Finance Department,
Attention: Accounts Payable will be returned forthwith to the supplier advising of nonapproval.
It is the responsibility of the Accounts Payable Staff to ensure that properly approved
invoices or purchase orders are paid on a timely basis.
In the case of variance between the invoice and the purchase order, the original approver of
the purchase has the authority to pay accounts that may exceed the Purchase Order
because of the GST. If the invoice is less than the purchase order the original approver of
the purchase shall be advised.
In the case of progress payments on a successful Tender, an open purchase order may be
used, with individual payments being recorded and accompany the purchase order until
such time that the total amount of the purchase order has been reached.
(d) PRIOR APPROVAL CHEQUES
A prior approval cheque is defined, as a cheque required outside of the regular accounts
payable routine. In all cases prior approval cheques require the approval of the Town
Manager or Director of Corporate Services before the cheque be issued. It is the
responsibility of the department requiring the prior approval cheque to obtain the approvals.
(e) MANAGING CAPITAL PROJECTS
All contracts for capital projects shall be awarded according to the Town’s Purchasing
Policy. Administration of all capital projects is the responsibility of the Town Manager who
may delegate such responsibility to the appropriate Director or designate.
The Town Manager or that designated person shall approve all expenditures i.e., progress
payments up to the approved contract price. Staff approving these payments should add
additional wording on the invoice “per approved Tender or contract”.
Where administration responsibility has been delegated, the person to whom the
responsibility is delegated shall ensure that:
i)

The work, goods supplied or service supplied has met the standard specifications
contracted for;

ii)

The price charged is according to the contract and where a progress or similar
payment is involved, that the portion of the contract being paid for is complete in
all respects;

iii)

All the terms and conditions specified by the Town have been met;

iv)

Funds are available within the capital project budget; and

v)

The expenditure is charged against the activity to which it is coded.
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- 12 The Town Manager may revise terms and conditions of a contract providing that the revision
does not substantially change the project, or cause the project to exceed the budget.
Changes to contracts over $10,000.00 and previously approved by Council, will not be
changed without Council’s prior approval, except in an emergency as deemed necessary by
the Town Manager, who will advise Council at their next regular scheduled meeting.
(f) PROCEDURES – ANNUAL OR MULTI-YEAR CONTRACTORS
Determine goods purchased on ongoing basis for the year may include but are not limited
to:
Gas & Oil
Office Supplies
Copy Paper
Stationery
Envelopes
Pool Chemicals
Paint
Lumber
Tires
All purchases for annual/multi-year supply will be done according to Section 4.
Multi-year supply contracts are renewable annually at the option of the purchaser (Town).
BUSINESS LICENSES AND WORKERS’ COMPENSATION

7.
(a)

Those successful bidders, where applicable, shall be required to have a Town of
Hinton Business License prior to the start of work, and this requirement shall be
included in the Tender document.

(b)

Where applicable, Workers’ Compensation Numbers shall be provided to the
Town prior to the start of work and this requirement shall be included in the
Tender document.

Note of explanation: “Where applicable, is defined as where required,” for example:
i) If the Town is to bring in a contractor to complete a capital project for the Town, and
that contractor is working in Town and will be here in Town, they will be required to
have a Town of Hinton business License. If the Town purchases supplies out of Town
and has them delivered, that supplier will not require a Town of Hinton Business
License.
ii) Contractors performing work for the Town of Hinton requiring that the contractor be
registered with the Workers’ Compensation board shall be required to supply their
Workers’ Compensation Board number to the Town of Hinton buyer. This number will
then accompany the purchase order
Approved January 24, 1989
Amendments
• May 26, 1992 / February 4, 1997 / April 18, 2000 / June 2007
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- 13 SCHEDULE “A”
QUOTATIONS SUMMARY

FOR THE PURCHASE OF:

__________________________________
_________________________________

SUPPLIER:

_______________ $_____________ Value Comments ______________

SUPPLIER:

_______________ $_____________ Value Comments ______________

SUPPLIER:

_______________ $_____________ Value Comments ______________

SUPPLIER:

_______________ $_____________ Value Comments ______________

SUPPLIER:

_______________ $_____________ Value Comments ______________

ORDER WAS PLACED THROUGH ___________________________________
FOR THE PRICE OF $____________ ON _______________________, 20________
Prepared by: __________________________ Date: _____________________
Department: __________________________
THIS QUOTATION SUMMARY AND OTHER WRITTEN QUOTATION INFORMATION
MUST BE ATTACHED TO A COPY OF THE PURCHASE ORDER WILL BE PROVIDED TO
ACCOUNTS PAYABLE.
*Invited supplier should be shown even if no quote received.
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- 14 SCHEDULE “B”
TENDER FORM COVER SHEET
________________________________

Produce/Supply/Service/Project
The Town of Hinton, ______________________ Department is accepting Tenders marked
_____________________, at the Town of Hinton, 2nd Floor, 131 Civic Centre Road, Hinton,
Alberta, T7V 2E1, Project Name
Or faxed to (780) 865-_____________ up to ___________________________________.
Date and Time
If you require more information, please contact _______________________________ at
______________________________________.
The work involves:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
o

See Attached

Criteria for Selection of Product/Supply/Services or Project:
o
o
o
o

Price
Quality
Experience
Availability/Delivery

o
o
o
o

Purchase Terms
Ease of Use
After-Sales Service/Warranty
Other
_____________________

o
o
The following must be submitted to be considered a complete Tender response:
o
o
o
o

Bid outlining specific requirements of the Tender on company letterhead or signed and
sealed by the bidder.
On the attached quotations sheet.
Evidence of ______________________, _____________________, _______________.
(i.e. WCB number, bond requirements, business license, etc.)
Other ______________________________________________________________
The Town of Hinton reserves the right to accept or reject any or all
Tenders, and the lowest or any Tender will not necessarily be accepted.
The Town of Hinton purchasing a policy shall apply to this Tender.

Prepared By: __________________ Date: ___________________________
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TOWN OF HINTON PURCHASING POLICY – SUMMARY TOOL
Estimated Value
of Purchase

Approach to making
purchase/supply contract
Purchaser
Seeks

$ up to $2500

$2500-$9,999

$10,000-$75,000
goods and services
Up to $200,000
construction/capital

Above $75,000
(goods and
services) or
$200,000 + for
construction/capital
Exception Notes

Evaluation Dec. Making Documentation

Vendor
Responds

Minimum 2
verbal
requests
2 or more
vendors.
Written
quotations
requested

Verbal
quotation

Written
proposal
call or
advertised
Tender
invitation
(Schedule
“B”)
Advertised
Tender via
MERX

Written
Overall
Tender
Best Value
response or
completed
Tender
documentation

Exceptionsingle
source
supply

Written
quotation

Completed
Tender
documents

Overall
Best Value
– (informal)
Overall
Best Value

Designated
Personnel
Department
Manager
unless
delegated

Director$50,000
Town
Manager$200,000

Overall
Town
Best Value Manager $200,000
Council –
over
$200,000.00
Exceptionemergency
which
requires
after fact
reporting

Do quotation
summary
(Schedule “A”)
Attach
quotations or
quotation
summary; and
any comments
re: Best Value
Attached
Tender
responses

Do report to
Council,
summarizing
Tenders

*If requested,
Director of
Corporate
Services
advises
Council of all
purchases
over $1,000

Administrative update July 30, 2014

See also policy 015 – Authorization of Expenditures re: Unbudgeted/Unplanned Policy
SCHEDULE “D” REMOVED
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ATTACHMENT 3

Category: Administration Policy

PROCUREMENT POLICY
The Procurement Policy was approved by the City of Calgary’s
Administrative Leadership Team on December 10, 2019 to be effective
on October 01, 2020. This policy is posted in the Administration Policy
Library for information only until the effective date.
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Category: Administration Policy
Policy Title:
Report Number:
Adopted by:
Effective Date:
Last Amended:
Policy Owner(s):

Procurement Policy
ALT2019-1469
Administrative Leadership Team
10/01/2020
Not Applicable
Procurement & Warehousing Service

1. POLICY STATEMENT
1.1. At all times, The City of Calgary (“The City”) and its employees are subject to public
procurement law, trade agreements, City bylaws, delegations of authority, and
Council and Administration Policies. Together these legal and guidance documents
inform The City’s Procurement practices and Procurement Governance Framework
. As a municipal government in Canada, public procurement law requires The City
and its employees to maintain the integrity of The City’s Procurement practices and
activities.
1.2. Public Procurement is the purchase of construction, consulting, goods and
services, and information technology with public funds to enable the delivery of
public services.
1.3. Public Procurement at The City is based on the principles of Transparency,
Openness, Fairness, and Best Value. Competitive methods of Procurement will be
used by The City whenever possible.
1.4. All City Procurement is covered by this Procurement Policy (“Policy”) and must
follow a structured and fair approach.
1.5. For all Procurement, The City’s Procurement practices apply, including roles and
responsibilities of the individual and management.
1.6. For all Procurements above trade agreement thresholds adherence to The City’s
Procurement Governance Framework is mandatory, including, but not limited to
the Procurement Planning, Procurement and Contract Life Cycle phases.
1.7. A City Procurement contract must be managed, throughout its life cycle, in
accordance with its terms, conditions, and deliverables.
1.8. A Supplier must be managed, throughout the entire life cycle of its relationship with
The City.
1.9. Procurement practices and activities will be monitored, documented and reported to
the Administrative Leadership Team, Council, and the public.
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1.10. This Policy is to be considered in its entirety and used in conjunction with The City’s
Procurement practices and The City’s Procurement Governance Framework .
Together, these provide context for all employees of The City covered by this Policy
for decision making, clarification of accountabilities and responsibilities, activities
and, context on navigating Procurement.
1.11. Public Procurement is critical to a modern municipal government. In addition to
managing risk, the procurement policy supports a streamlined process. It will drive
an efficient and effective process to support the Corporation in maximizing citizen
value.
2. PURPOSE
2.1 The purpose of this Policy is to outline the principles that govern Procurement, and
to provide all persons covered by this Policy with an understanding of the legal
requirements and practices to protect the interests of The City in the delivery of
public services.
3. DEFINITIONS
3.1 In this administration policy:
a.

“Best Value” means the optimized combination of price, technical merit,
quality, and sustainability as determined by The City. Best value meets
Calgarians’ expectations and informs the evaluation and negotiation to arrive
at an acceptable basis for a purchase;

b. “Compliance” means meeting regulatory, legal and City policy
requirements, along with internal and external expectations based on best
practices and procedures;
c. “Contract” means a binding legal relationship between The City and the
Supplier obligating the Supplier to furnish supplies or services (including
construction) and The City agreeing to pay for them;
d. “Contract Life Cycle” means the proactive monitoring and management of
the City contract until expiry (end date, termination or cancellation) in
collaboration with the Procuring Entity and Procurement & Warehousing
Service;
e. “Enabling Service” means a resource or service offered within The City to
support City-wide service delivery;
f.

“Fairness” means treating all interested Suppliers equally with unbiased
Procurement actions and decisions, giving no preferential treatment of one
Supplier over others;
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g. “Openness” means all eligible Suppliers that meet the essential
requirements and characteristics for a specific Procurement shall be given
the opportunity to submit a response;
h.

“Procuring Entity” means the group that is purchasing construction,
consulting, goods and services, or information technology through The City’s
Procurement & Warehousing Service. Examples of Procuring Entities
include The City’s departments, business units, Special Committees of
Council, Civic Partners, and public bodies and governments;

i.

“Procurement” means the process by which The City purchases
construction, consulting, goods and services, and information technology;

j.

“Procurement Planning” means the process of deciding what to buy,
when, how, and from what source or Supplier by outlining and documenting
the purchasing requirements to meet the needs of the Procuring Entity;

k. “Supplier” means a sole proprietorship, partnership, corporation, or other
legal entity that offers construction, consulting, goods and services or
information technology for sale;
l.

“Supplier Life Cycle” means the Supplier relationship with The City from
identification, selection, on-boarding, performance management, information
management, risk management, relationship management, to off boarding,
and debarment where justified; and

m. “Transparency” means timely, easily understood access to information.
Transparency protects the integrity of the Procurement process and the
interests of organizations, stakeholders, and the public.
4. APPLICABILITY
4.1 This Administration Policy applies to all acquisitions using public funds, competitive
or non-competitive Procurements, all payment forms (e.g., purchase order, nonpurchase order, or credit card), and all monetary amounts paid for construction,
consulting, goods and services, and information technology.
4.2 This Administration Policy applies to the Chief Administrative Officer (City
Manager); any person who directly or indirectly reports to the City Manager or
provides services to The City under a contract of employment or in the capacity of
agent or consultant (including contractors).
4.3 If any person not reporting to the City Manager chooses to use The City’s
Procurement & Warehousing Service, this Administration Policy applies in its
entirety to that Procurement.
4.4 This Administration Policy does not apply when The City is the provider or receiver
of a donation or gift, or in the position of a seller, real estate, revenue and
Procurement Policy
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commercial contracts which includes but is not limited to, commercial leases,
advertising and sponsorship and naming rights (governed by CP2016-01 Municipal
Naming, Sponsorship and Naming Rights Policy).
5. LEGISLATIVE AUTHORITY
5.1 Procurement at The City is grounded in public procurement law including all related
trade agreements, decisions of applicable courts and quasi-judicial tribunals,
common, administrative, and contract law, and applicable legislation and
regulations. The City’s Procurements and related decisions are publicly reviewable
including judicially through the courts.
5.2 The trade agreements that apply to The City Procurements above value thresholds
are the New West Partnership Trade Agreement (NWPTA), Canadian Free Trade
Agreement (CFTA), and Canada – European Union Comprehensive Economic and
Trade Agreement (CETA).
5.3 The Municipal Government Act, (Alberta), RSA 2000 M-26 provides authority for
the City Manager to procure on behalf of Council to serve the best interest of
Calgarians. Delegations authorizing the execution of contracts other than that
delegated to the Director of Supply Management exist. Contracts executed subject
to those delegations will be executed according to the authority delegation.
5.4 The authority to execute a contract or other Procurement document is delegated by
the City Manager to the Director of Supply Management, pursuant to Bylaw 43M99
Section 3 and 5 Execution of Agreements.
5.5 Procurement practices and activities at The City must adhere to all Council Policies
and Administration Policies, including but not limited to, the following:
a. HR-LR-005 (A) Code of Conduct;
b. HR-LR-004 (B) Conflict of Interest;
c. CFO008 Sustainable Environmental and Ethical Procurement Policy (SEEPP);
and
d. FA-056 (A) Procurement Policy for a Party with a Dispute with The City.
6. ROLES & RESPONSIBILITIES
6.1 All persons covered by this Policy are accountable and responsible for compliance
with public procurement law, trade agreements, City bylaws, delegations of
authority, and policies.
6.2 Procurement delegation of authority sets out the accountabilities to execute
contracts and other related documents on the behalf of The City.
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6.3 Employees are responsible to attend Procurement training and fulfill the
requirements of The City’s Procurement practices and The City’s Procurement
Governance Framework .
6.4 All persons covered by this Policy must fulfill the requirements of The City’s
Procurement Governance Framework .
6.5 Employees must plan for Procurement (regardless of the value) to establish the
overall procurement strategy prior to procuring. All relevant Enabling Services and
Internal Service Providers must be engaged to obtain service or approval of the
procurement strategy.
6.6 The Director of the Enabling Service or Internal Service provider is responsible to
inform Procuring Entities of service offerings, provide services or review and approve
the procurement strategy as appropriate.
6.7 Management is responsible to ensure alignment and compliance with The City’s
Procurement practices and The City’s Procurement Governance Framework .
6.8 Procurement & Warehousing Service is responsible to steward and deliver
Procurement services. Specific responsibilities shall include, but are not limited to,
the following:
a. Developing Procurement practices and activities in compliance with public
procurement law, trade agreements, City bylaws, delegations of authority, and
policies;
b. Developing and implementing The City’s Procurement practices, Procurement
Governance Framework , and training;
c. Providing Procurement advice to City management, employees, and agents or
consultants; and
d. Monitoring, documenting and reporting on Procurement practices and activities.
7. CONSEQUENCES OF NON-COMPLIANCE
7.1 The City will take appropriate action in response to any breach of this Policy, the
Procurement practices, and the Procurement Governance Framework . An
employees’ actions will be review and may result in disciplinary action being taken
against the employee, up to and including dismissal from employment, seeking
restitution, commencement of civil action, criminal prosecution, instructing the
employee to divest themselves of the outside interest, transferring the employee to
another position or any combination thereof.
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8. ASSOCIATED PROCEDURES AND STANDARDS
8.1 Procurement Delegation of Authority
8.2 Procurement Practices
8.3 Procurement Governance Framework
9. HISTORY
Policy Action

Date

Report Number

New Policy

12/10/2019

ALT2019-1469
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ATTACHMENT 4

CITY OF
GRANDE PRAIRIE

POLICY
POLICY NO:

310

APPROVAL DATE: November 17, 2003

TITLE:

Procurement

REVISION DATE:

SECTION:

Finance

PAGE 1 OF 4

DEPARTMENT:

Financial Services

May 7, 2018

POLICY STATEMENT
The City shall conduct its purchasing in accordance with generally recognized purchasing practices
including, wherever possible, the competitive process, and shall provide the framework for all City
purchasing activities.

REASON FOR POLICY
To set guidelines for the City’s purchasing activities, and to assure objectivity and fairness of
purchasing practices for all City personnel involved either directly or indirectly in the purchasing
function.

RELATED INFORMATION
1.

Under Bylaw C-1277 City Council has delegated purchasing authority to the City Manager;
and the City Manager has further delegated purchasing authority to the Procurement Manager.

2.

The City of Grande Prairie will conduct all purchases in a manner that results in the
acquisition of products and services of acceptable quality at the most cost effective price
available in consideration of availability, urgency of demand and required service level.

3.

Procurement of computer systems and related software are included in this policy. City
operations use standard packaged software and vendor support whenever possible.
Acquisition of information technology related goods and services are approved by the
Department Managers of the Corporate Information Technology Team. The Corporate
Leadership Team assists the Corporate Information Technology Team department and
provide management and direction.
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POLICY NO: 310
PROCUREMENT
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4.

Purchasing exceptions which this policy does not regulate, include real estate transactions,
sole-source procurement (refer to sole source procedure), investment or borrowing, utility
contracts, credit card purchases, petty cash or refund disbursements, entertainer/performer
fees, postage purchases, employee vehicle expenditures, legal services, FCSS grants, foreign
currency purchases, payroll withholding remittances, training fund disbursements,
membership and subscription payments.

5.

All purchasing transactions shall ensure equal opportunity, due process and fairness to actual
and potential suppliers. The methods by which decisions are made must ensure not only
fairness, but the appearance of fairness.

6.

Purchasing agreements are documented on standard City forms. This documentation which
communicates the purchase approval and commercial terms to the vendor must be completed
before the purchase occurs, except in emergency situations.

7.

Deleted May, 2018

8.

City employees shall have not pecuniary interest, direct or indirect, in any contract with the
City of Grande Prairie. No employee of the City or partnership of which an employee is a
member may submit a tender for the supply of goods or services to the City. Any corporation
(other than those whose shares are publicly traded) submitting a tender must disclose the
names of any shareholders who is a City employee and the number of shares owned by the
employee. No employee of any department shall make any recommendations about the
awarding of any tender or quotation when the employee is a member of the immediate family
of any individual who is:
a)
b)
c)

submitting the tender;
a shareholder or employee of a company submitting the tender; or
a member or employee of any partnership submitting the tender.

9.

In order to protect the overall City interests and minimize long term financial losses, the City
reserves the right not to consider award of any contracts to a party that is engaged in litigation
or arbitration with the City of Grande Prairie.

10.

a)

b)

When any tendering process is used, the lowest qualified tender, which is the tender
evaluated as being the most advantageous to the City shall be accepted subject to the
right of the City to refuse any or all tenders. In cases where two or more bids are
identical and/or it is difficult to determine the lowest evaluated bid, preference shall be
given to suppliers using access to service and/or support as a criteria.
When a Request for Proposal process is used, the highest evaluated proposal, which is
the proposal with the highest total score, shall be accepted subject to the right of the
City to refuse any or all proposals. When issuing a Request for Proposal, the cost
criteria shall be no more than 40%. Percentages for the cost criteria shall be determined
by the Procurement Manager in conjunction with the Operating Department.

Procurement Policy FN-1300

Page 40 of 124

POLICY NO: 310
PROCUREMENT

PAGE 3 OF 4

11.

In all cases where the acquisition price exceeds the limit in Bylaw C-1277 or the term of the
contract exceeds 5 years, approval of the award recommendation shall be obtained from
Council prior to purchase. All purchases require an authorization by someone with
designated authority. Purchase or spending authority must be documented.

12.

When selling obsolete or surplus materials the City shall avoid, where practical, selling
directly to another party. The Procurement Manager shall be responsible for the sale/disposal
of all surplus equipment and salvage materials declared as such by departments at fair market
value.

13.

All City of Grande Prairie personnel shall maintain impartiality and arm’s length distance in
all dealings with potential suppliers of goods and services.

14.

Purchases may be made without prior approval in an emergency situation when the lack of
immediate action to supply would disrupt critical services to the public or involve the safety
of personnel.

15.

Assuring proper performance by Vendors requires cooperation and communication between
the Departments and the Procurement Department. Timely action on the part of the
Departments and Procurement is a prerequisite for enforcing the terms of purchase orders
and contracts.

16.

When a payment is made to a City employee, the cheque requisition must be requested by the
employee, and approved by the employee’s supervisor. Any cheque requisitions requested by
the City Manager must be approved by the City Treasurer.

17.

Once a capital project has been approved by Council, up to 10% of the total preliminary
estimated cost of the project may be expended for design costs.

DEFINITIONS
City Employee is any person whose name appears on the payroll records of the City and whose
manner of work is controlled by the City.
Immediate family includes the spouse, common-law spouse, parents, children and brothers and
sisters of an employee.
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Pecuniary Interest is defined as an interest is a contract that could monetarily affect:
a) The employee;
b) A corporation, other than a distributing corporation, in which the employee is a
shareholder, director, or officer;
c) A distributing corporation in which the employee beneficially owns more than 1% of the
issued shares, or of which the employee is a director or officer;
d) A partnership or firm of which the employee is a member; or
e) A corporation, partnership, firm, or person that employs the employee.
And includes the pecuniary interests of the employee’s spouse, parents, children, brothers, and
sisters that are known to him or of which he reasonably should know, but shall not include an
interest by reason only of his having been appointed by the City Council.
Sole source procurement occurs when a source is predetermined to be the only source capable of
performing the service or supplying the material.

RESPONSIBILITIES
Procurement to establish and maintain purchasing procedures, and ensure the guidelines for the
City’s purchasing function are followed, and accurately reported.
Department Managers of the Corporate Information Technology Team to approve acquisition
of information technology related goods and services.
City Manager to approve the procedures for the purchasing function and to ensure the procedures
are in accordance with the policy set by City Council.
City Council to approve the policy.
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ATTACHMENT 5
CORPORATE ADMINISTRATIVE POLICY
5303-CA

Corporate Procurement
Purpose:
1

To:
(1) establish the direction, philosophies, and values for the procurement of goods and services
for The City; and
(2) address the legislative and liability restrictions The City works within while enabling
departments to effectively carry out their business.

Policy Statement(s):
2

The City commits to:
(1) the acquisition of goods and services at the best value while treating all vendors equitably; and
(2) to creating and maintaining a high level of confidence in its procurement of goods and services
by ensuring integrity, transparency, accountability, efficiency, and consistency in its
procurement process.

3

Open and Fair Competition:
(1) The City:
(a) acquires materials, supplies, goods, and services through a fair, open, transparent, and
competitive process that balances the interests of the taxpayers with the fair and
equitable treatment of vendors; and
(b) gives all businesses equal opportunity to supply materials, goods, and/or services by
advertising all competitions over The City’s thresholds, as defined in 5303-CP Corporate
Procurement, on the Alberta Purchasing Connection (APC).

4

Local Vendors:
(1) The City does not give preferential treatment to local vendors.

5

Open Communication and Records:
(1) The City:
(a) provides feedback on bids and proposals to all vendors, including those that are
unsuccessful, by posting the award on APC; and
(b) maintains records on vendor performance under contracts.

6

Environmental Considerations/Sustainability:
(1) The City:
(a) avoids goods and/or services that adversely affect the air, water, or terrestrial
environments;
(b) gives preference to environmentally friendly goods and/or services when quality and
service is equal to or better, and price is equal to or lower than other competitive goods
and/or services; and
(c) promotes goods and services that make lesser demands on non-sustainable resources.
Ethically Bound/Ethical Behaviour:
(1) The City:

7

Document Number: 1093943
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CORPORATE ADMINISTRATIVE POLICY
5303-CA

Corporate Procurement
(a) acts honestly and with integrity, avoiding even the appearance of impropriety, in all its
procurement and contracting practices;
(b) maintains consistency in all processes and actions; and
(c) adheres to ethical standards in all its procurement and contracting practices.
8

Business Relations with Vendors:
(1) The City ensures consistent buying practices and remains free of any obligation other than an
already established/intended contractual relationship to any vendor or potential vendor.

9

Relationship to Vendors and Conflict of Interest with Vendors:
(1) City employees exercise caution when there is a possibility or perception of conflict of
interest with a vendor or potential vendor.
(2) The City may choose not to disqualify a vendor on the basis of a conflict of interest, as long
as it is identified, recorded, and acknowledged.
(3) City employees immediately notify their direct supervisor of any potential conflicts with a
vendor, and request direction from Purchasing.
(4) No City employee, involved in procurement, will have direct or indirect interest, or receive
any personal benefit in any contract for goods and/or services, unless it is disclosed, approved
by the Department Head and Chief Financial Officer, and recorded on the year-end
representation letter.

10 Best Value Considerations:
(1) The City:
(a) considers overall cost in the procurement of materials, supplies, goods, and services; and
(b) evaluates the relevance of price and non-price factors before starting the competitive
process.
11 Vendors Acting in Good Faith:
(1) The City refuses to do business with parties who do not act in good faith towards The City,
whether by failing to abide by the terms of their agreements or by entering into litigation with
The City without justification.
12 Confidential Information:
(1) Release of information is subject to FOIP legislation.
(2) Any information made available to a potential vendor, which may influence other vendors’
responses, is made available to all potential vendors.
(3) Information which may create an unfair advantage remains confidential and is not released to
the public or a single potential vendor.
(4) Subject to the requirement for public openings, any and all information provided by a
potential vendor during the procurement process remains confidential, pending bid analysis
and award.
13 Delegated Authority – Purchasing, Contracting, and Executing:
(1) Purchasing Authority:
Document Number: 1093943
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5303-CA

Corporate Procurement
(a) Purchasing authority is delegated to a City employee, at the department head’s request,
and upon training completion.
(b) Employees granted purchasing authority ensure that all applicable policies and procedures
are followed, and that budget approval for the purchase is in place.
(c) Purchasing may process competitions prior to budget approval, provided that specific
wording is included advising potential vendors of conditional award.
(d) Purchasing authority limits for City employees are as follows:
City Manager
Directors
Department Managers
Department Employees(as
determined by department manager)

Unlimited
Unlimited
$1,000,000
Up to $200,000

(e) Any exception to the above purchasing authority is obtained in writing from the City
Manager.
Definitions:
14 Conflict of Interest means:
(1) In relation to the RFP process, the proponent has an unfair advantage or engages in conduct,
directly or indirectly, that may give it an unfair advantage, including but not limited to:
(a) having, or having access to, confidential information of the City in the preparation of its
proposal that is not available to other proponents;
(b) communicating with any person with a view to influencing preferred treatment in the RFP
process (including but not limited to the lobbying of decision makers involved in the RFP
process); or
(c) engaging in conduct that compromises, or could be seen to compromise, the integrity of
the RFP process.
(2) In relation to the performance of its contractual obligations contemplated in the contract that
is the subject of the procurement, the proponent’s other commitments, relationships, or
financial interests could, or could be seen to:
(a) exercise an improper influence over the objective, unbiased, and impartial exercise of its
independent judgement; or
(b) compromise, impair, or be incompatible with the effective performance of its contractual
obligations.
15 Executing Authority: The authority to sign contracts in the name of The City.
16 Purchasing Authority: The authority, granted to a City employee, to purchase and/or approve the
purchase of goods and/or services on behalf of The City. This does not include the authority to
sign (execute) contracts (see Executing Authority).
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5303-CA

Corporate Procurement
References/Links:
1

Comprehensive Economic and Trade Agreement (CETA)

2

Canadian Free Trade Agreement (CFTA)

3

City’s Ethical Standards Toolkit

4

Gift Hospitality Discount Tracking Form

5

Major Facilities Planning and Construction Template

6

New West Partnership Trade Agreement (NWPTA)

7

Procurement Reference Manual

8

Systems Purchasing Module Training Manual

9

2209-CA Emergency Preparedness

10 5303-CP Corporate Procurement
11 5303.02-CP Petty Cash
12 5308-CP Budget Administration
13 5311-CA Corporate Procurement Card
14 5311-CP Corporate Procurement Card
15 5316-CP Disaster & Emergency Situation Accounting
16 5326-CP Contracts
Scope/Application:
1

This policy applies to all staff, and any third parties hired by The City, involved in the
procurement of goods and services for use by The City.

Authority/Responsibility to Implement:
1

Chief Financial Officer

Document Number: 1093943
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CORPORATE ADMINISTRATIVE POLICY
5303-CA

Corporate Procurement
Inquiries/Contact Person:
1

Chief Financial Officer

2

Corporate Lead – Procurement

Policy Monitoring and Evaluation:
1

Procurement will evaluate this policy on an annual basis, making revisions as needed.

Document History:
Date:
May 7, 2010
Revised: December 2010
Revised: June 13, 2011
Revised: August 26, 2014
Revised: May 9, 2017

Approved/Reviewed By:
“Craig Curtis”
Administrative Changes
“Craig Curtis”
“Craig Curtis”
“Kelly Kloss”

Title:
City Manager
Informed by: Financial Services
City Manager
City Manager
Acting City Manager

Administrative Revisions:
Date:
May 18, 2017

Description:
Added “Comprehensive Economic and Trade Agreement
(CETA)” to References/Links.

Document Number: 1093943
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

☐ INFORMATION ITEM

DATE:

Standing Committee Meeting of July 7, 2020

PRESENTED BY:

Emily Olsen, Interim Chief Administrative Officer

RE:

NORTHWEST ALBERTA CHARGING NETWORK

Recommended Action
That Committee recommends Council support:
That the Town of Hinton supports the neighbouring municipalities seeking to raise seed and grant
funding and initiate a technical working committee for the partnership of a Northwest Alberta
Charging Network.
That the Town of Hinton contribution seed funding of $5,000 to support the work of the technical
working committee with the funds coming from the Economic Development marketing budget.
That the Town of Hinton apply for the Electric Vehicle and Alternative Fuel Infrastructure
Deployment Initiative Grant in collaboration with neighbouring municipalities.

Background
Through 2020, Administration has been participating in Northwest Alberta Charging Network
exploratory planning sessions and has committed to participate in the Northwest Alberta Charging
Network Advisory Committee. Updates regarding the possible electric vehicle charging station network
opportunities are reviewed regularly by Administration.
In May of 2020, the Town received a letter from the Town of Edson requesting Hinton’s support for the
Northwest Alberta Electric Vehicle Charging Network in principle and to participate in securing a grant
application for seed money. The seed money will be used to fund the work of a joint technical working
committee to determine the specific requirements for the Northeast Alberta Charging Network. The
work from the technical committee will be used to secure project implementation funding and to attract
private sector capital partnerships. This letter was provided to Council in the June 16, 2020 Information
Package and is appended as Attachment #1.
This request aligns with the objectives identified in the Town of Hinton Economic Development Strategy
to create a “Diverse and Strong Economic Opportunity” through marketing opportunities for our
community, specifically for tourism businesses in Hinton and the surrounding region. Throughout the
planning and development of this project, major industries will be engaged to ensure synergies and
partnerships wherever possible. This proposal also recognizes the Town’s role in environmental
stewardship.

Written by: Scott Kovatch

Northwest Alberta Charging Network
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Analysis
This report is before Council to request support for a regional electric vehicle network charging initiative
to increase potential opportunities to target tourism spending by travellers in Hinton and expose the
targeted travelling public to investment opportunities in Hinton.
A similar program that has been implemented in the Calgary region is attached for Council’s information
(Attachment #2). The “Peaks to Prairies” Project Flowchart outlines how previous projects of this nature
in Alberta have leveraged a $5,000 individual municipal investment as part of a regional partnership
into an approximately $2,000,000 capital project that supports tourism development and environmental
stewardship.
Implications of Decision
This project would require a $5,000 investment of seed funding. The funds for this initial investment
would come from the Economic Development marketing budget. Any additional seed funding required
by the partnership would be supplemented through grants and corporate sponsorships.
If successful, this collaborative project is eligible for alternative funding options including:
• Electric Vehicle and Alternative Fuel Infrastructure Deployment Initiative
• Funding from the Government of Canada (applications must be submitted by July 2020)
.
Financial Implications
Items
Operating Cost/Implications
Capital Cost

Comments
$5,000 of seed funding
There is no capital funding required from the Town. Any
capital costs would come from a private operator.
Budget Available
$5,000 Economic Development, marketing budget
Source of Funds
Alternative funding sources will be sought including
o Budgeted Amount
Electric Vehicle and Alternative Fuel Infrastructure
o Grants (successful/unsuccessful) Deployment Initiative, grants, corporate sponsorships.
Unbudgeted Costs
The $5,000 seed funding is unbudgeted but can be
o Options for where to acquire the found within the Economic Development marketing
necessary funds
budget.
Level of Service Implications
o If this project is successful it would have a positive impact on the level of service provided to
tourists and residents by increasing options to access electric charging for vehicles. There would
be no additional impacts on human resources required from Town of Hinton staff.
Public Engagement
o Engagement of affected public to support informed decision making as per the Public
Participation Policy will be conducted as the project progresses.
Communications
o The Northwest Alberta Charging Network will be marketed to residents and the travelling tourism
public with a focus on Edmonton.

Northwest Alberta Charging Network
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Risk / Liability
o Even though an agreement may be reached with a private sector operator regarding removal at the
end of planned life, this agreement may be hard to enforce if the private sector partner is no longer
operating.
Legislative Implications
Conforms with:
Council’s Strategic Plan

Yes
Yes

Community Sustainability
Plan

Municipal
Bylaws

Policies

Yes

or

Comments
The Town of Hinton Economic Development Strategy,
Tourism Objective 3: Increase Tourism Marketing & Asset
Development pp 28 identifies possible support for the
Northwest Alberta Charging Network.
The Town of Hinton Environmental Policy #33 identifies The
Town of Hinton is committed to the protection of the
environment in a manner that is sustainable to our
community. This commitment includes: - Incorporating
environmental considerations into all aspects of our municipal
operations. - Leading the community and other municipalities
in sustainable practices and environmental stewardship.

Yes

Provincial Laws or MGA

Yes

Other plans or policies

No

It is identified in the MGA the Municipal Government Act
Section 3(d): to work collaboratively with neighbouring
municipalities to plan, deliver and fund inter-municipal
services

Options / Alternatives
1. Committee recommends Council supports:
a. Neighbouring municipalities seeking to raise seed and grant funding and initiate a
technical working committee for the partnership of a Northwest Alberta Charging
Network.
b. That the Town of Hinton contribution seed funding of $5,000.00 to support the work of
the technical working committee with the funds coming from the Economic Development
marketing budget.
c. That the Town of Hinton apply for the Electric Vehicle and Alternative Fuel Infrastructure
Deployment Initiative Grant in collaboration with neighbouring municipalities.
2. Committee refer this item to the next Standing Committee for further discussion.
3. Committee directs Administration to write a letter to the Town of Edson confirming the Town of
Hinton will not participate in the initiative to develope a regional vehicle charging network
Attachment(s)
1. Town of Edson Letter to Regional Municipalities re: Northwest Alberta Electric Vehicle
Charging Network
2. “Peaks to Prairies” Project Flowchart
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605 – 50th Street
P.O. Box 6300
Edson, AB T7E 1T7
www.edson.ca

TOWN OF EDSON
Office of the Mayor

May 25, 2020
Mayor and Council
Town of Hinton
131 Civic Centre Road
Hinton, Alberta T7V 2E5
Dear Mayors and Councils,
Re:

Northwest Alberta Electric Vehicle (EV) Charging Network

The Mayor and Council for the Town of Edson endorse a regional collaborative initiative for a
Northwest Alberta Electric Vehicle Charging Network. We would like to invite your municipality
to join us in advocating for senior government, sector-related supports and grants for this
initiative as its benefit in promoting regional long-term economic growth and tourism as well as
connecting our citizens to the rest of Alberta and British Colombia.
Further, we invite those communities wanting to collaborate to contribute seed funding
estimated at a shared total of $30,000 at the initial phase towards the professional completion of
a formal plan and supporting documents for known grant funding. The estimated cost may be
revised as we move to the next phases. If your municipality would like to be part of the core
committee members to drive this initiative and contribute toward the seed funding, we would
share the burden in building this seed funding to drive the project forward. We expect that this
project will be almost completely funded by grants, as seen in the recent Peaks to Prairies
initiative in Southern Alberta.
We would appreciate your response to indicate your support as a regional collaborator and your
interest in being a core committee member by the middle of June due to the federal grant
deadline of July 23, 2020. If interested, could you also provide a potential site location within your
municipality.
Sincerely,

His Worship Kevin Zahara
Mayor, Town of Edson
CC: Brazeau County, City of Grande Prairie, Municipal District of Greenview, Municipality of Jasper, Parkland County, Town of
Athabasca, Town of Barrhead, Town of Drayton Valley, Town of Fox Creek, Town of High Prairie, Town of Hinton, Town of Rocky
Mountain House, Town of Slave Lake, Town of Westlock, Town of Whitecourt, Woodlands County, Yellowhead County

Northwest Alberta Charging Network
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NW Alberta EV
Network
April 29, 2020

Government-owned land
Walking distance
to local attractions

Opportunity for
cultural branding

Dedicated
parking
available

Accessible
from all
directions

Available
power source

High visible to
motorists and
pedestrians
Contributes to overall network
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Partnerships – a key piece to an EV Network
Seed Funding ($30,000)

Accelerate
Kootenays

Peaks to
Prairies

$30,000, approximately
RDEK Energy Management

Match Funding ($90K)
$30,000 – Regional District of
Kootenay Boundary
$30,000 – Regional District of Central
Kootenay
$30,000 – Regional District of East
Kootenay

Seed Funding ($30,000)

Match Funding ($210K)

$15,000 – City of Calgary
$5,000 – REDA –SouthGrow
$5,000 – REDA Alberta SW
$5,000 – REDA – Calgary Region

$60,000 – 2 local REDAs
$30,000 – MH College and City of
MH
$120K – City of Calgary

Implementation Funding DCFC Owner/Operators
($1.94 M)
Teck, Columbia Basin Trust, BC MEM
and MOTI, Fortis BC, BC Hydro,
Government of Canada- FCM
+ Match

BC Hydro
Fortis BC

Implementation Funding DCFC Owner/Operators
($2.2 M)
ATCO
$750K – FCM
$1.2 M – G of A
+ Match

For NW Alberta EV Network

Stand-alone as part of a collaborative
contribution from local partners

Stand-alone from a funder or
other partner

Leveraged with match funding for
implementation

Northwest Alberta Charging Network

Seed
Funding
(~$30,000)

Used for:
• Preliminary network
planning
• Formalizing Advisory
Committee
• Proposal development
and grant applications
• Initial messaging/brand
and marketing design
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Partnerships – a key piece to an EV Network
Seed Funding ($30,000)

Accelerate
Kootenays

Peaks to
Prairies

$30,000, approximately
RDEK Energy Management

Match Funding ($90K)
$30,000 – Regional District of
Kootenay Boundary
$30,000 – Regional District of Central
Kootenay
$30,000 – Regional District of East
Kootenay

Seed Funding ($30,000)

Match Funding ($210K)

$15,000 – City of Calgary
$5,000 – REDA –SouthGrow
$5,000 – REDA Alberta SW
$5,000 – REDA – Calgary Region

$30,000 – 2 local REDAs
$30,000 – MH College and City of
MH
$120K – City of Calgary

Implementation Funding DCFC Owner/Operators
($1.94 M)
Teck, Columbia Basin Trust, BC MEM
and MOTI, Fortis BC, BC Hydro,
Government of Canada- FCM

BC Hydro
Fortis BC

Implementation Funding DCFC Owner/Operators
($2.2 M – including
ATCO
match)
$750K – FCM
$1.2 M – G of A

For NW Alberta EV Network

Could be part of the
seed funding

Note: previous applications
have been successful with
community contributions
being leveraged significantly

Could also be part of the
implementation funding

Northwest Alberta Charging Network

Match
Funding
(~$90 –
210K)

Used for:
• Early committed funds
that help to leverage
additional money
• Scope of work is defined,
number of stations
secured and ideally the
procurement process
initiated when this
funding is committed
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Partnerships – a key piece to an EV Network
Seed Funding ($30,000)

Accelerate
Kootenays

Peaks to
Prairies

$30,000, approximately
RDEK Energy Management

Match Funding
$30,000 – Regional District of
Kootenay Boundary
$30,000 – Regional District of Central
Kootenay
$30,000 – Regional District of East
Kootenay

Seed Funding ($30,000)

Match Funding

$15,000 – City of Calgary
$5,000 – REDA –SouthGrow
$5,000 – REDA Alberta SW
$5,000 – REDA – Calgary Region

$30,000 – 2 local REDAs
$30,000 – MH College and City of
MH
$120K – City of Calgary

Implementation Funding DCFC Owner/Operators
($1.94 M)
Teck, Columbia Basin Trust, BC MEM
and MOTI, Fortis BC, BC Hydro,
Government of Canada- FCM
+ Match

BC Hydro
Fortis BC

Implementation Funding DCFC Owner/Operators
($2.2 M )
ATCO
$750K – FCM
$1.2 M – G of A
+ Match

For NW Alberta EV Network

NRCan – offering 50% up
to $50K per station

Other government
avenues?

Private investment

Leverage from
procurement process

Northwest Alberta Charging Network

Implementing
Funding
(~$2M+)

Used for:
• Capital costs –
procurement of stations,
installation, etc.
• Training and capacity
building
• Marketing,
communications and
engagement
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Recipe for Successful Collaboration
• Looks different depending on the context and the partners but there
are a few commonalities
1. Establish an Advisory Committee (or similar) of individuals that will represent all communities.
Typically these are people from a regional or local government, or overarching organization
As a charitable NGO,
(REDA, for example).

we get the pleasure
of supporting the
2. CEA explores and reports back funding
Inopportunities,
the case of working with the Advisory Committee on the
early conversations
scope and details of proposals.Accelerate and
until the region is
Peaks to Prairies,
It
always
starts
with
ready
3. A procurement process is facilitated to
identify
the third-party(ies)
that
willto…
help with technical
and
NW Alberta,
we
aimplementation.
community or
(CEA) get a call for
region that is ready
help!)
toCommittee
explore new
4. Advisory
reps communicate back to the broader communities with updates.
opportunities…
5. Working Groups/Sub-Committees could be established to focus in on additional needs and priorities,
including communications, marketing, engagement and training.

Structure: Accelerate Kootenays
3 Regional
Districts

CEA:
Managed on
behalf of RDs

Installers

Northwest Alberta Charging Network

Site Hosts

Facilitated implementation:
- Funding applications
- Joint procurement process
- Site assessments
- Marketing/Communications
- Contract Management
- Reports

Owner/Operators
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Proposed structure for NW Alberta
Regional
Advisory
Committee

Represent all communities
and communicate back to
them

Implementation
Partner

Funding ($)

Communication
s Working
Group

Northwest Alberta Charging Network

Could be CEA or similar

Network Design

Procurement &
Contracting

Tasks

Capacity &
Training
Working Group

Recreational
Vehicle
Working Group

Feed into the process,
providing specific
insights/oversight
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

DATE:

Standing Committee Meeting of July 07, 2020

FROM:

Emily Olsen, Interim Chief Administrative Officer

RE:

SOLID WASTE MANAGEMENT PROGRAM

☐ INFORMATION ITEM

Recommended Action
That Committee recommends Council approve Administration to modernize the waste collection system
and continue to provide services to Residential and Commercial Customers as per the Full Cost
Recovery Model with Curbside Co-Mingle Recycling for Residential Customers (Option 1B-5).
That Committee recommends Council to direct Administration to develop the Full Cost Recovery
Volume based Fee structure for Residential and Commercial Customers with Curbside Co-Mingle
Recycling for Residential Customer based on service costs.
That Committee recommends Council to direct Administration to implement Residential Curbside CoMingle Recycling starting in the 2nd quarter of 2021.

Background
Changes to the current waste collection system have been discussed with Council for several years. In
May 2017, a report was brought to a Standing Committee Meeting with various options for dealing with
the collection of Commercial waste. Though Commercial waste causes the most damage to equipment,
old-fashioned bins and sideload pickup used for Residential waste also create challenges in operation
and maintenance of the program.
As such, both Commercial and Residential systems needed review and Administration felt that a holistic
approach of looking into the entire program was beneficial. The current system is no longer viable for
the following reasons:
➢ Economic sustainability: To keep the current system as-is, the costs must increase
substantially. Even with cost increases, the replacement of Residential bins (which are out-dated
and custom-ordered) is no longer sustainable.
➢ Ergonomic Issues: Although all recommendations from an ergonomic and safety review have
been completed, the Town continues to incur Workers’ Compensation Board (WCB) claims and
numerous complaints from the operators who operate the automated garbage truck. One third
of the total Infrastructure Services Department WBC claims are related to garbage truck
operation. The Town must provide safe working conditions for employees to safely carry out
their regular duties.
➢ Aesthetics: The blue bins (Commercial) around town are unsightly, outdated, and affect the
overall aesthetic of the community. These bins encourage illegal dumping and litter due to the
location (front street on town property) which is required for accessibility of the side load truck.
➢ No growth opportunity for future recycling.
Written by: Dale Woloszyn, Public Works Planning & Project Manager and Emdad Haque, Director of
Infrastructure Services
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At the May 09, 2017 Standing Committee Meeting, Committee provided the following direction:
Bring Options #3 and #4 of the commercial Waste Collection with Option #5 added which would be to
exit the commercial garbage business and provide a full cost recovery model to the September 12/2017
Standing Committee meeting.
Option #3: Purchase a front-end load truck, replace the heavy commercial and apartment/mobile park
bins with the appropriately sized bins and implement a full cost recovery model. Option #4: Heavy
commercial businesses only enter into an agreement with private waste haulers. In response to this
motion, Administration did a comprehensive review including an economic analysis and safety review
of the waste collection system. In early 2020, Administration developed a Waste Management Pilot
Project, which was presented to Standing Committee at the January 28, 2020 for information.
The current solid waste collection system challenges create an opportunity to review options for
addressing the town’s system and modernizing the solid waste management system including a review
of service levels and user fees. Additionally, there are superior options available in the marketplace now
that present more economical and environmentally conscious alternatives. To explore this opportunity,
a Pilot Program was launched on March 17, 2020 in East Hardisty.
With the conclusion of the Pilot Program, the Town must make decisions regarding the future of the
Solid Waste Program; changes to improve the waste collection system and progress towards a system
that is cost effective and reflects industry standards across Canada are prudent. This report provides
Council with information related to the existing waste collection system as well as the new waste
collection system used in the Pilot Program. The successes, lessons learned, and feedback from
Stakeholders participating in the East Hardisty Pilot Program have been summarized to develop a new
solid waste management program recommendation for Council’s consideration. Administration’s
recommendation offers a significantly lower capital and operational costs are anticipated. The systems
will also be more operator-friendly which is expected to improve the health and wellness of the operators
and reduce the number of WCB claims. A detailed cost analysis and overview of options for next steps
is being presented to Council for consideration.
Analysis
PILOT PROGRAM UPDATE
Pre-Pilot Survey
A total of 17 submissions were received, of which 4 (23.5%) were not members of the pilot area. Nearly
60% of users in the area were not familiar with the bylaw # 933, and 100% had been to the West
Yellowhead Regional Landfill, of which 47% attended in the last quarter. Responses were split 65/35
for black vs blue bins, respectively, while 36% of users reported using a recycling service. Users self
reported an average recycling of roughly 27% of their waste but acknowledged that on average they
could recycle 36%. Opinions on the new bins and changes were split, with a low majority offering
negative responses (54 and 59%, negative far below the margin of error). However, a desire for growth
of the system (Recycling, composting etc.), was nearly unanimous, with 3 negative responses. The
highest interest type was in recycling options for plastic, followed by paper and yard waste, and then
organics.
Post Pilot Survey
The second survey was well received, with 128 responses received, of which 92% self declared to be
from the pilot area. Of the submissions received, 64% described the new bins as better or much better,
and 61% said the same for system changes. 80% of users self reported overfilling bins, and 54%
Written by: Dale Woloszyn, Public Works Planning & Project Manager and Emdad Haque, Director of
Infrastructure Services
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reported bins blowing over when empty. Only 10% reported bins blowing over when full. 72% believed
the system should grow, and 73% reported interest in co-mingle recycling service.
Pilot Program Findings
The following points summarize key takeaways from the Pilot Program:
Durability
• Most bins stand up well under regular weather if they have some garbage in them and the lids
are closed.
• At this time, there have not been any unexpected issues with the system, although operational
issues were observed from wind occasionally blowing over empty or overfull bins. The observed
issues were no more significant than those observed with the previous bins; on days where the
bins blew over, so too did a large portion of the old black bins in other neighbourhoods.
o Most bins blowing over due to the wind are primarily occurred after the bin was emptied,
as opposed to the old black bins, which are subject to blowing over due to the design
whether full or empty.
o Hinton experiences wind speeds and gusts greater than many other areas – some bins
blowing over is to be expected.
o Other communities with similar condition are using same system with no major problems.
• There have been some overweight bins as a result, and a few bins have been dropped and not
emptied. Durability of the bins has been commendable with no repairs or damage to any bin.
Illegal Dumping
• With the new Toter bin design, there were fewer opportunities for illegal dumping. Evidence of
previous illegal dumping and prevention of further illegal dumping was identified during the Pilot.
• Illegal dumping was non-existent in the pilot location and where previous blue bins were
stationed.
Waste Quantity
• The recorded number of overfilled bins was a small percentage of total bins placed out weekly
with the highest recorded number of overfull bins being 22 in one pickup day.
• The Pilot has demonstrated an increasing demand for recycling. Increased recycling from
community members would decrease the number of overfill bins and the Town’s volume of waste
going to the Landfill.
Garbage Truck
• To conduct the Pilot Program, a modified Town truck was utilized for collection of the new Toter
bins. While the Pilot overall went relatively well with the modified truck, there were clear
opportunities for potential efficiency gains to be had by modernizing the truck.
• The modified truck works reasonably well for the new Toter bin pickup however, it still has the
same operational problems with ergonomics and efficiency.
• The new style bins offer the option of picking up industry standard bins with numerous truck
options, as well as the possibility of using modern bins for co-mingled waste collection.
Maintenance Costs
• The new Toter bins have essentially reduced maintenance costs for East Hardisty to zero.
Impacts to Residents
• There has been no indication that the front placement of bins has become an issue in areas
such as Boutin Avenue thus far.
o Most homeowners, by operator reports, have found adequate locations for placement,
with only few homeowners having an incorrectly placed bin.
• With the removal of the blue bins and the direct replacement of black bins to homeowners, there
has been more items in the black bins that should not be placed into any residential bins
(including blue bins) in the past or currently, such as: sod, grass clippings, cardboard, general
household waste that has not been bagged, etc. Also, some homeowners are frustrated that
they can not freely dump into the blue bins anymore.
Written by: Dale Woloszyn, Public Works Planning & Project Manager and Emdad Haque, Director of
Infrastructure Services
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•
•

The new Toter bins have provided an opportunity to supply residential bins to some townhouses
where the homes are easily accessible with garbage trucks.
Overall aesthetics of the community were improved.

As revealed by early project research, this system is being utilized all over Canada and USA with no
major concerns, so no more significant learnings on the system itself were found. The Toter bins are
the standard design for most other communities, and research into other options found, though there
are several manufacturers of this design of bin, the design itself did not vary. This research was done
to eliminate the option of a third design of bin for consideration, as there was some community concern
regarding the blowing over of bins.
CURBSIDE RECYCLING
The Town of Hinton has, in recent years, recognized the need for expanded efforts to reduce our carbon
footprint, and in turn, reduce the amount of refuse sent to the Landfill. As a community, the Town of
Hinton is always looking for ways to grow and adapt to new needs and rise to new challenges. One of
the ways that new opportunities are identified is through industry research on best practices and
communication with similar communities. This municipal comparator analysis has recently revealed that
our solid waste collection process (including bins, collection intervals, collection type, and service
availability) has significant space for improvement to better serve the community and our worldwide
ecosystem. One way that the Town could reduce the amount of waste going to the Landfill is through
“co-mingling” recycling (CMR) collection.
To provide curbside co-mingled recyclable collection, all existing recycling services including Rowan
Street Recycling Facility and tipping services for Residential (Commercial will continue to have the
tipping service) customer at the Edson and District Recycling Society (EDRS) will be eliminated. The
average annual cost of the current recycling services is $ 368,000. The savings by eliminating these
services could be utilized to fund the proposed curbside co-mingled recyclable collection program.
Advantages of Curbside Recycling:
• Environmental stewardship and reduction of carbon footprint
• Modernized system that complies with best practices
• Sense of community pride and Overall improvement of aesthetics of the community
• Increased Recycling reduces Landfill waste, increases Landfill capacity and lifespan, reduces
littering issue at the Landfill, reduces illegal dumping, and overall increases efficiency of the
waste management service
• No impact to Town resources (workforce and equipment)
• Use of Rowan St facility land for additional or alternate purposes
Disadvantages of Curbside Recycling:
• Increase in user fee to pay for the operational cost.
• Some business may be impacted due to the elimination of Rowan Street Recycling Facility.
• Residents would need to wait until pick up day to dispose of large quantities of recyclables such
as cardboard, plastics etc. as the Rowan St facility would be closed.
• Visitors to Hinton will not have access to recycling services.
Recycling Option A: In-House Curbside Co-Mingled Collection for Residential and Institutional
(Schools, Government Offices etc.) Customers but not Commercial Customers. Currently it is not
feasible to provide in-house service because of risks, capacity, and lack of local recycling infrastructure
which may be cost prohibitive. No cost analysis is done for this option.
Written by: Dale Woloszyn, Public Works Planning & Project Manager and Emdad Haque, Director of
Infrastructure Services
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Recycling Option B: Contract out Curbside Co-Mingled Collection for Residential and Institutional
Customers (excludes Commercial Customers). Commercial Customers will continue to manage their
own Recycling and haul to EDRS and Town will continue to pay the tipping fee at EDRS facility. The
Collection Service will be contacted out for bi-weekly pickup. Residents will be provided with a 96-gallon
or a 64-gallon bin or a blue bag and the contractor will empty it or pick it up on a bi-weekly basis. The
contractor will be responsible for the transportation of the co-mingled recyclable material to a certified
Recycling Facility. The costs associated with Option B include:
Cost Areas
Cost per Year
Total cost of Curbside CMR for Residential Customers including bi-weekly
$ 645,000/year
pickup, transportation, tipping fee.
Commercial tipping fee at EDSR
$ 36,000/year
Savings from Eliminating Existing Services (elimination of the existing
- $ 379,000/year
recycling services plus an estimated 10% savings from Landfill tipping fees
(less $ 36,000).
Estimated net additional budget required to fund the Curbside CMR.
$ 266,000/year

WASTE MANAGEMENT SERVICES ALTERNATIVES

SubOptions
1A.
Maintain
Status Quo
1B. Modernized Waste Collection
System

Option 2: InHouse Waste
Collection for
Residential
and
Maintain
2A.
Institutional
Quo
Status
Only (Not
Commercial)

Option 1: In-House Waste Collection Residential, Institutional, and Commercial

Primary
Option

There are 3 primary options, two of each with 2 sub-options, which are further broken down into several
additional and specific alternatives; they are presented below for Council’s consideration to establish
next steps for waste management. For detailed cost and revenue analysis please see attachment # 1.
Summary of Cost and Fee under different Options:
Details

Yearly
Cost

Estimated Monthly Fee
Res.
Mul.- Comm.
&
F.
Inst.
Res.

Increase on
Monthly Fee

1A-2. Future Cost
and Revenue
Model
1A-3. Full Cost
Recovery Model

$1,588,477

$1,588,477 $14.00 $14.00

$97.75

Res. $1.42
Com. $39.95

1B-2. Future Cost
and Revenue (Flat
Rate) Model
1B-3. Future Cost
and Revenue
Model (Flat Rate)
with Curbside CMR
1B-4. Full Cost
Recovery Model

$1,399,290 $12.00

$12.00

$105.00
$75.25

$1,644,184 $18.00

$18.00

$84.25
$52.25

Res. ($0.58)
Com. $47.20
$93.29
Res. $5.42
Com. $26.45
$16.29

$1,399,290 $13.50

$10.75

$117.50
$63.00

1B-5. Full Cost
Recovery Model
with Curbside
CMR.
2A-2. Future Cost
and Revenue (Flat
Fee) Model

$1,644,184 $19.50

$16.75

$93.00
$43.75

$1,060,299 $15.75

$15.75

No
Service

2A-3. Full Cost
Recovery Model

$1,060,299 $17.50

$13.50

No
Service

Res. $0.92
Com. $5.20
$27.04
Res. $6.92
$4.17
Com. $35.20
$7.79
Res. $3.17

SF. $4.92
MF $0.92

Remark

Cost
compari
son
purpose
only
Comm.
With no
bin pays
less

Cost
compari
son
purpose
only
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2B-2. Future Cost
and Revenue (Flat
Fee) Model
2B-3. Future Cost
and Revenue (Flat
Fee) Model with
Curbside CMR
2B-4. Full Cost
Recovery Model

$948,673

2B-5. Full Cost
Recovery Model
with Curbside CMR

Option 3: Contracted out Waste
Collection Service for Residential and
Institutional Service

$14.00

$14.00

No
Service

SF. $1.42
MF $1.42

$1,254,966 $19.00

$19.00

No
Service

SF. $6.42
MF $6.42

$948,673

$15.25

$12.25

No
Service

SF. $2.67
MF ($0.33)

$1,254,966 $20.25

$17.25

No
Service

SF. $7.67
MF $4.67

$1,900,000 $19.00

$19.00

No
Service

$6.42

Res.
and Inst.
only
Res.
and Inst.
only
Res.
And
Inst.
only
Res.
And
Inst.
only
W. +
Rowan
St. R.

Flowchart # 1: (Full Page Version is available at the attachment)

Option 1: In-House Waste Collection - Residential, Institutional, and Commercial
1A. Maintain Status Quo: (Not an economically sustainable option, presented only for cost
comparison purpose only) - The current system consists of an automated side load collection truck
that allows for the collection of old black bins and the 3-yard bins. The system was very efficient in the
1990’s but with changes in technology, this system is no longer economically sustainable. To maintain
the current system there will be a need for an estimated $ 185,000 of Capital investment to replace the
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bins every year. This system does not encourage reduction of waste or recycling. The location (back
alley) of the 3-yard blue bins contributes to litter, illegal dumping, and poor aesthetics. The ergonomics
issues continue to impact operators as the truck operation contributes to numerous WCB claims and
long-term health issues of operators. The investment for East Hardisty Pilot may be a throwaway cost.
Detailed Cost Revenue Models are presented under this scenario as follows:
1A-1. Current Cost and Revenue Model (2019)- For demo only
1A-2. Future Cost and Revenue Model – All black and blue bins need to be replaced in next 6 to 7
years. A new sideload truck must be purchased to continue with this service model. To maintain the
current old system the estimated yearly cost will be $ 1,588,477. To eliminate the illegal dumping, all
Residential blue bins need to be replaced with individual black bins where operationally possible.
1A-3. Full Cost Recovery Model - To maintain the current old system the estimated yearly cost will be
$ 1,588,477 and needs to be collected from Residential and Commercial customer. Under the current
flat fee model the Residential fee must be increased from $ 12.58 to $ 14.00 and Commercial with bins
from $ 57.80 to $ 97.75 and from $ 35.96 to $ 52.25 for commercial with no bin.
1B. Modernized Waste Collection System
The new modernized waste collection system consists of a front load truck for collection of various sizes
of bins for Residential and Commercial customers. In addition, the Curotto Can system allows up to 10
(96-gallon individual) bins dumped in the Curotto Can which significantly reduces the lifting time. The
system allows the collection time to be more efficient and will provide flexibility for the collection system.
The operators can track each bin by the Radio-Frequency Identification (RFID) on each bin which
encourages waste reduction, prevents illegal dumping, and increases recycling. Importantly, this
operation eliminates the ergonomics issues and improves aesthetics.
1B-1. Current Cost and Revenue (Flat Rate) Model
1B-2. Future Cost and Revenue (Flat Rate) Model - The estimated yearly cost will be $ 1,399,290
and if adopted, the estimated monthly fee will be $ 12.00 for Residential and Institutional, $ 75.25 for
Commercial Customers with no bins, and $ 105.00 for Commercial Customers with bins.
1B-3. Future Cost and Revenue Model (Flat Rate) with Curbside Co-Mingle Recycling - The
estimated yearly cost including curbside co-mingle recycling for residential customer and recycling
tipping fee for commercial will be $ 1,644,184. If adopted, the estimated monthly fee will be $ 18.00 for
Residential, Multi-Family Residential & Institutional, $ 52.25 for Commercial Customer with no bins and
$ 84.25 for Commercial Customers with bins.
1B-4. Full Cost Recovery Model - The estimated yearly cost will be $ 1,399,290 and must be collected
from the customers based on actual cost to provide services under this full cost recovery model. If
adopted, the estimated monthly fee will be $ 13.50 for Residential and Institutional, $ 10.75 for MultiFamily Residential, $ 63.00 for Commercial Customer with no bins, and $ 117.50 for Commercial
Customers with bins.
1B-5. Full Cost Recovery Model with Curbside Co-Mingle Recycling (Recommended Option) The estimated yearly cost will be $ 1,644,184 including curbside co-mingle recycling for residential
customer, recycling tipping fee for commercial and must be collected from the customers based on
actual cost to provide services under this full cost recovery model. If approved, the estimated monthly
fee will be $ 19.50 for Residential and Institutional, $ 16.75 for Multi-Family Residential, $ 43.75 for
Commercial Customer with no bins and $ 93.00 for Commercial Customers with bins.
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Option 2: In-House Waste Collection for Residential and Institutional Only (Not Commercial)
Flowchart # 2: (Full Page Version is available at the attachment)

2A. Maintain Status Quo: (Not an economically sustainable option, presented only for cost
comparison purpose only) - To maintain the current system there will be a need for an estimated $
163,000 of Capital investment to replace the bins every year. This system does not encourage reduction
of waste or recycling. The location (back alley) of the 3-yard blue bins contributes to litter, illegal
dumping, and poor aesthetics. The ergonomics issues continue to impact operators as the truck
operation contributes to numerous WCB claims and long-term health issues of operators. This old
system will continue to use the old black bins for residential services and replace the back alley blue
bins where operationally feasible. Residential customers may be grouped as Single-Family Residence,
Multi-Family Residence (Apartments units, Condo units, Trailer Park units etc.) and Institutional
customers. There will be no waste collection services for commercial customers. The investment for
East Hardisty Pilot may be a throwaway cost. Detailed Cost Revenue Models are presented under this
scenario as follows:
2A-1. Current Cost and Revenue Model (For demo only)
2A-2. Future Cost and Revenue (Flat Fee) Model – The estimated yearly cost will be $ 1,060,299 to
continue to provide the same waste service to the Residential and Institutional customers only. If
adopted, the estimated monthly fee will be $ 15.75 for all customer categories.
2A-3. Full Cost Recovery Model - The estimated yearly cost will be $ 1,060,299 to continue to provide
the same waste service to the Residential and Institutional customers only and must be collected
through user flat fee. If adopted, the estimated monthly fee will be $ 17.50 for Residential and
Institutional, and $ 13.50 for Multi-Family Residential.
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2B. Modernized Waste Collection System
The new modernized waste collection system consists of a front load truck for collecting various sizes
of bins ranging from 2,3,4,6, to 8-yard bins for Residential customers. In addition, the Curotto Can
system allows up to 10 (96-gallon individual) carts dumped in the Curotto Can which significantly
reduces the lifting time. The system allows the collection time to be substantially less than the current
operation. In the future, the operator can track each bin by the RFID on each bin which encourages
waste reduction, prevents illegal dumping, and increases recycling. Notably, this option eliminates
ergonomics issues for operators and improves aesthetics.
2B-1. Current Cost and Revenue Model (There is no Current Data for the modernized system)
2B-2. Future Cost and Revenue (Flat Fee) Model - The estimated yearly cost for the modernized
system will be $ 948,673 to continue to provide waste service to the Residential and Institutional
customers only. If adopted, the estimated monthly flat fee will be $ 14.00.
2B-3. Future Cost and Revenue (Flat Fee) Model with Curbside Co-Mingle Recycling - The
estimated yearly cost will be $ $1,254,966 including curbside co-mingle recycling service to the
Residential and Institutional customers only. If adopted, the estimated monthly flat fee will be $ 19.00.
2B-4. Full Cost Recovery Model – The estimated yearly cost for the modernized system will be $
948,673 to continue to provide waste service to the Single -Family Residential and Institutional
customers only and must be collected through user fee. The Fee Structure will be based on the full cost
to provide the service. This will provide an opportunity for different fee structures to be established on
the volume of waste (i.e. size of the bins). If adopted, the estimated monthly fee will be $ 15.25 for
Residential and Institutional and $ 12.25 for Multi-Family Residential.
2B-5. Full Cost Recovery Model with Curbside Co-Mingle Recycling – The estimated yearly cost
will be $ 1,254,966 including curbside co-mingle recycling service to the Residential and Institutional
customers only and must be collected through user fee. The Fee Structure will be based on the cost to
provide the service. This will provide an opportunity for different fee structures to be established on the
volume of waste (i.e. size of the bins). If adopted, the estimated monthly fee will be $ 20.25 for SingleFamily Residential and Institutional and $ 17.25 for Multi-Family Residential.
Option 3: Contracted out Waste Collection Service for Residential and Institutional Service Contract out Curbside Waste Collection for Residential and Institutional Customers (Commercial
Customers will arrange their own contract). If this is an option Council would like to consider further, a
detailed impact analysis can be created. As a preliminary analysis, Administration offers the following:
there are only a few service providers in this Region for contracting waste collection services which may
impact the service cost, there will be implications on the Union Collective Agreement as unionized staff
members are currently involved in the waste collection services, and there may be a need to continue
to provide the existing Recycling service (Rowan Street Facility) for Residential and Institutional
Customers only. The estimated yearly cost for contracting out the service will be $ 1.19 million (including
waste collection and existing Rowan Street Recycling Facility for Residential and Institutional
Customers only), which equates to a flat fee of $ 19.00/month/household.
Municipal Comparator:
Municipality
Services
Town of Hinton

W. and
some R.

Delivery
Type
In-House

Monthly Fee
Res. $12.58, Com. $57.80 /Bin/Pickup
Recom. Option: Res. & Inst. $19.50,
Multi-Family Res. $16.75, Com. with
no bins $43.75, Com. with bins $93.00

Remarks
$25 Rental for
some Com.
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Town of Edson

Contracted

Jasper

W.,
Organics
W., R.

Town of Whitecourt

W., R.

In-House

Grande Prairie
City of St. Albert

W. R.
W., R.

Contracted
W. In-House
R.
Contracted

Spruce Grove
Town of Stony Plain

W., R.
W., R.

Town of Drayton
Valley
RMWB

W. and R.
for Res. only
W. and R.
for Res. only

In-House

Res. W. $17.50, R. $9.00, Com. R.
R. is managed
$15.00
by EDRS
W. $26.84 (S.F), $21.47, R. $15.56, Com. $75.22
/Bin/Pickup, R. $15.56
Res. W. $12.12 + $9.92 (landfill)
$90 CR Fee
R. $8.88
W. $18.21, R. $10.18
W. $8.48 + $10.04 (L Bin.), $4.87 (M Bin), $1.16 (S bin),
R. $6.54, Org. $6.72, Extra tags $2.25

Contracted

W. $28.50 (240Lit.), $25.25 (120Lit.) + R. $8.00
W. $28.15 (S.F & Inst.), $16.75 for
$95 CR Fee
Apt., $10.35 Sr. Citizen. R. $8.00
W. + R. = $19.00

In-House

W. $11.06, R. $14.00

$56 CR Fee

Note: W.- Waste, R. – Recycling, Org.- Organic, Res. – Residential, S.F – Single Family, Com. – Commercial, EDRS- Edson
and District Recycling Society, RMWB-Regional Municipality of Wood Buffalo, CR – Cart Replacement

CURRENT TRUCKS
The status of three existing garbage trucks are as follows:
•
•

•

Unit #443 is the oldest unit, currently, which is to be used as a spare truck. It is a 2007 truck
and needs to be replaced as it has gone well past its useable lifespan. It is scheduled to be
replaced in 2020 and the required fiscal resources were approved in 2020 Capital Budget.
Unit #448 is a 2011 truck which has the new lift and the bin grabber installed for the new Toter
bins. This truck can serve as a truck for the interim that is used to pick up commercial bins as
well as the new style Toter bins. Unit #448 would be delegated to that task and slightly decrease
the wear and tear on the truck, which would allow it to be the spare truck once a new truck is
purchased.
Unit #450 is the newest garbage truck purchased 2016. It is in reasonable mechanical shape
and could potentially have a cart grabber added to it in the future to pickup Toter bins as more
bins are upgraded.

The overall Pilot was implemented by modifying one of the existing trucks (sideload) that is in no way
comparable to the new collection system. The current system is challenging to manage, and the
ergonomics is damaging to the health of the operators due to the consistent turning (neck and
shoulders). The Health and Safety of the Operators requires Administration to address the issues and
improve the overall health and wellness of the operators. The removal of blue bins in the back alleys is
a key factor to eliminating the construction waste and illegal dumping being placed in the blue bins. In
addition, with the increased maintenance and down time of the trucks, and the current system and its
components becoming obsolete, there is a timely opportunity to better align with industry best practices.
Solid Waste Management Services should be a rate-based program where customers (Residential and
Commercial) pay fees for the services they receive based on combined cost factors including capital
investment, operation and maintenance, and other related cost in providing the service. From the actual
costing, a fee structure is then developed based on volume and other factors (i.e. the size of their
garbage bin). Upon Council approval, Administration will design a volume-based rate structure to
encourage residents to divert as much as possible away from the Landfill.
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Implications of Decision
In summary, proceeding with Administration’s recommended action will:
1. Modernize the waste collection system.
2. Eliminate the ergonomics issues to support the health and safety of operators.
3. Address the economical sustainability issues by increasing purchasing options that are industry
standard and decreasing capital and operational costs.
4. Decrease the risk for operational breakdowns, increase the dependability and flexibility of the
collection system, and increase community pride.
5. Allow for fairness for collection costs based on actual full cost analyses and move away from
the flat rate system.
a. Heavy commercial users (fast food restaurants, grocery stores etc.) will pay a more fair
rate compared to the light commercial customer.
b. Residential customers will pay based on their collection costs (multi-family, institutional
and single family) and tipping fees.
6. Improve community pride and aesthetics.
7. Reduce illegal dumping.
8. Allow for future growth of recycling without changing the waste collection system.
Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
Overall operating cost will be decreased substantially in
2020 and subsequent years).
As per 2020 approved budget.

Unbudgeted Costs
o Options for where to acquire the
necessary funds
Level of Service Implications
There is an anticipated improved level of service for the Waste Collection System, however, the detailed
Level of Service implications are yet to be analyzed until after the complete implementation.
Public Engagement
The COVID-19 Pandemic impacted Administration’s original plan for public engagement. However,
before the implementation of the pilot program, there was an open house for engaging the East Hardisty
residents. There was also a pre-survey and a post-survey as part of the public engagement. Further
engagement with residential and commercial customers will be conducted during the implementation
process.
Communications
In addition to the public engagement outlined above, there was information on the Town website, Town
Facebook page, as well as in the local newspaper. Display boards with information of the new system
and the new bins have been displayed at different Town Facilities (i.e. Government Center,
Infrastructure Services Building) since the pilot program was launched.
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Risk / Liability
There might be some challenges for residents, especially concerning the reduced capacity of the bins.
However, the reduced costs of the bins and possibilities of lower overall user fees will be positive. Any
negative implication will be managed with appropriate engagements and communications with
stakeholders.
Legislative Implications
Conforms with:
Council’s Strategic Plan

Yes/No/
Partial
Yes

Community Sustainability
Plan
Municipal
Policies
or
Bylaws

Yes

Provincial Laws or MGA

Yes

Other plans or policies

Yes

Yes

Comments
Goal 3: Foster innovative, efficient, and exceptional service
delivery. Objective 3.1: Improve service delivery.
Considers the needs of the present without compromising the
community’s needs in the future.
Bylaw # 933
The Municipal Government Act provides for a municipality to
set fees by bylaw for the purpose of raising revenue as well
as placement of waste collection and disposal.
To revamp and modernize the waste collection system
including amendments of Bylaw # 933 and Bylaw # 933-4
(user fee schedule)

Options / Alternatives
1. That Committee recommends Council approve Administration to modernize the waste collection
system and continue to provide services to Residential and Commercial Customers as per the
Full Cost Recovery Model with Curbside Co-Mingle Recycling for Residential Customers (Option
1B-5).
That Committee recommends Council to direct Administration to develop the Full Cost Recovery
Volume based Fee structure for Residential and Commercial Customers with Curbside CoMingle Recycling for Residential Customer based on service costs.
That Committee recommends Council to direct Administration to implement Residential
Curbside Co-Mingle Recycling starting in the 2nd quarter of 2021.
2. That Committee recommends Council approve Administration to modernize the waste collection
system and continue to provide services to Residential Customer only as per the Full Cost
Recovery Model with Curbside Co-Mingle Recycling (Option 2B-5).
That Committee recommends Council to direct Administration to develop the Full Cost Recovery
Fee structure for Residential Customer with Curbside Co-Mingle Recycling based on service
costs.
That Committee recommends Council to direct Administration to implement Residential
Curbside Co-Mingle Recycling starting in the 2nd quarter of 2021.
3. That Committee recommends Council approve Administration to implement one of the Options
from 1A-1 through 1B-4, or 2B-1 through 2B-4 as determined by Council; and
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That Council provide additional direction related to cost recovery fee structures and
implementation timelines based on the Option identified above.
4. That Committee defer the Solid Waste Management Report to a future Standing Committee
Meeting with (or without) additional information required from Administration.

Attachment(s)

1. Cost and Revenue Analysis for all alternatives
2. Flowchart # 1 (Full Page Version)
3. Flowchart # 2 (Full Page Version)
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ATTACHMENT 1
WASTE MANAGEMENT SERVICES ALTERNATIVES
There are 3 primary options, two of which with 2 sub-options, which are further broken down into several
additional and specific alternatives; they are presented below for Council’s consideration to establish
next steps for waste management.
Option 1: In-House Waste Collection - Residential, Institutional, and Commercial
1A. Maintain Status Quo:
The current system consists of an automated side load collection truck that allows for the collection of
old black bins and the 3-yard bins. The system was very efficient in the 1990’s but with changes in
technology, this system is no longer economically sustainable. To maintain the current system there will
be a need for an estimated $ 185,000 of Capital investment to replace the bins every year. This system
does not encourage reduction of waste or recycling. The location (back alley) of the 3-yard blue bins
contributes to litter, illegal dumping, and poor aesthetics. The ergonomics issues continue to impact
operators as the truck operation contributes to numerous WCB claims and long-term health issues of
operators. The investment for East Hardisty Pilot may be a throwaway cost. Detailed Cost Revenue
Models are presented under this scenario as follows:
1A-1. Current Cost and Revenue Model (2019)- For demo only
Customer Category
Residential
Commercial
Total =

Cost
Waste Service Recycling
Total Cost
$
636,307 $ 206,164 $ 842,471
$
460,713 $ 149,271 $ 609,984
$ 1,097,020 $ 355,435 $ 1,452,455

% of Cost
58.00
42.00
100.00

Fee
$ 810,825
$ 389,392
$ 1,200,217

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
45,513 $
856,338
66.97
$
32,954 $
422,346
33.03
$
78,467 $ 1,278,684
100.00

1A-2. Future Cost and Revenue Model – All black and blue bins need to be replaced in next 6 to 7
years. A new sideload truck must be purchased to continue with this service model. To maintain the
current old system the estimated yearly cost will be $ 1,588477. To eliminate the illegal dumping, all
Residential blue bins need to be replaced with individual black bins where operationally possible.
Customer Category
Residential
Commercial
Total =

Cost
Waste Service Recycling
Total Cost
$
686,782 $ 234,585 $ 921,367
$
497,259 $ 169,850 $ 667,109
$ 1,184,042 $ 404,435 $ 1,588,477

% of Cost
58.00
42.00
100.00

Fee
$ 810,825
$ 408,862
$ 1,219,687

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
43,502 $
854,327
65.99
$
31,498 $
440,359
34.01
$
75,000 $ 1,294,687
100.00

1A-3. Full Cost Recovery Model - To maintain the current old system the estimated yearly cost will be
$ 1,588,477 and needs to be collected from Residential and Commercial customer. Under the current
flat fee model the Residential fee must be increased from $ 12.58 to $ 14.00 and Commercial with bins
from $ 57.80 to $ 97.75 and from $ 35.96 to $ 52.25 for commercial with no bin.
Customer Category
Residential
Commercial
Total =

Cost
Waste Service Recycling
Total Cost
$
686,782 $ 234,585 $ 921,367
$
497,259 $ 169,850 $ 667,109
$ 1,184,042 $ 404,435 $ 1,588,477

% of Cost
58.00
42.00
100.00

Fee
$ 877,865
$ 635,611
$ 1,513,477

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
43,502 $
921,367
58.00
$
31,498 $
667,109
42.00
$
75,000 $ 1,588,477
100.00

1B. Modernized Waste Collection System
The new modernized waste collection system consists of a front load truck for collection of various sizes
of bins for Residential and Commercial customers. In addition, the Curotto Can system allows up to 10
(96-gallon individual) bins dumped in the Curotto Can which significantly reduces the lifting time. The
system allows the collection time to be more efficient and will provide flexibility for the collection system.
The operators can track each bin by the Radio-Frequency Identification (RFID) on each bin which
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encourages waste reduction, prevents illegal dumping, and increases recycling. Importantly, this
operation eliminates the ergonomics issues and improves aesthetics.
1B-1. Current Cost and Revenue (Flat Rate) Model
Customer Category
Residential
Commercial
Total =

Cost
Waste Service Recycling
Total Cost % of T. Cost
Fee
$
577,048 $ 234,585 $ 811,633
58.00
$ 810,825
$
417,807 $ 169,850 $ 587,657
42.00
$ 408,862
$
994,855 $ 404,435 $ 1,399,290
100.00
$ 1,219,687

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
43,502 $
854,327
65.99
$
31,498 $
440,359
34.01
$
75,000 $ 1,294,687
100.00

1B-2. Future Cost and Revenue (Flat Rate) Model - The estimated yearly cost will be $ 1,399,290
and if adopted, the estimated monthly fee will be $ 12.00 for Residential and Institutional, $ 75.25 for
Commercial Customers with no bins, and $ 105.00 for Commercial Customers with bins.
Customer Category

Waste Service
Residential (3000)
$ 330,686
Multi-Unit Res. (2200) $ 242,503
Institutional ® (35) $
3,858
Comm. Fixed Fee (260) $ 176,466
Commercial (255)
$ 241,341
Total =
$ 994,855

Cost
Recycling
Total Cost % of T. Cost
$ 134,433 $ 465,119
33.24
$
98,584 $ 341,087
24.38
$
1,568 $
5,426
0.39
$
71,738 $ 248,204
17.74
$
98,112 $ 339,453
24.26
$ 404,435 $ 1,399,290
100.00

$
$
$
$
$
$

Fee
464,656
340,748
5,421
112,195
296,667
1,219,687

Revenue
Other Rev.
Total Rev. % of T. Rev.
$
24,930 $ 489,586
37.82
$
18,282 $ 359,030
27.73
$
291 $
5,712
0.44
$
13,303 $ 125,499
9.69
$
18,194 $ 314,861
24.32
$
75,000 $ 1,294,687
100.00

1B-3. Future Cost and Revenue Model (Flat Rate) with Curbside Co-Mingle Recycling - The
estimated yearly cost including curbside co-mingle recycling for residential customer and recycling
tipping fee for commercial will be $ 1,644,184. If adopted, the estimated monthly fee will be $ 18.00 for
Residential, Multi-Family Residential & Institutional, $ 52.25 for Commercial Customer with no bins and
$ 84.25 for Commercial Customers with bins.
Customer Category

Waste Service
Residential (3000)
$
320,159
Multi-Unit Res. (2200) $
234,783
Institutional ®(35)
$
3,735
Comm. Fixed Fee (260) $
170,848
Commercial (255)
$
233,658
Total =
$
963,184

Cost
CM Recycling Total Cost % of T. Cost
$ 369,628 $ 689,787
41.95
$ 271,060 $ 505,844
30.77
$
4,312 $
8,048
0.49
$
$ 170,848
10.39
$
36,000 $ 269,658
16.40
$ 681,000 $ 1,644,184
100.00

$
$
$
$
$
$

Revenue
Fee
Other Rev.
Total Rev.
% of T. Rev.
464,656 $
31,465 $
496,121
38.32
340,748 $
23,074 $
363,822
28.10
5,421 $
367 $
5,788
0.45
112,195 $
7,793 $
119,988
9.27
296,667 $
12,301 $
308,967
23.86
1,219,687 $
75,000 $ 1,294,687
100.00

1B-4. Full Cost Recovery Model - The estimated yearly cost will be $ 1,399,290 and must be collected
from the customers based on actual cost to provide services under this full cost recovery model. If
adopted, the estimated monthly fee will be $ 13.50 for Residential and Institutional, $10.75 for MultiFamily Residential, $ 63.00 for Commercial Customer with no bins, and $ 117.50 for Commercial
Customers with bins.
Customer Category
Residential (3000)
Multi-Unit Res. (2200)
Institutional ® (35)
Comm. Fixed Fee (260)
Commercial (255)
Total =

Waste Service
$ 376,547
$ 196,108
$
4,393
$ 147,632
$ 270,175
$ 994,855

Solid Waste Management Program

Cost
Recycling
Total Cost % of T. Cost
$ 134,433 $ 510,980
36.52
$
98,584 $ 294,692
21.06
$
1,568 $
5,961
0.43
$
60,016 $ 207,648
14.84
$ 109,833 $ 380,009
27.16
$ 404,435 $ 1,399,290
100.00

Fee
$ 483,592
$ 278,897
$
5,642
$ 196,518
$ 359,641
$ 1,324,290

Revenue
Other Rev.
Total Rev. % of T. Rev.
$
27,388 $ 510,980
36.52
$
15,795 $ 294,692
21.06
$
320 $
5,961
0.43
$
11,130 $ 207,648
14.84
$
20,368 $ 380,009
27.16
$
75,000 $ 1,399,290
100.00
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1B-5. Full Cost Recovery Model with Curbside Co-Mingle Recycling (Recommended Option) The estimated yearly cost will be $ 1,644,184 including curbside co-mingle recycling for residential
customer, recycling tipping fee for commercial and must be collected from the customers based on
actual cost to provide services under this full cost recovery model. If approved, the estimated monthly
fee will be $19.50 for Residential and Institutional, $ 16.75 for Multi-Family Residential, $ 43.75 for
Commercial Customer with no bins and $ 93.00 for Commercial Customers with bins.
Customer Category

Waste Service
Residential (3000)
$ 364,559
Multi-Unit Res. (2200) $ 189,865
Institutional ® (35) $
4,253
Comm. Fixed Fee (260) $ 142,932
Commercial (255)
$ 261,574
Total =
$ 963,184

Cost
Recycling
Total Cost % of T. Cost
$ 369,628 $ 734,187
44.65
$ 271,060 $ 460,925
28.03
$
4,312 $
8,566
0.52
$
$ 142,932
8.69
$
36,000 $ 297,574
18.10
$ 681,000 $ 1,644,184
100.00

$
$
$
$
$
$

Fee
700,697
439,900
8,175
136,412
284,000
1,569,184

Revenue
Other Rev.
Total Rev. % of T. Rev.
$ 33,490 $ 734,187
44.65
$ 21,025 $ 460,925
28.03
$
391 $
8,566
0.52
$
6,520 $ 142,932
8.69
$ 13,574 $ 297,574
18.10
$ 75,000 $ 1,644,184
100.00

Option 2: In-House Waste Collection for Residential and Institutional Only (Not Commercial)
2A. Maintain Status Quo - To maintain the current system there will be a need for an estimated $.......
of Capital investment for the next 6 to 7 years. This system does not encourage reduction of waste or
recycling. The location (back alley) of the 3-yard blue bins contributes to litter, illegal dumping, and poor
aesthetics. The ergonomics issues continue to impact operators as the truck operation contributes to
numerous WCB claims and long-term health issues of operators. This old system will continue to use
the old black bins for residential services and replace the back alley blue bins where operationally
feasible. Residential customers may be grouped as Single-Family Residence, Multi-Family Residence
(Apartments units, Condo units, Trailer Park units etc.) and Institutional customers. There will be no
waste collection services for commercial customers. The investment for East Hardisty Pilot may be a
throwaway cost. Detailed Cost Revenue Models are presented under this scenario as follows:
2A-1. Current Cost and Revenue Model (For demo only)
Customer Category

Waste Service
Residential (3000)
$ 445,384
Multi-Unit Res. (2200) $ 326,615
Institutional (35)
$
5,196
Total =
$ 777,195

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 607,621
57.31
$ 118,974 $ 445,589
42.02
$
1,893 $
7,089
0.67
$ 283,105 $ 1,060,299
100.00

Fee
$ 466,438
$ 342,055
$
5,442
$ 813,934

Revenue
Other Rev.
Total Rev. % of T. Rev.
$ 42,980 $ 509,418
57.31
$ 31,519 $ 373,573
42.02
$
501 $
5,943
0.67
$ 75,000 $ 888,934
100.00

2A-2. Future Cost and Revenue (Flat Fee) Model – The estimated yearly cost will be $ 1,060,299 to
continue to provide the same waste service to the Residential and Institutional customers only. If
adopted, the estimated monthly fee will be $ 15.75 for all customer categories.
Customer Category

Waste Service
Residential (3000)
$
445,384
Multi-Unit Res. (2200) $
326,615
Institutional (35)
$
5,196
Total =
$
777,195

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 607,621
57.31
$ 118,974 $ 445,589
42.02
$
1,893 $
7,089
0.67
$ 283,105 $ 1,060,299
100.00

$
$
$
$

Fee
466,438
342,055
5,442
813,934

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
42,980 $
509,418
57.31
$
31,519 $
373,573
42.02
$
501 $
5,943
0.67
$
75,000 $
888,934
100.00

2A-3. Full Cost Recovery Model - The estimated yearly cost will be $ 1,060,299 to continue to provide
the same waste service to the Residential and Institutional customers only and must be collected
through user flat fee. If adopted, the estimated monthly fee will be $ 17.50 for Residential and
Institutional, and $ 13.50 for Multi-Family Residential.

Solid Waste Management Program
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Customer Category
Residential (3000)
Multi-Unit Res. (2200)
Institutional (35)
Total =

Waste Service
$
507,151
$
264,127
$
5,917
$
777,195

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 669,388
63.13
$ 118,974 $ 383,102
36.13
$
1,893 $
7,810
0.74
$ 283,105 $ 1,060,299
100.00

$
$
$
$

Fee
622,039
356,003
7,257
985,299

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
47,349 $
669,388
63.13
$
27,099 $
383,102
36.13
$
552 $
7,810
0.74
$
75,000 $ 1,060,299
100.00

2B. Modernized Waste Collection System
The new modernized waste collection system consists of a front load truck for collecting various sizes
of bins ranging from 2,3,4,6, to 8 yd bins for Residential customers. In addition, the Curotto Can system
allows up to 10 (96-gallon individual) carts dumped in the Curotto Can which significantly reduces the
lifting time. The system allows the collection time to be substantially less than the current operation. In
the future, the operator can track each bin by the RFID on each bin which encourages waste reduction,
prevents illegal dumping, and increases recycling. Notably, this option eliminates ergonomics issues for
operators and improves aesthetics.
2B-1. Current Cost and Revenue Model (There is no Current Data for the modernized system)
Customer Category

Waste Service
Residential (3000)
$
381,414
Multi-Unit Res. (2200) $
279,704
Institutional (35)
$
4,450
Total =
$
665,568

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 543,652
57.31
$ 118,974 $ 398,678
42.02
$
1,893 $
6,343
0.67
$ 283,105 $ 948,673
100.00

$
$
$
$

Fee
466,438
342,055
5,442
813,934

Revenue
Other Rev.
Total Rev. % of T. Rev.
$
42,980 $ 509,418
57.31
$
31,519 $ 373,573
42.02
$
501 $
5,943
0.67
$
75,000 $ 888,934
100.00

2B-2. Future Cost and Revenue (Flat Fee) Model - The estimated yearly cost for the modernized
system will be $ 948,673 to continue to provide waste service to the Residential and Institutional
customers only. If adopted, the estimated monthly flat fee will be $14.00.
Customer Category
Residential (3000)
Multi-Unit Res. (2200)
Institutional (35)
Total =

Waste Service
$ 381,414
$ 279,704
$
4,450
$ 665,568

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 543,652
57.31
$ 118,974 $ 398,678
42.02
$
1,893 $
6,343
0.67
$ 283,105 $ 948,673
100.00

$
$
$
$

Fee
466,438
342,055
5,442
813,934

Revenue
Other Rev.
Total Rev. % of T. Rev.
$
42,980 $ 509,418
57.31
$
31,519 $ 373,573
42.02
$
501 $
5,943
0.67
$
75,000 $ 888,934
100.00

2B-3. Future Cost and Revenue (Flat Fee) Model with Curbside Co-Mingle Recycling - The
estimated yearly cost will be $ $1,254,966 including curbside co-mingle recycling service to the
Residential and Institutional customers only. If adopted, the estimated monthly flat fee will be $ 19.00.
Customer Category

Waste Service
Residential (3000)
$
349,550
Multi-Unit Res. (2200) $
256,337
Institutional (35)
$
4,078
Total =
$
609,966

Cost
Recycling
Total Cost % of T. Cost
$ 369,628 $ 719,178
57.31
$ 271,060 $ 527,397
42.02
$
4,312 $
8,390
0.67
$ 645,000 $ 1,254,966
100.00

$
$
$
$

Fee
466,438
342,055
5,442
813,934

Revenue
Other Rev.
Total Rev.
% of T. Rev.
$
42,980 $
509,418
57.31
$
31,519 $
373,573
42.02
$
501 $
5,943
0.67
$
75,000 $
888,934
100.00

2B-4. Full Cost Recovery Model – The estimated yearly cost for the modernized system will be $
948,673 to continue to provide waste service to the Single -Family Residential and Institutional
customers only and must be collected through user fee. The Fee Structure will be based on the full cost
to provide the service. This will provide an opportunity for different fee structures to be established on
the volume of waste (i.e. size of the bins). If adopted, the estimated monthly fee will be $ 15.25 for
Residential and Institutional and $ 12.25 for Multi-Family Residential.
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Customer Category

Waste Service
Residential (3000)
$ 434,310
Multi-Unit Res. (2200) $ 226,191
Institutional (35)
$
5,067
Total =
$ 665,568

Cost
Recycling
Total Cost % of T. Cost
$ 162,238 $ 596,547
62.88
$ 118,974 $ 345,166
36.38
$
1,893 $
6,960
0.73
$ 283,105 $ 948,673
100.00

$
$
$
$

Fee
549,385
317,878
6,409
873,673

Revenue
Other Rev.
Total Rev. % of T. Rev.
$
47,162 $ 596,547
62.88
$
27,288 $ 345,166
36.38
$
550 $
6,960
0.73
$
75,000 $ 948,673
100.00

2B-5. Full Cost Recovery Model with Curbside Co-Mingle Recycling – The estimated yearly cost
will be $ 1,254,966 including curbside co-mingle recycling service to the Residential and Institutional
customers only and must be collected through user fee. The Fee Structure will be based on the cost to
provide the service. This will provide an opportunity for different fee structures to be established on the
volume of waste (i.e. size of the bins). If adopted, the estimated monthly fee will be $ 20.25 for SingleFamily Residential and Institutional and $ 17.25 for Multi-Family Residential.
Customer Category

Waste Service
Residential (3000)
$ 398,027
Multi-Unit Res. (2200) $ 207,295
Institutional (35)
$
4,644
Total =
$ 609,966

Solid Waste Management Program

Cost
Recycling
Total Cost % of T. Cost
$ 369,628 $ 767,654
61.17
$ 271,060 $ 478,355
38.12
$
4,312 $
8,956
0.71
$ 645,000 $ 1,254,966
100.00

$
$
$
$

Fee
721,777
449,768
8,421
1,179,966

Revenue
Other Rev.
Total Rev. % of T. Rev.
$ 45,877 $ 767,654
61.17
$ 28,588 $ 478,355
38.12
$
535 $
8,956
0.71
$ 75,000 $ 1,254,966
100.00
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TOWN OF HINTON
Administrative Report

☒ DIRECTION REQUEST

☐ REQUEST FOR DECISION

☐ INFORMATION ITEM

DATE:

Standing Meeting of Council July 7, 2020

PRESENTED BY:

Emily Olsen, Interim Chief Administrative Officer

RE:

AMENDMENTS TO REMUNERATION POLICY #052

Recommended Action
That Committee direct Administration to bring Remuneration Policy #052 – Version 2 to Regular
Council for approval.

Background
The Council Remuneration Policy provides for a fair and reasonable level of remuneration for elected
officials, ensuring that the Mayor and Councillors will receive fair remuneration for their time and
expenses consistent with comparable communities. Further, the policy provides direction related to
the establishment and ongoing operations of claims and payments for honorariums, meeting fees,
expenses and benefits for the Mayor and Councillors.
On February 18, 2020 Council directed administration to amend Policy #052. MD-1957 sought the
following additions, revisions, and clarifications:
1. That Administration complete all Council timesheets;
2. That clarification regarding the definition of meetings be achieved;
3. That consecutive meetings be deemed a single meeting in relation to meeting fees;
4. That basic reporting be required for Council Approved Committee & Board meetings, inclusive
of start time, end time (travel time included) and a summary of discussions and decisions;
5. That the above reports be included in the Council Agenda package on a monthly basis, and
6. That items that constitute conference participation be tracked and reported separately from
regular remuneration.
Upon revision of Policy #052 (Attachment #1), Administration was able to incorporate all of the requests
above and has made further revisions to better clarify responsibilities and procedures and altered
definitions as required.
Analysis
As part of the review process, Administration compared the current Town of Hinton Policy #052 against
those of other communities and took the liberty to further clarify sections of Policy #052. Comparative
policies were far less prescriptive regarding the method for the submission of timesheets and were
largely silent on reporting requirements.
Despite these differences, Administration has prepared two versions of the revised Remuneration Policy
#052. The first version (Version 1) incorporates all requested amendments with the exception of

Written by: Heather Waye, Interim Strategic Services Manager
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amendment #1 above – Administration to complete all Council timesheets. Version 1 can be
accomplished with minimal adjustments to operational practices and requires less additional staff time
than Version 2. Version 1 would require Councillors to continue to submit their timesheets in the
currently prescribed manner.
It is estimated that Version 1 may require up to 2 additional staff hours per month to incorporate Council
approved Committee reports into the agenda package on a monthly basis. Both Version 1 and 2 present
some accessibility challenges. In order for Council approved Committee and Board reports to be
incorporated into the agenda in a timely manner, they must be submitted in an electronic format. If
handwritten submissions are to be accepted, up to an additional hour of staff time will be required to
transcribe, format and upload the document appropriately.
Version 2 is based on exception reporting. In this Version, all of the requested amendments listed above
in the Background Section have been incorporated. This Version will require some additional staff time,
and in addition, technical challenges have been identified as a potential cause of delays in processing
both remuneration and reporting documents.
Exception reporting is the practice of submitting a remuneration adjustment request based on differing
activities from those that would be considered the norm. This practice is used among Town of Hinton
Salaried staff. For example, rather than a salaried employee entering a timesheet for every Monday –
Friday, 8:00am – 4:00pm, the employee only submits a timesheet when there is a change, like sick
time, or vacation. All ‘regular’ time Monday – Friday is entered automatically by the payroll department.
This same practice has been applied in Version 2 to achieve amendment request #1 – Administration
to complete all Council Timesheets. In Version 2, Administration will log Council’s time for all Regular
Meetings of Council, Standing Council Meetings, and Special Meetings of Council as per the attendance
record at those meetings. In this scenario, each Councillor and the Mayor will automatically be provided
their monthly honorarium in addition to meeting fees, without having to submit any documentation.
If Version 2 is chosen, the Mayor and Councillors will be required to submit a monthly Exception Report
in order to obtain appropriate remuneration above and beyond the standard honorarium and meeting
fees for Regular, Standing, and Special meetings of Council. This report will detail the start and end
times of any meetings, conferences, and /or additional events (inclusive of travel time, where applicable)
as approved by Council.
Version 2 is anticipated to initially add an estimated 4 hours of staffing time per month. However, with
the adjustment of some internal processes and procedures this number may be reduced to be
equivalent to the additional staff time required in Version 1.
Administration has provided documentation demonstrating the proposed amendments to Policy #052
in comparison to Version 1 (Attachment #2). Amendments are in red text and the requested
amendments as per MD-1957 have been itemized and highlighted in yellow.
Attachment #3 demonstrates the differences between Version 1 & Version 2, again with the
amendments noted in red text, and the requested amendments as per MD-1957 are itemized and
highlighted yellow.
Implications of Decision
For both Version 1 & 2, with the exception of some additional staff time, there is little cost and risk to
the proposed amendments to Policy #052.
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Administration anticipates that there may be an increased number of discrepancies among the
Exception Reports as both Administration and Council adjust to the new practice. This adjustment
period will likely require additional administrative time for both parties to rectify possible discrepancies.
Choosing Version 1 accomplishes clarity around meeting definitions and fees, as well as provides for a
reporting and tracking system for Council approved Committees and attendance at conferences, but
still requires Council to submit a timesheet for all Council business.
Choosing Version 2 accomplishes all requested amendments outlined in MD-1957 and will require
Exception Reporting only from Council.
Financial Implications
Items
Operating Cost/Implications
Capital Cost
Budget Available
Source of Funds
o Budgeted Amount
o Grants (successful/unsuccessful)

Comments
$0
$0
N/A
Within current operating budget.

Unbudgeted Costs
$0
o Options for where to acquire the
necessary funds
Level of Service Implications:
Level of service provided to Council by Administration will increase slightly with the approval of Version
2.
Version 2 will require the same additional reporting time as Version 1 and may save time for some
Councillors by submitting only having to Exception Report.
Public Engagement
o

No public engagement required for the amendments requested.

Communications
o

Appropriate internal communications and training for applicable staff will be conducted
to ensure ease of transition related to the chosen version.

Risk / Liability
o Discrepancies related to fees for Regular, Standing, and Special Meetings of Council
may be reduced.
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Legislative Implications
Conforms with:
Council’s Strategic Plan

Yes/No/
Partial
Yes

Community Sustainability
Plan
Municipal
Policies
or
Bylaws

Yes

Provincial Laws or MGA
Other Plans or Policies

Yes
Yes

Yes

Comments
Authority to establish remuneration schedules is provided by
the Municipal Government Act.
Showing leadership and increasing transparency in local
government.
Supports Goal 3: Fostering innovative, efficient, and
exceptional service delivery by providing valuable networking
and learning opportunities for Members of Council.
Council Procedure Bylaw #1060-6.

Options / Alternatives
Administration is recommending option 1 below:
1. That Committee direct Administration to bring Policy #052 – Version 2 to a Regular Meeting of
Council for approval.
2. That Committee direct Administration to bring Policy #052 – Version 1 to a Regular Meeting of
Council for approval.
3. That Committee direct Administration to bring Policy #052 – Version 2, as amended by Committee
to a Regular Meeting of Council for approval.
4. That Committee direct Administration to bring Policy #052 – Version 1, as amended by Committee
to a Regular Meeting of Council for approval.
5. That Committee refer Policy #052 back to a Standing Meeting of Council for further discussion and
review.

Attachment(s)
1.
2.
3.
4.

Council Remuneration Policy #052
Comparative Documents: Policy #052 & Version 1
Comparative Documents: Version 1 & Version 2
Policy #052 Version 2
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ATTACHMENT 1

COUNCIL REMUNERATION POLICY
Council Approved
Council (CL) #052
THE TOWN OF

HINTON

Approved
July 1, 2008
Revised
September 30, 2008; July 20, 2010; December 7,
2010; July 16, 2013; August 15, 2017; May 1, 2018
Next Review Date
March 21, 2020

1.0

POLICY STATEMENT

1.1

The Town of Hinton commits to providing a fair and reasonable level of remuneration for
elected officials. The Mayor and Councillors will receive fair remuneration for their time
and Expenses consistent with comparable communities.

2.0

PURPOSE

2.1

To provide for the establishment and ongoing operations of claims and payments for
Honorariums, Meeting Fees, Expenses, and benefits to the Mayor and Councillors.

3.0

RESPONSIBILITIES

3.1

Council to:
3.1.1 Approve by resolution this policy and any amendments; and
3.1.2 Consider the allocation of resources for successful implementation of this policy in
the annual budget process.

3.2

Councillors to:
3.2.1 Prepare monthly claims and submit to the Director of Corporate Services in the
prescribed form.

3.3

Chief Administrative Officer (CAO) to:
3.3.1 Implement this policy and approve procedures; and
3.3.2 Ensure policy and procedure reviews occur and verify the implementation of
policies and procedures.

3.4

Director of Corporate Services to:
3.4.1 Ensure implementation of this policy and procedure;
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3.4.2 Ensure that this policy is reviewed every four years;
3.4.3 Make recommendations to the CAO of necessary policy or procedure
amendments related to the administrative aspects of the policy; and
3.4.4 Provide staff support to the Hinton Council Remuneration Review Committee
(CRRC).
3.5

CRRC to:
3.5.1 Recommend to Council on remuneration, Meeting Fees, Expenses, benefits for
Hinton Council, as outlined in the CRRC Terms of Reference in Schedule “B.”

4.0

PROCEDURES

4.1

Council receives recommendations on remuneration and Meeting Fees for Mayor and
Councillors from the CRRC in the fourth year of the Council term. Approved
recommendations, if any, will become effective after the General Election for the fouryear term of the new Council, unless otherwise approved by Council.

4.2

All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).

4.3

The CRRC will be asked to commence work and to forward their final report to
Council at a Regular Council meeting in the months prior to the election.

4.4

Administration shall review timesheets and expense claims for compliance to this
policy. Where there is a concern, Administration will contact the Councillor and
discuss the concern. If Administration and the Councillor cannot agree on the
interpretation of this policy, the matter will be referred to the Mayor for final
decision. Where there is a concern relating to the Mayor, and Administration and
the Mayor cannot agree on the interpretation, the matter will be referred to the
Deputy Mayor for final decision.

5.0

CONFERENCE ATTENDANCE

5.1

Expenses and Meeting Fees apply to the following conferences, conventions, seminars,
and workshops:
5.1.1
Alberta Urban Municipalities Association (AUMA) Annual Conference;
5.1.2
Federation of Canadian Municipalities (FCM) Annual Conference;
5.1.3
Mayors’ Caucus (Mayor only); and
5.1.4
Municipal Leaders’ Caucus (Mayor only).

5.2

All Members of Council may attend each AUMA Annual Conference.

5.3

The FCM Annual Conference budget is $11,000 per year, and attendance numbers are
to be determined within that budget with a rotation of Councillors attending. Due to the
lower costs of driving, each Member of Council may attend the conference if it is within
driving distance.

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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Members of Council may attend Additional Events at their discretion that are not listed in
sections 5.1 that they deem to be pertinent to their roles as Members of Council. Costs
incurred to attend Additional Events will be considered Discretionary Costs, to be funded
through the Council Professional Development Account. The Professional Development
Account is funded to a maximum of $3,000 per year for each Member of Council.
5.4.1 Funds not used by the end of each calendar year shall not be carried over to the
next year.

5.5

Each Member of Council that attends a conference shall provide a verbal report of
conference learnings and activities at the next meeting of Council following his/her return.

5.6

When the official representative (Mayor or designate) attends a local or conferencerelated banquet in their official capacity representing the Town, the cost of the member
and the member’s partner at the banquet will be paid for by the Town. The cost for an
individual Councillor’s attendance will be paid for by the Town with the Councillor paying
for their spouse or guest’s ticket.

6.0

DEFINITIONS

6.1

Additional Events: Any event not listed in section 5.1 that is pertinent to the role as a
Member of Council, which the Councillor may attend at his/her discretion, if funding is
available through the Council Professional Development Account.

6.2

Council Professional Development Account: The account from which all Discretionary
Costs are paid.

6.3

Discretionary Costs: Expenses and Meeting Fees incurred by a Member of Council to
attend an Additional Event.

6.4

Expenses: Include hotel, meals, mileage, fuel, parking, incidentals, and other out-ofpocket expenses incurred and allowable under Policy 070 (Travel Expense and Corporate
Credit Card) while on Town business;

6.5

Honorariums: The monthly rate of pay for the Mayor and Councillors.

6.6

Meeting Fees: Regular Council meetings, Standing Committee meetings, meetings of
committees or boards to which the Councillor is appointed, and any other meetings or
events which are approved by Council and includes consideration for travel time. If, as a
designated member of a committee or board, the member elects to take on additional
administrative duties (such as participating in an organizing committee, administrative
duties, etc.) the member shall seek the consensus/approval of Council to do so in order
to claim a meeting fee accordingly.

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

FEE SCHEDULE
Honorarium (Mayor)

$ 5,000

Honorarium (Councillors)

$ 1,800

Meeting Rates
Up to 4 hours:

$ 125

4+ hours:

$ 250

8+ hours:

$ 350

Examples of duties included in monthly honorariums
•
•
•
•
•
•
•
•
•
•

Golf Tournaments,
Grand Openings, charity functions, service club meetings, community events (i.e.
Canada Day events, Remembrance Day ceremonies),
Administrative duties for appointed boards and committees,
Public workshops, open houses, and other public input sessions,
General day-to-day activities of the Mayor and Council,
Informal meetings with the CAO, staff, and council,
Preparation for council and committee meetings,
Independent work with residents, businesses, and other organizations undertaken
to be more familiar with an issue, program, or Town initiative or facility,
General public appearances, and
Other purely social events.

The honorariums and meeting fees will remain in effect, without adjustment, until
November 1, 2021.
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Expenses
Meal and mileage expenses will be set according to the Town of Hinton’s Policy 070:
Travel, Expense and Corporate Credit Card Policy.
Benefits
Councillors are entitled to the Standard Life Insurance coverage for elected officials as
provided by Alberta Urban Municipalities Association. Current benefits include:
Accidental Death & Dismemberment

$ 100,000

Weekly Accident Indemnity

$

Accident Reimbursement Benefit

$ 10,000

Dental Expense Benefit

$

250

5,000

Councillors may opt out of the benefit program at their personal discretion.
Active Living
Councillors will not be entitled to an Active Living Allowance.
Technology Allowance
Councillors will be granted a one-time technology allowance of $1,500 upon
commencement of their four-year term. This allowance is to be used as each individual
sees fit (i.e. to purchase a laptop or tablet, to contribute to phone or internet bills, etc.).
The Town does not provide technological devices (i.e. laptop and cellphone) to Members
of Council.
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SCHEDULE “B”
HINTON COUNCIL REMUNERATION REVIEW COMMITTEE
TERMS OF REFERENCE

INTRODUCTION
It is important to recognize that the primary reason for individuals seeking municipal public
office is public service to the residents of the Town of Hinton. It is also important to ensure
that individuals who choose to serve their community receive adequate compensation for
their time and expenses. This document will serve to outline the mandate and terms of
reference for that independent body to be called the Council Remuneration Review
Committee (CRRC).
MANDATE
The CRRC will review the remuneration policy and determine appropriate honorariums,
meeting fees, expenses, and benefits for the Mayor and Councillors, and will provide
recommendations in a final report to Town Council.
MEMBERSHIP
Council shall appoint up to five citizens to the Council Remuneration Review Committee
in the manner they deem appropriate.
SELECTION OF CHAIR AND MEETING SCHEDULE
The Director of Corporate Services will convene the first meeting. The five members will
elect a chairman from among their group. The group will be responsible for determining
their own schedule and method of operation subject to these terms of reference.
TIME FRAME
The CRRC will prepare and forward their final report to Council at a Regular Council
meeting in the months preceding the municipal election. Should additional time (beyond
reasonable staff time) be required, the CRRC Chairman may make such a request to
Town Council.
All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).
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IMPLEMENTATION
Town Council will review the recommendations received from the CRRC. Unless
otherwise recommended by the CRRC, the recommendations approved by Council will
become effective after the General Election for the four-year term of the new Council.
PROCEDURES
The Committee shall conduct their review prudently and cost-effectively and as is
necessary to enable them to make a recommendation to Council. As a part of their
review, the CRRC will review similar practices of the Town’s municipal comparative
communities in Alberta and examine the time commitment involved and make any
appropriate recommendations. Also, in conducting their review, the CRRC shall discuss
the items required in the mandate section with each existing member of Town Council.
CONFIDENTIALITY
The work of the CRRC is to be strictly confidential. The final report of the CRRC will be
delivered to Town Council at an open session of Council at which time the report will be
dealt with in an open Council meeting.
RESOURCES
The Director of Corporate Services, or his/her designate, will provide administrative
support to the CRRC. At the discretion of the Director of Corporate Services, the services
of an “Independent Consultant” may be used to provide research and professional
guidance to the CRRC. Should additional resources beyond the reasonable time of Town
staff be required, the CRRC Chairman may make such a request to Town Council. In
order for the Director of Corporate Services, or his/her designate, to provide that support,
the Director of Corporate Services, or his/her designate, will need to be aware of CRRC
deliberations. The Director of Corporate Services, or his/her designate, will hold all such
information in strict confidence.
VOLUNTEER STATUS
The members of the CRRC will receive no salary or honorarium for their voluntary
services. The Town of Hinton will reimburse any out-of-pocket expenses in accordance
with the Town of Hinton policies.
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COUNCIL REMUNERATION POLICY
Council Approved
Council (CL) #052
THE TOWN OF

HINTON

Approved
July 1, 2008
Revised
September 30, 2008; July 20, 2010; December 7,
2010; July 16, 2013; August 15, 2017; May 1, 2018
Next Review Date
March 21, 2020June 30, 2021

1.0

POLICY STATEMENT

1.1

The Town of Hinton commitsis committed to providing a fair and reasonable level
of remunerationRemuneration for elected officials. The Mayor and Councillors will
receive fair remunerationRemuneration for their time and Expenses consistent with
comparable communities.

2.0

PURPOSE

2.1

To provide for the establishment andof ongoing operationspractices for the
processing of claims and payments forof Honorariums, Meeting Fees, Expenses,
and benefitsBenefits to the Mayor and Councillors.

3.0

RESPONSIBILITIES

3.1

Council is responsible to:
3.1.1 Approve by resolution this policyPolicy and any amendments; and
3.1.2 Consider the allocation of resources for successful implementation of this
policyPolicy in the annual budget process.

3.2

Individual Councillors and the Mayor are responsible to:
Formatted: Font color: Text 1

3.2.1 Prepare monthly claims and submit Submit timesheets for the previous
month’s activities to the DirectorExecutive Assistant by the 8th day of each
month;
3.2.2 Submit Expense Reimbursement forms as per Policy 070: Travel, Expense
and Corporate Services
in the prescribed form.Credit Card Policy.
3.2.3 Submit a monthly report, when appointed to a committee, to Administration
detailing the meeting name, start and end time, as well as a summary of
discussions and decisions.
3.3

Chief Administrative Officer (CAO) is responsible to:

Amendments to Remuneration Policy #052

Formatted: Font color: Text 1
Formatted: Font color: Text 1
Formatted: Indent: Left: 1.27 cm, Hanging: 1.23 cm

Commented [HW1]: Requested amendment #4 –
Basic reporting required for Council Approved
Committee & Board meetings.
Formatted: Normal, Indent: Left: 1.21 cm, Hanging:
1.29 cm

Page 97 of 124

Council Remuneration Policy

Page 2 of 12

CL-052

3.3.1 Implement this policyPolicy and approve procedures; andoperational Procedures;
3.3.2 Review and approve Council Remuneration monthly;
3.3.3 Liaise with the Mayor or Deputy Mayor to resolve timesheet or Expense
reimbursement discrepancies; and
3.3.4 Ensure policyPolicy and procedureProcedure reviews occur and verify the
implementation of policies and proceduresevery 4 years.
3.4

3.5

Director of Corporate Services is responsible to:

Formatted: Indent: Left: 0 cm, Hanging: 1.25 cm

3.4.1 Ensure implementation of this policyall timesheets and procedureExpense forms
have been signed and approved by the CAO prior to payment approval;
3.4.2 Ensure that this policy is reviewed every four years;
3.4.33.4.2
Make recommendations to the CAO offor necessary policyPolicy or
procedure
Procedure amendments related to the administrative aspects of the
policythis Policy; and
3.4.4 Provide staff support to the Hinton Council Remuneration Review Committee
(CRRC).) as necessary.
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CRRCAdministration is responsible to:
3.5.1 RecommendReceive, compile, review for accuracy, and submit for approval, all
Council timesheets, no later than the 12th day of each month;
3.5.2 Receive, compile, and submit for approval all Council Expense forms in a timely
manner upon their submission;
3.5.3 Receive and compile monthly Council Appointed Committee and Board reports
from Councillors to be included in the Council Agenda Package monthly; and
3.4.6 Track Councillor and Mayor attendance at conferences separately from regular
Remuneration.

3.6
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Council Remuneration Review Committee is responsible to:
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3.6.1 Provide recommendations to Council on remunerationRemuneration, Meeting
Fees, Expenses,
and benefits for Hinton Council, as outlined in the CRRC
Terms of Reference in Schedule “B.”.
4.0

PROCEDURES

4.1

Council receives recommendations on remunerationfor Remuneration and Meeting Fees
for Mayor and CouncillorsCouncil from the CRRC induring the fourth year of the Council
term.
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4.1.1 The CRRC will be directed to commence work and to forward their final report to
Council at a Regular Council meeting in the months prior to the election;
4.1.2 All recommended Policy changes to Policy #052 from the CRRC shall be brought
forward to Council at the Standing Committee meeting immediately before the
Regular Council meeting for formal presentation;

This policy is subject to any specific provisions of the Municipal Government Act or other relevant legislation or Union Agreement.
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4.1.3 Approved recommendations, if any, will become effective after the General
Election for the four-year term of the new Council, unless otherwise approved by
Council.
4.2

All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).

4.3

The CRRC will be asked to commence work and to forward their final report to
Council at a Regular Council meeting in the months prior to the election. 4.2
Mayor and Council will be remunerated with a monthly Honorarium in the amounts
outlined in Schedule A.
4.2.1 Types of activities to be included as part of the monthly Honorarium are outlined
in Schedule A.
4.2.2 Other forms of Remuneration, such as Benefits and Technology allowance are
defined within Schedule A.

4.3

Remuneration will be provided to Mayor and Council for attendance time at the following
Meetings:
4.3.1 Regular Council Meetings, Standing Committee Meetings, Committee of Council
Meetings, Appointed Committee and Board Meetings, and Mandatory Workshops;
4.3.2 Meetings that occur consecutively will be considered one meeting, and
remunerated as such;
a)

4.4

Administration shall review timesheets and expense claims for compliance to this
policy. Where there is a concern, Administration will contact the Councillor and
discuss the concern. If Administration and the Councillor cannot agree on the
interpretation of this policy, the matter will be referred to the Mayor for final
decision. Where there is a concern relating to the Mayor, and Administration and
the Mayor cannot agree on the interpretation, the matter will be referred to the
Deputy Mayor for final decision.

5.0

CONFERENCE ATTENDANCE
5.1
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Expenses and Meeting Fees will be remunerated as outlined in Schedule A.

4.4

Meeting Fees and related Expenses apply to the following conferences, conventions,
seminars, and workshops:
5.14.4.1
Alberta Urban Municipalities Association (AUMA) Annual Conference;
5.14.4.2
Federation of Canadian Municipalities (FCM) Annual Conference;
5.14.4.3
Mayors’ Caucus (Mayor only); and
5.14.4.4
Municipal Leaders’ Caucus (Mayor only).

5.2

All Members of Council may attend each AUMA Annual Conference.

5.3

The 4.5
Remuneration for attendance at any non-local Additional Event, or Council
Approved Meeting, Conference or Workshop includes the following:
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4.5.1 Meeting Fees inclusive of travel time;
4.5.2 Related Expenses

4.6

Where the information on the timesheet or Expense form is unclear, or where there may
be a discrepancy, the Administration will contact the Councillor and discuss the
submission in question;
4.6.1 Where there is a discrepancy that cannot be resolved between Administration and
the Councillor’s submission in question related to the interpretation of this Policy,
the CAO will liaise with the Mayor to obtain direction and a final decision related to
the Remuneration; and
(a)
Where there is a discrepancy related to the interpretation of this Policy and
the Mayor’s timesheet or Expense form submission, the CAO will liaise with
the Deputy Mayor to obtain direction and final decision related to the
Remuneration.

4.7

Mayor and Council are advised to attend the annual FCM conference on a rotational basis
due to high costs and the ability to stay within budget.
4.7.1 Where travel savings are made possible due to the location of the FCM Annual
Conference budget is $11,000 per year, and attendance numbers are to be
determined within that budget with a rotation of , additional Councillors attending.
Due to the lower costs of driving, each Member of Council may attend the
conference if it is Conference.
a)
Section 4.7.1 above is subject to the ability to remain within driving
distance.the approved budget,
5.4
Members ofb)
The attendance of individual Council members is to be
approved through Council resolution.

4.8
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Mayor and Council may attend Additional Events, Meetings, Conference and Workshops
at their discretion that are not listed in sections 5.1 , that they deemare deemed to be
pertinent to their roles as Members of Council.
4.8.1 Costs incurred to attend Additional Events will be considered Discretionary Costs,
to be funded through the Council Professional Development Account.
a)
The Professional Development Account is funded to a maximum of $3,000
per year for each Member of Council.,
5.4.1b)
The Professional Development Account maximum allotment per
Councillor is inclusive of any expenses incurred for attendance at Additional
Events including registration fees, travel, and Expenses as outlined in Policy
#070.
c)
Funds not used by the end of each calendar year shall not be carried over
to the next year.
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5.5

Each Member of Council that attends a conference shall provide a verbal report of
conference learnings and activities at the next meeting of Council following his/her return.
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5.64.9 When the official representative (Mayor or Council designate) attends a local or
conference-related banquet in their official capacity representing the Town, the cost of
the member and the member’s partner at the banquet will be paid for by the Town. The
cost for an individual Councillor’s attendance will be paid for by the Town with the
Councillor paying for their spouse or guest’s ticket.
65.0

DEFINITIONS

65.1

Additional Events: Any event not listed in section 5.1Section 4.4 that is pertinentrelative
to the role as a Member of Council, which the Councillor may attend at his/her discretion,
if funding is available through the Council Professional Development Account.

65.2

Council Professional Development Account: The account from which all Discretionary
Costs are paid.

65.3

Discretionary Costs: Expenses and Meeting Fees incurred by a Member of Council to
attend an Additional Event.

65.4

Expenses: Include hotel, meals, mileage, fuel, parking, incidentals, and other out-ofpocket expenses incurred and allowable under Policy 070 (Travel Expense and Corporate
Credit Card) while on Town business;.

65.5

Honorariums: The monthly rate of pay for the Mayor and Councillors.

6.6

Meeting Fees: Regular Council meetings, Standing Committee meetings, meetings of
committees or boards to which the Councillor is appointed, and any other meetings or
events which are approved by Council and includes consideration for travel time. If, as a
designated member of a committee or board, the member elects to take on additional
administrative duties (such as participating in an organizing committee, administrative
duties, etc.) the member shall seek the consensus/approval of Council to do so in order
to claim a meeting fee accordingly.
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Meeting Fees: Remuneration amounts provided to Mayor and Councillors in
addition to monthly Honorariums for attendance at Meetings, Conferences and
Workshops as outlined in Schedule A.

5.7

Non Local: Outside Town of Hinton boundaries.

5.8

Workshop: A meeting where Council members, Administration and others
deemed necessary, engage in discussions on a particular subject or project, where
information is deemed relevant by the Mayor. Meeting Fees are paid for mandatory
workshops as deemed so by the Mayor.

CL-052
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FEE SCHEDULE
Honorarium (Mayor)

$ 5,000

Honorarium (Councillors)

$ 1,800

Meeting Rates
Up to 4 hours:

$ 125

4+ hours:

$ 250

8+ hours:

$ 350

Examples of duties included in monthly Honorariums:
•
•
•
•
•
•
•
•
•
•

Golf Tournaments,
Grand Openings, charity functions, service club meetings, community events (i.e.
Canada Day events, Remembrance Day ceremonies),
Administrative duties for appointed boards and committees,
Workshops, open houses, and other public input sessions,
General day-to-day activities of the Mayor and Council,
Informal meetings with the CAO, staff, and council,
Preparation for council and committee meetings,
Independent work with residents, businesses, and other organizations undertaken
to be more familiar with an issue, program, or Town initiative or facility,
General public appearances, and other purely social events.

The honorariums
Meeting Fees are paid on the following:
•
•
•
•
•
•

Commented [HW9]: Requested amendment #2.

Regular and Special Council Meetings
Council Committee Meetings
Council Appointed Board meetings
Mandatory Workshops (as declared by the Mayor)
Conferences, conventions, seminars, and Workshops as outlined in Section 4.4.
Any other Meetings or Additional Events approved by Council.

The Honorariums and Meeting Fees will remain in effect, without adjustment, until
November 1, 2021.
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Expenses
Meal and mileage expenses will be set according to the Town of Hinton’s Policy 070:
Travel, Expense and Corporate Credit Card Policy.
Benefits
Councillors are entitled to the Standard Life Insurance coverage for elected officials as
provided by Alberta Urban Municipalities Association. Current benefits include:
Accidental Death & Dismemberment

$ 100,000

Weekly Accident Indemnity

$

Accident Reimbursement Benefit

$ 10,000

Dental Expense Benefit

$

250

5,000

Councillors may opt out of the benefit program at their personal discretion.
Active Living
Councillors will not be entitled to an Active Living Allowance.
Technology Allowance
Councillors will be granted a one-time technology allowance of $1,500 upon
commencement of their four-year term. This allowance is to be used as each individual
sees fit (i.e. to purchase a laptop or tablet, to contribute to phone or internet bills, etc.).
The Town does not provide technological devices (i.e. laptop and cellphone) to Members
of Council.
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SCHEDULE “B”
HINTON COUNCIL REMUNERATION REVIEW COMMITTEE
TERMS OF REFERENCE

INTRODUCTION
It is important to recognize that the primary reason for individuals seeking municipal public
office is public service to the residents of the Town of Hinton. It is also important to ensure
that individuals who choose to serve their community receive adequate compensation for
their time and expenses. This document will serve to outline the mandate and terms of
reference for that independent body to be called the Council Remuneration Review
Committee (CRRC).
MANDATE
The CRRC will review the Remuneration policy and determine appropriate
honorariums, meeting fees, expenses, and benefits for the Mayor and Councillors, and
will provide recommendations in a final report to Town Council.
MEMBERSHIP
Council shall appoint up to five citizens to the Council Remuneration Review Committee
in the manner they deem appropriate.
SELECTION OF CHAIR AND MEETING SCHEDULE
The Director of Corporate Services will convene the first meeting. The five members will
elect a chairman from among their group. The group will be responsible for determining
their own schedule and method of operation subject to these terms of reference.
TIME FRAME
The CRRC will prepare and forward their final report to Council at a Regular Council
meeting in the months preceding the municipal election. Should additional time (beyond
reasonable staff time) be required, the CRRC Chairman may make such a request to
Town Council.
All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).
Page
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Town Council will review the recommendations received from the CRRC. Unless
otherwise recommended by the CRRC, the recommendations approved by Council will
become effective after the General Election for the four-year term of the new Council.
PROCEDURES
The Committee shall conduct their review prudently and cost-effectively and as is
necessary to enable them to make a recommendation to Council. As a part of their
review, the CRRC will review similar practices of the Town’s municipal comparative
communities in Alberta and examine the time commitment involved and make any
appropriate recommendations. Also, in conducting their review, the CRRC shall discuss
the items required in the mandate section with each existing member of Town Council.
CONFIDENTIALITY
The work of the CRRC is to be strictly confidential. The final report of the CRRC will be
delivered to Town Council at an open session of Council at which time the report will be
dealt with in an open Council meeting.
RESOURCES
The Director of Corporate Services, or his/her designate, will provide administrative
support to the CRRC. At the discretion of the Director of Corporate Services, the services
of an “Independent Consultant” may be used to provide research and professional
guidance to the CRRC. Should additional resources beyond the reasonable time of Town
staff be required, the CRRC Chairman may make such a request to Town Council. In
order for the Director of Corporate Services, or his/her designate, to provide that support,
the Director of Corporate Services, or his/her designate, will need to be aware of CRRC
deliberations. The Director of Corporate Services, or his/her designate, will hold all such
information in strict confidence.
VOLUNTEER STATUS
The members of the CRRC will receive no salary or honorarium for their voluntary
services. The Town of Hinton will reimburse any out-of-pocket expenses in accordance
with the Town of Hinton policies.
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THE TOWN OF

HINTON

1.0

POLICY STATEMENT

1.1

The Town of Hinton is committed to providing a fair and reasonable level of
Remuneration for elected officials. The Mayor and Councillors will receive fair
Remuneration for their time and Expenses consistent with comparable
communities.

2.0

PURPOSE

2.1

To provide for the establishment of ongoing practices for the processing of claims
and payments of Honorariums, Meeting Fees, Expenses, and Benefits to the
Mayor and Councillors.

3.0

RESPONSIBILITIES

3.1

Council is responsible to:
3.1.1 Approve by resolution this Policy and any amendments; and
3.1.2 Consider the allocation of resources for successful implementation of this
Policy in the annual budget process.

3.2

Individual Councillors and the Mayor are responsible to:
3.2.1 Submit timesheetsMonthly Exception Reports for the previous month’s
activities to the Executive Assistant by the 8th day of each month;
a)
Monthly Exception Reports must be inclusive of the following:
I.
Start & end time of Council Appointed Committee & Board
Meetings,
II. Summary of discussion and decisions of Council Appointed
Committee & Board Meetings,
III. Start & end time, inclusive of travel where applicable, for
Additional Events.
3.2.2 Submit Expense Reimbursement forms as per Policy 070: Travel, Expense
and Corporate Credit Card Policy.
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3.3

Chief Administrative Officer (CAO) is responsible to:
3.3.1 Implement this Policy and approve operational Procedures;
3.3.2 Review and approve Council Remuneration monthly;
3.3.3 Liaise with the Mayor or Deputy Mayor to resolve timesheet or Expense
reimbursement discrepancies; and
3.3.4 Ensure Policy and Procedure reviews occur every 4 years.

3.4

Director of Corporate Services is responsible to:
3.4.1 Ensure all timesheets and Expense forms have been signed and approved
by the CAO prior to payment approval;
3.4.2 Make recommendations to the CAO for necessary Policy or Procedure
amendments related to the administrative aspects of this Policy; and
3.4.4 Provide support to the Hinton Council Remuneration Review Committee
(CRRC) as necessary.

3.5

Administration is responsible to:
3.5.1 Complete a basic Remuneration Report for each Councillor and the Mayor
which will be inclusive of the following:
a) Monthly Honorarium,
b) Attendance time at Regular Council Meetings,
c) Attendance time at Standing Council Meetings, and
d) Attendance time at Special Council Meetings.
3.5.2 Receive,
Compile
and
submit
for
approval
all
Council Exception Reports, no later than the 12th day of each
month;
a)
Compile the Councillor provided summaries from the Exception
Reports for inclusion in the Council Agenda Package on a monthly
basis,
3.5.3 Receive, compile, and submit for approval all Council Expense forms in a
timely manner upon their submission; and
3.5.4 Track Councillor and Mayor attendance at conferences separately from
3.5.4 Track Councillor and Mayor attendance at conferences separately
3.5.4 Track Councillor and Mayor attendance at conferences separately
3.4.63.5.4
Track Councillor and Mayor attendance at conferences separately
from regular Remuneration.

3.6

Council Remuneration Review Committee is responsible to:
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4.0

PROCEDURES

4.1

Council receives recommendations for Remuneration and Meeting Fees for Mayor
and Council from the CRRC during the fourth year of the Council term.
4.1.1 The CRRC will be directed to commence work and to forward their final
report to Council at a Regular Council meeting in the months prior to the
election;
4.1.2 All recommended Policy changes to Policy #052 from the CRRC shall be
brought forward to Council at the Standing Committee meeting immediately
before the Regular Council meeting for formal presentation;
4.1.3 Approved recommendations, if any, will become effective after the General
Election for the four-year term of the new Council, unless otherwise
approved by Council.

4.2

4.3

Mayor and Council will be remunerated with a monthly Honorarium in the amounts
outlined in Schedule A.
4.2.1 Types of activities to be included as part of the monthly Honorarium are
outlined in Schedule A.
4.2.2 Other forms of Remuneration, such as Benefits and Technology
Allowance are defined within Schedule A.
Remuneration will be provided to Mayor and Council for attendance time at the
following Meetings:
4.3.1 Regular Council Meetings, Standing Committee Meetings, Committee of
Council Meetings, Appointed Committee and Board Meetings, and
Mandatory Workshops;
4.3.2 Meetings that occur consecutively will be considered one meeting, and
remunerated as such;
a)
Meeting Fees will be remunerated as outlined in Schedule A.

4.4

Meeting Fees and related Expenses apply to the following conferences,
conventions, seminars, and workshops:
4.4.1
Alberta Urban Municipalities Association (AUMA) Annual
Conference;
4.4.2
Federation of Canadian Municipalities (FCM) Annual Conference;
4.4.3
Mayors’ Caucus (Mayor only); and
4.4.4
Municipal Leaders’ Caucus (Mayor only).

4.5

Remuneration for attendance at any non-local Additional Event, or Council
Approved Meeting, Conference or Workshop includes the following:
4.5.1 Meeting Fees inclusive of travel time;
4.5.2 Related Expenses

4.6

Commented [HW6]: Requested amendment #2 –
Clarification regarding definition of meeting.

Commented [HW7]: Requested amendment #2 & 3
– Clarification regarding definition of meeting &
consecutive meetings being remunerated as 1 meeting.
Commented [HW8]: Requested amendment #2
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Where the information on the Exception Report or Expense form is
unclear, or where there may be a discrepancy, the Administration will contact the
Councillor and discuss the submission in question;
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4.6.1 Where there is a discrepancy that cannot be resolved between
Administration and the Councillor’s submission in question related to the
interpretation of this Policy, the CAO will liaise with the Mayor to obtain
direction and a final decision related to the Remuneration; and
(a)
Where there is a discrepancy related to the interpretation of this
Policy and the Mayor’s Exception Report or Expense form
submission, the CAO will liaise with the Deputy Mayor to obtain
direction and final decision related to the Remuneration.
4.7

Mayor and Council are advised to attend the annual FCM conference on a
rotational basis due to high costs and the ability to stay within budget.
4.7.1 Where travel savings are made possible due to the location of the FCM
Annual Conference, additional Councillors may attend the Conference.
a)
Section 4.7.1 above is subject to the ability to remain within the
approved budget,
b)
The attendance of individual Council members is to be approved
through Council resolution.

4.8

Mayor and Council may attend Additional Events, Meetings, Conference and
Workshops at their discretion, that are deemed to be pertinent to their roles as
Members of Council.
4.8.1 Costs incurred to attend Additional Events will be considered Discretionary
Costs, to be funded through the Council Professional Development
Account.
a)
The Professional Development Account is funded to a maximum of
$3,000 per year for each Member of Council,
b)
The Professional Development Account maximum allotment per
Councillor is inclusive of any expenses incurred for attendance at
Additional Events including registration fees, travel, and Expenses as
outlined in Policy #070.
c)
Funds not used by the end of each calendar year shall not be carried
over to the next year.

4.9

When the official representative (Mayor or Council designate) attends a local or
conference-related banquet in their official capacity representing the Town, the
cost of the member and the member’s partner at the banquet will be paid for by
the Town. The cost for an individual Councillor’s attendance will be paid for by the
Town with the Councillor paying for their spouse or guest’s ticket.

5.0

DEFINITIONS

5.1

Additional Events: Any event not listed in Section 4.4 that is relative to the role
as a Member of Council, which the Councillor may attend at his/her discretion, if
funding is available through the Council Professional Development Account.
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5.2

Council Professional Development Account: The account from which all
Discretionary Costs are paid.

5.3

Discretionary Costs: Expenses and Meeting Fees incurred by a Member of
Council to attend an Additional Event.

5.4

Expenses: Include hotel, meals, mileage, fuel, parking, incidentals, and other outof-pocket expenses incurred and allowable under Policy 070 (Travel Expense and
Corporate Credit Card) while on Town business.

5.5

Honorariums: The monthly rate of pay for the Mayor and Councillors.

5.6

Meeting Fees: Remuneration amounts provided to Mayor and Councillors in
addition to monthly Honorariums for attendance at Meetings, Conferences and
Workshops as outlined in Schedule A.

5.7

Non Local: Outside Town of Hinton boundaries.

5.8

Workshop: A meeting where Council members, Administration and others
deemed necessary, engage in discussions on a particular subject or project, where
information is deemed relevant by the Mayor. Meeting Fees are paid for mandatory
workshops as deemed so by the Mayor.
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SCHEDULE “A”

FEE SCHEDULE
Honorarium (Mayor)

$ 5,000

Honorarium (Councillors)

$ 1,800

Meeting Rates
Up to 4 hours:

$ 125

4+ hours:

$ 250

8+ hours:

$ 350

Examples of duties included in monthly Honorariums:
•
•
•
•
•
•
•
•
•

Golf Tournaments,
Grand Openings, charity functions, service club meetings, community events (i.e.
Canada Day events, Remembrance Day ceremonies),
Administrative duties for appointed boards and committees,
Workshops, open houses, and other public input sessions,
General day-to-day activities of the Mayor and Council,
Informal meetings with the CAO, staff, and council,
Preparation for council and committee meetings,
Independent work with residents, businesses, and other organizations undertaken
to be more familiar with an issue, program, or Town initiative or facility,
General public appearances, and other purely social events.
Commented [HW11]: Requested amendment #2

Meeting Fees are paid on the following:
•
•
•
•
•
•

Regular and Special Council Meetings
Council Committee Meetings
Council Appointed Board meetings
Mandatory Workshops (as declared by the Mayor)
Conferences, conventions, seminars, and Workshops as outlined in Section 4.4.
Any other Meetings or Additional Events approved by Council.

The Honorariums and Meeting Fees will remain in effect, without adjustment, until
November 1, 2021.
Expenses
Meal and mileage expenses will be set according to the Town of Hinton’s Policy 070:
Travel, Expense and Corporate Credit Card Policy.
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Benefits
Councillors are entitled to the Standard Life Insurance coverage for elected officials as
provided by Alberta Urban Municipalities Association. Current benefits include:
Accidental Death & Dismemberment

$ 100,000

Weekly Accident Indemnity

$

Accident Reimbursement Benefit

$ 10,000

Dental Expense Benefit

$

250

5,000

Councillors may opt out of the benefit program at their personal discretion.
Active Living
Councillors will not be entitled to an Active Living Allowance.
Technology Allowance
Councillors will be granted a one-time technology allowance of $1,500 upon
commencement of their four-year term. This allowance is to be used as each individual
sees fit (i.e. to purchase a laptop or tablet, to contribute to phone or internet bills, etc.).
The Town does not provide technological devices (i.e. laptop and cellphone) to Members
of Council.
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SCHEDULE “B”
HINTON COUNCIL REMUNERATION REVIEW COMMITTEE
TERMS OF REFERENCE

INTRODUCTION
It is important to recognize that the primary reason for individuals seeking municipal public
office is public service to the residents of the Town of Hinton. It is also important to ensure
that individuals who choose to serve their community receive adequate compensation for
their time and expenses. This document will serve to outline the mandate and terms of
reference for that independent body to be called the Council Remuneration Review
Committee (CRRC).
MANDATE
The CRRC will review the Remuneration policy and determine appropriate honorariums,
meeting fees, expenses, and benefits for the Mayor and Councillors, and will provide
recommendations in a final report to Town Council.
MEMBERSHIP
Council shall appoint up to five citizens to the Council Remuneration Review Committee
in the manner they deem appropriate.
SELECTION OF CHAIR AND MEETING SCHEDULE
The Director of Corporate Services will convene the first meeting. The five members will
elect a chairman from among their group. The group will be responsible for determining
their own schedule and method of operation subject to these terms of reference.
TIME FRAME
The CRRC will prepare and forward their final report to Council at a Regular Council
meeting in the months preceding the municipal election. Should additional time (beyond
reasonable staff time) be required, the CRRC Chairman may make such a request to
Town Council.
All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).
IMPLEMENTATION
Town Council will review the recommendations received from the CRRC. Unless
otherwise recommended by the CRRC, the recommendations approved by Council will
become effective after the General Election for the four-year term of the new Council.
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PROCEDURES
The Committee shall conduct their review prudently and cost-effectively and as is
necessary to enable them to make a recommendation to Council. As a part of their
review, the CRRC will review similar practices of the Town’s municipal comparative
communities in Alberta and examine the time commitment involved and make any
appropriate recommendations. Also, in conducting their review, the CRRC shall discuss
the items required in the mandate section with each existing member of Town Council.
CONFIDENTIALITY
The work of the CRRC is to be strictly confidential. The final report of the CRRC will be
delivered to Town Council at an open session of Council at which time the report will be
dealt with in an open Council meeting.
RESOURCES
The Director of Corporate Services, or his/her designate, will provide administrative
support to the CRRC. At the discretion of the Director of Corporate Services, the services
of an “Independent Consultant” may be used to provide research and professional
guidance to the CRRC. Should additional resources beyond the reasonable time of Town
staff be required, the CRRC Chairman may make such a request to Town Council. In
order for the Director of Corporate Services, or his/her designate, to provide that support,
the Director of Corporate Services, or his/her designate, will need to be aware of CRRC
deliberations. The Director of Corporate Services, or his/her designate, will hold all such
information in strict confidence.
VOLUNTEER STATUS
The members of the CRRC will receive no salary or honorarium for their voluntary
services. The Town of Hinton will reimburse any out-of-pocket expenses in accordance
with the Town of Hinton policies.
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ATTACHMENT 4
COUNCIL REMUNERATION POLICY
Council Approved
Council (CL) #052
THE TOWN OF

HINTON

Approved
July 1, 2008
Revised
September 30, 2008; July 20, 2010; December 7,
2010; July 16, 2013; August 15, 2017; May 1, 2018
Next Review Date
June 30, 2021

1.0

POLICY STATEMENT

1.1

The Town of Hinton is committed to providing a fair and reasonable level of
Remuneration for elected officials. The Mayor and Councillors will receive fair
Remuneration for their time and Expenses consistent with comparable
communities.

2.0

PURPOSE

2.1

To provide for the establishment of ongoing practices for the processing of claims
and payments of Honorariums, Meeting Fees, Expenses, and Benefits to the
Mayor and Councillors.

3.0

RESPONSIBILITIES

3.1

Council is responsible to:
3.1.1 Approve by resolution this Policy and any amendments; and
3.1.2 Consider the allocation of resources for successful implementation of this
Policy in the annual budget process.

3.2

Individual Councillors and the Mayor are responsible to:
3.2.1 Submit Monthly Exception Reports for the previous month’s activities to the
Executive Assistant by the 8th day of each month;
a)
Monthly Exception Reports must be inclusive of the following:
I.
Start & end time of Council Appointed Committee & Board
Meetings,
II. Summary of discussion and decisions of Council Appointed
Committee & Board Meetings,
III. Start & end time, inclusive of travel where applicable, for
Additional Events.
3.2.2 Submit Expense Reimbursement forms as per Policy 070: Travel, Expense
and Corporate Credit Card Policy.
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3.3

Chief Administrative Officer (CAO) is responsible to:
3.3.1 Implement this Policy and approve operational Procedures;
3.3.2 Review and approve Council Remuneration monthly;
3.3.3 Liaise with the Mayor or Deputy Mayor to resolve timesheet or Expense
reimbursement discrepancies; and
3.3.4 Ensure Policy and Procedure reviews occur every 4 years.

3.4

Director of Corporate Services is responsible to:
3.4.1 Ensure all timesheets and Expense forms have been signed and approved
by the CAO prior to payment approval;
3.4.2 Make recommendations to the CAO for necessary Policy or Procedure
amendments related to the administrative aspects of this Policy; and
3.4.4 Provide support to the Hinton Council Remuneration Review Committee
(CRRC) as necessary.

3.5

Administration is responsible to:
3.5.1 Complete a basic Remuneration Report for each Councillor and the Mayor
which will be inclusive of the following:
a)
Monthly Honorarium,
b)
Attendance time at Regular Council Meetings,
c)
Attendance time at Standing Council Meetings, and
d)
Attendance time at Special Council Meetings.
3.5.2 Receive, Compile and submit for approval all Council Exception Reports, no
later than the 12th day of each month;
a)
Compile the Councillor provided summaries from the Exception
Reports for inclusion in the Council Agenda Package on a monthly
basis,
3.5.3 Receive, compile, and submit for approval all Council Expense forms in a
timely manner upon their submission; and
3.5.4 Track Councillor and Mayor attendance at conferences separately from
regular Remuneration.

3.6

Council Remuneration Review Committee is responsible to:
3.6.1 Provide recommendations to Council on Remuneration, Meeting Fees,
Expenses, and benefits for Hinton Council, as outlined in the CRRC Terms
of Reference in Schedule B.

4.0

PROCEDURES

4.1

Council receives recommendations for Remuneration and Meeting Fees for Mayor
and Council from the CRRC during the fourth year of the Council term.
4.1.1 The CRRC will be directed to commence work and to forward their final
report to Council at a Regular Council meeting in the months prior to the
election;
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4.1.2 All recommended Policy changes to Policy #052 from the CRRC shall be
brought forward to Council at the Standing Committee meeting immediately
before the Regular Council meeting for formal presentation;
4.1.3 Approved recommendations, if any, will become effective after the General
Election for the four-year term of the new Council, unless otherwise
approved by Council.
4.2

Mayor and Council will be remunerated with a monthly Honorarium in the amounts
outlined in Schedule A.
4.2.1 Types of activities to be included as part of the monthly Honorarium are
outlined in Schedule A.
4.2.2 Other forms of Remuneration, such as Benefits and Technology Allowance
are defined within Schedule A.

4.3

Remuneration will be provided to Mayor and Council for attendance time at the
following Meetings:
4.3.1 Regular Council Meetings, Standing Committee Meetings, Committee of
Council Meetings, Appointed Committee and Board Meetings, and
Mandatory Workshops;
4.3.2 Meetings that occur consecutively will be considered one meeting, and
remunerated as such;
a)
Meeting Fees will be remunerated as outlined in Schedule A.

4.4

Meeting Fees and related Expenses apply to the following conferences,
conventions, seminars, and workshops:
4.4.1 Alberta Urban Municipalities Association (AUMA) Annual Conference;
4.4.2 Federation of Canadian Municipalities (FCM) Annual Conference;
4.4.3 Mayors’ Caucus (Mayor only); and
4.4.4 Municipal Leaders’ Caucus (Mayor only).

4.5

Remuneration for attendance at any non-local Additional Event, or Council
Approved Meeting, Conference or Workshop includes the following:
4.5.1 Meeting Fees inclusive of travel time;
4.5.2 Related Expenses

4.6

Where the information on the Exception Report or Expense form is unclear, or
where there may be a discrepancy, the Administration will contact the Councillor
and discuss the submission in question;
4.6.1 Where there is a discrepancy that cannot be resolved between
Administration and the Councillor’s submission in question related to the
interpretation of this Policy, the CAO will liaise with the Mayor to obtain
direction and a final decision related to the Remuneration; and
(a)
Where there is a discrepancy related to the interpretation of this
Policy and the Mayor’s Exception Report or Expense form
submission, the CAO will liaise with the Deputy Mayor to obtain
direction and final decision related to the Remuneration.
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4.7

Mayor and Council are advised to attend the annual FCM conference on a
rotational basis due to high costs and the ability to stay within budget.
4.7.1 Where travel savings are made possible due to the location of the FCM
Annual Conference, additional Councillors may attend the Conference;
a)
Section 4.7.1 above is subject to the ability to remain within the
approved budget,
b)
The attendance of individual Council members is to be approved
through Council resolution.

4.8

Mayor and Council may attend Additional Events, Meetings, Conference and
Workshops at their discretion, that are deemed to be pertinent to their roles as
Members of Council.
4.8.1 Costs incurred to attend Additional Events will be considered Discretionary
Costs, to be funded through the Council Professional Development
Account;
a)
The Professional Development Account is funded to a maximum of
$3,000 per year for each Member of Council,
b)
The Professional Development Account maximum allotment per
Councillor is inclusive of any expenses incurred for attendance at
Additional Events including registration fees, travel, and Expenses as
outlined in Policy #070,
c)
Funds not used by the end of each calendar year shall not be carried
over to the next year.

4.9

When the official representative (Mayor or Council designate) attends a local or
conference-related banquet in their official capacity representing the Town, the
cost of the member and the member’s partner at the banquet will be paid for by
the Town. The cost for an individual Councillor’s attendance will be paid for by the
Town with the Councillor paying for their spouse or guest’s ticket.

5.0

DEFINITIONS

5.1

Additional Events: Any event not listed in Section 4.4 that is relative to the role
as a Member of Council, which the Councillor may attend at his/her discretion, if
funding is available through the Council Professional Development Account.

5.2

Council Professional Development Account: The account from which all
Discretionary Costs are paid.

5.3

Discretionary Costs: Expenses and Meeting Fees incurred by a Member of
Council to attend an Additional Event.

5.4

Expenses: Include hotel, meals, mileage, fuel, parking, incidentals, and other outof-pocket expenses incurred and allowable under Policy 070 (Travel Expense and
Corporate Credit Card) while on Town business.

5.5

Honorariums: The monthly rate of pay for the Mayor and Councillors.
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5.6

Meeting Fees: Remuneration amounts provided to Mayor and Councillors in
addition to monthly Honorariums for attendance at Meetings, Conferences and
Workshops as outlined in Schedule A.

5.7

Non Local: Outside Town of Hinton boundaries.

5.8

Workshop: A meeting where Council members, Administration and others
deemed necessary, engage in discussions on a particular subject or project, where
information is deemed relevant by the Mayor. Meeting Fees are paid for mandatory
workshops as deemed so by the Mayor.
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SCHEDULE “A”

FEE SCHEDULE
Honorarium (Mayor)

$ 5,000

Honorarium (Councillors)

$ 1,800

Meeting Rates
Up to 4 hours:

$ 125

4+ hours:

$ 250

8+ hours:

$ 350

Examples of duties included in monthly Honorariums:
•
•
•
•
•
•
•
•
•

Golf Tournaments,
Grand Openings, charity functions, service club meetings, community events (i.e.
Canada Day events, Remembrance Day ceremonies),
Administrative duties for appointed boards and committees,
Workshops, open houses, and other public input sessions,
General day-to-day activities of the Mayor and Council,
Informal meetings with the CAO, staff, and council,
Preparation for council and committee meetings,
Independent work with residents, businesses, and other organizations undertaken
to be more familiar with an issue, program, or Town initiative or facility,
General public appearances, and other purely social events.

Meeting Fees are paid on the following:
•
•
•
•
•
•

Regular and Special Council Meetings
Council Committee Meetings
Council Appointed Board meetings
Mandatory Workshops (as declared by the Mayor)
Conferences, conventions, seminars, and Workshops as outlined in Section 4.4.
Any other Meetings or Additional Events approved by Council.

The Honorariums and Meeting Fees will remain in effect, without adjustment, until
November 1, 2021.
Expenses
Meal and mileage expenses will be set according to the Town of Hinton’s Policy 070:
Travel, Expense and Corporate Credit Card Policy.
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Benefits
Councillors are entitled to the Standard Life Insurance coverage for elected officials as
provided by Alberta Urban Municipalities Association. Current benefits include:
Accidental Death & Dismemberment

$ 100,000

Weekly Accident Indemnity

$

Accident Reimbursement Benefit

$ 10,000

Dental Expense Benefit

$

250

5,000

Councillors may opt out of the benefit program at their personal discretion.
Active Living
Councillors will not be entitled to an Active Living Allowance.
Technology Allowance
Councillors will be granted a one-time technology allowance of $1,500 upon
commencement of their four-year term. This allowance is to be used as each individual
sees fit (i.e. to purchase a laptop or tablet, to contribute to phone or internet bills, etc.).
The Town does not provide technological devices (i.e. laptop and cellphone) to Members
of Council.
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SCHEDULE “B”
HINTON COUNCIL REMUNERATION REVIEW COMMITTEE
TERMS OF REFERENCE

INTRODUCTION
It is important to recognize that the primary reason for individuals seeking municipal public
office is public service to the residents of the Town of Hinton. It is also important to ensure
that individuals who choose to serve their community receive adequate compensation for
their time and expenses. This document will serve to outline the mandate and terms of
reference for that independent body to be called the Council Remuneration Review
Committee (CRRC).
MANDATE
The CRRC will review the Remuneration policy and determine appropriate honorariums,
meeting fees, expenses, and benefits for the Mayor and Councillors, and will provide
recommendations in a final report to Town Council.
MEMBERSHIP
Council shall appoint up to five citizens to the Council Remuneration Review Committee
in the manner they deem appropriate.
SELECTION OF CHAIR AND MEETING SCHEDULE
The Director of Corporate Services will convene the first meeting. The five members will
elect a chairman from among their group. The group will be responsible for determining
their own schedule and method of operation subject to these terms of reference.
TIME FRAME
The CRRC will prepare and forward their final report to Council at a Regular Council
meeting in the months preceding the municipal election. Should additional time (beyond
reasonable staff time) be required, the CRRC Chairman may make such a request to
Town Council.
All recommended policy changes to Policy 052 from the CRRC shall be brought forward
to council at the Standing Committee meeting immediately before the Regular Council
meeting for formal presentation (Council resolution of July 16, 2013).
IMPLEMENTATION
Town Council will review the recommendations received from the CRRC. Unless
otherwise recommended by the CRRC, the recommendations approved by Council will
become effective after the General Election for the four-year term of the new Council.
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PROCEDURES
The Committee shall conduct their review prudently and cost-effectively and as is
necessary to enable them to make a recommendation to Council. As a part of their
review, the CRRC will review similar practices of the Town’s municipal comparative
communities in Alberta and examine the time commitment involved and make any
appropriate recommendations. Also, in conducting their review, the CRRC shall discuss
the items required in the mandate section with each existing member of Town Council.
CONFIDENTIALITY
The work of the CRRC is to be strictly confidential. The final report of the CRRC will be
delivered to Town Council at an open session of Council at which time the report will be
dealt with in an open Council meeting.
RESOURCES
The Director of Corporate Services, or his/her designate, will provide administrative
support to the CRRC. At the discretion of the Director of Corporate Services, the services
of an “Independent Consultant” may be used to provide research and professional
guidance to the CRRC. Should additional resources beyond the reasonable time of Town
staff be required, the CRRC Chairman may make such a request to Town Council. In
order for the Director of Corporate Services, or his/her designate, to provide that support,
the Director of Corporate Services, or his/her designate, will need to be aware of CRRC
deliberations. The Director of Corporate Services, or his/her designate, will hold all such
information in strict confidence.
VOLUNTEER STATUS
The members of the CRRC will receive no salary or honorarium for their voluntary
services. The Town of Hinton will reimburse any out-of-pocket expenses in accordance
with the Town of Hinton policies.
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