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PURPOSE:
To establish guidelines and give direction for orderly establishment and temporary use of
available and under-utilized City properties for commercial use where such activities
enhance the public convenience, provide complementary services to the users within the
area, encourage economic development, improve quality of life and are not in direct
conflict with any other use which has a priority.
POLICY:
The use of City properties may be permitted for temporary commercial use provided the
property is returned to its original state; the proponent/operator complies with the terms
and conditions of any agreement issued and any City Bylaws; and, the proposed business
meets health, safety and public sanitation standards. This permission is granted, subject to
the realization that City properties are designed and meant for general public use including
the City’s requirement for utilities and public works and these must always be the first
priorities.
The City will interpret this policy in congruence with section 25 (1) of the Community
Charter which states that “Unless expressly authorized under this or another Act, a council
must not provide a grant, benefit, advantage or other form of assistance to a business”.
DEFINITIONS:
“Temporary” means for no period greater than 16 hours at a time, unless otherwise
approved by the City Manager or his designate.
PROCEDURE:
1.
2.
3.

This policy applies to all ‘temporary’ commercial use of public property, including
parks, sidewalks or streets.
Site Licences, outlining the details rules for Temporary Commercial Use of Public
Property, may be issued authorizing such commercial use.
Proximity to permanent businesses offering similar products for sale will be a
consideration of any application.
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4.

5.

6.

7.

8.

9.

10.

The fee charged for a Site Licence is detailed in the Fees and Charges Bylaw.
The City may invoke a minimum fee, which reflects the average cost of similar
business operating in the City.
It is the Licensee’s responsibility to pay for any site preparation and improvement
costs and to remove such improvements and restore the site to its prior condition.
The City may require a deposit if in the opinion of the City the operator may not be
in a position to undertake such work.
The City Manager, or his designate, is authorized to approve the issuance of Site
Licences in any areas previously approved by Council for Temporary Commercial
Use on Public Property.
The City reserves the right to revoke any Site Licences issued, at any time, where
it is found that the use is creating difficulties deemed unacceptable to the City or
where any conditions of this policy or any Site Licence issued have not been met
or the operator has consistently and repeatedly ignored requests from the City to
rectify the unsatisfactory condition.
Licensees should not be selling the same menu items or merchandise, during the
same hours as other retailers/operators in the approved larger area, unless the City
is satisfied that there are unmet needs and demands.
Upon approval of the Site Licence, the applicant is to furnish proof of compliance
with all Provincial and Municipal licensing and regulations and proof of any
required liability insurance.
Applications for a Site Licence must include:
(a)
a letter of intent that includes the operating period.
(b)
a site plan indicating parking, fire access, or other convenience and safety
requirements.
(c)
a list of merchandise and services to be provided.
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Executive Summary
The City of Grand Forks recognizes the need to implement new policies, procedures
and strategies to enhance communications in the community and within the
organization.
Through the strategic and coordinated delivery of communications, the City can
increase the effectiveness of its decision-making by informing and engaging the
community, clearly and consistently, with timely and relevant information, reducing
misinformation and ultimately saving time and resources and improving outcomes.
Strong communications is central to the success of the City of Grand Forks and the
well-being of its citizens. The objective of the Communications Policy and Procedures is
to effect information sharing. As a function of good governance, open and proactive
communications is aimed at ensuring the public receives clear, relevant and timely
information from the City. Information is the lever that people need to hold the City
accountable and ensure transparency in participative and empowering processes.
Guiding Principles
Guiding principles are used to help guide decisions around communications.
These principles speak to how the City will implement the communication
policies of Council, improving communications with key stakeholders, including
tax payers, community, Federal and Provincial government and others.
The following suggestions for guiding principles could be used to provide
direction for decisions regarding the City’s communications.
•

•

Accountability: Ensure the City’s messages are communicated in a clear,
relevant and proactive manner that is consistent throughout the organization
Commitment/Accountability: Every member of Council and staff has a role to
play in assisting the City to listen to citizens, incorporate feedback and
communicate its message.
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•

•

•

•

•

•

•

Integrity: Provide accurate, relevant and timely information to target select
audiences with positive, open and honest information
Inclusiveness: Offer opportunities for two-way communications and continuous
dialogue to the mutual benefit of the City and its citizens and stakeholders
Transparency: Be proactive in seeking opportunities to inform and engage key
stakeholders, residents, businesses, community groups and the media, using a
wide range of communication strategies, tools and channels
Commitment: Increase awareness about the role of the City of Grand Forks and
programs and services
Transparency: Seek to build trust, increase understanding and reduce
misinformation
Authenticity: Ensure all communications, both internal and external, are
respectful, recognizing, and seeking to understand different perspectives
Commitment: Allocate the adequate and/or necessary resources, both financial
and human, to implement communications as identified and approved.
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COMMUNICATIONS POLICY

POLICY 206

1.1.1 COMMUNICATION AND CONSULTATION PLANNING
Communication planning will be incorporated into annual work and/or project plans in
order to inform and engage key stakeholders and audiences such as residents,
businesses, opinion leaders, community groups, service clubs and the media.
Communication plans will identify the level of desired consultation using levels of
engagement, identified by the International Association of Public Participation Spectrum
(i.e. inform, consult, involve, collaborate, and empower) for key target audiences and
projects (www.iap2.com)
A variety of communication channels and communiqués will be used to meet the needs
of the City’s growing and diverse audience, and may include traditional print advertising
as well as digital or online opportunities such as the City’s existing Twitter profile and
website.
1.2

AUDIENCES

Communication plans will identify audiences in order to ensure the right messages and
right channels are used to inform and engage these groups. Key audiences for the City
of Grand Forks may include but are not limited to:
•
Residents
•
Regional District of Kootenay
Boundary
•
Businesses
•
Boundary Economic
•
Business groups (i.e.
Development Committee
Community Futures Boundary,
Boundary Country Regional
•
Provincial Government
Chamber of Commerce)
•
Federal Government
•
Community groups
•
First Nations
•
Service clubs
•
Other local governments
•
Schools
•
UBCM, LGMA
•
Post-secondary institutions
•
Other provincial or federal
•
Associations
ministries or departments
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Understanding the needs of the citizens and larger community, as well as the impacts
of existing or changing programs, projects or services is important to the City of Grand
Forks. It is important to identify appropriate audiences and to better understand
audience knowledge or acceptance of an issue and increase awareness where deemed
important and/or necessary.
1.3

MESSAGE CONTENT

In keeping with Council’s Guiding Principles, messaging will be developed to provide
clear, consistent and accurate information in plain language.
When representing the City, Council and staff will provide a consistent message about
the City’s projects, programs, services and decisions. Briefing notes including key
points will be used as needed to assist in creating a consistent message.
1.4

MEDIA RELATIONS

The implementation of strategic media relations practices will be aimed at
enriching media relationships, growing the City’s brand and reputation and
informing and engaging the community.
The City seeks to proactively engage the media to increase the publication of accurate,
timely and relevant information, striving for balanced representation in the media on any
issue. And, to leverage earned media coverage as a venue to reach the broader
community.
The City will endeavor to respond promptly and accurately to media requests to
increase coverage, build stronger relationships and be able to act as “experts” on City
projects.
The City will seek to respond to published misinformation in a timely manner by
providing the correct facts with a focus on the specific issue.
The Mayor or their designate will be the official spokesperson for the City.
The Communications Officer and /or CAO may designate staff as the spokesperson for
specific programs, projects or services.
1.5

EXTERNAL COMMUNICATIONS

To provide accurate and timely information to the community about City
activities, share accomplishments, manage inquiries and advertise key initiatives.
The City seeks to provide clear, relevant and timely information to its external audience.
The Auditor General of British Columbia Guidelines for Public Participation: Principles
and Best Practices for British Columbia, will be used as reference for best practices in
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public consultation.
Each department is responsible for ensuring that pertinent information is communicated
out in a timely and accurate manner.
Co-operation and co-ordination between departments is necessary in ensuring the
City’s guiding principles are reflected in information and messaging in communications
to the public.
The City’s web site www.grandforks.ca provides the main source of City information;
however, it is important to use as many channels of communication as possible
including email, direct mail, print and broadcast media and the internet.
Each department will be responsible for ensuring that timely and relevant information is
made available externally, and that this information will be reviewed by the
Communications Officer prior to distribution.
Council Communications
The City will ensure that Council priorities are met through regular dialogue, information
exchange and by understanding communications needs as they relate to City strategic
priorities.
Paid Advertising
The City recognizes that ensuring a consistent source of information is a key
component to communicating with its citizens. Paid advertising will be used to promote
decisions of Council, statutory requirements and ongoing programs, Request for
Proposals, tenders, projects and services as necessary.
Personal and Community Contact
The City strives to provide a high level of customer-centered service that recognizes the
importance of personal contact with its citizens. The City seeks to engage its
community members through a variety of strategies, including personal contact of both
Council and staff at community events, open houses, meetings, presentations and/or
visits.
Promotional and Informational Materials
Ensuring clear and consistent visual representation of the City’s message in a variety of
formats is important to creating a positive and proactive message. Materials should be
of high quality and appropriately written/produced to match the content. All promotional
materials will be reviewed and approved by the Communications Officer and /or CAO.
Brand Guidelines
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The City’s logo is the official symbol of the community and to be used on all City
materials in keeping with the City’s adoption of the Brand Guidelines (2013).
1.6

INTERNAL COMMUNICATIONS

The City aims to establish effective internal communication practices that are
integrated with external communications and branding. The internal
communications objective is to build trust and demonstrate authenticity,
transparency and accessibility.
Each department is responsible for ensuring that pertinent operational information is
posted in first class.
Information that is to include Council will be posted to the Council folder by the
Communications Officer, Corporate Officer or CAO.
1.7

ONLINE: WEBSITE AND SOCIAL MEDIA

The City will utilize social media and the city website to build the community’s
knowledge in order to enhance communications and engagement.
Meeting the needs of a diverse and growing population requires use of a wide range of
communications channels and tools. The City supports the use of the website and
social media such as Twitter for informing citizens as well as encouraging dialogue and
input. Other forms of social media such as Facebook and/or You Tube may also be
considered. Social media policies will be developed to govern the use of social media
as required.
1.8
COMMUNITY ENGAGEMENT
The City will use various techniques and channels to encourage information
sharing and dialogue.
The City recognizes that the decision-making process is improved by engaging citizens
and other stakeholder groups when appropriate. Informing and involving those affected
or interested in a decision is a priority of the City, leading to sustainable decisions by
providing participants with the information they need to be involved in a meaningful
way, early in the process and describes how citizen input affects the decision.
1.9 COMMITTEES
Council determines the committees of council and committee liaisons as part of a
strategy to encourage strategic decision making, information sharing and
dialogue amongst community groups.
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1.10

RESOURCES

While communications takes time and energy up front, it can greatly benefit the City
and its citizens by ensuring people have the opportunity to become informed, to provide
input and take action as needed. Annual and/or project plans and/or action plans will
identify the resources, financial and human, required to implement communications.
1.11

EVALUATION

Ensuring the best uses of communications resources is part of sustainable and prudent
governance. Project plans will include evaluation indicators to determine the success of
various programs, projects and services.
From time to time, the City may also seek to better understand the impact of various
programs, projects and services and may engage in research such as an annual citizen
survey or a specific communication survey.
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2.
COMMUNICATIONS PROCEDURES
The following describes suggested procedures relating to various aspects of the
above communications policy.
2.1.1 COMMUNICATION AND CONSULTATION PLANNING
Communication plans are the responsibility of department managers and will be
incorporated into existing and new project plans. Communications Plans will identify the
following:
•
Corporate and communications goals and objectives
•
Desired level of consultation for specific key audiences using the IAP2 Spectrum
(i.e. inform, consult, collaborate, etc.)
•
Clearly identified audiences
•
An internal and external assessment of impacts or sensitive issues (i.e. who will
be impacted and how and/or a SWOT analysis) and any potential steps to
mitigate the impact if/as required (i.e. identifying barriers and benefits and
removing barriers if the ability exists)
•
Key messages
•
Communication tools and channels for dissemination
•
Action plans and/or timelines for implementation
•
Evaluation indicators
Project plans will also list the resources, financial and human, necessary to carry out
the desired communications.
In addition, action plans may be developed for specific communications initiatives to
assist in achieving City goals and objectives.
A Communications Calendar may be used to assist with annual planning and to ensure
coordinated implementation.
2.2.

AUDIENCES

Communication plans will identify key audiences and associated strategies. Audience
research may be conducted to learn more about any perceived barriers or challenges
and potential opportunities and benefits. This may include a variety of topics related to
the City’s overall operations and/or specific projects or questions. These may include:
•
Exit surveys at events and open houses
•
Annual citizen survey
•
Feedback from frontline staff
•
Monitoring emails, calls and other requests for information or comments
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•
•
•
•
•
•
•
•

2.3

Media analysis of number and tone/content of articles
Mobile access to surveys on website
Surveys in utility bills
Peer research
Mini focus groups
Key informant interviews
Testing of messages, strategies, tools, etc.
Use of available data on demographics and psychographics such as census data
and economic profiles.
MESSAGE CONTENT

Content for communications materials should be in keeping with Council’s Policies and
Guiding Principles and include information that is:
•
Clear, easy-to-understand in plain language
•
Respectful
•
Positive
•
Appealing
•
Sensitive to the audience(s)
•
Incorporates the use of stories, examples, stats, facts, etc. as required
•
Uses testimonials from locals or others as warranted.
Briefing notes regarding resolutions of Council will be developed. Draft versions will
be circulated to Council, managers and other team members as required to ensure the
information is accurate and relevant to key audiences prior to public release. Final
versions are to be shared with Council, managers and staff as required.
Briefing notes will be developed as a necessary part of approved projects plans. Draft
versions will be circulated to managers and other team members as required to ensure
the information is accurate and relevant to key audiences. Final versions are to be
shared with Council, managers and staff as required.
2.4

MEDIA RELATIONS

2.4.1 Implement proactive media outreach practices
Strengthen relationships with local media
Encourage staff to send new contact information that may benefit from receiving some
media releases to Communications.
Nurture relationships built on trust, transparency and reliability with local reporters.
Share information not only in response to inquiries but provide post-event photos etc.
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Manage a regional media list
Pitch good news stories to local media
Ensure that project plans identify opportunities to proactively communicate with the
media and leverage media coverage where possible. Action plans may include the use
of:
•
•
•
•
•
•

News releases, also available on the website
Public service announcements (PSA)
Media interview and photo opportunity invitations
Backgrounders, links and other support materials
Interviews
Photo opportunities (e.g., events such as the Sneak Peek showing of City Hall
after the fire)

2.4.2 Ensure staff and Council receive ongoing media relations and
spokesperson training as needed.
Provide media counsel prior to media interviews for Council and Senior Management
team.
Follow established protocols for approval processes, templates and statutory
requirements.
Ensure that news releases, advertisements and other media correspondence are
shared internally prior to external publication.
2.5

EXTERNAL COMMUNICATIONS

2.5.1 Clearly define roles and responsibilities for communications within the
organization
2.5.2
The Auditor General of British Columbia, Public Participation: Principles
and Best Practices for British Columbia provides guidelines for putting the public
participation guidelines into practice. This is a seven step process that was
derived from existing best practices in the province’s public sector, and in
governments across Canada.
Seven Steps for designing a successful public participation
1.
Determine who the decision maker is, what the pending decision is and
who will be affected.
2.
Decide if public participation should be used.
3.
Determine the issues related to the decision for each of the affected
parties.
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4.
5.
6.
7.

Determine the level of public participation that the decision-maker needs
and what to consult on.
Determine the public participation methods best suited to the needs of
participants.
Determine how public participation is to support and link to the decision.
Determine how the results are to be used.

Refer to The Auditor General of British Columbia, Public Participation: Principles
and Best Practices for British Columbia, pages 23-34.
2.5.3 Create a work environment that understands the value of communications
2.5.4 Review privacy and correspondence policies
• Utilize First Class email addresses for Mayor, Council and staff.
• Clarify procedures for tracking and responding to correspondence
received by info@grandforks.ca , correspondence received directly by
Mayor and Council, correspondence received through the regular mail
system.
2.5.5 Event Management
• Communications Officer or Corporate Officer will write speaking notes for
the Mayor
• Compile briefs prior to attendance by the Mayor to share event details in
advance.
2.5.6

Correcting misinformation

Correcting misinformation is a sensitive issue and can detract from the City’s objectives
to provide clear, accurate, relevant and timely information. As such, decisions on how to
handle this type of information in the media need to be both strategic and thoughtful.
Published misinformation, either in the mainstream media or online, is to be brought to
the attention of the Communications Officer for future action which could include:
•
Personal contact
•
Request for correction
•
Request for new article on same/similar topic
•
Letter to the editor
•
Advertising
•
Or other measures as required.
2.5.7 City Website
The addition of a “For the Record” section will be added to the City website. “For the
record” will be used to respond to questions, correspondence, inquiries and statements
made by the public on social media forums such as Facebook, twitter and other social
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media, as well as printed material such as letters to the editor in the local newspaper.
The Communications Officer will be responsible for posting on “For the Record” and will
seek input from department managers as needed.
2.5.8 Council Communications
The development of monthly / bimonthly / quarterly City newsletters will be
circulated through print media and the City website. There will be an inclusion of
“From Council Chambers” which identifies Council news.
Council will recognize that negative commentary in the public arena as it relates
to staff performance counteracts the ability to meet objectives outlined in the
Communications policy.
Media training will be arranged for Council.
Understand that access to information is the starting point for all forms of
community engagement.
Consider community engagement at the outset of policy and decision making
process

•

•

•
•

•

Council may determine to establish a Council Communications Committee. This
committee will be responsible for Input and approval of Council communications in
respect to Council resolutions and not the operations of the City. Communications
regarding Council resolutions, once approved by the Communications committee, will
be posted in print media, social media and on the City website as necessary and by the
Communications Officer.
2.5.9 Paid Advertising
The use of paid advertising will be identified in the work plan and may include:
•
•
•
•
•
•
•
•

Newspapers
Radio
TV
Web
Online
Social media
Signage
Other opportunities as identified.

Continued use of advertisements in the Grand Forks Gazette newspaper to broadcast
decisions of Council, and ongoing or upcoming programs, projects and services as
necessary. Advertising can also be used to ask survey questions or as a poster for
placement at various community locations. The content will vary as required and
identified in the action plan.

12

Advertising may be further leveraged with the use of a news release to announce
projects.
2.5.10 Personal and Community Contact
Depending on the program, project or service, project plans may include a variety of
outreach strategies to make personal contact. This may include:
•
Presentations or visits to community groups, service clubs, business
organizations and schools
•
Hosting open house events, City hall or public meetings, tours or a combination
•
Participating in or attending community events, trade shows and fairs
Contact email lists of community, service, business groups and other key contacts
should be kept up-to-date and used to circulate information as identified. This could
also include distribution of regular communiqués such as news releases, posters and
newsletters as another way to leverage this informational piece.
Ensure Council and staff are prepared with any necessary information such as key
messages, and/or promotional materials as required in advance.
2.5.11 Promotional and Informational Materials
Visual materials help promote the City’s brand, providing clarity and consistency. These
materials should be easy-to-read, appealing with a consistent look and colours which
are similar to the City’s logo. These materials may include:
•
•
•
•
•
•
•
•

•

Newsletters/utility bill inserts both print and online
Brochures, flyers, post cards
Door hangers, shelf labels or tags
Fact sheets, Frequently Asked Questions
Posters
Signage
Open house panels
Visuals for advertisements such as bus boards, transit shelters, theatre ads,
grocery store dividers, etc. that can also be used as .jpgs for the website or other
materials
Items such as buttons, stickers, mugs, fridge magnets, seed packets, mascots,
etc.

Materials should be of high quality, appealing and appropriately written/produced to
match the content as outlined in the City’s Brand Guidelines document. All materials will
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be reviewed and approved by the Communications Officer.
2.5.12 Visual Identity Guidelines
The City’s logo is the official symbol of the community. The logo may be used on other
organization’s publications with approval of the Communications Officer or their
designate. The logo should be re-produced in the official colours or black and white (or
grayscale). The logo’s integrity should be maintained, in accordance with the Brand
Guidelines and should always retain the same aspect (i.e. is should never be stretched
or skewed as when one corner is dragged, creating a heightened or flattened version).
2.6

INTERNAL COMMUNICATIONS

The City aims to establish effective internal communication practices that are integrated
with external communications and branding. The internal communications objective is
to be consistent with messaging, build trust and demonstrate authenticity, transparency
and accessibility.

Each department is responsible for ensuring that pertinent operational information is
posted in first class. Each department will identify who in that department is responsible
for current information updates.
Continually review and discuss within departments how internal communications can be
improved.
Managers will communicate key issues, significant successes and major challenges
related to their portfolios to the Communications Officer.
Communications updates will be provided and incorporated into management
meetings. These updates will include sharing key news stories, recommendations for
improving internal and external communications, crisis management issues and
communications contributions to projects and events.
Fact sheets will be made available for front line staff and Council.
Communications plans will be developed for major events in order to ensure team
members communicate the same messages and understand objectives and media
outreach is proactive. The department manager in conjunction with the
Communications Manager will write communications plans for major events held in
Grand Forks such as Family Day and Christmas Light Up.
Information that is to include Council will be posted to the Council folder by the
Communications Officer, Corporate Officer or CAO.
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2.7

ONLINE: WEBSITE AND SOCIAL MEDIA

The City currently maintains a website and a Twitter profile. Content and use of these
important communications tools are to be considered when developing project plans.
2.7.1 Social Media
The City does not currently maintain a Facebook page. Given that social media is one
of the main information sharing tools today, it is important that the City consider
monitoring Facebook and other social media sites in order to respond to comments and
concerns in a proactive, accurate and timely manner. The Communications Manager
will be responsible for monitoring and responding to social media sites and will defer to
department managers when necessary.
The Communications Officer will provide information to community members in a
professional forum that does not foster or tolerate disparaging commentary.

2.7.2 City website
The addition of a “For the Record” section will be added to the City website. “For the
record” will be used to respond to questions, correspondence, inquiries and statements
made by the public on social media forums such as Facebook, twitter and other social
media, as well as printed material such as letters to the editor in the local newspaper.
The Communications Manager will be responsible for posting on “For the Record” and
will seek input from department managers as needed.
A social media policy will be developed by the Communications Manager that will
include:
•
Key staff identified and trained to maintain site
•
Guidelines for Council, staff and public users
•
Posting
•
Responding
•
Advertising
•
Leveraging and coordinating with other communications tools
•
Consideration or criteria for further uses of social media such as Facebook
and/or YouTube
2.8

COMMUNITY ENGAGEMENT

The City recognizes that the decision-making process is improved by engaging citizens
and other stakeholder groups when appropriate.
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Council’s decision making will be balanced by a range of key considerations including:
technical feasibility, financial viability and social acceptability.
The City’s community engagement procedure achieves:
•
•

•

•

•

Alignment with Council’s strategic priorities and guiding principles
Supports Council’s decision making by providing information on citizens and
stakeholder opinions
Ensuring consistent and clear practices for involvement and/or information
sharing
Ensuring an appropriate level of engagement based on assessed community
impact and benefit
Identifies the parameters and resources for public engagement

The City will use various techniques and channels to encourage information sharing
and dialogue based on eight public engagement and guiding principles, which outline
what the community can expect from the City.
•

•

•

•

•

•

•

•

Accountability: Elected officials and staff are accountable for ensuring
meaningful public engagement
Inclusiveness: Public dialogue and decision making processes, reach out to, and
encourage participation of the community.
Transparency: Public decision-making processes are accessible, honest and
understandable.
Fiscally sustainable: Ensure methods and resources for public notice and
engagement reflect the magnitude and complexity of the initiative.
Early involvement: Helps identify issues and look at opportunities and challenges
during concept development, design and implementation of city policies, projects
and initiatives.
Timely communications: Ensure there is enough time within the engagement
process to provide information to the community.
Clear and accessible information: Ensures the use of plain language in a wide
variety of formats and channels of communication.
Suitable process: Design and implementation of public engagement processes
and techniques that reflect the magnitude and complexity of the initiative.
Processes adapt to changing needs and issues as the move forward.

Process
The strategies and methods that will be used to involve and inform those affected by a
decision are based on the IAP2 Spectrum of Participation, an international standard.
The Communications Officer will develop a community engagement template in order to
support staff in delivering quality engagement practices in the community as outlined in
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three phases:
Phase 1 - Assessing Community Impact
The term ‘level of community impact’ refers to the magnitude of change citizens may
experience as a result of a project/issue or change in policy or service.
The assessment criteria has four levels of impact which range from:
•
•
•
•

Level 1 - High impact city wide
Level 2 – High impact on select area and/or defined groups
Level 3 – Moderate impact city wide
Level 4 – Moderate impact on select area and/or defined groups

Phase 2 - Identifying and Achieving Goal of Public Engagement, IAP2 Spectrum of
Inform, Consult, Involve, Collaborate and Empower.
This phase outlines the commitment(s) made to citizens and stakeholders and
examples of techniques and tools that align to each goal.
INFORM – GOAL: To provide balanced and objective information in a timely manner.
“We will keep you informed.”
CONSULT – GOAL: To obtain feedback on analysis, issues, alternatives and decisions.
“We will keep you informed, listen to and acknowledge concerns and preferences, and
will provide feedback on how public input influenced the decision.”
INVOLVE – GOAL: To work with the public to make sure concerns and aspirations are
considered and understood. “We will work with you to ensure your concerns and
aspirations inform the outcome to the maximum extent possible.”
COLLABORATE – GOAL: To partner with the public in each aspect of the decision
making. “We will look to you for advise and innovation and incorporate this in decisions
as much as possible.”
EMPOWER – GOAL: To place final decision making in the hands of the public. “We will
implement what you decide.”
2.9

COMMITTEES

Committees of Council include Standing Committees, Select Committees and Ad Hoc
committees. Council may appoint members of Council to sit on committees of other
boards, acting as the liaison between City Council and that board.
In an effort to provide current and relevant information to council a report out, on a
consistent basis, from committees is required. Reporting out should be on a regular
basis throughout the year, and through either a written report that is included in the
council agenda or in person at a Committee of the Whole meeting, by the Chair of the
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Board of a committee. A Council liaison may from time to time bring forward requests to
Council, at a Council meeting, from committees. Proposed resolutions will be provided
to the Corporate Officer prior to the agenda deadline.
2.10

RESOURCES

Project plans will identify the resources, financial and human, required to implement
communications. This may include the following and will vary according to project:
•
Staff time
•
Resources required for project support (i.e. printing, events, etc.)
•
Contract services
•
Consulting services
Resources may also be identified in the annual budget process for the City’s
Communications for ongoing communications that may not be specifically related to a
project. These may include projects such as the website, social media, media releases,
annual reports and/or surveys, etc.
2.11

EVALUATION

Project plans will include evaluation indicators to determine the success of various
programs, projects and services. Evaluation will at a minimum be based on the
objectives for communications set out in the work plan and may also include
information on outputs and outcomes. Ongoing monitoring of communications tools will
also be used to determine effectiveness and address any issues as they arise.
From time to time, the City may also seek to better understand the impact of various
programs, projects and services and may engage in research such as an annual citizen
survey.
The true impact of this policy will be more apparent over an extended period of time, as
tools, processes and procedures become utilized as a matter of habit and as a culture
that recognizes the importance of solid internal and external communications is
established. Tactics to measure long term success of the plan may include:
•
•
•
•
•
•

Effectiveness in communicating key messages
Tone of media coverage
Tone and content of community and stakeholder engagement
Number of media impressions
Number of partnerships built
Operating performance
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•
•
•

Opportunity to see key messages, brand representation, articles, photos used,
quotes and testimonials
Impact on other departments, including number and content of complaints and
tone and content of feedback received
Number of website hits

Ensuring Success
The success of this plan relies on the support and engagement of Council to effect
change and foster constructive dialogue throughout the organization and City. This can
only work to create an environment that encourages a spirit of community and positive
action and discourse. Communications is, therefore, understood as a shared
responsibility. It is the intent of this policy to build in steps to ensure its success. These
include:
A well-organized plan
An achievable Action Plan
Reasonable objectives that align with Council priorities
Council and staff commitment
Management of the plan through diligent and knowledgeable execution, flexibility and
measure of control (to avoid scope creep)
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POLICY:
Council Members of the City, have an obligation to provide to their residents a fair, ethical,
and accountable level of governance, so as to maintain the highest level of integrity in the
public eye, for the Municipality they represent. Some of the core values reflected in this
Code are honesty, integrity, objectivity, and an expectation that members of Council
perform their oath of office to the best of their ability and knowledge. This Code applies to
all Members of City Council. (“Members”)

PURPOSE:
To establish guidelines for the highest standards of professional and ethical conduct of the
Members.

LAWS:
Members shall always be in compliance with all applicable Federal, Provincial, and
Municipal laws, while performing their public duties, including but not limited to: the Local
Government Act, the Community Charter, the Freedom of Information and Protection of
Privacy Act, the Financial Disclosure Act, and all applicable City bylaws and policies.

CONDUCT:
Members, while in the performance in their duties with the City, shall always conduct
themselves in a professional manner. Members shall refrain from verbal attacks and other
disrespectful conduct towards other members of Council, committees, City Staff, and the

Public. Members shall refrain from undermining or criticizing other Members, City
Administration and staff, in public or to the media.

MEETINGS:
All meetings of Council shall be conducted in an orderly and respectful manner. Behavior
of Members prior to, during, and following a meeting or hearing shall always be courteous,
professional, fair, and unbiased towards other Members and City Administration and staff.
Members shall be prepared, courteous, and attentive to all discussions, and remain
focused on subject manner on hand. Members shall not interrupt other speakers or make
inappropriate personal comments, and will refrain from disrespectful conduct, sarcasm,
derogatory comments, or questions and comments designed to embarrass or undermine
other Members, City Administration and staff, or the Public. Members shall base their
decisions on the relevant merits and substance of the subject matter at hand, including
input received from the City Administration and staff and the Public.

ROLE OF MEMBERS:
Members shall respect and adhere to the Council - CAO structure of Municipal
government as per City protocol practiced in the City. Members shall not contact City staff
directly to discuss official municipal business except to the CAO, through the Mayor.
Members shall refrain from publicly criticizing individual members of City staff so as not to
cast aspersions on their professional competence and credibility. Comments about the
performance of City staff shall only be made to the CAO through the Mayor in private
correspondence or conversation. Members’ request for information from City staff shall be
directed to the CAO through the Mayor. If the response constitutes more than a technical
clarification, then the response shall be provided to all Members so that all Members have
access to the same information.

ADVOCACY:
Members shall represent the official policies or positions of the City Council to the best of
their ability when designated as delegates for this purpose. When presenting their
individual opinions and positions, Members shall explicitly state they do not represent
Council of the City, nor shall they allow the inference that they do.

COMPLIANCE AND ENFORCEMENT:
Members, and or City staff are encouraged to report, in good faith, any known or
suspected violation of this Code. No reprisals or threat of reprisals shall be made against
such a complainant, or against anyone for providing relevant information in connection
with a suspected violation of this Code. As such, any reports in regards to situations of
actual or potential non-compliance shall be dealt with, by making prompt and full
disclosure in writing to the Mayor. This disclosure should include a detailed description of
the actual or potential breach of this Code, including dates, times, locations and any other
relevant information. The report shall be reported to Council at a closed meeting, if
permitted under the Community Charter.

At such time, advisement may be given to the Member in question that their behavior or
activity maybe in contravention of this Code and encourage that Member to stop their
behavior or activity.

City Council may impose sanctions on a Member whose conduct does not comply with this
Code, including but not limited to a motion of censure.

A violation of this Code shall not be considered a basis for challenging the validity of a
Council decision.

IMPLEMENTATION:
As an expression of the standards of conduct expected by the City, this Code is intended

to be self-enforcing. This Code becomes most effective when Members are thoroughly
familiar with it and embrace its provisions. For this reason, this Code shall be provided as
information to candidates for Council. Members elected to Council shall be requested to
sign a Member statement affirming they have read and understand this Code, and that
they agree to conduct themselves in accordance with it.

Upon adoption of this Code of Conduct, and thereafter at the beginning of each term,
Members will be required to sign two copies of the Code (one for the Member and one for
Corporate Records) to convey to each other that Members have read, understand and
accept it.
SIGNATURES:
Members of Council:
__________________________
Signature

___________________________
Date
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PURPOSE:
The purposes of the Respectful Workplace are:
• to formalize the responsibility and commitment of the City of Grand Forks to
ensure that all employees, elected officials, volunteers, residents, customers and
visitors enjoy a workplace and service environment that is free from any form of
discrimination or harassment (including sexual harassment).
•

to establish that the City of Grand Forks promotes a work environment in which
all employees, elected officials and volunteers are treated with respect and
dignity and can contribute to a productive and professional atmosphere.

•

To ensure that all employees, elected officials and volunteers understand what is
meant by a respectful workplace and know what to do to ensure that a respectful
workplace is created and maintained at the City of Grand Forks.

•

To provide processes and procedures to handle complaints and remedy
situations when workplace discrimination, harassment or conflict, as defined by
this policy, occurs.

Nothing in this Policy should be construed as depriving employees covered under the
collective agreement of CUPE Local 4728, of their rights under the collective
agreement. The intention is for this policy to work in conjunction with any language on
discrimination contained in the collective agreement.
IMPLICATIONS OF POLICY:
GENERAL
What is a respectful workplace?


A respectful workplace is one which is free from discrimination and
harassment as prohibited by the BC Human Rights Code. Discrimination and
harassment are not tolerated at the City of Grand Forks. All employees, elected
officials, volunteers, residents, customers and visitors at the City of Grand Forks
shall have a respectful experience free from discrimination and harassment.

A respectful workplace is a workplace where each employee, elected official,
volunteer, resident, customer and visitor feels comfortable and is treated fairly
and civilly by others. All employees, elected officials and volunteers of the City of
Respectful Workplace Policy
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Grand Forks are expected to conduct themselves in a friendly, courteous and
professional manner. The philosophy which must be shared by employees,
elected officials and volunteers of the City of Grand Forks, is “treat others as you
would have them treat you”. Employees and elected officials are expected to
consider the feelings and pride of others and to respect their unique backgrounds
and contributions.

A respectful workplace promotes cooperative and collaborative behaviors
including healthy group dynamics and proactive problem solving.
Each member of management and elected official at the City of Grand Forks will act
as a model for his/her staff and will perform his/her supervisory duties in a
respectful, non-discriminatory way.
In order to foster a respectful workplace, everyone at the City of Grand Forks must
understand that this policy applies to all. Every employee, elected official and
volunteer must accept his or her responsibility and accountability to ensure that a
discrimination and harassment free work and service environment exists at the City
of Grand Forks.
Our Commitment to Employment Equity
The City of Grand Forks incorporates the intent of the respectful workplace policy in
its hiring practices. The City of Grand Forks promotes equal access to jobs,
promotions, transfers, pay increases, training and development opportunities, and
other aspects of employment to all individuals.
The City of Grand Forks will provide fair and equal opportunities to all employees
and prospective employees. The City of Grand Forks will employ people who are
capable of carrying out the work available, regardless of their ethnicity, gender,
culture, religion, age or affiliations.
How Do We Define Respectful Communication
English is the language for communicating about the work of the business. While
employees may speak in a language other than English at work, each employee
must be aware of how their choice of language is affecting others. If an individual in
a group does not understand the language being spoken, he/she may feel excluded
and uncomfortable. This is contrary to the spirit of a respectful workplace, which
promotes a workplace where employees feel comfortable and included.
What is Discrimination
Discrimination refers to unfair, differential treatment of individuals or groups and is
prohibited by law. Discrimination may be intentional or unintentional and often
stems from prejudice and/or stereotypes we have of others. Discrimination can
result in one individual or group having an advantage over another. Discrimination
can cause an individual or group to be excluded from activities, which they have the
right to be included in.
Respectful Workplace Policy
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All employees, elected officials and volunteers at the City of Grand Forks are
protected from discrimination in employment by the BC Human Rights Code on the
following grounds: race, color, ancestry, place of origin, religion, marital status,
family status, physical or mental disability, sex, sexual orientation, age, political
belief or unrelated criminal or summary conviction.
All residents and visitors who access the services provided by the City of Grand
Forks are protected from discrimination by the BC Human Rights Code on the
following grounds: race, color, ancestry, place of origin, religion, marital status,
family status physical or mental disability, sex or sexual orientation of that person or
class of persons.
What is Harassment
Harassment is a type of discrimination. It is a serious violation of fundamental
human rights. Harassment means engaging in a course of annoying comment or
conduct that is known or ought reasonably to be known to be unwelcome, and is tied
to a prohibited ground of discrimination. It is behavior which causes distress and
serves no legitimate work related purpose. Harassment attacks a person’s dignity,
health and well being. It is unwarranted comment or conduct that humiliates,
intimidates, excludes, isolates and undermines the individual’s self esteem due to
membership in a protected group. It can be a single incident (in the case of physical
contact) or a pattern of repeated incidents directed against an individual or group.
Whether intentional or unintentional, harassment demonstrates a lack of respect for
the individuality and the dignity of those it targets.
Harassment behaviour includes, but is not limited to:
• Physical threats or intimidation
• Words, gestures, actions or jokes which may humiliate, degrade or abuse
• Distribution or displaying of offensive pictures or materials, including materials
on computers.
What is Sexual Harassment
Sexual harassment is a type of discrimination under the BC Human Rights Code.
Sexual harassment is uninvited and unwelcome conduct this is sexual in nature that
may detrimentally affect the work or service environment or lead to adverse job
related or other consequences for the victim of harassment. The term “sexual
harassment” has come to be used to identify those kinds of sexual coercion and
exploitation of women and men in a formal or structured relationship in which we
have an expectation that the relationship has nothing to do with sex or sexuality.
Sexual harassment behavior includes, but is not limited to:
•

Remarks, jokes, innuendoes or derogatory or demeaning comments
regarding someone’s body, appearance, physical or sexual characteristics or
clothing;

Respectful Workplace Policy
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•
•
•
•

Displaying of sexually offensive or derogatory pictures, cartoons or other
material;
Unwelcome questions or sharing of information regarding a person’s
sexuality, sexual activity or sexual orientation;
Sexual solicitation or advance made by a person in a position to confer, grant,
or deny a benefit or advancement to the victim of harassment;
Unwanted physical contact of any kind.

What is Criminal Harassment
Criminal harassment may be defined as adverse differential treatment of an
individual or individuals which involves assault, damage to personal property or
company property, and stalking.
What is a Poisoned Environment
Harassment can “poison” the work environment for the victim of harassment as well
as for others who share the work environment. A “poisoned” work environment is
one which is hostile, intimidating or offensive. Comments or actions of a co-worker
or a supervisor may create a poisoned environment. This unethical behavior and/or
actions make the workplace uncomfortable and can interfere with productivity and
interactions of the work group. The poisoned environment forms an unequal term or
condition of employment and is therefore a violation of the right to be free from
discrimination.
ORGANIZATIONAL:
The City of Grand Forks Official Harassment Complaint Procedure is outlined in
Council Policy 605 – Harassment Policy.
What About Workplace Conflict
Discrimination and harassment are specific types of conflicts which are prohibited by
the BC Human Rights Code. There are many other types of conflicts that can arise
in the workplace that are not dealt with by the BC Human Rights Code. For the
purpose of this Policy, these other types of conflicts are dealt with as “Workplace
Conflict”.
Getting along with co-workers or supervisors may not always be easy, but making
an effort to resolve conflict at work should be a goal of all employees at the City of
Grand Forks. It is the expectation of the City of Grand Forks that each employee will
try his/her best to get along with his/her co-workers. This means:
• Respect the fact that others may be different from you and that they may
have a different approach or way of doing something than you do.
• Be aware of the fact that how you act can impact others in the workplace.
• Avoid talking negatively, gossiping or being judgmental about your coworkers. This type of behavior encourages conflict in the workplace, and is
not consistent with the goals of the Respectful Workplace Policy.
Respectful Workplace Policy
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•

If you are not sure if your behavior is welcome, ask.

Workplace Violence
Employees must not engage in any improper activity or behavior or violent behavior
in the Workplace that might create or constitute a hazard to them or any other
person.
Improper activity or behavior includes the attempted exercise by a person towards
another person in the workplace of any physical force or violence so as to cause
injury and includes any threatening statement or behavior which gives a person
reasonable cause to believe he or she is at risk of injury. Improper activity or
behavior also includes physically or mentally bullying, tormenting or other
demeaning behaviors towards another person.
Workplace Bullying
Workplace bullying can be defined as a conscious, willful and deliberate hostile
activity intended to harm.
Bullying usually involves repeated incidents or a pattern of behavior that is intended
to intimidate, offend, degrade or humiliate a particular person or group of people.
Bullying can also be described as the assertion of power through aggression.
Bullying or other aggressive or demeaning behaviors towards others are contrary to
a respectful workplace and will not be tolerated at the City of Grand Forks.
Individuals who are found to be bullying or otherwise tormenting others, either
physically or mentally, will be subject to discipline.
Workplace Conflict Complaint Procedure
If someone is behaving in a way that makes you feel uncomfortable at work, or if you
are having a conflict with someone at work, you are encouraged to try and speak
with the person directly and discuss the matter with him/her. If you do not feel
comfortable dealing with the individual directly, you should speak to the Chief
Administrative Officer (and a union official, if he/she wishes) who will assist you in
resolving the situation. If the complaint involves the Chief Administrative Officer, the
complaint should be reported another Manager.
If you see others behaving in a way that is inappropriate or disrespectful, try and
speak to the person(s) involved or bring the matter to the attention of the Chief
Administrative Officer.
Workplace Conflict Discipline Procedure
All employees are subject to the following disciplinary procedures:

Respectful Workplace Policy
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First contravention: verbal warning followed up with a letter which will
be placed in the employee’s personnel file;
Second contravention: one day work suspension without pay;
Third contravention: one week work suspension without pay;
Fourth contravention: termination of employment.

Respectful Workplace Policy
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POLICY:
The City of Grand Forks will procure all goods, services and construction of assets in
accordance with this procedure.
POLICY OBJECTIVES:
The objectives of this policy are to:
a)
b)
c)
d)

Establish authority to enter into a procurement contract on behalf of the City.
Establish spending authority limits within approved budget limits.
Identify types of procurement contracts that can be entered into.
Encourage as a preference, contracting agreements and purchasing criteria that:
(i)
promotes reduction of Green House Gases.
(ii)
considers the life cycle cost of the acquisition rather than just the
initial purchase price.
(iii)
seeks the best value and service.

In addition to the objectives outlined above, City employees will demonstrate ethical
purchasing behavior, including:
•Declaration of Interest – An employee who has a direct or indirect interest with the supplier
should disclose this relationship and will be excluded from the quote or tender process;
•Confidentiality and Accuracy of Information – The confidentiality of information received in
the course of duty must be respected and should not be used for personal gain; information
given in the course of duty should be true and fair and not designed to mislead;
•Competition – While considering the advantages of the City of Grand Forks maintaining a
continuing relationship with a supplier, any arrangement which might prevent the effective
operation of fair competition should be avoided;
•Business Gifts and Hospitality – To preserve the image and integrity of the employee, the
employer and the profession, business gifts other than items of small intrinsic value should
not be accepted. Reasonable hospitality is an accepted courtesy of a business
relationship. The frequency and nature of gifts or hospitality accepted should not be allowed
whereby the recipient might be or might be deemed by others to have been influenced in
making a business decision as a consequence of accepting such hospitality or gifts;
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PROCEDURE
General:
a) Responsibilities:
i.
Department Heads are to ensure that funds are available within the
spending authority of those authorized to sign a procurement contract on
behalf of the Department.
ii.
The Chief Administrative Officer may designate Department Heads to
approve incoming invoices from contracts, utilities, government agencies
and any other approved payables up to specified limits. Authorizations to
be in writing and may be revoked at any time.
b) Sustainable Business Practice:
i.
The City shall give preference to contracts, equipment, machinery,
vehicles and supplies which incorporate green or sustainable business
practices or technology. This preference shall form part of the RFP and
the evaluation criteria used to assess proposals when it applies.ii.
Evaluation criteria shall make reference to purchase cost, fuel
consumption cost, GHG emissions and total life cycle cost (including
purchase, fuel operating and maintenance costs) over the life of the
equipment of contracted service.
c) Application:
This policy applies to all activities, works or services entered into by the City
except contracts of employment.
d) Prohibition:
i.
All procurement by the City of Grand Forks will be consistent with the
requirements under AIT (Agreement on Internal Trade) and TILMA
(Trade, Investment and Labour Mobility Agreement).
ii.
No one other than the Chief Administrative Officer or the Chief Financial
Officer will enter into a contract for goods or services.
e) Spending Authority:
To allow for the efficient operation of the City’s departments, the following
authority levels are delegated to Department Heads for individual invoices and
individual contract limits.

Chief Administrative Officer
Chief Financial Officer
Corporate Officer
Deputy Corporate Officer
Manager of Operations
Public Works Foreman

Spending Limit
Within Financial Plan
$25,000.00
$10,000.00
$10,000.00
$10,000.00
$10,000.00
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Manager of Development & Engineering
Fire Chief
Deputy Fire Chief
Manager of Building Inspection & Bylaw
Services

$10,000.00
$10,000.00
$10,000.00
$ 5,000.00

Workforce Spending:
To allow for the efficient operation of the City’s departments, the following
authority levels are delegated to various employees within their Department
budgets:

All Coordinators
Mechanic
Accountant/Comptroller
All Permanent Employees

Spending Limit
$1,500
$1,500
$1,500
$100

Type of Goods
All
Supply
All
Supply

Department Heads must counter-sign all Departmental Purchase Orders prior to
submitting to Accounting Department.
Definitions:
Alternate Fuels - fuels available for use other than conventional fuels (oil, gasoline,
natural gas, propane and diesel).
City - the Corporation of the City of Grand Forks.
Formal Public Tendering Process - the process whereby bids are solicited by the City
by means of public advertising including by newspaper, publications, website or BC Bid.
Bids are normally opened and read publicly at a fixed time and place.
GHG (Greenhouse gases) - equivalent tones of carbon dioxide (CO2) emitted into the
environment through the use of various types of energy sources.
Goods - materials, equipment, or supply
Holdback - monies held back from progress payments.
Late Bid - an offer received in the designated location after the specified closing date
and/or time.
Lease - a contract by which the City acquires the use and possession of lands, buildings,
and personal property for a specified time at a fixed payment.
Life Cycle Cost - the total cost to purchase and operate a type of vehicle or equipment
or contracted service. This shall include initial purchase cost, operational cost,
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maintenance cost, fuel cost and GHG emissions.
Lowest Evaluated Bid - the bid which meets the specifications at the lowest overall cost
to the City, as determined by the Chief Administrative Officer or designate, considering
such factors as suitability, price, availability, service related administrative cost and
disposal value. The lowest overall cost shall be evaluated over the life cycle of the
equipment or contracted service. This shall include purchase cost, operating cost,
maintenance cost, fuel cost and GHG emissions.
Procurement Contract • Purchase Order issued for procurement of goods or services;
• Service Contract issued under a written agreement with the supplier of services,
or;
• Construction Contract entered into in writing with the successful bidder following
an invitation to tender for construction of an asset.
Progress Payment - a payment made under the terms of the contract before completion
of the contract.
Proposal - an offer to provide goods, services, or construction submitted to the City in
response to a request for a proposal.
Purchase Order - the pre-printed, pre-numbered form containing all the necessary
information and signatures required to begin procurement action.
RFP (Request for Proposal) - the process whereby proposals are solicited by the City
by means of invitation to particular suppliers or advertising. Proposals are reviewed by
Staff against grading criteria as described in the proposal.
Security • Certified cheque or other legal instrument made payable to the City of Grand
Forks;
• Government guaranteed bond; or
• Other security as may be considered appropriate.
Service - performance of work to meet a general need by a person(s) not an employee
of the City of Grand Forks.
Responsibilities
a) Department Head:
i.

ii.

Ensure that all procurement contracts initiated within the department are
complete and properly authorized, including, if necessary, to be authorized
by Council, prior to being sent for procurement action.
Ensure that expenditures are identified in the Financial Plan and within the
spending authority of those authorized to sign a procurement contract on
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behalf of the department.
b) General Guidelines:
i.

Procurement documentation must be in place before goods are delivered
or services rendered, including a contract for services covered under a
Service Contract.

ii.

Unauthorized Purchasing: Any employee who willfully acquires goods or
services in contravention of this policy or relevant procedures is liable to
disciplinary action.

iii.

Purchase Orders:
•
•
•

•
•
•

Official; 8 ½” x 11” sequentially numbered form.
All applicable sections must be completed, including an actual or
estimated cost, and the account to be charged for the item(s).
Copy distribution: White - Accounting
Scanned to Manager
Scanned electronically
May have additional information attached such as drawings, detailed
specifications, samples, etc.
Cancellation of a Purchase Order - ensure that all copies are
cancelled/marked as VOIDED.
Ensure that a Purchase Order is completed and its number quoted
when an order is placed with a supplier.

Purchase orders shall be issued for all goods and services in excess of
$1,000.00, unless exempted under procedures.
When an invoice is received the issuer of the order, or designate, must
confirm that the goods received are as requested and priced as
quoted.
Exemptions: the following expenditures do not require a Purchase
Order:
1. Petty Cash disbursements
2. Purchases covered by annual or other contracts such as: chlorine,
gasoline, diesel, equipment leases, fees for service
3. Association dues and membership fees, publications, legal and
accounting fees, donations and grants-in-aid
4. Utility charges
5. Travel expenses and advances
6. Payment for expenditures relating to payroll and payroll deductions,
including union dues and social club fees
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7. Payments to other governments and their agencies.
iv.

Service Contract:
A pre-negotiated and/or tendered agreement, usually of a long-term
duration, for such items as:
•
•
•
•
•
•
•

Auditing services
Bonding services
Maintenance agreements
Lease agreements
Fuel supplies
Externally owned machinery and/or operators, or
Other

When a Service Contract has been awarded, direct orders may be placed
with the supplier by authorized personnel.
v.

Verbal Quotes:
Verbal quotes are to be sought for supply of all goods and services from
at least three suppliers when the cost is estimated to exceed $5,000.00.
Managers are to record in writing, the results of the verbal quotations
when the cost is estimated to be between $5,000.00 and $10,000.00.

vi.

Formal Written Quotations:
Written quotations are to be sought for the supply of all goods and
services from at least three suppliers when the cost is estimated to
exceed $10,000.00 and not exceed $50,000.00.

vii.

Formal Public Tendering and Request for Proposals:
Tenders and request for proposals are to be sought by formal public
advertising for the supply of all goods and services when the cost is
estimated to exceed $50,000.00. Procedures for receiving and opening
tenders shall conform to the following:
•

Tenders and RFP’s enclosed in sealed envelopes will be received at
the tender address until tender closing time;
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•

All tenders and RFP’s will be recorded as to the date and time
received at the front counter who will file the tender in the vault until
tenders are opened;

•

Verbal and late bids will not be accepted.

•

One member from Corporate Services and the department head or
designate responsible for the project will proceed with the tender
and RFP opening at precisely the designated time on the closing
day.

•

Tender and RFP envelopes shall be opened and each tender and
RFP shall be checked to ensure that it is signed and valid in
respect of any bid bonds, etc. Any financial securities shall be
stored in the vault for safekeeping.

•

Security, as required by the Invitation to Tender, must accompany
the tender bid in order to be considered.

•

Tenders are normally opened/registered in public at the City Office.
Requests for Proposals are not normally opened publicly.

• Where only one tender is received, the City reserves the right to not make the
amount of the tender public at the tender opening. The amount of the tender will
be made public if a contract is awarded.
contract may, in most cases, be awarded to the lowest bid. However,
the City, for its sole benefit, reserves the right to award a bidder it deems
appropriate based on scoring of evaluation criteria identified in the tender
or RFP document.
A

viii. Notwithstanding Section v and vi above, a purchase or contract may be sole
sourced when:
•Goods, services or construction are urgently required and delay would be
injurious to the public interest; or
•Recurring or Non-Competitive Expenditures – these are for specifically
identified items such as training and statutory payments
•Only one party is available and capable of performing the contract
•Professional Consulting Services
The City purchasing practices for sole sourced procurements shall employ such
value analysis and negotiation methods as deemed appropriate for the occasion
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by the Chief Financial Officer
All sole sourcing requests between $5000 and $25,000 will require
approval of the Chief Financial Officer. Any sole source purchase over $25,000
will require a Staff report to City Council.
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BACKGROUND
The City of Grand Forks’ Sustainable Community Plan, which provides a vision for the City and guidance
on addressing several key challenges facing the City. One of these challenges is: “How we do
strategically and sustainably deliver affordable services to our community?” To help address this
challenge, the City developed its Asset Management Program.
The City’s Asset Management Program is founded on the concept of sustainable service delivery. This
aims to ensure that current community service needs, and how those services are delivered (in a
socially, economically and environmentally responsible manner), do not compromise the ability of
future generations to meet their own needs. Failure to care for our infrastructure and manage our
natural resources risks degrading, or even losing, the services our community enjoys, and that future
generations may rely on.
At the core of sustainable service delivery is financial sustainability. A financially sustainable government
provides valuable services to residents within available means while proactively taking measures to build
and preserve services in the long run. Although the City can balance its operating budget to meet annual
requirements, the City will have to adapt to revenue opportunities, expense pressures, and service
demands that may change in the future. Only with stable and reliable revenues, and careful planning of
expenditures, will the City be able to provide the services its residents need and enjoy both today and in
the future.
Sustainable service delivery is achieved by ensuring that decisions made by staff and Council, both today
and tomorrow, are guided by a cohesive set of principles and policies based on financial sustainability, as
well as Council priorities. Asset Management BC has established a framework for sustainable service
delivery.
The following wheel shows the systematic, integrated process the City will follow for Asset Management.
The Framework, like this policy, is a living document. As best practices change and are updated, this
Policy will also be periodically updated.

Draft Asset Management Financial Policy
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PURPOSE
The purpose of this document is to articulate the principles, strategies and policies to guide staff and
Council in the work they do. This document provides the City with a blueprint for making good financial
decisions through changing conditions, including the funding of asset renewal and aims to provide clarity
to staff, Council and the community with respect to how financial decisions are made today and into the
future.
This document is an important resource in the City’s overall decision-making framework. The graphic
below illustrates the components of the framework for financial management.

Sustainable Service Delivery
Draft Asset Management Financial Policy
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SCOPE
The scope of the principles and policies applies to decisions made by City Council and staff regarding
financial management and service provision to residents, business and industry, in the following key
areas:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Property taxation and Utility Rates
User Fees
Asset Renewal and Replacement
New Capital and Enterprise
Reserves and Surplus Funds
Debt
Grants
Development Finance
Operating

While each of these areas represents particular financial decisions regarding the financial balance – i.e.,
revenues and expenses – they are all interrelated and work together to provide the basis for the policy
statements.

FINANCIAL MANAGEMENT PRINCIPLES
The financial management policy statements contained within this document are consistent with the
principles presented below. These principles serve as a basis against which the financial policies can be
tested, reviewed and updated as needed in the future.

1. STABLE – The City’s financial management practices will be reasonably
consistent year to year
Residents and business would prefer that taxes, rates and user fee increases are measured and
relatively consistent year-to-year, so that they are able to anticipate coming changes in their
personal or business expenses.

2. INFORMED - Financial decisions take measured risks and maximize the
utilization of assets and resources
While in theory it is possible for all financial decisions made by a community to be free from risk,
it wouldn’t necessarily be practical. There will be occasions when assuming some degree of risk
is advantageous to the City in order to take advantage of opportunities or to be ready to meet
the needs of a changing population. However, any risks that are taken need to be measured and
carefully considered such that the delivery of City services is never in jeopardy.

3. FLEXIBLE - Financial decisions ensure future flexibility to adapt to
opportunities and changing circumstances
In an ever-changing world, opportunities and challenges inevitably will present themselves. The
City needs the flexibility to take advantage of arising opportunities and to respond to imminent
challenges. Resources will need to be accessible for the unforeseen and policy frameworks will
need to allow for flexibility and swift action when required.
Draft Asset Management Financial Policy

Page 3 of 10

4. RELIABLE - Revenues have a high level of certainty to support long-term
service needs of the community
The residents of Grand Forks value the services that they receive and are accustomed to. In
order to meet these service level expectations, the City needs to ensure that spending for
operations and infrastructure is effective and efficient. Similarly, revenues need to be reliable so
that the investment required can be sustained over the long term.

5. TRANSPARENT - Financial strategies, plans and processes are accessible
and visible
The citizens of Grand Forks, like in any community, need to understand what their local
government is doing. Having information easily available and presented in a form that is easy to
understand encourages discussion and engagement, and holds decision-makers accountable.
Being transparent ultimately builds trust in the government and benefits the community overall.

6. FAIR - Everyone pays a fair amount for the services they receive, services
are reasonably accessible by all citizens, and the burden is spread evenly
amongst all generations.
FINANCIAL MANAGEMENT POLICY STATEMENTS
Financial management policy statements have been developed for each of the nine key areas. They are
intended to work together cohesively to align decision-making by City staff and Council.

1. PROPERTY TAXATION AND UTILITY RATES
Property taxes are generally used to fund services that are provided broadly to the whole community
(e.g., roads, fire, transportation, drainage, waste collection and disposal).
Property tax is based on the assessed value of a property (i.e., land and improvements/buildings).
Property owners have their property assessed on an annual basis by BC Assessment, and the assessed
value of the property is then multiplied by the Grand Forks’ tax rate (expressed as the amount of tax per
thousand dollars of assessed property value) to compute an annual property tax. The tax rates are set for
each of the various property classifications and adjusted annually to ensure that the City raises the
required funds to support its annual budget.
Objective - To ensure property taxes and rates are sufficient to meet the community’s short and longterm needs.
Policy Statements
Policy 1.1

The City will strive to ensure that property tax increases remain as stable as possible
over time and within 2 percent of inflation year to year after the initial 3 year
correction period has been completed.

Policy 1.2

Periodic reviews of taxes paid by individual classes will be conducted. Tax rates
should be kept as competitive as possible to ensure continued investment both in the
community and in the property itself. Recognizing that all tax classes have their
financial challenges, tax shifts or tax redistributions will only be considered where a
full comprehensive analysis and impact is undertaken. Where a tax shift is required,
a gradual phase in will be considered to allow the properties in the class to adjust
their budgets accordingly.

Draft Asset Management Financial Policy
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Policy 1.3

Beginning in 2017, The City’s utility rates will increase consistently over time
between 3 and 4 percent year to year, or balanced with additional revenues that
have not yet been allocated or identified, to fund the asset management capital
reserves.

Policy 1.4

Information about how property tax is allocated will be provided to residents in a
manner that is easy to understand.

2. USER FEES & CHARGES
User fees and charges are a way that the City raises revenues to cover the cost of providing a service to
those that benefit from it.
User fees and charges should have a direct relationship to the actual cost of providing a service. Some
services are funded by a mix of fees and general taxation; recreation facilities and the cemetery are a
good example: user fees pay for some of the cost but taxation covers the balance.
Objective - To ensure user fees and charges are sufficient to meet the City’s needs.
Policy Statements
Policy 2.1

The City will evaluate and set user fees and charges fairly for the services received.
This means that the user fees and charges reflect the level of service provided to the
people who benefit from it and their ability to pay; it does not necessarily mean that
user fees and charges will be equal for all users.

Policy 2.2

The City will regularly review and communicate to the public how user fees are
established.

Policy 2.3

Fees and charges will be periodically reviewed to ensure accounting for inflation and
any changes in the level of service provided.

3. ASSET RENEWAL AND REPLACEMENT
The delivery of local services greatly depends on a wide variety of infrastructure, such as roads, buildings
and water systems. While much of this infrastructure lasts a long time, it does eventually need to be
renewed or replaced. The replacement of these assets is expensive and therefore needs to be carefully
planned for so that the City maintains its financial sustainability over the long term. The timing and
funding requirements for asset renewal and replacement are part of the City’s long-term capital plan.
The Asset Management Plan sets out priorities for capital infrastructure upgrades in order to provide
appropriate levels of service to the community over the long term. Deviations from the plan that defer
needed asset renewal or replacement projects add to the City’s infrastructure deficit and can jeopardize
future service levels and lead to unexpected asset failures which can be costly and potentially pose a risk
to public health and safety.
The City’s Asset Management Plan using a risk based decision-support tool prioritizes investments in
linear infrastructure (water, sewer, roads) renewal and replacement based on an assessment of:
•

Risk (likelihood of occurrence; consequence or impact)

•

Desired level of service

•

Affordability

Draft Asset Management Financial Policy
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The decision-support tool identified three levels of funding for roads, water and sewer assets only. There
is over $58 million in priority 1-3 projects required in the next 20 years. Priority 1 investments are assets
with a high likelihood and consequence of failure. For example, 5th Street Water Main Replacement is a
Priority 1 renewal.

Total Cost
Priority 1

Linear

Asset Category

Total Cost
Priority 2

Total
Infrastructure
Investment

Total Cost
Priority 3

Water System
Wastewater
System

$ 2,616,494

$ 4,966,512

$ 777,158

$ 8,360,164

$ 6,306,309

$ 13,470,105

$ 862,643

$ 20,639,057

Roadways

$ 5,078,765

$ 13,909,426

$ 10,372,419

$ 29,360,610

$ 14,001,568

$ 32,346,043

$ 12,012,220

$ 58,359,831

Totals

The following table summarizes the amount needed to fund 50% of recommended annual investment for
all assets including roads, water, waste water, buildings, fleet, storm and electrical systems.

Non-Linear

Linear

Asset Category
Water System
Wastewater
System
Stormwater
System
Electrical
System
Roadways
Buildings and
Facilities
Fleet
Totals

Replacement
Value

Average Annual
Infrastructure
Investment*

$ 27,200,000

$ 784,000

50% of Average
Annual
Infrastructure
Investment
$ 392,000
$ 435,000

$ 25,994,000

$870,000

$ 5,201,000

$131,000

$ 9,700,000

$228,000

$ 34,533,000

$1,240,000

$ 20,053,000

$293,000

$ 4,382,000

$276,000

$ 127,063,000

$ 3,852,000

$ 65,500
$ 114,000
$ 620,000
$146,500
$138,000
$ 1,926,000

*$30,000/year has been included for annual infrastructure inspections and asset management planning

Objective - To proactively manage and re-invest in City assets in order to, at a minimum, maintain levels
of service for future generations.
Policy Statements
Policy 3.1

The City will, at a minimum, invest 50% of the annual recommended
infrastructure investment in accordance with the Asset Management Plan.

Policy 3.2

The City will conduct reviews of the Asset Management Plan and annual asset
funding every five years to ensure it continues to meet the long-term
infrastructure renewal needs of the community.

Policy 3.3

The Asset Management Plan will balance funding with level of service and risk.
For example, if the likelihood of failure of a sanitary main is high due to its age
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and condition, and the potential consequences to public health are deemed to be
high, the City may decide that the risk to public health is sufficiently high to renew
the infrastructure earlier than what would be required to accommodate growth.
It is important to note, as infrastructure investments are delayed, risks grow
exponentially. Some assets could be run to failure, while other will need to be
replaced before they fail. By understanding the risk (consequence and likelihood
of failure) and condition, projects can be strategically prioritized to address
infrastructure investment needs while minimizing risk.
Policy 3.4

The City will seek additional sources of funding for asset renewal. As the
additional funding will mostly be from uncertain sources (e.g., grants), it is not
intended to replace the certain funding established in the annual base budget.

Policy 3.5

The City will implement proactive, preventative maintenance and renewal
strategies to minimize the life cycle costs of infrastructure.

Policy 3.6

The City will continually consider options for cost containment measures and
alternative revenue sources to balance costs and revenues. This could include
investigating approaches such as: alternate maintenance management practices,
adjusting levels of service, increasing risk where appropriate, refining system
capacity, building and protecting reserves, economies of scale, renewable energy
sources and applying these measures to a triple bottom line approach to capital
planning.

4. NEW CAPITAL & ENTERPRISE
Just as it is imperative for a local government to invest in asset renewal and replacement, it must also
invest in new capital in order to meet the needs of a growing and dynamic population. New capital
projects should be supported by a sound business plan. Having a clear process in place for deciding
when and how to invest in new capital, grounded in best practices, will facilitate sound financial decisionmaking that is understood and supported by Council, staff and the general community.
The City will take a holistic, multiple-account approach to prioritizing capital projects; evaluating emergent
opportunities against existing priorities; and communicating the decision-making process in a way that is
transparent and easy for all to understand.
Objective: To ensure the provision of new capital projects is financially sustainable, and leverage
resources to provide services that are aligned with City priorities.
Policy Statements
Policy 4.1

The City will follow a clear, documented process for decision-making on new
capital. This process will be openly communicated to Council, staff, and the
community.

Policy 4.2

New capital investments should be made in accordance with the City’s master
plans in order to address the community’s highest needs.

Policy 4.3

The City’s long-term capital plan will be prioritized based on social, economic and
environmental factors, full life cycle cost, and risk tolerance.

Policy 4.4

The City may invest in capital projects in response to emergent opportunities if
they align with the community objectives and priorities.

Policy 4.5

In order to provide new services that might not normally be funded, the City may
consider establishing new sources of funding or revenue streams. This may be
accomplished, for example, through exercising rights conferred on the City
through legislation, and leveraging City assets.

Policy 4.6

The City may partner with and leverage other entities in order to deliver the most
effective and efficient services to residents.

Draft Asset Management Financial Policy

Page 7 of 10

5. RESERVES AND SURPLUS FUNDS
Saving money for future projects and unexpected expenditures is an important planning consideration for
the City. Reserves provide a financial mechanism for saving money to finance all or part of future
infrastructure, equipment, and other requirements. Reserve funds can also provide a degree of financial
stability, by reducing reliance on indebtedness to finance capital projects and acquisitions, or flexibility to
leverage opportunities as they arise.
There are three basic types of reserves:
Accumulated
surplus

This is the net annual surplus that builds up over time.

Reserve accounts

These are reserves that are set aside for a future purpose, but can be
readily repurposed through a Council resolution, based on a solid business
case.

Statutory reserves
(Reserve funds)

These are reserves that are established by Council for a specific purpose
through a bylaw. These reserves cannot be repurposed without revising
the bylaw. Legislated use reserves (as identified in the Community
Charter), such as DCC’s, cannot be repurposed.

Sufficient reserves offer the City resiliency in the event of abrupt changes to costs or revenues, and they
should be generated and allocated judiciously as part of the City’s overall financial management
practices.
Objective - To build reserves so the City has the flexibility to invest into asset renewal, respond to
opportunities, and maintain or improve levels of service
Policy Statements
Policy 5.1

The City will ensure that each fund (General, Water, Electrical and Sewer) has a
dedicated asset management capital reserve, the purpose of which is
documented at the time it is established.

Policy 5.2

Operating surplus balances will be maintained at a minimum of 15 percent to a
maximum of 25 percent of operating costs.

Policy 5.3

Minimum asset management capital reserve balances will be sufficient to fund
Priority 1 asset replacement. Maximum asset management capital reserve
balances will be in accordance with the long-term asset management
requirements identified in the asset management plan.

Policy 5.4

Uncommitted annual surplus will be directed to asset management capital
reserves to fund asset renewal.

6. DEBT
Debt is a common tool that local governments use to finance capital expenditures over both the medium
and long terms. Debt is viewed as a fair way of financing a project since those who are paying the
principal and interest charges are able to benefit from the service immediately. This is different than
having a “pay as you go” strategy, which requires some or all of the funds to be built up over time before
completing the project.

Draft Asset Management Financial Policy
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When interest rates are low, the use of debt to deliver projects can be very attractive; however, local
governments need to carefully consider the long-term financial impacts. Generally, a local government
may not commit more than 25 per cent of its total own-purpose revenues to service debt and other longterm obligations without requesting permission from the Province.
Objective - To ensure debt is used prudently to maintain the City’s financial sustainability.
Policy Statements
Policy 6.1

Debt servicing costs will remain at or below 20 percent of annual taxation in order
to ensure that the annual debt payments are reasonable and that future debt
capacity remains to take advantage of emergent opportunities.

Policy 6.2

Relatively stable capital expenditures, such as paving roads and replacing water
mains, will be financed using current revenues wherever possible; debt will not be
the preferred financing mechanism.

Policy 6.3

Debt capacity will be preserved for when it is truly needed; e.g., for major capital
investments such as community sewer system expansions, wastewater treatment
plant improvements, or a major community facility.

Policy 6.4

The City will make the early retirement of existing debt a priority when it is
beneficial to do so.

7. GRANTS
A grant is a transfer of money to the City from another entity (generally a higher level of government).
There are two types of grants in general: conditional and unconditional.
Conditional
grants

These are provided for a specific purpose and may not be used for any
other project. An example would be the provincial Gas Tax Capital
Grants.

Unconditional
grants

These are provided without conditions on their use. An example would
be the provincial Gas Tax community works fund.

Grants are a useful tool in a local government’s financial tool box, and they can be used strategically to
offset costs to taxpayers and ratepayers. However, a reliance on grants to fund capital projects and
services will undermine a community’s ability to attain financial sustainability. Furthermore, most grants
require that the beneficiary covers a portion of the cost to deliver the project; this can lead to funds being
diverted from where they are actually, and highlights the need for grants to be leveraged for projects that
are a local priority.

Objective - To strategically leverage grant opportunities.
Policy Statements
Policy 7.1

The City will budget for projects annually under the assumption that conditional
grants will not be available.

Policy 7.2

The City will only pursue grants that will support community projects that have
previously been identified as a local priority.

Draft Asset Management Financial Policy
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8. DEVELOPMENT FINANCING
As Grand Forks grows, so too does the demand for new or expanded infrastructure. Financing this
necessary infrastructure is an important responsibility of the City and requires careful consideration.
A number of development finance tools are available to local governments with development cost
charges (DCCs) being the most prevalent. DCCs are collected by local governments from land
developers to offset the cost of new or expanded infrastructure for new users, such as roads, drainage,
sewers, water, and parks. DCCs are one-time charges that are paid by the developer at the time of
subdivision or acquiring a building permit. DCCs do not pay for operating costs or for the future repair,
rehabilitation or replacement of infrastructure; i.e., asset renewal.
Objective - To ensure growth pays for growth and does not impose a financial burden on City taxpayers.
Policy Statements
Policy 8.1

DCCs will be used as part of the overall financing strategy to pay for new
infrastructure required to service growth.

Policy 8.2

Where existing users benefit from new or upgraded infrastructure required to
service growth, the costs to pay for the infrastructure will be distributed fairly
between the existing and the developer.

Policy 8.3

The breakdown of costs between developers and existing users will be fair and
will be made available to residents in a way that is easily understood.

9. OPERATING
The City strives to provide infrastructure and to deliver services to the community that meet its residents’
needs today and over the long term; and residents expect relatively consistent levels of service over time
and across neighborhoods. In order to achieve this, reliable revenues are needed in order to sustain
ongoing operations over the lifetime of a service or assets; without them, service levels may be affected
and assets can quickly become liabilities.
The City will live within its means and follow best practices in order to ensure that existing and future
services align with priorities; that the full financial cost of operations are understood in order to adequately
cover them through appropriate means; and that future needs are anticipated and planned for today.
Objective: To ensure operations receive sufficient financial support to provide programs and services to
residents.
Policy Statements
Policy 9.1

The City will regularly review its services to ensure they align with the City’s
priorities.

Policy 9.2

The City will regularly review its operating costs to ensure that services are being
delivered effectively and efficiently.

Policy 9.3

The full financial cost of service provision, including long-term staffing
requirements, will be understood and considered by Council and administration
when making investment decisions.

Policy 9.4

The City will set taxes, fees and charges to achieve full cost recovery, where
appropriate, for operating costs. Ongoing operating costs will not be covered
through reserves, debt, or grants.

Draft Asset Management Financial Policy
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Council Policy
Urban Forest
Established: May 7, 2018
Rescinded: N/A

Contact Department: Public Works
Guiding Principle
A healthy urban forest provides habitat, ecosystem function and amenity values to the City.
Purpose
To provide regulations for the control and management of trees and vegetation on City owned property.
Definitions
In this policy, unless the context otherwise requires:
“certified wildlife / danger tree assessor” means a person who has completed the Wildlife Danger Tree
Assessor's Course, administered by the Wildlife Tree Committee (WTC).
“dangerous tree” means the same as in the Occupational Health and Safety Regulation
“managed open space” means all City-owned parks, playgrounds, pathways and boulevards
“recreational trail” means an informal trail used by the public for accessing natural areas and waterways and not
established or maintained by the City.
"wildlife trees" means any standing dead or live tree with special characteristics that provide valuable habitat for
the conservation or enhancement of wildlife.
Scope
This policy applies to City staff and contractors maintaining the City’s urban forest.
Policy Statements
The City will manage its urban forest for the public benefit including, but not limited to:
•
•
•
•
•
•
•
•
•
•
•

Reduction of air pollution
Dust control
Wind breaks
Noise control
Rainfall interception
Shade
Habitat improvement
Aesthetics
Biodiversity
Soil stabilization and improvement
Riparian area improvement

The City will maintain and periodically review an Urban Forest Plan to meet these policy goals.

Revision: v1 - current

Revision Date: N/A
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Risk management
The City will manage risk in accordance with industry standards for recreational trails and areas. The City will
provide minimal oversight of natural areas with no City maintained infrastructure.
To manage risk for trees with the potential to interact with City-maintained public use areas, trails, roads, and
infrastructure, and private property, the City will undertake a periodic risk assessment of trees and vegetation to:
• inform planning decisions and management procedures regarding trails, parks, recreation, infrastructure
and property protection;
• identify areas with wildlife habitat value and potential danger tree issues requiring further assessment;
• inspect trees capable of causing damage.
• minimize the spread of invasive species.
The City will comply with the federal Migratory Birds Convention Act, federal Species at Risk Act and the provincial
Wildlife Act. Tree-cutting will be avoided during the bird nesting season and a Qualified Environmental Professional
(QEP – includes Arborist, R.P. Biologist, or R.P. Forester) is required to complete an assessment prior to cutting
during bird nesting season.
Tree Donations by Individuals
At the discretion of the Manager of Operations or designate, the City will accept donations by individuals for trees.
Tree location and species must be approved by Manager of Operations or designate. Fees may apply.
Prohibitions
The City of Grand Forks shall not permit the planting or pruning of any tree on property owned by the City except
in compliance with the guidelines set by the Provincial and Federal legislation or this policy.
Tree Selection
The selection of City tree types shall be chosen from the recommended list of trees by the public works department
and will take into account the input from the affected neighbors.
Tree Removal
The Tree Management Procedure directs the pruning, removal, or transplanting of any City tree by public works or
authorized persons. It considers:
1. staff decision making and authorizations
2. tree management triggers
a. disease or injurious insects
b. interference with another tree
c. interference with municipal or utility infrastructure
d. high hazard rating as determined by a certified wildlife / danger tree assessor
3. replacement plan
a. ratio of trees removed to trees planted
4. tree management requests by residents
a. neighbourhood significance
b. removal and replacement costs
c. impact on service provided by green infrastructure
5. reconsideration of staff decisions.
References
•
•

Urban Forest Plan
Tree Management Procedure
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Revision Date: N/A
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Amendments
•

N/A
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Purpose
To establish guidelines for the use of City property or facilities.
Definitions
Event Organizers means the non-City organizer of the activity or event.
Policy Statements
1. Limitations
The City will endeavour to meet all requests to use its property or facilities so long as
it does not represent an unreasonable burden on its resources. The City reserves
the right to refuse use of its property for events where there is potential for damage,
crowd control issues, liquor abuse, inadequate planning, or if any provision of this
policy is not met.
2. Public good
Requests that would require a significant amount of City resources may require a
statement of anticipated benefit to the City or its residents, or may be sent to Council
for decision.
3. Sufficient notice
Event Organizers will fill out an Event Request Form, available at City Hall, at least
one month prior to the event.

4. Food and drink
Event Organizers will follow the Interior Health Authority regulations for permits and
food safety.

5. Alcohol
Event Organizers will hold a liquor license and Serving It Right certification.
6. Amplified sound and noise
Event Organizers will comply with the noise bylaw or have an exemption passed by
Council.
7. Fires
Event Organizers must follow fire safety protocols acceptable to the fire department.
8. Hazardous materials
All hazardous materials stored or used in an activity or event will follow safety
protocols and have emergency plans in place.
9. Waste management
Event Organizers will ensure there are sufficient garbage and recycling bins and that
the site is left clean.
10. Electrical services
The City will provide electrical connections at its discretion, where available, and
upon request.
11. Road closures
Road closures are at the discretion of the City. The authorization of road closures
will take into account the potential impact on emergency access, businesses and
residents.
12. Tents, stages, and temporary structures
Temporary structures will be set up safely and in a way that allows emergency
access, and must be removed by the event organizer.

13. Liability and Insurance
The City will not be responsible for personal injury or damage, for loss, damage or
theft of clothing, materials and/or equipment on the premises. The Event Organizer
shall indemnify and save harmless the City and its staff, and will hold adequate
insurance that names the City as additional insured.
14. Parking
Activities or events will not block access to private property or public services, or
unduly encroach on residential parking. It is the responsibility of the Event Organizer
to notify residents if they anticipate an impact.
15. Attendance
Events expecting more than 150 people attending will have a risk management plan.
16. Smoking
Event Organizers must follow provincial smoking regulations, identify a designated
smoking area, and provide butt disposal. Smoking is prohibited indoors or around
children.
17. Washrooms
Events with public assembly in enclosed areas will meet BC Building Code
requirements for the number of washrooms provided. Event Organizers will ensure
washrooms are kept in sanitary condition.
18. Commercial Use on Public Property
See Policy 1208: Temporary Commercial Use on Public Property.
19. Playing fields
The City will ensure playing fields are kept in good condition and will accommodate
reasonable requests for special maintenance related to the event.

20. City Equipment
The City will lend bleachers, barricades, picnic tables, garbage cans, Hi-Viz vests,
and traffic cones as available and upon request.
21. City Facilities
City facilities are available for use subject to the terms of a Facility Use Agreement.
22. Private Equipment Stored on City Property
Private equipment may only be stored on City property by special arrangement. The
City is not responsible for managing or safeguarding private equipment stored on
City property.
23. Damage
The City may require a damage deposit in a Facility Use Agreement.
Event Organizers shall ensure that no person will:
• damage or destroy any sign, building, or property;
• deposit rubbish, garbage, or refuse of any kind except in receptacles provided
for that purpose.
24. Security
The City may require the Event Organizer to provide security for large events.

Schedule A: Procedure
Item

Description

Staff responsible
or designate

Food and
Drink

Obtain copies of the permits or a description of
why they are exempt.

Deputy Corporate
Officer

Alcohol

Create an RFD for the requested liquor
license. Obtain a copy of liquor license if
issued.

Deputy Corporate
Officer

Supporting document: RFD for liquor license
request.
Amplified
Sound System

Create an RFD for a requested exemption to
the noise bylaw.

Deputy Corporate
Officer

Supporting document: RFD for noise bylaw
exemption.
Fires

Coordinate the activity specifications with the
requirements of the fire department.

Fire Chief

Hazardous
Materials

Obtain a copy of the safety protocols and
emergency plan for any hazardous materials.

Deputy Corporate
Officer

Waste
Management

Ask what type and how much waste will be
Deputy Corporate
generated. Offer City equipment as appropriate Officer
and make sure the Event Organizer has a plan
for managing waste.
Supporting document: Event request form

Electrical
Services

Have the Event Organizer fill in an Electrical
Service Request form and coordinate it with
Public Works.
Supporting document: Electrical Service
Request form

Power Distribution
Coordinator and
Deputy Corporate
Officer

Item

Description

Staff responsible
or designate

Road Closures

Have the Event Organizer fill in the "Road
Closure Notification" form. Check that all
properties that use the affected road are
included on the form. Make sure the Event
Organizer has the capacity and equipment to
safely close the road and put up appropriate
signage, and that they notify emergency
services.

Manager of
Operations and
Deputy Corporate
Officer

Supporting document: Road Closure
Notification form
Tents, stages,
and temporary
structures

If many structures are planned, obtain a site
plan. Check with Public Works for buried
utilities if the structures are heavy or if any
stakes etc. are being driven into the ground.
Run any site plans past the building inspector
and fire department to check for additional
requirements.

Deputy Corporate
Officer

Supporting document: Site plan template
Insurance

Check the MIA risk matrix for the appropriate
level of insurance.
Supporting document: MIA risk matrix

Parking

Obtain a parking plan for large events.
Supporting document: Parking plan template

Attendance

If the event expects more than 150 attendees,
then obtain a risk management plan.
Supporting document: Risk management plan
template

Chief Financial
Officer and Deputy
Corporate Officer
Manager of
Operations and
Deputy Corporate
Officer
Fire Chief and
Deputy Corporate
Officer

Item

Description

Staff responsible
or designate

Smoking

Ask Event Organizer if they will have a
designated smoking area. If so, have them
mark it on a site plan.

Deputy Corporate
Officer

Supporting document: Site plan template
Number of
Toilets

Check the number of existing facilities against
the anticipated number of attendees. If more
toilets are required, inform the Event Organizer
of how many portable toilets they will need.
Supporting document: BC Building Code

Manager of
Development and
Engineering, and
Deputy Corporate
Officer

Washrooms

Ensure there are enough City staff on during
the event to do extra cleaning, or for larger
events, obtain the event plan for janitorial
services.

Deputy Corporate
Officer

Vending /
Commercial
Use of Public
Property
Playing Fields

Follow Policy No. 1208

Deputy Corporate
Officer

Ensure there are enough City staff resources
and accommodate all reasonable requests for
special maintenance.

Public Works
Coordinator and
Deputy Corporate
Officer

Supporting document: Event request form

City
Equipment

If available and appropriate, lend City
equipment to the Event Organizer.
Supporting document: Event request form

City Facilities

Fill out a facility use agreement and go over it
with the Event Organizer.
Supporting document: Facility Use Agreement.

Public Works
Coordinator and
Deputy Corporate
Officer
Manager of
Operations and
Deputy Corporate
Officer

CITY OF GRAND FORKS
POLICY INDEX
Policy
No.
STATUS

DATE

Existing
Existing
Revised
Existing
Existing
Existing
Existing
Existing

2009
2009
2018
2009
2009
2009
2009
2009

PROPOSAL
__

RISK MANAGEMENT:
1601
1602
1603
1604
1605
1606
1607
1608

Administration
Building Inspection-Planning
City Electrical
Finance
Fire Suppression & Prevention
Small Claims
Public Works
Maint. & Inspection of Roadways & Sidewalks

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

POLICY #1603
City of Grand Forks
7217 4th Street
Grand Forks, BC V0H 1H0
250.442.8266
www.grandforks.ca

Council Policy
Risk Management City Electrical
Established: September 11, 2006
Rescinded: N/A

Contact Department: Electrical
Guiding Principle
According to the Workers Compensation Act Section 115, every employer must ensure the health and safety of all
workers working for that employer, and any other workers present at a workplace at which that employer's work is
being carried out.
Accidents can be controlled through good management in combination with active employee involvement.
Purpose
To provide electrical service to customers in accordance with the terms and conditions set in the “City of Grand
Forks Electrical Regulatory Bylaw”, as well as any terms or conditions that may be required by the Canadian
Standards Association.
To maintain the City Electrical Utility System, including the distribution equipment and other related equipment and
accessories, in a safe manner within the approved financial resources.
Scope
This policy applies to anyone working on the City’s electrical distribution system.
Policy Statements
The City of Grand Forks is committed to providing a safe, healthy work environment and to conducting its various
operations in a safe and protective manner.
The City will provide and maintain a safe and healthy work environment in accordance with industry standards and
in compliance with legislative requirements, and will strive to eliminate any foreseeable hazards which may result
in property damage, accidents or personal injury/illness.
All employees will perform their jobs properly in accordance with established procedures and safe work practices.
Safety is the direct responsibility of all managers, supervisors and employees.
References
•
•

Electrical Department Safety and Operational Procedures
Workers Compensation Act

Amendments
•

February 2018 – review and rewrite of existing policy 1603 in conjunction with new operational procedures.
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