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. INTRODUCTION

The purpose of this policy is to outline and promote a mutual understanding of the Town of
Kindersley’s governance structure, in addition to the roles and responsibilities of the Mayor
and Council of the Town of Kindersley (Council), and the Chief Administrative Officer (CAQO).

The Town of Kindersley exists to establish, develop, and maintain, a sustainable and viable
community through the management and maintenance of municipal infrastructure, facilities,
and services. By providing necessary and desirable services and facilities, citizens can
enjoy a clean, safe, and attractive community for a reasonable investment.

This policy serves to complement other policies, Town of Kindersley bylaws, and relevant
legislation.

The Council shall have a Strategic Plan that outlines Council’s priorities and serves as a
guiding document for both Council and Administration in fulfilling the directives of Council.

. ORGANIZATIONAL STRUCTURE

a) Council Members are accountable to the people who elect them and they are
responsible for encouraging and enabling public participation in the process of
governing.

b) Administration is responsible for implementing the decisions of Council through the Chief
Administrative Officer, the sole employee of Council, who is responsible for
implementing the decision and policies set by Council, and for managing all human
resources required for the municipal operations of the Town of Kindersley.

COMMUNITY
Residents and businesses of the Town of Kindersley

COUNCIL
Elected governing body of the Town of Kindersley

ADMINISTRATION
The Chief Administrative Officer who reports to Council and manages all
Directors and other employees of the Town of Kindersley
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lll. ROLE OF COUNCIL

a) Council of the Town of Kindersley is an elected body that consists of one Mayor and six
Councillors. The role of Council is to provide good governance, represent the public
interests, and act for the well-being of the municipality.

b) Council is collectively responsible for:

1.
2.

3.

© N

The strategic direction of the municipality;

Setting the priorities that guide Administration in the day to day operations of the
municipality;

Developing, approving, and evaluating municipal policies, codes, and bylaws that
regulate the municipality;

Maintaining the financial integrity of the municipality by the responsible allocation
of resources through annual budget deliberation;

Carefully considering, debating, and making decisions on matters affecting the
municipality and its members;

Determining the services and programs the municipality provides, as well as the
level to which they are provided;

Determining mill rates and fees for services the municipality provides

Carrying out the duties of Council as defined under The Municipalities Act or any
other applicable legislation

c) Members of Council are responsible for:
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Properly preparing for and attending scheduled meetings

Participating in the collective role of Council

Voting on motions put to vote, except if declaring a conflict of interest

Listening attentively, participating in meetings and not interrupting the
proceedings

Speaking respectfully always, and refraining from using offensive, disrespeciful,
or un-parliamentary language

Respectfully upholding the decisions of Council as a whole, regardless of an
individual Councillor’s personal position on an issue

Respecting the confidentiality of information that is private or sensitive in nature,
or pertains to any clause identified in the Local Authority Freedom of Information
and Protection of Privacy (LAFOIP) Act.

Avoiding conflict of interest always and in all matters of Council decision
Participating in Council committee meetings and meetings of other bodies as
appointed by Council

10. Performing civic and ceremonial duties as appointed by Mayor and Council



IV. ROLE OF THE MAYOR

a) In addition to performing the role as a Member of Council, the Mayor is responsible for:

1.

2.
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Acting as the Chair of Council and presiding at all meetings, assuring the integrity
of Council’s process;
Acting as primary spokesperson of Council, carrying out the civic and ceremonial
duties of the Mayor’s office;
Making all decisions and taking all actions relating to a request issued in
accordance with LAFOIP, unless this authority has been delegated. (LAFOIP
legislates right of access to a local authority’s documents and the protection of
privacy with respect to personal information held by a local authority. );
Acting as primary liaison between Council and the CAO;
The Mayor, additionally, is responsible for the creation and maintenance of the
CAO employee file, which shall contain:

i. Resumé of CAO

ii.  Annual job performance evaluations

iii. CAO employment contract

V. ROLE OF DEPUTY MAYOR

a) In addition to performing the role as a Member of Council, the Deputy Mayor is elected
by Council to assume all responsibilities of Mayor and act in the capacity of the Mayor if:

1.
2.

The Mayor is unable to perform his or her duties, or;
The Office of the Mayor is vacant.

b) Council shall elect a Member of Council to act as Mayor if both the Mayor and Deputy
Mayor are unable to perform duties during a period of time.

VI. ROLE OF THE CHIEF ADMINISTRATIVE OFFICER

a) The Chief Administrative Officer, being the one employee of Council, is Council’s
connection to the operational organization of the municipality.

b) The CAO is responsible for:

1.
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Serving as the impartial policy advisor to Council;

Overseeing and keeping Council informed of the day to day operations of the
municipality;

Implementation of the policies, programs and services that are set by Council;
Ensuring that the administrative practices and procedures are in place to
effectively and efficiently carry out Council’s decisions;

Supporting Council in the development of policies, strategies and other
objectives;

Holding authority and accountability of all employees of the municipality;

All duties as outlined in The Municipalities Act and the Urban Municipal
Administrators Act, the Tax Enforcement Act, Local Government Elections Act,
and any other relevant legislation.



VII. COUNCIL PROCEEDINGS

a) An act or proceeding of Council has no legislative authority unless it is approved or
adopted by a bylaw or a resolution at a duly constituted public meeting of Council.

b) Councils and Committees of Council are required to hold meetings in public, with
exception to matters pertaining to the following:

1. Long Range or Strategic Planning
2. Those referenced in The Local Authority Freedom of Information and Protection
of Privacy Act:
i. Records from Other Governments
ii. Law Enforcement and Investigations
ii.  Documents of a Local Authority
iv.  Advice from Officials
v.  Economic and Other Interests
vi.  Third Party Information
Vii. Testing Procedures, Tests and Audits
viii.  Danger to Health or Safety
ix.  Solicitor-Client Privilege
Xx.  Protection of Privacy
xi.  Confidentiality Provisions in Other Enactments

c) Proceedings and rules governing Council are established in The Procedures Bylaw.

VIll. LIST OF SCHEDULES (as they may change from time to time)

COUNCIL STRATEGIC PLAN

CODE OF ETHICS BYLAW

THE PROCEDURES BYLAW
PROCUREMENT AND PURCHASING POLICY
HUMAN RESOURCE MANUAL

MUNICIPAL COUNCIL MEMBER’S HANDBOOK (Government of
Saskatchewan)

MUNICIPAL COUNCIL MEETING GUIDE (Government of Saskatchewan)

mmoowp>

®

2017.09.20



CounciL STrATEGIC PLAN

~ GOALS ~
Improve relations with public and staff
Open dialogue with neighouring towns
and RMs

Attract new residents and businesses
Make new partnerships

Be transparent and accountable
Support community pride and morale

~ GOALS ~
Make sound decisions
Lessen tax burden

Promote healthy business climate
Improve, build & maintain infrastructure
Manage citizens’ money responsibly

~ GOALS ~
Complete Indoor Aquatic Centre project
Complete Regional Landfill project
Complete Lagoon project

Complete Firehall project

Revitalize downtown

Create healthy & sustainable community
Efficiency in staffing and operations

Town oF KINDERSLEY
WWW.KINDERSLEY.CA/TOWNCOUNCIL


































































POLICY #: GA-004

PROCUREMENT AND PURCHASING POLICY
DEPARTMENT: All Departments

COVERAGE: Corporation Wide

DATE ADOPTED: October 11, 2016
REVISION DATE: October 24, 2016
RELATED POLICIES: N/A

1. PURPOSE
1.1 The Town of Kindersley Procurement and Purchasing Policy (the “Policy”) establishes the
process for the procurement of goods, services and construction by the Town of Kindersley (the
“Town”) in a manner that:

(a) Promotes open and fair competition (where a competition is deemed by the Town to
offer best value);

(b) Facilitates the best value for money in accordance with, among other things, The Best
Value in Procurement Act, 2015 (the “Act”);

(c) Upholds high ethical standards expected from a municipality;

(d) Maintains the integrity of the Town’s Strategic Plan;

(e) Complies with all applicable trade agreements, including the Agreement on Internal
Trade (AIT) and New West Partnership Trade Agreement (NWPTA), and all other legal
obligations, including but not limited to, municipal, provincial and federal law as applicable
and as amended.

1.2 This Policy addresses who has the authority to sign Agreements and approve payments.

2. DEFINITIONS
2.1 The following terms shall have the following meanings:

(a) “Agreement” shall mean a written document containing terms and conditions for a
contractor or supplier to carry out certain work or provide certain products or services.

(b) “Agreement Value” shall mean the total value of an Agreement.

(c) “AIT” shall mean the Agreement on Internal Trade, as amended from time to time.

(d) “Budgeted” shall mean those items (goods and services) that have been pre-determined
as justifiable expenses by Administration and subsequently approved by Council in the Town

of Kindersley Annual Budget following the budgeting process.

(e) "Community Project” shall mean that the goods and/or services to design and build the
whole Project originate from and are provided by:



i) residents, without cost or fee to the Town; or
ii) philanthropic institutions as a donation or grant; or
iii) persons with disabilities; or
iv) a non-profit organization; or
v) any combination of the above.
(f) “Council” shall mean the Council of the Town of Kindersley.

(g) “NWPTA” means the New West Partnership Trade Agreement, as amended from time to
time.

(h) “Project” shall mean any development or facility which: (i) provides a good or service to
the public on behalf of, or in conjunction with, the Town; or (ii) is located on lands owned or
otherwise controlled by the Town.

(i) “Proponent” shall mean any entity or individual who submits a response to a call for
competitive procurement, (i.e. an RFP or Tender).

(i) “Purchase Order” shall mean a document endorsed by the municipality to formalize a
purchase transaction with a vendor.

(k) “Request for Expressions of Interest” or “REOI” shall mean a request to entities or
individuals to submit confirmation they may be interested in participating in a potential project
and in some REOIs to submit details regarding such participation.

(N “Request for Proposals” or “RFP” shall mean a non-binding request to entities or
individuals to submit proposals for unspecified good and/or services.

(m) “Request for Qualifications” or “RFQ” shall mean a pre-qualification stage of the
procurement process where a formal request is issued by the Town to suppliers or
contractors to submit an explanation and outline of their qualifications and ability to carry out
the work or provide the goods or services required for a particular project.

(n) “Resident” shall mean persons that have their primary dwelling at least two hundred
and forty (240) days per year within fifty (50) kilometres of the Town.

(o) “Tender” shall mean a request to entities or individuals to submit pricing for the supply of
specific goods and/or services.

(p) “Town” shall mean the Town of Kindersley.

PURCHASING PROCESS
3.1 Pre-Approval
All expenditures made by the Town must be pre-approved prior to the purchase in one of the
following manners; they must be:
(a) Budgeted; or

(b) Approved by Council Resolution; or



(c) Authorized by the Chief Administrative Officer (CAO) as per article 4.1 (a); or

(d) Approved under a declaration of a Local State of Emergency.

3.2 Procurement
All goods and services shall be procured by the Town in a way that is consistent with this Policy
and with its goals and objectives.

The Town acknowledges that following a competitive procurement process will result in the lowest
price in most situations but it may not be appropriate, economical, or administratively reasonable
for some procurement situations, and therefore, the following processes shall be followed:

(a) Value up to $5,000 — no competitive procurement process is required.

(b) Value of $5,001 - $25,000 — the Town shall obtain written quotations (quotes) from at
least two (2) contractors or suppliers. Quotes may be received by email, fax, or phone.

(c) Value of $25,001 - $75,000 — the Town shall obtain quotes from at least three (3)
contractors or suppliers; or, at the discretion of the CAO if deemed to be in the best interest
of the municipality, the Town may utilize a competitive procurement process (i.e. Tender,
RFP, REOI, or RFQ) to select the successful Proponent.

(d) Value of $75,001 or greater — the Town shall utilize a competitive procurement process
of its choosing in order to select a successful Proponent to provide the goods or services.

(e) Notwithstanding the foregoing Value thresholds, the Town shall be entitled at any time to
utilize a competitive process regardless of the Value where it deems it necessary, appropriate
or desirable in the circumstances.

(f) The Town may make its selection of a successful Proponent based on whatever criteria
the Town deems appropriate, in its sole discretion, and in keeping with article 1.1.

3.3 Documentation
The Town shall utilize appropriate documentation in all of its purchasing processes.
Purchase Orders are used where there is no Agreement, and in such cases wherever possible for
equipment, materials, and supplies, unless the purchase is being made by credit card.

(a) Credit Card Forms must be used when making any purchases with the credit card;

(b) If it was not possible to use a Purchase Order at the time of purchase, then the invoice
shall be approved as per 4.1 before the cheque is issued;

(c) Agreements are to be engaged for projects and services valued at $5,000 or more,
and/or which exceed a 12-month period.

Administration may enter into long-term service and purchase Agreements (exceeding one
year) providing it is in the best interest of the Town to do so taking into account price,
stability, increased cost savings, or any other means that provides increased value to Town
residents.

(d) Provision of recurring services must be initially engaged through the use of the above-
mentioned Purchase Order or Credit Card Form or a signed Agreement, and recurring
documentation is not required with each payment.



3.4 Payment for Goods and Services Rendered

After the goods have arrived or the services have been completed, they will be assessed for
quality, and the associated invoice will be reviewed for accuracy before the authorized staff person
approves the issuance of the payment as per article 4.1.

4. AUTHORIZATIONS
4.1 Authorizing Purchases
Purchasing Authorities have the authority to authorize single purchases within the following value
parameters:
(a) For Budgeted items:
(i) Purchases up to $5,000 must be authorized by a Manager, a Director, or
the CAO;

(i) Purchases up to $10,000 must be authorized by a Director or the CAO;
(iii) Purchases of $10,001 and above must be authorized by the CAO.
(b) A Council Resolution is required to approve non-budgeted purchases of $10,000 and

above.

4.2 Signing Authority
(a) All cheques for expenditures are to be co-signed by two of the following Signing
Authorities:
(i) The Mayor, or in his/her absence, any member of Council;

(i)  The Chief Administrative Officer;
(i)  The Deputy Administrator.

(b) All Agreements are to be co-signed by two of the following Signing Authorities, within the

values:

(i) Up to $5,000 — signed by the Manager, and/or the Director, and/or the
CAO, and/or the Mayor;

(ii) $5,001 to $10,000 — signed by the Director, and/or the CAO, and/or Mayor;

(i) $10,001 and above — signed by the CAO and the Mayor, and a Council
Resolution is required to approve any agreement valued at $10,001 or
more prior to being signed.

5. GENERAL

5.1 The dollar limits above include PST, and exclude GST.
5.2 No single purchase shall be divided in order to avoid any restrictions identified in this policy.

5.3 If, at the sole discretion of the Town, a Project is deemed to be a Community Project, then
this Purchasing Policy shall not apply to such goods or services provided to the Community
Project by an entity other than the Town. The Community Project shall be subject to any
other regulation put forward by the Town to regulate the development of such Community
Projects.



This Purchasing Policy shall continue to apply to any goods or services procured or
provided by the Town to the Community Project. For the sake of clarity, if the Town will
procure or provide any good or services for the Community Project, then any procurement
procedures utilized by the Town shall not be used to:
(a) avoid competition; or
(b) discriminate between suppliers; or

(c) protect the Town's current suppliers from competition.



Table of Contents

HUMAN
RESOURCE
MANUAL

This manual includes all compiled Human Resource Policies for
the Town of Kindersley.

TOK
5/22/2012




Table of Contents

Human Resource Policy

General Introduction

Employment & Separation

Hiring

CoNOaR®ONA

Employee Recruitment
Selection

Commencement
Employment of Relatives
Hiring Members of Council
Former Employees
Employment Classification
Probationary Periods
Personnel Files

Employment General Policies

CoNoORON=

Hours of Work & Overtime
Rest Breaks

Dress Code

Use of Property
Confidential Information
Vehicle Usage

Cost control

Conflict of Interest
Performance Management

. Recognition of Service

. Service Record

. Disciplinary Procedures
. Grievance Policy

. Gifting Policy

Separation

1.
2,
3.

Resigning or Retiring
Dismissal
Severance Pay

Policy Number

HRG - 001

HRG - 002
HRG - 003
HRG - 004
HRG - 005
HRG - 006
HRG - 007
HRG - 008
HRG - 009
HRG - 010

HRG - 020
HRG - 021
HRG - 022
HRG - 023
HRG - 024
HRG - 025
HRG - 026
HRG - 027
HRG - 028
HRG - 029
HRG - 030
HRG - 031
HRG - 032
HRG - 033

HRG - 040
HRG - 041
HRG - 042



Human Resource Policy

Compensation & Benefits

CoNohRwNA

Compensation

Benefits

Sick Leave

Workers Compensation
Holidays

Vacation

Parental Leave
Pressing Necessity
Compassionate Leave

. Educational Leave

. Education Reimbursement
. Voting Leave

. Leave of Absence

. Travel & Related Expenses
. Relocation Expenses

. Professional Dues

Training & Development

1.
2.

Employee Input
Succession Planning

Health & Safety

1.
2.
3.

Respectful Workplace
Harassment & Discrimination
Pandemic Plan

Policy Number

HRG - 050
HRG - 051
HRG - 053
HRG - 054
HRG - 055
HRG - 056
HRG - 057
HRG - 058
HRG - 059
HRG - 060
HRG - 061
HRG - 062
HRG - 063
HRG - 064
HRG - 065
HRG - 066

HRG - 080
HRG - 081

HRG - 090
HRG - 091
HRG - 092



REFERENCE: TOWN OF
HUMAN RESOURCE
KINDERSLEY
POLICY
HRG-001
HUMAN RESOURCE SECTION: INTRODUCTION ORIGINAL DATE: 1993
POLICY REVIEWED: November 2008
TOPIC: GENERAL REVISED: March 13, 2012
Date Effective: May 22, 2012
Signature:
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INTRODUCTION
Objectives

The Human Resource policy Manual contains the human resource policies and procedures of the Town of
Kindersley. The objectives of this manual are to:
e Provide a standard reference for managers and employees in understanding their rights and carrying
out their responsibilities.
e Encourage continuity and consistency in the administration and application of human resource
policies; and
¢ Provide direction and authority in the day-to-day administration of human resources.

Application

These policies are approved by the Mayor and Town Council, administered by the Human Resource
Department and apply to all employees of the Town of Kindersley. However, where there is a conflict
between these policies and the Collective Agreement, the Collective Agreement will take precedence.

Preparation and Distribution of Policies

It will be the responsibility of the Chief Administrative Officer to ensure that all department managers are
provided with an up-to-date version of this section of the manual. Department managers will ensure that
each employee in the department are provided with a copy of the policies and made aware of any changes
that occur.

Interpretation

Interpretation of the policy will be the responsibility of the Chief Administrative Officer. Any interpretation of
the policies rendered by the Chief Administrative Officer will stand until repealed by Council. The Chief
Administrative Officer, will inform, in writing, all department managers of any and all interpretations made to
ensure consistency in the application of these policies. Interpretations of policy will be added to the manual
immediately following the policy being interpreted.

Development of Policies
The policies must first go through the following process before being approved:

1. The policy is written up in proposal form.

2. The policy is reviewed for its legality in the light of current labour legislation.

3. The policy is reviewed for its enforceability and fairness by department managers.
4. The policy is presented to Council for approval.



REFERENCE: TOWN OF
HUMAN RESOURCE KINDERSLEY
POLICY
HRG-002
HUMAN RESOURCE SECTION: Hiring ORIGINAL DATE: 1993
POLICY REVIEWED: November 2008
TOPIC: Employee Recruitment REVISED: March 13, 2012
Date Effective: May 22, 2012
Signature:
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POLICY:

The Town of Kindersley will endeavor to recruit the most competent individuals to fill all employment
positions.

PROCEDURE:
Promotions

Whenever any job with the Town of Kindersley becomes open, preference in the selection of a candidate to
fill the position will be for a person presently employed with the Town provided that this employee has the
mental and physical qualifications for the job and has a past record of achievement commensurate with the
position.

Unionized vacant and newly created positions must be internally posted for a period of seven (7) calendar
days in order that employees have the opportunity to apply as per the C.U.P.E. #2740 contract.

Where the qualifications of two or more employees are relatively equal, length of service will be the
determining factor.

In the case where promoted employees are unable to meet the requirements of the new position during the
probationary period, the employee will return to his/her previous position and salary and replacement
workers hired to fill the employee's vacated position will be released from employment with the Town of
Kindersley.

Posting a Unionized Position
Once the qualifications required for the position have been determined by the department manager, the
following procedure will be used by all departments to ensure fairness in employment practices:

Preparation of advertisement and postings - The advertisement/postings will be prepared by the department
manager and include:

e The title of the position,
e Essential requirements for education and experience
e Knowledge and skills required



Key areas of responsibility

Starting/end date where applicable

Hours of work

Closing date of competition

Respondent

The following statement regarding acknowledgement of applications: “We thank all candidates for
their interest, however, only those selected for an interview will be contacted.”

Utilization of Government Job Creation Programs

Whenever possible and feasible, government job creation programs will be used to provide temporary
services provided that budgetary considerations have been made for any matching funds necessary for
these programs. New programs are especially appropriate for funding under such schemes.

Utilization of Fine Option Programs

Personnel made available to the Town by the courts through the community service and fine options
programs of Saskatchewan Justice will only be used in areas where they need not be bonded. Workers
assigned under the above programs that have been convicted of break and enter will only be permitted to
work outdoors and under supervision.

Distribution of the Advertisement

As stated previously, prior to posting the position to the general public, any unionized advertisement will first
be circulated to personnel already employed by the Town to give them the first opportunity to apply.

When posting to the general public the advertisement should be submitted to local news media, to local
employment agencies, and then to provincial and national media and employment agencies (if applicable).

Response Time for Advertisement

A reasonable amount of time must be allowed from the time that the advertisement becomes public until the
closing of the competition to give all applicants a fair chance at having their applications reviewed. This
response time will vary depending on the distribution of the advertising and on the urgency of filling the
vacant position.
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KINDERSLEY
POLICY
HRG-003
HUMAN RESOURCE SECTION: Hiring ORIGINAL DATE: 1993
POLICY REVIEWED: November 2008
TOPIC: Selection REVISED: March 13, 2012
Date Effective: May 22, 2012
Signature:
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POLICY:

The Town of Kindersley will conduct a screening process that is fair and equitable.

PROCEDURES:

1)
2)

7)

It is the responsibility of each applicant to demonstrate that she/he meets the requirements of the
position.

Each interview team will consist of a minimum of two persons. The composition of this team will
depend on the position being filled. For a management position, the team will be chosen by the
Chief Administrative Officer. For the Chief Administrative Officer position the interview team will
be chosen by Town Council.

Applicants who meet the basic requirements of the position will be invited to an interview where
they will be evaluated on their response to a preset list of topics, education, and experiential
criteria.

Unsuccessful candidates can be informed either by mail, in-person, or by telephone.

Second interviews will be held when several candidates demonstrate equal abilities.

Following the selection process, the department manager and/or Chief Administrative Officer
should check a minimum of two references provided by the three final candidates. If the
reference checks prove satisfactory, the position will be offered first by telephone and confirmed
by letter to the first selection, and if that candidate cannot accept, to the second and so on. If
none of the candidates accept, a new recruitment process will begin.

The written contract of employment may provide the following details, but not limited to:

e Cover letter welcoming the employee

The job description and the name of the position being offered.

Terms of employment and probationary period.

Compensation and benefits

Holidays

Starting date

Hours of work

Terms of termination

Requirement to complete an oath of confidentiality

Requirement to complete a criminal reference check (if applicable to position)



a) Forward two copies of the offer of employment to the potential employee. The potential
employee shall be requested to sign and return one copy while retaining the other for personnel
files, as an indication of acceptance of the terms of employment.



REFERENCE: o o
TOWN OF
HUMAN RESOURCE
KINDERSLEY
POLICY
HRG-004
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POLICY:

The Town of Kindersley will ensure that each new employee participates in an orientation process.

PROCEDURE:

Once an employee has been hired, the department manager shall ensure that the new employee, in the
course of his/her orientation, obtains the appropriate payroll forms. The completed forms shall be forwarded
immediately to the Payroll Clerk. Copies of all forms completed are kept in the employee's personnel file.

Orientation: On the first day of work and in the period immediately following this time, the new employee
shall be welcomed and oriented to the personnel and procedures of the department. The department
manager shall ensure that the new employee is familiar with, but is not limited to:
e Human Resource and Department Policy manuals
The hours of work
The probationary period
Benefits and when they begin
Pay period and time sheets
Travel and sustenance and claims
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POLICY:

The Town of Kindersley will hire relatives of current employees subject to certain restrictions to reduce the
potential for conflict of interest.

PROCEDURES:

Relatives of Town of Kindersley employees may be hired by any department provided that these new
employees will not be supervised by a relative as defined below; or they do not, on a regular basis, work
directly with the relative.

For the purpose of this policy, "relative" is defined as follows:

husband, wife, mother, father, brother, sister, son, daughter, mother-in-law, father-in-law, brother-in-law,
sister-in-law, son-in-law, daughter-in-law, uncle, aunt, first cousins, grandfather, grandmother, common law,
fiance(e).

This policy is at the discretion of the Chief Administrative Officer.
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HUMAN RESOURCE SECTION: Hiring ORIGINAL DATE: 1993
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TOPIC: Hiring Members of Council | REVISED: March 13, 2012
Date Effective: May 22, 2012
Signature:
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POLICY:

No member of Town Council can be hired based on the potential for perceived or real conflict of interest.

PROCEDURES:
No member of Town Council shall be considered for employment by the Town of Kindersley unless they first
resign their position on Town Council.

The family of Councilors, such as defined in the policy on the Hiring of Relatives (HRG-007) shall not be
hired by the Town of Kindersley. This policy is at the discretion of the Chief Administrative Officer. (NOTE:
Consideration will be given to term and/or seasonal positions.)

Should a relative of a present employee of the Town be elected to Council, that employee may continue their
employment. Should that employee resign, however, he/she shall not be eligible for rehire so long as an
immediate relative sits on Council.
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POLICY:

Former employees of the Town of Kindersley that left in good standing will be given the opportunity
to apply for vacant positions as they arise.

PROCEDURES:
Former employees may be rehired provided that they were not previously dismissed for just cause
from the employ of the Town of Kindersley.
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POLICY:

The Town of Kindersley employs persons from a wide range of employment classifications.
PROCEDURE:
The terms below shall be used to refer to persons employed with the Town of Kindersley.

EMPLOYEE - all persons, other than members of Council, who receive wages or salaries from the Town of
Kindersley or its agencies. An employee serves the employer.

PERMANENT FULL-TIME EMPLOYEE - any employee working a regular number of hours per week, equal
to or exceeding, 32 hours per week; or Town Office clerical staff working a regular number of hours per week
equal to or exceeding 35.

PERMANENT PART-TIME EMPLOYEES - any employee working a regular number of hours amounting to
less than 32 hours per week, other than Town Office and RCMP clerical staff.

TEMPORARY FULL-TIME EMPLOYEES - any employee whose service is for a temporary, limited time
period and who works a regular number of hours equal to or exceeding 32 hours per week.

TEMPORARY PART-TIME EMPLOYEES - any employee whose service is for a temporary limited period
and who works a regular number of hours less than 32 hours per week.

CASUAL EMPLOYEES - any employee whose service is on an as-needed basis for any number of hours.

MANAGEMENT - any employee who is hired, or contracted to a position in which he/she manages the
affairs of a department or program, develops and supervises programs, budgets and finances. This may
include hiring, supervising and dismissing any staff assigned to that department

CONTRACT WORKERS - Contract workers may be hired when the organization requires regular full- or
part-time work to be done over a significant period of time; and hire a contract worker as a self-employed
service provider when the organization needs advice, specialized services or irregular short-term work done.
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POLICY:

The Town of Kindersley recognizes that new employees will need a period of time to become familiar with
the organization and to move towards competency in their position. The first few months of employment
represent an opportunity for both the employee and the Town of Kindersley to determine if the original hiring
decision was best for all involved.

DEFINITIONS:

Commencement Date: The date on which a probationary employee begins work for the Town of
Kindersley.

Anniversary Date: The hiring date or a change in status on a new job within the Town of Kindersley.

PROCEDURE:

A) The probationary period is an extension of the selection process and provides the
Manager/Supervisor with an opportunity to determine through regular performance reviews, if the
individual’s knowledge, skills, and abilities are an appropriate match to the job requirements.
Employees will be officially appointed to their positions upon satisfactory completion of the
probationary period. Probation applies to new Employees and to in-service promotions.

B) The period of probation shall be six(6) months from the Employee’s commencement date

C) The Manager/Supervisor should discuss any concerns about a probationary employee with the
Chief Administrative Officer as they arise. As these concerns are discussed, the
Manager/Supervisor and the Employee will design a process for necessary change.

D) The Manager/Supervisor is to ensure that the Employee has received adequate orientation,
guidance, on-the-job training, and coaching. The Manager/Supervisor is to set goals, monitor
performance, and provide feedback to the Employee on a regular basis.

E) Permanent Status of Probation occurs following a positive Performance Evaluation.

F) If the Employee is considered unsatisfactory, the department manager shall inform the
Probationary Employee, both verbally and in writing, and will clearly outline the reasons for this
decision.

G) Whether or not the Probationary Employee is accepted as a permanent employee, the
department manager shall inform the Payroll Clerk of the employee's status.
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POLICY:

The Town of Kindersley will maintain personnel file(s) for each employee. Personnel files are the property of
the Town of Kindersley.

PROCEDURE:
Employee records are maintained for several important reasons:
¢ to ensure that legal, regulatory, and procedural requirements have been met
to provide a basis for making personnel decisions (e.g. benefits, salary, termination)
to assist with human resources management
to collect information for statistical human resources reports

Employee records may include the following, but not limited to:
e Employee Information Sheet (home address, telephone, emergency contact, birth date)
Hiring and termination dates
Benefit status and information
Job description
Application form and/or resume
Employee certifications and training
Reference check documentation
Employment letter/contract of agreement
Special leave request forms and any applicable medical certificates
Compensation history
Performance evaluations
Confidential correspondence with employee
Termination information, exit interview (if possible), letter of resignation or termination
Letters of recommendation

Documents, which may adversely affect employment or form the basis of disciplinary action, are placed in
the employees’ personnel files, employees will be provided the opportunity to acknowledge the
placement of the documents. Employee refusal to acknowledge the placement of the documents does
not stop the placement of the document in the file.



The information contained in employee files is strictly confidential. Only the employee, Human
Resources, Chief Administrative Officer and the Assistant Administrator will have full access to an
employee’s file. Access to specific information (e.g. payroll/benefit information), may be obtained by the
Payroll Clerk through the Assistant Administrator.

Employees should communicate any changes in personal information such as benefit status, name,
address, or phone number to the Assistant Administrator and Payroll Clerk.

Access to Personal Files

Employees can review their personal files at any reasonable time convenient to both the employee and
the Employer.

The Assistant Administrator will be present while employees review their own files.

No original documents can be removed or copied from a personal file without permission from the
designated Town of Kindersley representative..

Employees can only review their own personal files.

Ex-employees may have access to their personal files in accordance with the above.

Upon an employee’s death or termination, a personal file remains the property of the Employer.
Change of Status

Whenever an employee experiences a change of status within the organization, it is the responsibility of
the Supervisor/Manager to inform the Payroll Clerk immediately on the change. Changes in status may
include, but not be limited to:
e new employee is hired
change in rate of pay
employee is laid off, quits, or is discharged
laid off employee returns to work
change from probationary to permanent status

It is the employee’s responsibility to notify the Payroll Clerk of any changes in personal information.
Changes may include, but not limited to the following:

e employee name change

e change in marital status or a change in dependents

e employee wishes to change beneficiary

e change in the amount of income tax being deducted
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POLICY:

The Town of Kindersley requires Employees to work hours in accordance to their job-description and
Department Manager’s instructions.

PROCEDURES:

Hours of work will vary to accommodate the diverse operational requirements and service commitments of
the municipality. Operational hours and responsibilities vary between Town departments and are determined
by Department Managers.

Unless directed otherwise by the respected Department Manager, hours of work are:

1. Non-Management Employees (Non-Unionized)

A) Regular full-time hours of work are either seven (7) or eight (8) hours per day, contingent to
the position held. Seven (7) hour days or thirty-five (35) hours per week are generally Monday
through Friday, including a one hour unpaid lunch break. Eight (8) hour days or forty (40) hours per
week are generally Monday through Friday, including a one hour unpaid lunch break. Regular full-
time hours of work may vary from the above with approval of his/her supervisor.

B) No over-time shall be worked by Non-Management Employees unless previously approved by
his/her supervisor.
C) Compensation for Non-Management Employee’s overtime hours in excess of the regular full-

time hours of work may be in the form of either cash reimbursement or time-off in lieu at a rate of one
and a half (1 '2) times hours worked, with such determination to be made by the Department
Manager.

2. Management (Non-Unionized)

Each member of the management staff is responsible for ensuring all their job responsibilities are
fulfilled.

Regular hours of work are usually 8:00 a.m. - 5:00 p.m., Monday to Friday(40 hours), including a one
hour unpaid lunch break, but may vary according to job priorities and/or requirements. Management
is not entitled to compensation for overtime required to fulfill their regular job duties.



At the discretion of the CAO, flex time hours of work may be granted on a case by case and individual
basis.

Unless otherwise stipulated in an employment contract, additional time worked for duties above and
beyond the normal job performance, requirements or responsibilities may be recognized as follows:
A) Upon approval of the CAO, up to ten (10) EDO’s (earned days off ) per calendar year may be

allotted
B) All Earned Days off must be taken within sixty (60) days of being earned.
C) Managers are responsible for ensuring that their department has been made aware that they

will not be in attendance and that the department is adequately staffed and prepared.
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POLICY:

The Town of Kindersley recognizes the importance of rest breaks for Employees.
PROCEDURE:

The Town of Kindersley allows for two, twenty minute paid breaks daily, one in the morning and one
in the afternoon. In the event of afterhours shift work, one break will be allowed for every four hours
worked.

If so desired, food and/or refreshments to be consumed during the allotted rest breaks should be
brought by the employee when working away from Town facilities. In the event that two or more
individuals are working individually, yet in reasonably close vicinity, they may meet at a pre-
determined spot for a rest break, provided it does not exceed the allotted twenty minutes for rest
break which includes any travel time.

Decisions regarding employees driving Town vehicles/equipment to Town facilities for rest breaks
will be determined by the direct supervisor. Travel time to and from Town facilities is to be included
in the twenty minute break window.
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POLICY:

Town of Kindersley employees work in the public and should represent themselves professionally in accordance
to industry standards. The appearance of the staff reflects upon the organization. Appropriate dress for all
appointments and/or meetings with customers is required.

PROCEDURE:
(1) Employees are expected to dress in appropriate clothing for their respective positions. If a
uniform is assigned it must be worn during all working hours. If personal protective equipment (PPE) is
required, it must be worn.

(2) Personal appearance and hygiene shall also be given consideration by all employees.

(3) Outdoor Employees

o |If the position permits shorts they must be of an appropriate length

e Shirts are to be worn at all times. T-shirts must have a sleeve. Vulgar t-shirts or clothing
may not be worn

¢ Unacceptable for either gender: rumpled or ripped clothing, miniskirts, underwear as
outerwear, inappropriately revealing attire such as bare midriffs, and flip-flops (unless
worn at the Aquatic Centre)

e Hoodies are not acceptable at any time when working around equipment, machinery, or
moving parts

(4) Business & Casual Attire:
Typically this type of dress includes:

o Suits

o Dresses

e Skirts

e Dress pants & cords



Khaki’s and other cottons
Dress shoes or leather shoes
Nylons/socks in cooler months
Blazers

Dress Shirts

Golf Shirts

Sweaters or turtle necks

For clarification of the Dress Code Policy, please note the following:

e Shorts, Dresses, Skirts — no shorter than 4” above the knee

e Appropriate sandals permitted during the summer months; no simple flip flops

o Footwear must be worn at all times in all facilities with the exception of the Aquatic
Centre pool area

¢ Unacceptable for either gender: rumpled or ripped clothing, miniskirts, underwear as
outerwear, inappropriately revealing attire such as bare midriffs
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POLICY:

Town of Kindersley employees are expected to show the utmost care and respect in the use of its material and
intellectual property

PROCEDURE:

Definition:

Intellectual Property

Any document, tool or any other work produced for Town purposes, any task that has been performed for the

Town, or any confidential information that the employee might become aware of through his/her work is the
property of the Town of Kindersley. This information is to remain confidential even after the employee’s departure.

A. Use of Computers:
Employees who have access to Town computers are expected to respect the following guidelines:

1. Use of Society Computer Network:
Employees and volunteers are expected to use the Town’s Computer Network as a means of
communication and consider it to be a professional correspondence tool.

2. Use of Software:
It is the policy of the Town of Kindersley to respect the proprietary rights of a computer software
developer. As a user, employees are required to comply with the license agreements associated
with the computer software products.

3. Use of the Internet:
The Town of Kindersley recognizes that the Internet is a useful tool to aid employees in
accomplishing their duties. As such, its primary use is for education, research, communication,
and administration as applicable to Town Business.
It is recognized that some personal use of the Internet will occur. Incidental use is acceptable,
provided it takes place only during approved breaks and lunch times.




Employees should be aware that the following activities are criminal in nature and the use of the

Town’s equipment and resources to engage in these activities (or similar activities not listed

here) will result in discipline by the Town up to and including dismissal:
e Possessing, downloading, or distributing child pornography;

Gaining unauthorized access to a computer system;

Trying to defeat security features of the electronic network;

Spreading computer viruses with intent to cause harm;

Destroying, altering, or encrypting data without authorization and with the intent of

making it inaccessible to others with a lawful need to access it;

Interfering with others’ lawful use of data and computers;

Sending electronic messages, without lawful authority, that cause people to fear for their

safety or the safety of anyone known to them;

o Disseminating messages that promote hatred or incite violence against identifiable
groups;

¢ Intercepting other people’s private communications or electronic mail (in transit);
Distributing, publishing or possessing for the purpose of distributing or publicly displaying
any obscene material;

o Violating another person’s copyright;

e Spreading false allegations or rumors that would harm a person’s reputation; and

e Unlawfully destroying, altering, or falsifying electronic records.

Employees should also be aware that the following activities, while not criminal in nature, are
considered unacceptable usage of the Town’s equipment and resources and will result in
discipline up to and including dismissal:
¢ Downloading, viewing, accessing or distributing pornographic and/or obscene material;
e Using the Town’s equipment and resources in any way that may be perceived as
harassment or discrimination under the Harassment and Discrimination-free Workplace
Policy;
e Using the Town’s equipment and resources for personal financial gain.

E-mail:

Employees should be aware that they have no reasonable expectation of privacy in e-mail
transmitted, received, and stored on and/or through the Town’s network. E-mail, whether
created of received, is the property of the Town and is not a private employee communication.

Telephones:
Telephones, both stationary and mobile, issued to employees by departments are to be used

primarily to conduct Town business. It is recognized that some personal use of the office/ cell
telephones will occur. Incidental use is acceptable, but not beyond the point where it:

¢ Interferes with the employees ability to complete work assignments;

or

o Becomes a burden on the Town’s systems and or resources;

or

e It becomes excessive.
Any voice or data charges related to personal use of telephones must be reimbursed by the
employee.

Intellectual Property:

An employee who produces a document, tool, or any other work for the Town cannot take
ownership of the product. A task that has been performed for the Town becomes property of
the Town of Kindersley.




Intellectual property also includes the use of confidential information that the employee might
become aware pf through his/her work. This information is to remain confidential even after the
employee’s departure.

Use of Equipment:
Use of Town equipment shall be for business purposes only.

Private use of Town property (e.g. tractor, truck, photo copier, etc.) will be permitted only when
authorized. The employee is expected to properly use Town equipment. Misuse or damage
caused to Town equipment or property could result in disciplinary actions and or/ other
sanctions.
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POLICY:

The Town of Kindersley is committed to maintaining the highest level of confidentiality and ensures
precautions. The Town abides by the Personal Information Protection and Electronic Documents Act
(PIPEDA) and the Local Authority Freedom of Information and Protection of Privacy Act.

PROCEDURE:

Confidential and Sensitive Information

Employees of the Town of Kindersley often deal with sensitive and confidential information. Employees are
bound by their Oath of Confidentiality not to reveal any confidential or sensitive information pertaining to their
work without first obtaining permission from the client or the Chief Administrative Officer or their department
manager. Employees breaking confidentiality shall be subject to disciplinary action as provided in the discipline
section of this manual.

Electronic and Paper Files

Each employee is responsible for ensuring that confidential and sensitive information is secure, whether that
information is held in electronic or paper files. All files should be locked when employees cannot directly
supervise their security. Computers should not be left open to the general public, be password protected and be
turned off in the evening.

Computer systems must be password protected.

Historical, sensitive and essential operational documents and files are to be stored in a secure location.

Buildings and Equipment

The facilities and equipment of the Town should be secure against intrusion and vandalism at all times.
Employees should report any security breaches to a department manager as soon as one is discovered and
should inform a department manager when a facility or piece of equipment cannot be adequately secured. Lost or



stolen keys, access cards or fobs must be reported immediately to the departmental manager. All keys, access
cards and fobs are the property of the Town and must be returned if no longer in the employ of the Town.
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POLICY:

The Town of Kindersley maintains the right to limit the use of all Town owned, leased, or hired
vehicles/equipment.

PROCEDURE:
This policy applies to all Town employees who utilize Town owned, leased, or hired vehicles/equipment in their
assigned work.

Responsibilities:

Administration/Managers/Supervisors:

o Ensure that all managers/supervisors are aware of the policies related to any Town owned, leased, or
hired